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Introduction 

 

Home working has been one of the Parliament’s key responses to Covid-19. In line with Scottish 
Government guidance, if you can perform your role from home, you should continue to do so.   

 

We know that colleagues have had to adapt to a new way of working which has brought many 
challenges.  We’re very grateful for the speed that everyone has transitioned to different ways of 
work and we will help and support you with these new arrangements wherever possible.   

 

Our priority is your health and wellbeing.  Your manager or employing MSP will maintain regular and 

clear communication with you over this period, encouraging team-working with your colleagues, 

ensuring your health and wellbeing and generally supporting you as best they can.  

 

This Guidance should be read in conjunction with the Business Continuity: Temporary Remote 

Working Policy and the FAQs relevant to the specific event which is causing disruption to normal 

business and working arrangements.  

 Where you can, establish a normal workday routine – ensure a clear break between work and 

non-work hours.  

 Check in with your colleagues regularly and stay connected through email, Teams, phone calls 

and so on.  

 Flag any issues or challenges with your manager including any wellbeing or health and safety 

concerns. 

 Follow Health and Safety Guidance (see below). 

 Take regular breaks – move about and exercise in any way that you can.  

 Plan your day to help provide structure.  

 Catch up on outstanding training or take opportunities to develop your skills and knowledge 

through reading, research and online learning.  

 Set your status so colleagues know when you are available or offline.  

 Set yourself a set of goals and enjoy ticking them off when complete. 

 All employment policies will still apply unless you are notified of a variation. That includes:  

• You should report if you are sick and the reason  

• Annual leave should be booked as usual 

 

 

 

https://www.gov.scot/publications/coronavirus-covid-19-guidance-for-homeworking/
https://www.gov.scot/publications/coronavirus-covid-19-guidance-for-homeworking/
https://68e964d4-3a85-4c03-89f7-d6c59f31a423.filesusr.com/ugd/0e32dc_e28fb0cbeb80493e9f5d3ac6a12b3c1a.pdf?index=true
https://68e964d4-3a85-4c03-89f7-d6c59f31a423.filesusr.com/ugd/0e32dc_e28fb0cbeb80493e9f5d3ac6a12b3c1a.pdf?index=true
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Top Tip! 

 

Finding what works for you is important. One way of doing this can be through spending a couple of 

minutes at the end of the working day asking yourself the following three questions:  

 

1. What worked well today?  

2. What didn’t?  

3. What might I try tomorrow? 

 

Working at home with dependants  

We realise that it may not be easy to work a regular work pattern if you have caring responsibilities 

for children or parents (or both). It’s okay to take breaks and to work different hours that 

accommodate your family life whilst meeting business need.  And remember to refer back frequently 

to your wellbeing framework and update as necessary following conversations with your manager or 

employing MSP.  

 

Recording your hours (SPS staff) 

 

You should continue recording your hours as normal on TRS.  Temporary changes have been made 
to the system to ensure you can clock hours outwith your standard working times and days (other 
than weekends and public/privilege holidays) to enable you to work more flexibly if you need to do 
so.  For example, if you normally work 22 hours over Tuesday to Thursday but want to work the 
same hours over Monday to Friday, the system will not generate this as an exception/unauthorised 
overtime.  

 

Managing annual leave  
 

Time away from work is important for health and wellbeing, even more so in the current 
circumstances.  We have generous leave arrangements and we want staff to continue to utilise time 
off even if they are working from home. 
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Working safely at home 

 

It’s generally fine to use your own furniture (chair, table/work surface) if it meets basic requirements 
for comfort and correct posture.  Where possible set aside an area in your house as your office 
space / desk space to reduce risk to other people at home.  Also make sure you have adequate 
lighting, remove trailing leads and don’t use the floor or high shelves for storage. 

If you need assistance with a reasonable adjustment to make home working accessible, please 
speak to your manager or employing MSP.  

 

Our Values 

 

Everyone working at the Parliament is entitled to be treated with respect and dignity in accordance 
with our values and behaviours. This is as relevant as ever during a period of uncertainty or 
disruption. You should ensure that you and your teams are familiar with our policies on Dignity at 
Work and Sexual Harassment, as well as the Code of Conduct for MSPs. These are equally 
relevant whether people are working on-site or remotely. 

 

Must Know! 
 

You should complete a Homeworking Self-Assessment and Request form.  Use this information to 

identify with your manager any barriers to safe and effective working from home.   And remember to 

refer back frequently to your wellbeing framework and update as necessary following your 

conversation with your manager or employing MSP. 

https://archive2021.parliament.scot/abouttheparliament/16483.aspx
https://archive2021.parliament.scot/abouttheparliament/16483.aspx
https://archive2021.parliament.scot/abouttheparliament/Culture-of-Respect.aspx
https://www.parliament.scot/msps/code-of-conduct-for-msps.aspx
https://forms.office.com/Pages/ResponsePage.aspx?id=nMkD1t3PkkKSaADbDQzwgT_exwvzop9Nhs_NKvNC8vtUQkE4MDFDVDdSVFgwT0FNS1VWRFRZSTZRTyQlQCN0PWcu
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Need to Know! 
 

Electrical safety tips:  

 

 Only use an extension lead which was bought ready-assembled.  

 Extension leads should be no more than 15 metres long.  

 Only use extension leads fitted with suitably insulated connectors and plugs. (Never join two 

lengths of flexible cable by twisting the bare ends of wires together.)  

 Position an extension lead carefully to prevent any risk of damage.  

 If the cable must cross a pathway, cover it with a rubber protector strip or rug.  

 Always check that leads, plugs and sockets are undamaged. 

 Always check the extension lead plug contains the correctly rated fuse for the equipment being 

used.  

 If using a cable drum extension lead, it should be completely unwound to avoid overheating.  

 Avoid the use of multi-way adapter block plugs 

 

Speak to your manager about any health and safety concerns you may have.  They’re responsible 

for monitoring this and if they are unable to resolve your issues, they will seek input from Jake 

Fenton, our Health and Safety Manager.   

 

Top Tip! 

 

Try and incorporate some form of stretch exercise every time you take a break.  Have a look at 

these suggested exercises for desk workers to incorporate into your daily routine. 

https://www.csp.org.uk/system/files/do_you_sit_at_your_desk_exercise_sheets_a4.pdf
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Wellbeing 

 

We understand that some colleagues may find it difficult to adapt to working in an environment with 

limited social contact, while others may find it harder to manage their time or to separate work from 

home life.  If you’re experiencing difficulties, speak to your manager or employing MSP.  They will 

understand the challenges at home, for example, relating to childcare, whilst being able to cover 

business need.  

We understand the situation will raise issues of isolation if you live on your own, or if you share your 

home with others.  This may make it more difficult for you to be available in the same way.   Your 

manager or employing MSP will regularly check-in with you to ensure you are managing your work-

life balance effectively and minimise any feelings of isolation.  Remember to refer back frequently to 

your wellbeing framework and update as necessary following your conversation with your manager 

or employing MSP. The Chief Executive’s office will also provide updates, ensuring access to key 

information. 

 

Further information 

 

Have a look on our wellbeing pages for more info. Remember, you’re not alone and we’ll work 

together to get through this.  As well as talking to your manager you can go to the People and 

Culture Office for support.  

You can also contact the Employee Assistance Programme which is open 24/7 (0800 032 9849).   

Our occupational health provider, Optima, has provided advice on making a success of home-

working.  

https://www.parliament.scot/intranet/15042.aspx
mailto:humanresources@parliament.scot
mailto:humanresources@parliament.scot
https://68e964d4-3a85-4c03-89f7-d6c59f31a423.filesusr.com/ugd/0e32dc_2e6edcda07bf40ec8919c814037722cf.docx?dn=Optima%20advice.docx
https://68e964d4-3a85-4c03-89f7-d6c59f31a423.filesusr.com/ugd/0e32dc_2e6edcda07bf40ec8919c814037722cf.docx?dn=Optima%20advice.docx


For further information contact: 

 

HumanResources@parliament.scot 

 

0131 348 6500 

Remote working: guidance for staff 


