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[bookmark: Blended_Working_Guidelines_and_Flexible_]Blended Working Guidelines - HRSP39

This document will be formally reviewed with the benefit of operational practice and experience during 2023/24. It remains subject to ongoing consultation with Faculties, Services and our recognised trade unions Unison and UCU.
Colleagues are asked to follow the guidelines outlined here and to provide feedback through their Head of Service, Head of Department or trade union.
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[bookmark: _Toc141277158]Blended Working
1. [bookmark: _Toc141277159]Introduction

1.1 [bookmark: 1._Introduction]Middlesex University is committed to the provision of practices that support flexibility in the
workplace and equal access to all staff. As part of this commitment we will, wherever operationally possible, support the adoption of blended working (allowing for a mix of both on- campus and off campus working) and other flexible working practices, for example part-time working, job shares, and flexible start and finish times etc.

1.2 Blended working will not require a contractual change and in some circumstances due to business need it may not be possible to meet all individual preferences. The option of blended working should have benefits for individuals, teams and the University. Depending upon the circumstances, some of the benefits may include:

· A mixture of on-campus and remote working can for many roles, lead to increased productivity and job satisfaction
· More flexible use of space on campus can support collaborative and innovative working
· Teams can have a more positive impact on the environment through reducing travel and carbon footprint
· There are opportunities for reducing commuting time and costs for your team
· Enhanced connectivity with our Global Middlesex family
· A more flexible approach to working can help to ensure a good work life balance for staff and their managers, raising employee satisfaction and engagement
· Promoting flexibility and trust in your team can reduce a focus on presentism and absenteeism, and have a positive impact on this
· Opportunities to try doing things differently and to improve digital skills
· Longer term, flexibility in ways of working will make Middlesex an even more attractive place to work
1.3 In addition to the opportunity to adopt a blended working arrangement, all of our employees have a legal entitlement to formally request to work flexible hours – see Annex A below. While there is no automatic right for flexible working to be approved by employers, all applications will be considered seriously and permanent changes may be agreed.
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1.4 Blended working arrangements will only be entered into on a voluntary basis, and all of our staff will continue to have the option of working on campus if this is their preference.


2. [bookmark: 2._Scope_and_Aims][bookmark: _Toc141277160]Scope and Aims

2.1 The purpose of these guidelines is to provide a framework within which staff and managers can discuss and agree arrangements for working in a blended way. The guidelines should be read in conjunction with our guidance on remote working where off campus work is being considered – see Annex B. The guidelines are not intended to be prescriptive; however there are certain principles which must apply and which should be understood by employees and their managers

2.2 The policy and guidelines apply to all employees of Middlesex University and Middlesex University Services Ltd. It is intended to:

· Provide a framework for enabling work to be carried out in the most appropriate location within the UK, whether on campus, off campus or a mixture of locations i.e. in a blended manner.
· Ensure all equality issues continue to be observed and understood in both on campus and remote working situations.
· Foster the development of a blended working approach, that is designed to be beneficial to the individual and the University, whilst recognising that the student experience and the efficiency of our services have to remain paramount.
· Provide staff and managers with guidance on blended working which meets the rapidly changing needs of stakeholders e.g. to provide online teaching, campus services and flexible support to students and staff
· Enables staff to find an improved balance between work and home commitments within the parameters of their contractual working hours. (See also the University’s separate policies covering parental and associated leave).

2.3 It is recognised that the nature of the academic contract already provides for academic staff to work in a blended way, allowing for off-campus remote working when not delivering teaching or meeting with students. As with all other staff, where working off campus academic staff should confirm their ability to follow the University’s requirements on data protection, cyber security and health and safety, see Annex B.


3. [bookmark: 3._Blended_Working_in_Practice][bookmark: _Toc141277161]Blended Working in Practice

3.1 Our starting presumption will be to support blended working patterns wherever these do not negatively impact on the priorities of the University, our students or other employees.
3.2 Blended working will be open as an arrangement for all staff, unless their role cannot be carried out off campus – further guidance on the types of role (blended, on campus and remote) can be found in Section 4 below. A majority of our academic staff and many of our professional services staff already work in a blended way, attending campus where face-to- face contact with students, colleagues and external stakeholders is required, but otherwise

working remotely off-campus. Where on campus work is required, other opportunities to work flexibly may still be explored, for example compressed working hours or varied start and finish times etc.
3.3 Any decisions on blended working must take into account relevant, current guidance on the capacity of office spaces. The health and safety of our staff and students will remain of paramount importance. Where hot-desking is envisaged as part of a blended working arrangement, local management should ensure that protocols are discussed with team members, agreed and monitored for effectiveness, respecting the need for team work and efficient use of shared resources.
3.4 Our campus is the focal point of our University community and being part of that community will normally require colleagues to spend some time supporting our work on campus. Local management will consider activities before determining which duties and/or roles need to be delivered on-campus versus those where there is flexibility in the location or method of delivery. The University will continue to expect staff to be present on campus to interact with students, colleagues and others as needed, particularly when required to provide face-to-face services.

3.5 Given their non-contractual nature blended working arrangements will remain subject to ongoing local agreement, which may be altered over time. Guaranteed work patterns can only be agreed if a formal flexible working request is submitted and agreed – thereby leading to a change in contract – see flexible working at Annex A.

3.6 Where an employee is required to amend their blended working arrangements, for example they may be required to come onto campus more regularly, the reasons for the change should be explained, and alternatives explored if still desired.

3.7 No precedent will be set by any blended working arrangements which are put in place. All blended working arrangements should be reviewed regularly to ensure they are operating successfully for the staff member and the University. Staff will be encouraged to schedule such discussion using the University’s Your Review system.

3.8 Support and advice in respect of adjustments required in respect of any long term health conditions and or disability may be requested through HRS and or the Health and Wellbeing Manager.

4. [bookmark: _Toc141277162]Types of Role

4.1 All University roles will be defined as one of three types. The determination of the relevant work type and the extent of the flexibility available will be agreed via discussion between a manager and individuals. The discussion will cover the types of activity which they would expect to be carried out on campus (and off). The three types:
[image: Timeline  Description automatically generated ]

4.2 [bookmark: 4.2_Blended_Workers:_this_type_of_work_c]Blended Workers: this type of work covers a majority of our University roles. This is a job type which permits flexibility in where and how the duties are carried out including on campus in a variety of locations. The way that work is carried out is dependent on the activity e.g. creative ideas discussed among a group will be most effectively carried out within a space enabled to do so. Focused planning time or writing of documentation, policies etc. are activities for which dedicated time away from campus is well suited.

4.3 The vast majority of academic and professional services roles will fall into this category since there will be some activities which require physical presence e.g. delivery of lectures and tutorials, carrying out workshop or practically based demonstration, research, collaborative team or project meetings. The role will also afford scope for work off campus e.g. marking, write up of research, writing guidance or policy documents, planning etc. Individuals will need to be available to attend on campus for work or meetings and so are expected to be fully contactable during contractual hours and willing and available to do so.

4.4 The University fully acknowledges that some individuals will have a preference to work almost fully or exclusively on campus for reasons that are not linked to the work itself e.g. due to lack of space to work at home, interruptions from family members, the mental health benefits of social interaction with colleagues etc. Our blended working approach will always allow for this as it should be mutually beneficial to the individual and the University.


4.5 [bookmark: 4.5_Campus_Worker:_A_role_based_exclusiv]Campus Worker: A role based exclusively or almost entirely on campus, whether from a fixed office or variety of locations on campus. Campus workers are defined by the purpose of the role e.g. to provide a face to face service to students or staff or where the role maintains campus facilities and buildings.

4.8 Campus Workers may still be able to work flexibly in terms of how they deliver their work for example through the operation of a different work pattern such as a compressed working week, flexible start and finish times, term-time working and or annualised hours.

4.9 Permanent Remote Workers: A very small number of individuals will be contracted to work fully off-campus in the UK (working overseas will only be accepted in rare and exceptional cases and always subject to formal approval by the University see our Overseas Work Policy and Procedure incorporated into this document in Annex C) where there is deemed to be a business requirement or benefit to do so). Permanent remote working arrangements are likely to occur infrequently and will be managed as part of the flexible working procedure – See Annex A.


5. [bookmark: _Toc141277163]Successful Blended Working

5.1 Blended working, to be at its most effective will require:

· team members understanding the overall University’s Strategy and how that translates locally into service / departmental plans and ultimately their own individual targets.

· Clear communication of job expectations, priorities and deliverables by a manager to their team at induction and on an ongoing basis. Managers need to ensure that expectations are deliverable within the contracted hours of the employee.

· regular one to one conversations using Your Review will help to ensure staff are provided guidance, support and to ensure workload demands are achievable.

· An understanding of local team arrangements and available times to come into the office, this may be by an agreed rota or communicating clearly when team meetings may occur. Staff should book their attendance in work when they come in via this allows the university to know which spaces have been used and ensure that they continued to be cleaned adequately.

· managers trusting and empowering team members to deliver their work commitments and raise any issues which might prevent them from doing so.

· provision of training, guidance and relevant resources, particularly IT resources, to their team members on working more dynamically.

· in the short term, ensuring that they maintain regular one to one and team communications e.g. via virtual team meetings, phone calls as well as on-site meetings.

· the encouragement to use areas of campus for more creative collaboration

e.g. by giving permission for team members to join those in other departments to input their knowledge and experience to address a particular challenge.

5.2 [bookmark: 5.2____While_Blended_Working_will_be_ope]While Blended Working will be operated on an informal basis, to be effective we will expect staff to understand that there will be times and specific duties when attendance on campus is required and they must attend as requested.

5.3 [bookmark: 5.3_Staff_should_be_encouraged_to_use_Yo]Staff should be encouraged to use Your Review to help them deliver the work needed engaging with and delivering the priorities and outputs agreed as a result of regular conversations with their manager or delegate.

5.4 [bookmark: 5.4__Staff_should_agree_expectations_for]Staff should agree expectations for communicating with managers and colleagues so that they are available to speak and/or meet with as needed. Ensuring that they are available for regular conversations with their manager. Alerting managers where there are barriers or other needs e.g. health, caring responsibilities, which mean they are unable to carry out their full duties.

5.5 In all cases working remotely offsite should be carried out in a way which continues to uphold the University’s policies and procedures, particularly around keeping data confidential and secure as set out in our Remote Working Guidelines – see Annex B

5.6 It is important that staff wishing to work off campus have the appropriate space and work station set-up when they do so, especially where more frequent remote working is planned. In all cases managers should ensure that staff working off campus are familiar with the University’s expectations concerning data and cyber security, health and safety and communications – See Remote Working Guidelines (Annex B). Where this is not achievable, work on campus will be required.

5.7 The University cannot agree to staff working from overseas other than in limited circumstances and prior permission must always be obtained before doing so. Working for Middlesex University from another country can create tax and social security liabilities for both the University and the individual as well as visa issues for those who have limited work permissions. It is essential that staff ensure that they discuss any such proposal with their manager in advance of making these arrangements.

[bookmark: Annex_A][bookmark: Annex_B][bookmark: _Toc141277170][bookmark: Remote_Working_Guidelines]Annex B: Remote Working Guidelines

1. [bookmark: 1.____Equipment]Equipment

1.1 [bookmark: 1.1_The_line_manager_will_discuss_and_ag]The line manager will discuss and agree with the employee prior to commencing remote working, what equipment and IT requirements will be needed to enable the individual to work effectively from home. Any equipment necessary will be provided by the University who will bear the full cost of delivery and installation. The equipment will remain the property of the University at all times.

1.2 [bookmark: 1.2_With_regard_to_the_equipment,_employ]With regard to the equipment, employees will be expected to:

· [bookmark: •_Take_reasonable_care_of_the_equipment;]Take reasonable care of the equipment;
· [bookmark: •_Take_all_reasonable_steps_to_minimize_]Take all reasonable steps to minimize the risk of theft or damage to University property and paperwork whilst these items are away from University premises;
· [bookmark: •_Use_it_only_for_work_purposes_and_in_a][bookmark: •_Comply_with_software_licensing_Terms_a]Use it only for work purposes and in accordance with any operating instructions as defined in the University Information Security Policy;
· Comply with software licensing Terms and Conditions;
· [bookmark: •_Return_to_the_University,_the_equipmen]Return to the University, the equipment at the end of the Remote working arrangement.

2. [bookmark: 2._Cyber_Security_and_Data_Protection]Cyber Security and Data Protection

2.1 Cyber security, data protection and confidentiality rules continue to apply to all business conducted on behalf of the University, regardless of location. Remote workers must take extra precautions to ensure that the University’s systems and data are not compromised.

2.2 [bookmark: 2.2_Cyber_Security:_All_staff_must_be_fu]Cyber Security: All staff must be fully conversant and compliant with the University’s and the University’s Information Security and Acceptable Use Policies available here. All staff must have completed compulsory training on Cyber Security. To complete this training please log into Learn Upon Platform.

2.3 Staff are advised to use a Middlesex University issued laptop (if they have one) when working remotely as these are set up with encryption, and up to date anti-virus software. Personal mobile phones and other personal devices are particularly vulnerable to cyber-attack and should not be used for Middlesex business unless necessary and only if compliant with the section below entitled Security of personally owned devices.

2.4 Non-members of the University (including family and friends) must not make any use of Middlesex University devices. No unauthorised changes may be made to the supplied devices.

2.5 Staff must save all work and data to OneDrive or log in to the network using VPN and save work and data to the network drive (P drive).

2.6 Transporting University data and documents: University data or documents should not be stored on removable media devices such as a memory stick or external hard drive. Where this is absolutely necessary the removable media device must be encrypted with password protection. As soon as is practical, the data should be transferred from the removable media device back onto the O365 One Drive, or to a network drive (P drive).

2.7 Staff should avoid removing hard copies of documents or files from campus and transporting them elsewhere or to home. Where this is absolutely necessary the documents or files should

be carried securely and not left unattended and secured in a lockable cabinet at its destination.

2.8 [bookmark: 2.8_______Security_of_personally_owned_d]	Security of personally owned devices: Whilst the University does not require its staff to use their own personal devices for work purposes, it is recognised that this is often convenient and such use is permitted subject to the following requirements and guidelines:

3. [bookmark: 3._Data_Protection][bookmark: _Toc141277171]Data Protection

3.1 [bookmark: 3.1_All_staff_must_read_and_understand_t]All staff must read and understand the Data Protection Policy and must have completed compulsory training on Data Protection. To complete this training please log in at https:// mdx.learnupon.com/users/sign_in to access the module.

3.2 Remote workers must ensure that laptops, data and documents removed from campus are either kept on their person while travelling or working and are locked away when not in use. All university and data must be saved to OneDrive or to the network drive (P drive)


3.3 Care should also be taken when printing confidential documents to prevent unauthorised disclosure.

3.4 Computer screens on which confidential or sensitive information is processed or viewed should be sited in such a way that they cannot be viewed by unauthorised persons and all computers should be locked while unattended.

3.5 Confidential information must not be accessible to others and confidential waste material must be shredded.

3.6 Reporting losses and Data Breaches: All members of the University have a duty to report the loss, suspected loss, unauthorised disclosure or suspected unauthorised disclosure of any University information asset to the CCSS and The Data Protection Officer within 24 hours. This includes the theft of university issued devices or personal devices which are used to access University data. Any theft of a university laptop, PC or mobile must be reported immediately according to the following procedure: https://www.intra.mdx.ac.uk/media/intranet/resources/it-support/IT-Equipment-Policy.docx

3.7 Where the user becomes aware of the loss the device they should also change their University Network Account and other passwords.

4. [bookmark: 4._Health_and_Safety][bookmark: _Toc141277172]Health and Safety

4.1 While the University has a reasonable duty of care towards an employee’s health and safety, the employee undertaking remote working is expected to take primary responsibility for ensuring safe and healthy working conditions whilst working offsite. Therefore, prior to commencing remote working on a regular basis, a Health & Safety Self-Assessment for Remote Working must be completed. Employees requiring additional support or guidance should contact the University Health & Safety Unit.

4.2 It is the joint responsibility of the manager and employee to ensure that a thorough risk assessment is completed prior to starting regular remote working. In addition, a review of the risk assessment should be conducted on an annual basis as a minimum. The guidance in the Health and Safety Self-Assessment for Remote Working ensures that staff comply with requirements.

4.3 If in the event, further clarification or advice is needed, the manager and employee should ensure they consult with the Health and Safety or HRS respectively. The University has the right to refuse to allow remote working on grounds of Health and Safety.

4.4 Accidents / Near Misses at work: If you have an accident or a near-miss while working (whether on campus or remotely) you can log it online using Notify or the Notify IM apps.
Our guide to using Notify and downloading the app.


4.5 [bookmark: 4.5_Personal_Details_and_Safety:_Staff_a]Personal Details and Safety: Staff are advised not to release their home address and personal landline telephone number to non-members of staff. If a postal address needs to be given out, it should be that of the Faculty / Service on campus.

4.6 Staff must meet students or other customers, external visitors etc. on campus or in a public venue.


5. [bookmark: 5._Financial_and_legal_considerations_fo][bookmark: _Toc141277173]Financial and legal considerations for remote working

5.1 Business Rates: In theory if a room in the house is used for business purposes only it could attract business rates and may attract capital gains tax on selling the property. Staff may wish to consider not using a room solely for home-working but to use the room when not working as a study, guest room etc. However, independent financial and tax advice should be sought on this.

5.2 [bookmark: 5.2_Insurance_Cover:_Working_from_home_m]Insurance Cover: Working from home may affect the provisions of a home and contents insurance policy. It may also affect mortgage provisions. Employees should therefore inform their insurers / mortgagors / landlord before commencing home-working.

5.3 Employees should ensure that all University-owned property is insured under their own Contents Insurance Policy; used appropriately and responsibly and that all reasonable precautions are taken to prevent damage and theft. Any damage or theft of University property must be reported to the line manager immediately and CCSS. Any theft must also be reported to the University’s Information Governance Officer.

5.4 All staff working remotely are covered by the University’s Employer’s Liability Insurance and Public Liability Insurance providing the rules of this policy have been followed.

5.5. Travel Expenses: The nominal “normal place of work” remains the University and all staff will be expected to meet the cost of travelling from their home to campus or claim the cost of travel to another location less the cost of travelling to campus. All additional travel costs for business use will be claimable as usual through PAFIS

5.6. London Allowance: Outer London Allowance continues to be payable for eligible staff (Grades 2 – 9) whose work location is in a London Borough. There are no current plans to adjust the London Allowance if staff work remotely some of the week. London Allowance is not payable to staff who work on a permanent basis at a site which is outside of a London Borough.

2. [bookmark: _Toc141277174]Working remotely from overseas

2.1 Unless your contract of employment states the contrary, your UK contract of employment requires you to be resident in the UK. This means that your main home is in the UK, that you live in the UK for the majority of the year, and that you pay income tax in the UK.

2.2 Middlesex University and Middlesex University Services Ltd will normally be unable to accommodate or comply with requests to work remotely while abroad. This is because working from abroad entails complex issues covering immigration; local employment law and health and safety law; local income tax and social security payments; some UK pension rules; corporate tax issues for MDX or MUSL; data protection and intellectual property issues.

3. [bookmark: 7.__Communication_and_Contact][bookmark: _Toc141277175]Communication and Contact

3.1 Staff working remotely will be expected to be logged in to Middlesex systems and to be available during their agreed normal working hours on email and MS Teams. They should provide their line manager and colleagues with their mobile number for emergencies.

3.2 [bookmark: 7.3_Staff_must_make_use_of_their_Outlook]Staff must make use of their Outlook calendars showing their whereabouts and meetings on any given day and must give their line manager and immediate team colleagues access to that calendar.

3.3 [bookmark: 7.4__Line_managers_should_maintain_regul]Line managers should maintain regular contact with their members of staff who are working remotely, with regular video calls, and should consider whether one to one meetings, and team briefings would be best delivered in person on campus.

3.4 [bookmark: 7.5__Immigration:__Those_working_under_a][bookmark: 7.6_Wellbeing_at_Home:_Middlesex_has_col]Immigration: Those working under an immigration visa have a legal obligation to ensure that their outlook calendar shows their whereabouts at any given time and this includes when they are working remotely. Sponsored migrants who are working from home part of the week must register their home address as an additional work address against their certificate of sponsorship.

3.5 Wellbeing support: Gives you access to a variety of wellbeing resources including: Wellness Action Plans, Stress and self-care, Workstation assessments and an Occupational Health Service.

3.6 [bookmark: 7.7_Reporting/booking_Absence:__The_usua]Reporting/booking Absence: The usual rules for taking any kind of absence or reporting in sick still apply –Attendance Management Policy

4. [bookmark: 8._Care_of_dependents][bookmark: _Toc141277176]Care of dependents

4.1 Middlesex recognises that not having to commute to work allows an employee more time before and after work for caring responsibilities. However, working from home is not a long term substitute for childcare or care for other dependents, and those working from home must ensure that they have caring arrangements in place during their working hours

[bookmark: _Toc141277177]Annex C: Overseas Working Policy and Procedure

1. [bookmark: _Toc141277178]Introduction
1.1 The University has a starting presumption that managers and individuals employed or engaged to work for Middlesex University and/or its UK subsidiaries will in all but exceptional circumstances be expected to work and reside in the UK. This policy provides clarity about the University’s position regarding overseas working on a permanent and temporary basis, the rationale for overseas working, the considerations involved for both the University and the individual; and the procedure to be followed on the occasions it is permitted.

1.2 The procedure aims to provide a clear framework for approving overseas working and is accompanied by detailed guidance on the areas that must be considered as part of the approval process. The guidelines while detailed are necessary to ensure that both the University and the individual operate within the necessary regulations and obligations in both the UK and the overseas country.

1.3 Due to the complexity of the issues involved in individuals working for the University
from another country, managers will need to consider the business requirements for working overseas and the benefit it will bring to the University, and consider their ability to meet associated costs, before seeking University Executive Team (UET) approval. This will in all cases require the submission of a business case; subsequently accompanied by appropriate professional advice on taxation and contractual issues prior to any commitment being made to an individual candidate, employee, worker, contractor or funding body.

[bookmark: _Toc141277179]2. Scope
2.1 For the majority of roles across the University, there remains an expectation that individuals will live and work within the UK. However, it is recognised that there are
occasionally reasons for individuals needing to be based overseas either temporarily and in
the rare occasion permanently; and that we need to have a transparent and fair process for managing this.

2.2 This Policy applies to all employees, workers, individual contractors and working
students of Middlesex University and MU Services Limited and any other UK based group entity including joint ventures.

It is intended to apply to a range of circumstances relating to work requests undertaken either permanently or temporary whilst based overseas i.e. at appointment, from existing members of staff when the individual plans to live abroad permanently or temporary, due to strategic decisions for overseas working, secondments, research projects or other collaborative working arrangements, or on compassionate grounds, etc, and is also dependent on the country.
2.3 This policy does not cover:

· Individuals visiting abroad on business trips i.e. travelling to an oversees country in the course of work for the University and visiting, as opposed to residing overseas
· Individuals based abroad for a period of unpaid sabbatical leave
further information about educational trips and fieldwork and staff overseas can be found here


2.4 It is the responsibility of all new and existing members of staff/contractors at the
University to inform their line manager and Dean or Service Director if they are intending to work outside of the UK. They must gain approval to work overseas before they do so. Any overseas working will require specific agreement from the University UET as detailed above.

[bookmark: _Toc141277180]3. Employment Status

3.1 The line manager should consider what employment status and contract type is appropriate for a role, especially if the new recruit will be based overseas for the entire duration of their employment/engagement with the University. In some cases, especially for short term assignments, it might be appropriate to engage an individual as an independent contractor	rather than on an employee/worker basis. There are also a number of considerations to be made in respect of engaging contractors.

3.2 When recruiting or allowing an employee/worker/contractor to work remotely abroad, a number of due diligence factors must be undertaken to ensure all tax and legal issues (including but not limited to social security, employment rights, insurance, health and safety and local laws), have been identified and that any associated costs can be considered and/ or budgeted for by the Faculty or Service Department.

3.3 If engaging a self-employed/independent contractor through a contract for services, it will firstly need to be considered whether such an arrangement is recognised by the
applicable law of the country where the individual will be based. It may also be appropriate to consider bespoke contractual terms of engagement, again, depending upon the applicable law in the country where the self-employed/independent contractor will be based.

3.4 Where a self-employed/independent contractor is engaged by the University and will be based overseas, the individual would be responsible for making their own arrangements to pay any local taxes or social security contributions required in the country in which they are working and purchase their own insurance cover. The University must therefore satisfy itself that anyone who provides personal services off payroll meets the applicable criteria for
self-employment.

3.5 However, even as a self-employed/independent contractor based overseas, there is still a risk that this could create legal obligations for Middlesex University in the country in which the individual is based.

3.6 	Further guidance can be sought from Procurement on upohelp@mdx.ac.uk. https://www.intra.mdx.ac.uk/tools-policies/how-to-guides/procurement/suppliers/new-suppliers

[bookmark: _Toc141277181]4. Consideration of main issues

4.1


In exceptional cases, where there is demonstrable benefit to the University to recruit, or grant permission for an individual to work from an overseas location, then

consideration will be given to overseas working arrangements. The line manager and Dean/ Service Director must consider a number of factors to ensure all relevant risks have been identified and measures taken by the University to be legally and financially compliant.


4.2	The detailed considerations are set out in Appendix A of this policy.

5. [bookmark: _Toc141277182]Procedure
5.1 The University will only agree to overseas working arrangements where there is a demonstrable benefit to the University’s operation arising from such an arrangement, which will be outlined in a business case made by the Dean or Service Director, which should also include the potential costs and financial and legal implications. The benefits will, in all cases, need to be assessed as greater than the costs and risks associated with establishing employment arrangements outside the UK’s taxation and statutory frameworks.

5.2 It is essential that there is an initial discussion between the line manager and the
individual applying to work remotely overseas, or prior to recruiting an overseas candidate. Following this conversation, the line manager should contact the Dean or Service Director for initial approval. The HR Business Partner and the Finance Business Partner can advise if there are any related questions prior to the case being submitted for consideration.

5.3 The individual, line manager and Dean or Service Director would need to understand
fully the rationale for the overseas working request and the benefit this arrangement would bring to the University, before the Dean or Service Director submits the short business case which also confirms that they have sufficient funds to pay for associated legal, tax and financial advice, this should be submitted to the Executive Director of Finance and the Chief Officer for People & Culture, who will consider the business case on behalf of UET and will confirm whether external professional advice can be sought via Finance and HR to progress the arrangement and to ensure the University and its subsidiaries fulfil its contractual and tax obligations.

5.4 Once approval has been granted, Finance colleagues will seek specialist tax and permanent establishment advice and HR will seek employment law advice. Based on this advice, the Deputy Chief Executive Officer and the Chief Officer for People & Culture will decide whether to give final approval. Finance, Human Resources and any other relevant department(s) will ensure that the necessary actions are taken to facilitate the arrangement,
if it is approved. Costs will be charged to department’s or service’s budget, it is expected that the specialist advice and shadow payroll, if required, could cost around £5,000, rising over the duration of the appointment dependent on the complexity of the case.

5.5 If any circumstances change during the period of overseas working, the line manager, and the individual have a responsibility to inform the University via hrss@mdx.ac.uk as further advice may need to be sought on any legal and/or financial implications.

Associated Policies
Blended and Flexible Working Policy Health and Safety Policy Overseas Travel and Health Advice Cyber Security Policy
Data Protection Policy
Computer Use Policy for Staff Remote Working guidance




[bookmark: _Toc141277183]Appendix A: Essential Considerations for Overseas Working


1. [bookmark: _Toc141277184]Income Tax

1.1 When an individual is paid in the UK and is working overseas they may remain liable to pay tax and social security on their earnings within the UK, depending on their residency status. This is not possible for the University to provide individual tax advice and an individual must d seek tax advice in relation to their personal situation. The following is intended as a brief overview of the key considerations that may need to be taken into account regarding income tax below.

1.2 The number of days the individual is present in the UK is one of the main factors to take into account when determining if they have UK residency for the purpose of being liable to pay tax in the UK, when they are living abroad. The individual is automatically resident for tax purposes in the UK if either they have spent 183 or more days in the UK in the tax year, or their only home was in the UK for at least 91 days in total and they spent at least 30 days there in the tax year, or their only home is in the UK and they spend at least 30 days there in the tax year. Note: This need not be a continuous period and can be made up of several overseas employments or repeat visits in one employment, or a combination of business and private visits.

1.3 If an individual is temporarily working overseas, the University will continue to deduct income tax and national insurance under the PAYE system.

1.4 If it is anticipated that the individual will be working overseas for at least a complete UK
tax year, the individual may be able to apply to HMRC for a code which, if issued, would authorise the University to pay the individual without PAYE deductions.

1.5 Individuals who continue to pay income tax in the UK may be exempt from paying tax in the overseas country if a double tax treaty between the country and the UK
exists. .Where an individual would otherwise be is liable for tax in both countries the
double tax treaty, where it is in place between the countries, may allow the individual to pay tax in only one country.

1.6 An individual is automatically considered to be a non-resident of the UK if either the individual spent fewer than 16 days in the UK in the tax year 6 April to 5 April (or 46 days if the individual has not been classed as UK resident for the 3 previous tax years) or has worked abroad full-time (averaging at least 35 hours a week) and spent fewer than 91 days in the UK, of which no more than 30 were spent working.

1.7 If classed as a non-resident in the UK, the individual should not have to pay income tax to HMRC, although they may have to pay tax in the country they have been working in, instead.
https://www.gov.uk/tax-uk-income-live-abroad

[bookmark: _Toc141277185]2. Shadow Payroll

2.1 It may be necessary to set up additional shadow payroll arrangements in the host
country to make the necessary deductions and payments, which would be an ongoing cost to the department. If this arrangement is not set up correctly it could result in substantial fines to the University as well as tax liabilities for the individual.

[bookmark: _Toc141277186]3. Permanent Establishment Risk
3.1 Engaging staff overseas may result in the University creating a “permanent establishment” in another country. As a result, the University could potentially be required to comply with legal obligations including filing audited annual company accounts and paying corporation tax and social security contributions for the individual to legally work within the country.

3.2 Failing to do this could expose the University to the risk of prosecution and financial penalties. The administration cost of this set up and requirement to obtain country specific advice will need to be taken into account when this may apply.

[bookmark: _Toc141277187]4. Social Security
4.1 Social security payments need to be considered entirely separately from income tax. Even if individuals do not pay income tax overseas, they may still be liable to pay social security contributions in the country in which they are working. It is also possible to continue to be liable to pay UK social security (National Insurance) contributions, even where individuals pay income tax overseas and not in the UK.

4.2 If an individual is liable for social security payments overseas, then it is likely that the employer may also be liable to pay employer’s social security contributions in that country. The starting point is to assume that the individual could be liable to pay social security in the country where they physically carry out the work.

4.3 However, just as there may be a double tax treaty which protects the University and individual from exposure to income tax in that country, there may also be a social security agreement which does the same for social security purposes. This agreement may be bilateral, between two countries, or multilateral (between several countries).

4.4 The social security agreement may contain provisions that state that the individual remains liable to pay into the home country social security system and then an A1 certificate,
or certificate of coverage, would be appropriate to protect the employer and individual from exposure to social security in the host country.

4.5 If an individual moves for the first time outside the UK to an EU country from 1 January 2021, then they would be subject to the terms of the new UK-EU protocol on social security coordination. Under these rules it is not normally possible to remain in the UK National Insurance system if the remote working arrangement is expected to last more than two years.

4.6 HMRC provides guidance on paying social security payments for overseas workers. https://www.gov.uk/national-insurance-if-you-go-abroad

4.7 If an individual is working abroad and plans to return to the UK at some point, or alternatively plans to stay living abroad, they may want to make voluntary National Insurance payments in the UK, so they remain entitled to the associated benefits, such as the state pension. Individuals should seek their own advice, specific to their circumstances, but by way of guidance, to do this, they can potentially opt to make voluntary Class 2 National Insurance contributions. However, eligibility is dependent on whether an individual has worked in the UK immediately before leaving, and they have previously lived in the UK for at least 3 years in a row or paid at least 3 years of contributions. Individuals can Check their National Insurance record to find out:

· if they have any gaps
· if they are eligible to pay voluntary contributions
· how much it will cost

4.8 The actual amount an individual will receive under the new state pension rules will depend on their National Insurance record.

4.9 To get any State Pension, an individual will usually need at least 10 qualifying years on
their National Insurance record. However, they do not have to be 10 qualifying years in a row.

4.10 This means for 10 years at least one or more of the following apply:

· the individual was working and paid National Insurance contributions
· the individual was getting National Insurance credits for example if unemployed, ill or a parent or carer
· the individual was paying voluntary National Insurance contributions

4.11 If an individual has lived or worked abroad they might still be able to get some new State Pension and may be able to use time spent abroad to make up the 10 qualifying years. This is most likely if they have lived or worked in:

· the EEA

· Switzerland
· Gibraltar
· certain countries that have a social security agreement with the UK

4.12 An individual can claim the new State Pension overseas in most countries when they reach the state pension age.

4.13 The State Pension will increase each year but only if the retiree lives in:

· the EEA
· Gibraltar
· Switzerland
· certain countries that have a social security agreement with the UK


4.14 The new State Pension may be affected if an individual’s circumstances change and more information is available from the International Pension Centre. https://www.gov.uk/international-pension-centre

4.15 An individual will need 35 qualifying years to get the new full State Pension if they do not have a National Insurance record before 6 April 2016. Otherwise, they will get a proportion of the new State Pension if they have between 10 and 35 qualifying years. The new State Pension is more likely to be calculated in this way if the individual was born after the year 2000 or became a resident of the UK after 2015. Further guidance can be found at: https://www.gov.uk/government/publications/your-new-state-pension- explained

4.16 Specialist tax and social security advice is likely to be needed to ensure that the University and the individual are fulfilling social security contributions requirements in the country in which the individual has chosen to live. The individual would also be expected to ensure they research and pay any social security payment.

5. [bookmark: _Toc141277188]Healthcare Access

5.1 If individuals are not currently, or have not in the past, paid into a country’s social security system, they may not be able to access government healthcare in that country. Healthcare systems vary from country to country and might not include services individuals may have enjoyed free of charge in the UK.

5.2 Once an individual has registered as a resident to work and is making social security (national insurance) contributions, an individual may be entitled to state-run healthcare on the same basis as a resident of that country. However, they may have to pay a patient contribution towards any treatment, or it may be necessary to take out health insurance, which would be a cost to the individual.
5.3 The Foreign, Commonwealth and Development Office (FCDO) provides useful information for British nationals living abroad,  including information on entry and residence requirements, health, benefits and finance and  country healthcare guides, to find out how to access state healthcare services:

https://www.gov.uk/browse/abroad/living-abroad
https://www.gov.uk/guidance/uk-reciprocal-healthcare-agreements-with-non-eu-countries

https://www.gov.uk/guidance/uk-residents-visiting-the-eueea-and-switzerland-healthcare

5.4 There are circumstances in which an individual might be entitled to healthcare paid for by the UK, however, this will depend on whether the individual wants to live abroad permanently, or only work outside the UK for a set period.

5.5 A UK issued European Health Insurance Card (EHIC) or UK Global Health Insurance Card (GHIC) can be used to access healthcare for temporary stays, usually up to 90 days.

5.6 If visiting the UK from the EU, even if previously a former UK resident, then the EHIC can be used when visiting the UK, however, if an individual cannot provide these documents, then they may be charged for NHS care.

6. [bookmark: _Toc141277189]Employment contract, employment rights, working arrangements

6.1 The underlying employment contract between the University and an individual remains in force and when an individual lives overseas, they do not automatically lose their UK employment rights and they can still be subject to the jurisdiction of the laws of England and Wales.

6.2 However, based on the legislation of the country in which an individual is working, they may gain additional employment rights and the employment contract will not override any statutory employment rights applicable in that country.

6.3 Specialist country-specific legal advice is likely to be needed and such advice will establish the local employment laws that will apply, that may affect both the individual and the University, and whether the individual is entitled to enhanced terms and conditions in the country they are working from. An addendum to the contract will be required which states a variation in the contractual term to comply with local employment legislation.

6.4 The manager must also consider operational issues such as contacting the individual, attendance of meetings, work requirements, considering the time differences and any other practical implications of an individual working overseas.

7. [bookmark: _Toc141277190]Pensions

7.1 The pension scheme provisions of the Local Government Pension scheme (LGPS) allow staff of the University who are paying tax in the UK to join or continue to be members of the LGPS, even where they work overseas for part of the year. Those requesting permanent work overseas who will not be a UK tax payer will not be able to join LGPS. .Further information on the scheme can be sought from https://www.lgpsmember.org/.
7.2 For MU Services Ltd members of staff enrolled in the defined benefits pension scheme, offered by Scottish Widows, the pension plan will continue to accept existing regular payments, including any previously agreed increases to those payments. If individuals require any additional information or assistance, our Member Contact Team can be reached on 0345 755 6557 or via email on WorkplacePensionsCustomerService@scottishwidows.co.uk
7.3 The regulations of the Teachers’ Pension Scheme do not allow individuals to join or to stay in the scheme if they reside overseas either partially or permanently.

7.4 The individual will be responsible for their personal tax, social security, health, immigration, etc liabilities and should seek advice from a specialist independent financial adviser, who is regulated by the Financial Conduct Authority (FCA), on the impact of moving abroad on any final salary, defined benefit or state pension scheme, if planning to move temporarily or permanently to another country. To check that an advisor is regulated, the search function can be used on the Financial Services Register website.


8. [bookmark: _Toc141277191]Immigration Rules

8.1 Immigration permission will be required to work in another country, if an individual requires this by virtue of the domestic legal requirements. This is likely to include holding the appropriate visa to allow them to work in that country. Countries have the right to expel an individual working without a proper visa.

8.2 Information and advice regarding visa and immigration requirements for specific countries can be sought from the Foreign and Commonwealth Office (FCO): https://www.gov.uk/government/collections/overseas-living-in-guides

8.3 If an individual is sponsored by the University to work in the UK under a skilled worker (previously tier 2) or a Tier 5 visa, then working overseas may in some cases limit the possibility of extending their permission to work, also making it difficult for the University to discharge its sponsor duties to UKVI for the period that the individual is working overseas.

8.4 Being absent from the UK for a period of time will also affect the continuous period of residence required when making an application for indefinite leave to remain or settled status.

5. [bookmark: _Toc141277192]Employer's liability and professional indemnity insurance
5.1 The University holds professional indemnity insurance to provide cover for any legal liabilities the University and its staff, arising from negligent acts, errors or omissions by staff in the course of the University's activities. If an individual provides advice as part of their duties working for the University, then any claim against this advice can be made against the University Professional Indemnity insurance. This insurance currently covers advice provided by UK based staff, and on any University overseas campuses. Following authorisation by the line manager, Dean or Service Director and UET, any role being undertaken remotely overseas should contact the University Procurement Office (upohelp@mdx.ac.uk to ascertain whether separate insurance will be required.

5.2 Employer Liability Insurance provides protection in respect of the University's legal liability for bodily injury or disease, and the loss of, or damage to, property arising out of the acts or omissions of the University. In the event that an individual, either temporary or permanent, raises a claim against the University then, regardless of where they are in the world, they may be able to claim against the University’s Employer Liability insurance, if directly employed, and should contact upohelp@mdx.ac.uk so that the correct documentation can be provided by the University’s insurance company. Other relevant insurance information can be found at the following links: https://www.intra.mdx.ac.uk/tools-policies/how-to- guides/procurement/suppliers/corporate-contracts/travel https://www.intra.mdx.ac.uk/about-us/services/PICM/related- information/insurance/travel-pack
https://www.intra.mdx.ac.uk/about-us/services/PICM/related-information/insurance

6. [bookmark: _Toc141277193]Data Security and Data Protection
6.1 The most secure system for individuals working overseas is to use a University laptop, which should be kept up to date by connecting regularly to VPN and accepting any updates sent to the machine by CCSS. If it is not possible for an individual to visit the UK to collect a University configured machine then the individual takes responsibility for ensuring they have the necessary technology and arrangements in place to enable them to work effectively. Staff would be expected to follow the acceptable use procedure https://www.intra.mdx.ac.uk/tools-policies/it-services-ccss/it- policies/Acceptable-Use-Policy.pdf. In addition, individuals are reminded that they must comply with the University’s policies on Data Protection.
6.2 Individuals should be aware that when working remotely, they may face additional data security challenges when connecting to unsecure or ‘free to use’ Wi-Fi networks and hotspots, including increased risks of hacking and cyber fraud. In such circumstances, the data they access will also be at greater risk of being hacked. Additionally, individuals working in countries that engage in state sponsored cyber espionage that use non-MDX VPN services will be more at risk if the VPN service they use is compromised.
6.3 If an individual’s role involves processing personal data, that could identify an individual, this could give rise to issues under the General Data Protection Regulation (GDPR), especially if the individual will be working from a country outside of the EU which is not subject to GDPR and other UK/EU data privacy laws. If the individual is an employee acting under the direct control of the University, then there is no restricted transfer of personal data for UK GDPR purposes if the transfer is made within the University.

6.4 If the individual is not directly employed by the University, and if they are located within the EU/EEA or another country with an adequacy decision, then the transfer is permitted although additional terms may still need to be in place. This will be assessed on a case by case basis. For example, if the data was transferred to a consultant who was a controller or processor in their own right then there is a risk that this could cause the EU GDPR to apply. In these cases, the University will ensure there is a written agreement in place to ensure processing of University Data by the consultant is UK GDPR compliant. These issues would be identified in the Data Privacy Impact Assessment (DPIA) in addition to the need to consider the nature of the processing to determine if the University has an establishment in the EU country and would also have to consider EU GDPR as well as UK GDPR.

6.5 Where the individual is not directly employed by the University and based outside of the EU/EEA and/or in a country without an adequacy decision, a written agreement covering any data sharing ensuring that any necessary adequate safeguards for safe transfer of personal data from the University to the individual will need to be in place. These issues would be identified in the Data Privacy Impact Assessment (DPIA).
6.6 If an individual is using their own device(s), which includes laptops, desktops, tablets, mobile phones and/or any device that can access personally identifiable information that is not their own and they are outside of the EU, then a DPIA must be completed by the line manager for each situation. https://www.intra.mdx.ac.uk/tools-policies/policies-and- guidance/information-governance/data-	sharing

7. [bookmark: _Toc141277194]Partner Universities and Research Institutions
7.1 There may be very specific circumstances where a contract for services can be drawn up with a partner University or research institute which may require specialist legal advice.

8. [bookmark: _Toc141277195]Research grants

8.1 Roles that are paid for by research grants may contain requirements that the work is carried out in the UK.

8.2 The funding bid and the contract should provide for any allowances to cover additional legal and financial advice and any additional social security, tax, healthcare, or other obligations, if the role is based overseas.

9. [bookmark: _Toc141277196]Recruitment & Retention

9.1 The University is a diverse, inclusive and international University that values its staff and students who come from across the globe, enriching its community and campus life. We wish to preserve the diversity of the University by continuing to attract people from across the world.

9.2 However, the risks and costs of having individuals working overseas also need to be considered along with the business case, before a recruitment process starts for either a new post or replacement. Where an existing post becomes vacant it is good practice to review the original business case for it and to consider whether or not it is needed at all, whether adjustments are required, or whether it is required in exactly the same form as the vacant post. The hiring manager might take the opportunity to review organisational design and future requirements by considering financial constraints, technological needs, understanding existing team skills and skills gaps, whether the post can be undertaken remotely, considering different ways of organising its people resource as a result of the vacant post(s).

9.3 If it is agreed that a post or a new employee will be based overseas on appointment this should be clearly flagged on the Authority to Recruit (ATR) form and or the Successful Applicant Form (SAF), to ensure appropriate authorisation is sought. These can be found at: https://www.intra.mdx.ac.uk/key-information/recruitment-guidance


10. [bookmark: _Toc141277197]Frontier Worker Permit

10.1 A frontier worker is an EU citizen who is employed or self-employed in the UK but resident elsewhere. A frontier worker must apply online for a permit, which will last for 5 years. In order to be eligible for a frontier worker permit, an individual must meet the following criteria:
· Be an EU, EEA or Swiss national
· Live primarily outside the UK
· Have worked in the UK before 31 December 2020
· Have been a worker self-employed in the UK during that time
· To have worked in the UK in this capacity at least once every 12 months since you started working here and, specifically, in the 12 months prior to application.
10.2 An individual will not be considered as primarily resident in the UK if, at a “particular point in time”, they can show one of the following:

· they have been present in the UK for less than 180 days in the 12 month period immediately before the relevant day

· they have returned to their country of residence at least once in the last six months, or twice in the last 12 months, before the relevant day, unless there are exceptional reasons for not having done so.

10.3 Frontier workers may have to pay tax on their UK income, even if they are not a UK resident and the country where they live might also tax them on their UK income. If it has a ‘double-taxation agreement’ with the UK, they can claim tax relief in the UK to avoid being taxed twice.

10.4 If they are an employee, whether they pay social security contributions will depend on their circumstances and the country they work in. If they come to work in the UK from the EU, they will only pay into one country’s scheme at a time.

10.5 Individuals will continue to pay social security contributions only in the EU, if they have been issued with the relevant certificate as evidence from the social security institution in that country. The individual or employer should apply for a certificate from the social security institution if they are coming from the EU to work temporarily in the UK for up to 2 years, or working in one or more EU countries and the UK.

10.6 Under the UK withdrawal agreement, qualifying frontier workers have a right to come to the UK for work, for as long as they continue to meet the definition of a frontier worker, and have the right to access benefits and services in the UK which they had access to before the UK left the EU.

10.7 If applicants are unemployed when they apply for a frontier worker permit, this may affect their eligibility, unless on maternity or paternity leave when applying, which allows them to return to their previous employment, or find another job, at the end of this period. Further government advice can be found at: https://www.gov.uk/guidance/frontier-workers-in-eu-and-efta-countries#who-is-a- frontier-worker

10.8 Line managers, Deans and Service Directors will need to ensure that they have understood the taxation and legal considerations of this arrangement. Examples of potential implications are set out in this policy, particularly if individuals are also carrying out work for their business from their country of residence in addition to the work they are carrying out in the UK. Frontier workers will be subject to the authorisation process detailed within the procedure.

15. [bookmark: _Toc141277198]Day to day management

15.1 The Blended-Working and Flexible Working Policy HRPS39 applies to all members of staff of Middlesex University and MU Services Limited and its subsidiaries, who are on a UK contract of employment/engagement and whose role comprises of activities which may be undertaken remotely. Working remotely is a voluntary arrangement which may involve working from home, either on an occasional or more regular basis.

15.2 Staff working remotely will be expected to be logged in to Middlesex systems and to be available during their agreed normal working hours on email and MS Teams. Further guidance can be found in the Remote Working Guidelines, Annex B of the Blended Working and Flexible Policy HRP39

16. [bookmark: _Toc141277199]Dispute Resolution

16.1 If a dispute arises, then specialist legal advice may be essential to determine the jurisdiction or law that will apply when managing a dispute with an individual based overseas. In such circumstances advice should be sought initially from Human Resource Services.

17. [bookmark: _Toc141277200]Health and Safety

17.1 Employers have a duty to take reasonable care of the health and safety of their staff and to provide a safe workplace and a safe system of work. These duties extend to individuals who are working remotely, including those overseas.

17.2 A workstation assessment is an important step in supporting staff health and wellbeing and to ensure that the University is complying with the law. The mandatory DSE assessment for staff can be accessed remotely on the intranet, in addition, to the health and safety induction for new starters: https://www.intra.mdx.ac.uk/key-information/health,-safety-and-wellbeing/occupational- health-and-wellbeing/dse
17.3 If a member of staff requires any additional help they can complete the form, Carry out a DSE workstation assessment, available on the intranet and send it to the University Health and Safety Unit at UHSU@mdx.ac.uk and an appointment will be made to discuss the individual’s needs further.

18. [bookmark: _Toc141277201]Risk Assessments for Foreign Travel

18.1 Prior to any overseas visit the University Travel Form must be completed and approved by the appropriate Dean or Service Director or Head of Department.
18.2 A more detailed risk assessment must be undertaken for assignments that will involve greater risks, including postings to destinations or areas where the Foreign and Commonwealth Office advises against travel, or where the planned activities are deemed to be potentially hazardous: https://www.gov.uk/foreign-travel-advice
18.3 The Health and Safety Department can advise on appropriate measures to ensure the member of staff’s safety, both on a day-to-day basis but also in the event of political or civil unrest, terrorist attack, public health emergency, or change to security levels.






[bookmark: _Toc141277202]APPENDIX B 

[bookmark: _Toc141277203]GUIDANCE: Completing a business case to authorise employment outside of the UK

You can use the attached form to submit a business case in support of basing a role outside of the UK or authorising an existing UK employee to work from outside of the UK. Before doing so please refer to the Overseas Working Policy (incorporated into our Blended Working Guidelines) and speak to your HR Business Partner who will be able to support and guide you through the process.

This form contains prompt questions and examples of points you may wish UET to consider when assessing your case but this is not an exhaustive list; the details provided in each case should be based on its merit and aim.

All business cases will need to clearly demonstrate the benefit to the University of supporting the delivery of work outside of the UK.

It may be helpful to attach the Job Description and Organisation Chart where appropriate showing where the role fits into your team’s structure. If key internal and external relationships are not clear from these alone then please clarify these separately if this is relevant to the business case. 

Your HR Business Partner will liaise with our tax and legal advisers to provide estimated costs of the initial advice required to establish ongoing obligations in an overseas country if employment is approved. Please speak to them at your earliest opportunity to avoid any delays. Before UET can consider a business case, the relevant budget holder will need to confirm these initial costs will be covered by the service/faculty budget. 

If you have any questions about this process then please speak to your HR Business Partner in the first instance.


[bookmark: _Toc141277204]FORM: Business case to employ someone outside of the UK

	Type of business case

	☐ Authorisation to recruit for a role that will be based outside of the UK 
☐ Authorisation for an existing UK role-holder to work outside of the UK


	Role details 

	Job Title
	

	Faculty/Department/Team
	

	Contract type e.g. Core Perm, FTC, HPL, HPP, EPP etc.
	

	Working hours and work pattern
	

	Annual salary (grade)
	

	Line Manager
	

	Is this a unique role (nobody else does the same or a similar job) or one of a number of similar roles?

	

	What is the proposed overseas working arrangement?

	Will all or only part of the role be conducted from outside the UK? 
Please provide a breakdown of the proportion of working time in different countries
	

	What overseas country is it proposed the role (or part of the role) will be conducted from?

	

	If seeking authorisation for a current UK role-holder to work overseas, please provide the following:

	Name of role-holder
	

	Do they have the right to reside and to work in the proposed country? Will they require sponsorship? 
Please provide details

	

	Do they have the right to reside and to work in the UK? Will they require sponsorship? 
Please provide details

	

	Associated costs

	Estimated cost to receive initial Tax and Legal advice
	

	Please confirm that the faculty/dept will cover the above cost from its budget?
	

	
*The ongoing costs of maintaining employment in the proposed country will be ascertained if the business case is accepted in principle. These costs will need to be understood in full and signed off by the relevant budget holder before any overseas working arrangement is confirmed.*









	1. Why are you requesting that this job role be conducted from overseas?


	



	1. Are there other staff employed in the same capacity working from overseas?

	



	
 3. What would the benefit(s) to the university be of having this role based overseas? 
e.g. commercial or operational advantage(s) to be gained from the person working in the proposed country; role requires presence within the proposed country to deliver its aims effectively; there will be a cost saving; we can access skills that are in short supply within the UK; this will drive improvement in employee engagement/retention; bring increased diversity where this is lacking and desirable


	



	4.  What is the nature of the work? Can the role be conducted 100% remotely, or are there aspects of the job that require or would benefit from being carried out on campus in the UK? If so, provide details, including how you propose these are managed.

	



	5. Is there any time zone differences and how will this impact on the person’s expected working pattern, the way and time of day that they deliver the role, and subsequently their wellbeing? Could any time zone difference present an advantage/disadvantage to your team and the university? 


	



	6. Are there any other factors that should be considered as part of/in support of this business case?

	





	Attachments: Please list all supporting attachments below 
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MODES OF WORKING

CAMPUS BLENDED REMOTE

— The nature of the work means
having to be on campus

— Face to face roles which include
activities that can't take place remotely

— Interaction with staff, students or others.

— The nature of the work means activities
determine on-campus o off-campus working

— If direct social interaction is more effective then
meet, train or interact with others in person

— Some work involves using equipment, technology
or other resources which are on campus

— Some work is better suited to a location
without interruption or distraction.

— The nature of the work means that most
of it can be undertaken off campus

— Would only need to attend
campus for specific activities.





