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INTRODUCTION

The purpose of this Hybrid Working Regulation is to provide clarity to employees and
managers regarding the options and conditions for hybrid working within the University of
Twente (UT). A carefully designed approach to hybrid working contributes to:

e a healthy work-life balance and the well-being of employees;
e sustainable employability;

e connection with the organisation and the team;

e an attractive and inclusive position in the labour market;

o sustainability, which includes reducing commuting.

This regulation is the successor to the eight guiding principles for hybrid working' which were
adopted by the UT shortly after the COVID-19 pandemic. Hybrid working has now become
an integral part of working life at the university, and there is a need for greater clarity
regarding the frameworks and options that apply in this regard. The regulation is also in line
with Article 6.17 of the Collective Labour Agreement for Dutch Universities (CAO NU), which
stipulates that universities must reach local agreements on hybrid working. Furthermore, this
regulation is implemented in accordance with the Occupational Health and Safety Act
(Arbowet) and aims to contribute to healthy and safe working conditions in hybrid working
arrangements.

ARTICLE 1 — DEFINITIONS

The terms used in this regulation should be interpreted as follows:

a. Agreement on hybrid working: a formal agreement, set out in writing (or
electronically) between an employee and their supervisor, concerning the distribution
of the work schedule across different locations and the manner of working (and
collaborating) when work is carried out partly from the place of employment and partly
from home or another location in the Netherlands (or the cross-border worker’s
country of residence).

b. Administrator: the person who is responsible for managing a unit in accordance with
the university’s Administrative and Management Regulations.

c. Cross-border worker: an employee who lives in the EU but in a country other than
the Netherlands (for example, Germany or Belgium), is employed by the university,
usually works in the Netherlands and, in doing so, regularly (as a rule, daily, but at
least once a week) returns to their place of residence across the border.

d. Hybrid working: a way of working whereby tasks are carried out partly at the place
of work and partly from home. Where appropriate, work may be carried out at
locations other than the employee’s home address, such as elsewhere in the
Netherlands (or the cross-border worker’s country of residence).

Employee: a person employed by the university.

f. Remote working: working from a location other than the employee’s place of work or
home address.

g. Travel day: the day on which the employee carries out work from their place of work
and, for that reason, travels between their place of residence and their place of work.



h. Place of work: the fixed location where the employee is primarily required to carry
out their duties for the university, excluding their home office or any other location
from which they work. In most cases, this refers to the location on the university
campus specified by the employer.

i. Homeworking day: the agreed working day on which the employee carries out their
work from their home office or, where appropriate, from another location in the
Netherlands or in the cross-border worker’s country of residence.

j.  Working from home: carrying out work from the home address.

k. University: the University of Twente (UT).

I. Residential address: the address at which the employee is registered in the
Personal Records Database (BRP) or, in the case of a cross-border worker, in an
equivalent register in the country where the cross-border worker resides.

m. Work schedule: the employee’s regular work pattern.

n. Work hours: the time during which the employee, under the university’s
responsibility, performs work or is required to be available to perform work, regardless
of whether this takes place at the place of employment or at another agreed
workplace (such as a home office), with the exception of agreed breaks.

ARTICLE 2 - SCOPE

This regulation is applicable to all university employees, with the exception of student
employees, i.e. students who are registered as such at the University and who carry out work
for the University.

ARTICLE 3 - BASIC PRINCIPLES

1. For employees, hybrid working is an option, not a right.

2. Hybrid working can be implemented provided there is a foundation of trust and a
professional working relationship between supervisor and employee, unless the role
or the nature of the work is location-specific (for example, laboratory work, security or
a face-to-face counter role).

3. Employees must be able to work undisturbed and effectively when working from
home or remotely.

4. The basic principle of hybrid working is that employees spend the majority, at least 60
per cent of their weekly working hours, working from their place of work. The
remaining work hours may be carried out from home or, where appropriate, remotely
within the Netherlands or, for cross-border workers, from their country of residence.

ARTICLE 4 —- AGREEMENT ON HYBRID WORKING

1. Structural hybrid working is organised on the basis of agreements between the
employee and their supervisor, in accordance with the principles set out in Article 3.

2. Arrangements regarding hybrid working are made in consultation between the
employee and their supervisor, taking into account the organisation’s interests,
teamwork and the employee’s personal circumstances.

3. The agreement on hybrid working will, in any case, set out arrangements regarding
the distribution of work across the various work locations. Where this is relevant to the
work, collaboration within the team or the practical implementation of hybrid working,
additional arrangements may be made regarding availability, collaboration and other
practical matters.
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If an employee and their supervisor are unable to reach an agreement on hybrid
working, the HR adviser will be involved. The supervisor makes the final decision, on
the understanding that the supervisor cannot require an employee to work from home
on a regular basis on a day when the employee would like to work from the
workplace.

If a supervisor deems it necessary, they may require an employee to come to the
workplace on a specific day when they are due to work from home. This may be the
case, for example, where the activity or work is location-specific, or where the working
method cannot be carried out on a hybrid basis.

At their request and with their supervisor’s prior approval, employees may, on an
occasional basis, work from home or remotely for an extra day or part of a day, in
addition to the agreed hybrid working arrangement. This is only possible if and insofar
as it has no (tax) implications for the university or no implications for social security,
which may be the case, for example, with cross-border workers.

In the event of an employee’s iliness or incapacity for work, reintegration
arrangements always take precedence over the agreement on hybrid working.

Where the nature of the work, the interests of the team or special circumstances so
require, an employee and their supervisor may (temporarily) agree on arrangements
that deviate from the principle set out in Article 3 paragraph 4, provided they give
reasons for doing so.

The agreement reached on hybrid working can be reviewed annually during the
annual appraisal and revised where necessary. At the request of the employee or
supervisor, an interim review may also take place, following which the arrangement
regarding hybrid working may be revised.

An agreement on hybrid working will be terminated in the following circumstances,
amongst others:

a. atthe employee’s request; the place of work is once again regarded as the
primary place of work for all working days, unless the employee and their
supervisor agree otherwise;

b. an employee who does not comply, or does not comply sufficiently, with the
arrangements made in the context of hybrid working;

c. the home office or remote workplace does not, or no longer, meet the
requirements set out in the Occupational Health and Safety Act;

d. an employee is to take on a different role;

e. the supervisor decides, giving reasons in writing, that it is no longer desirable
to continue the arrangement.

ARTICLE 5 - WORK HOURS AND AVAILABILITY

1.

For the purposes of these regulations, hybrid working refers exclusively to location-
independent working; the work hours applicable within the university remain in force
in the case of hybrid working, whether employees are working from their place of
work, from home or remotely.

This arrangement does not affect the applicable provisions regarding work hours and
non-standard work hours set out in the CLA Dutch Universities (CAO NU) and the
Working Hours Act (ATW).

The employee can be contacted within reason during their work hours. Outside work
hours, there is no obligation to be available. In exceptional work-related or personal



circumstances, the supervisor and employee may, by mutual agreement, make
alternative arrangements.

ARTICLE 6 —- WORKPLACE AND FACILITIES

1.

To facilitate hybrid working, the university lends out equipment to help create a
healthy workplace (such as an office chair, footrest or screen). These can be ordered
via the service portal under the heading ‘home office’.

Any home office equipment loaned to employees by the university must be returned
to the university upon the employees’ departure, in accordance with the guidelines in
force at the UT.

With regard to setting up a home office, employees and/or supervisors may seek
further advice from the health and safety officer at their faculty or department.

The employee must have a safe and suitable workplace in accordance with the
Occupational Health and Safety Act. One tool to help you set up your home office
properly is the . This can be found on the service portal under the
information about the home office work place. This process must be completed
before an agreement on hybrid working is reached. The results of the workplace scan
and its recommendations must be acted upon.

The employee must follow the instructions and guidelines relating to the home office.
These can be found on the service portal under Health and Safety: home office.

The university does not provide any workplace equipment for remote working.
Employees are personally responsible for ensuring that their remote workspace is
safe and suitable in accordance with the Occupational Health and Safety Act.

ARTICLE 7 — ALLOWANCES FOR WORKING FROM HOME

1.

The employee receives an allowance for the days they work from home. For travel
days, the employee receives compensation towards the travel expenses in
accordance with the Regulations of the University of Twente on Relocation Expenses,
Temporary Accommodation and Commuting, and any subsequent regulations
replacing these.

Days worked from home must be correctly recorded in MyHR in order to be eligible
for the compensation for working from home.

On days when work is carried out both at the place of work and from home or
remotely, only one compensation is granted: either the homeworking allowance or the
travel allowance.

Employees receive a monthly net internet allowance in accordance with the
provisions of the CAO NU.

With regard to the amount of the homeworking allowance and the internet allowance,
the UT adheres to the provisions of the CAO NU.

ARTICLE 8 —- WORKING ABROAD AND CROSS-BORDER
WORKERS

1.

Hybrid working, whereby work is carried out partly from the place of work and partly
from a location abroad, is not permitted. An exception to this applies to cross-border
workers who work partly from their country of residence.

Cross-border workers who work on a hybrid basis are required to notify the HR
department of their faculty or service department immediately upon joining the


https://www.utwente.nl/en/service-portal/services/hr/resources/health-safety/en/intra/scan-your-workspace/
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organisation and whenever there are structural changes to their living and/or working
arrangements.

Working abroad on a structural or long-term basis for the full scope of employment is
a direct consequence of the position (e.g. fieldwork, attending conferences, research
projects) and if a ‘working abroad’ application has been submitted in advance via
MyHR and approved.

Working abroad on a structural or long-term basis for the full scope of employment,
other than as provided for in paragraph 3, may only be permitted on a temporary
basis if an employee is to work abroad temporarily due to very exceptional personal
circumstances. Take, for example, an employee who needs to be close to a seriously
ill family member but is able to work from abroad. This is only possible following
assessment by HR and with the supervisor’s prior written consent. There must also
be an approved ‘working abroad’ application in MyHR.

An exception as referred to in paragraph 4 is valid for a maximum period of 30
consecutive days and must not result in increased costs for the university and/or have
adverse consequences in relation to social security, taxation or residence permits.

ARTICLE 9 — INFORMATION, PRIVACY AND KNOWLEDGE
SECURITY

1.

2.

Wherever an employee works, the relevant policies, such as the information security
policy, the privacy policy and the Code of Conduct for ICT and internet use for
employees at the University of Twente, apply. These guidelines can be found on the
service portal under ‘Cybersafety: policy and legislation’.
(www.utwente.nl/cybersafety).

An external environment may be less controlled, for example when other people in
the house are watching or using the same network. The employee:

o always works via a secure connection (EduVPN);

o avoids open or unprotected Wi-Fi networks;

o ensures a secure home network or mobile hotspot;

o uses the UT-managed work laptop, as it complies with UT security standards.
When working at different locations (such as, for example, temporarily in open-plan
offices or whilst on business trips), there is an increased risk of burglary/theft or the
eavesdropping on confidential conversations or data. The employee:

o locks devices immediately when the user is away and ensures a physically

secure environment;

o uses only UT-approved applications and cloud services;

o treats personal data, research data and confidential information with the same

care as when working from the office;

o keeps work and personal data separate as far as possible.

ARTICLE 10 — EVALUATION

1.

2.

Hybrid working at the UT is evaluated once every two years by analysing the
responses to the questions relating to hybrid working in the Wellbeing survey.
If the results of the analysis give cause to do so, the regulation may be amended.

ARTICLE 11 - FINAL PROVISIONS

1.

This regulation comes into force on 1 July 2026.



2. Upon the entry into force of these regulations, any previously established regulations
or agreements relating to hybrid working will, insofar as they conflict with these
regulations, cease to apply, and these regulations will take their place.

3. In cases that these regulations do not provide for or that have a manifestly
unreasonable effect, the Director of Human Resources will decide on behalf of the
Executive Board.

1 Eight basic principles for hybrid working:

Working on campus is the foundation

Regular gatherings on the campus are essential for wellbeing and community building

Working from home is an option, not a right

Whilst we recognise individual preferences, we focus on the needs of the team and the

organisation

e Caring for the wellbeing of our students and colleagues is at the heart of how we work
together

e Teams are given maximum freedom when organising hybrid working, and this comes with
responsibility

¢ We invest in workspaces both on campus and at home

o We ensure privacy and security in the workplace, both on campus and at home and online

This translation is meant as a service to non-Dutch speaking employees of the UT. However, in case of a difference of
interpretation, these translations cannot be used for legal purposes. In those cases the Dutch text is binding.
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