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Introduction  
 

The Covid-19 pandemic has completely changed how we work, our priorities and even where we 

work. This appeared to happen almost overnight back in March 2020. There was no time to plan or 

prepare – everything changed instantly. Our BTH staff responded with resilience and a ‘can do’ 

attitude to keep patient care the top priority.  

For some of us, where working in an office was the norm, we were suddenly in the position to work 

from home. We are sure that this has been both a challenging and rewarding experience and as a 

Trust appreciate that home working is beneficial for both individual and Trust outcomes.  

As homeworking becomes the ‘new normal’ for certain roles, we want to make sure that staff are 

safe, supported, contacted and still feel part of the team. As we navigate these new ways of working, 

we thought it would be useful to produce some guidance on how to get the most out of working 

from home. 

This is a learning experience for us all and we appreciate the efforts of all staff in adapting to new 

ways of working. We are sure that as time goes on more guidance, hints and tips will emerge, things 

that haven’t yet been considered and we endeavour to keep you posted on all new developments.  

 

The People Plan 
The work to develop ‘We are the NHS: People 

Plan 2020/21’ has been led by NHS England and 

NHS Improvement and Health Education England, 

with significant collaboration and contributions 

from people working across the NHS and the 

wider health and social care sectors 

Action from the Interim People Plan was already 

being taken to increase the support and recognition for our people. Then the start of COVID-19 

changed everything. Colleagues and loved ones were lost, and our people gave more of themselves 

than ever before. The public responded with appreciation and warmth. Our staff must remain at the 

heart of our NHS, and the nation, as we rebuild.  

The People Plan sets out what the people of the NHS can expect – from their leaders and from each 

other – for the rest of 2020 and into 2021. It sets out actions to support transformation across the 
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whole NHS. It focuses on how we must all continue to look after each other and foster a culture of 

inclusion and belonging, as well as action to grow our workforce, train our people, and work 

together differently to deliver patient care.  

 

How the People Plan supports 

homeworking 
 

The NHS needs more people, working differently, in a compassionate and inclusive culture:  

Working differently: Our staff have already shown that they are able to work differently by 

embracing new ways of working. This includes working from home, using Microsoft Teams for 

meetings and training, with the technology provided to make this possible.  

Health and wellbeing conversations: As a Trust, we must recognise that the health and 

wellbeing of our staff is paramount and communication and contact with home workers should be 

regular and productive. Covid-19 has impacted on more than our working lives, but our personal 

lives to. We need to ‘check in’ with staff and keep them safe.  From September 2020, line managers 

should discuss equality, diversity and inclusion as part of the health and wellbeing conversations to 

empower people to reflect on their lived experience, support them to become better informed on 

the issues, and determine what they and their teams can do to make further progress.  

What is homeworking?  
Homeworking is a way of working that allows us to work 

outside of the office environments we are familiar with. 

The Covid-19 pandemic has shown us that work does not 

need to be done in a specific place to be carried out 

successfully. 

Think of it this way; instead of commuting to the Trust sites or offices each day to work from a 

designated desk, employees can carry out their work, projects, tasks and objectives from home 

where this is possible. People have the flexibility to design their days so that their professional and 

personal lives can be experienced to their fullest potential and coexist peacefully. 

With the number of Covid-19 cases rising, the Trust is encouraging homeworking where possible to 

keep our staff, patients and community safe.  

There are many things to consider when working from home and this booklet has been devised to 

try to keep you safe, well and healthy.  
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Homeworking Policy 
As home working became an option, the Human Resources team developed a Homeworking Policy. 
This outlines a number of considerations regarding working from home.  
 
Please do make sure you have a read of the policy as this outlines the responsibilities of managers, 
staff and considerations that must be taken into account. It also includes a Homeworking 
Agreement and self-assessment checklist for home working that requires completing and agreeing 
with your manager.  
 
The policy can be accessed from the Trust intranet via OneHR. Once you have accessed OneHR, click 
‘Coronavirus information’ or follow the following link - 
https://www.bfwh.nhs.uk/onehr/coronavirus-latest-information/ 
 
In addition to the policy, the above link will also take you to other policies and guides that may be 
useful when considering working from home. This includes: 
 

 Social distancing policy 
 Homeworking policy 
 SOP Safe return to work 

 

For managers there is a checklist on how to support, manage and engage homeworking staff. For 

staff working from home, there is a similar document; use this to check that you are supported, 

managed and engaged. 

Tax relief for homeworking expenses 
You may be able to claim tax relief directly from HMRC for some of the bills you have to pay because 

you have to work from home on a regular basis. You can only claim for things to do with your work, 

for example; business telephone calls or the extra cost of gas and electricity for your work area. You 

cannot claim for things that you use for both private and business use, for example, rent or 

broadband access.  

From 6 April 2020 you can claim up to £6 a week (£26 a month) to cover your additional costs if you 

have to work from home and this can be done via self-assessment; details of eligibility and how to 

claim can be found in the link below.  

Please note: this does not apply in cases where you have volunteered/chose to work from home and 

details of who is able to claim and how to claim can be found on the government website which can 

be accessed on the following link: https://www.gov.uk/tax-relief-for-employees/working-at-home. 

 

 

 

https://www.bfwh.nhs.uk/onehr/coronavirus-latest-information/
https://www.gov.uk/tax-relief-for-employees/working-at-home
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Homeworking – Financial considerations   

The Trust now has a significant number of staff working from home, for all or part of the week. If you 

are reading this guide, then this could very well relate to you!  We are conscious that you may have 

purchased your own office furniture to create a suitable workspace and we are also concerned that 

some staff may be working in a less than suitable environment. As we want to keep you all safe and 

well, we have produced this homeworking guide and are now offering a one off allowance of up to 

£150 to enable you to create a Desk, Screen Equipment (DSE) compliant workspace.  

This allowance can be used towards the cost of basic equipment, such as a suitable desk and chair. 

This will be exempt from tax, provided that the equipment is used only for work purposes and any 

private use is insignificant.  Any items purchased will be your property and the Trust will have no 

liability for these items. You will be responsible for the maintenance, disposal and replacement of 

them.  

Please note, all IT kit will be requested and purchased through the IT department. 

We appreciate that responding to government guidelines was extremely rapid and you may have 

purchased equipment in the immediate outbreak of the Covid-19 pandemic. You will need to discuss 

these items with your line manager who will consider approving retrospective claims.  

Any equipment required will be agreed in conjunction with a DSE assessment and line managers. Do 

remember that receipts will be required and claimed via expenses. In exceptional circumstances the 

Trust may pay up front, upon provision of suitable quotes. You would then need to submit proof of 

purchase receipts. 

If you have any additional requirements such as a specific chair or keyboard, this should be discussed 

as part of the DSE assessment. A referral to the Trust’s Occupational Health Service many be 

required and if deemed necessary may exceed the £150 limit.  

Getting started – What equipment is required? 
 

You will generally require the following to work from home and these can be ordered via the IT 

Support Request on your desktop and will need to be approved by your manager.  

 Trust issued laptop 

 Trust issued keyboard 

 Trust issued mouse 

 Trust issued headset for telephone contact / Microsoft Teams meetings 

 Relevant access to remote network connections 

 
Additional items may be provided, for example an extra display monitor, following authorisation and 

approval from your manager.  

The equipment and set up required will be determined by your working from home plan. There are a 

number of scenarios to consider.  
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Scenario 1 – Where a member of staff has a 1:1 relationship with hospital IT equipment and is going 

to work from home permanently – IT equipment may be relocated to their new place of work.  

Scenario 2 – Where staff rotate between onsite and home working they can be provided with 

docking stations / screens and other required equipment, for both home and office  and a laptop 

provided that they can take between home and the office.  

Scenario 3 – Where staff rotate between onsite and home working and where onsite equipment is 

used by others they can be provided with desktop bundle (Base unit with WiFi, 24” screen with 

webcam, keyboard, mouse, VPN) 

Scenario 4 – whilst we need to perform a Proof of Concept (PoC) where a member of staff has their 

own IT equipment this is used to connect to hospital systems via a secure environment.  

 

 
 

 

 

 

 

When setting up your equipment you will need to consider a number of health and safety issues, 

including carrying out a Display Screen Equipment (DSE) Assessment. How to do this is outlined next.  

Health and Safety  
 

Desk, Screen, Equipment (DSE) Assessment  
Whenever you start a new job or maybe move office or desks, a DSE assessment should take place. 

This is no different when working from home. The guide below provides many hints and tips on the 

best way to sit properly and the layout of equipment.  

Working with DSE – a brief guide - https://www.hse.gov.uk/pubns/indg36.pdf 

The following is helpful in explaining things to consider when carrying out your DSE Assessment 
https://www.hse.gov.uk/pubns/ck1.pdf.  
 
However, please use the following paperwork for completing and return to your line manager where 
they can determine any actions that may be required. 

 

DSE Assessment 
Form.docx

 

Also, if you are required at a Trust site or a community location consider how you transport 
the equipment between various locations - do you have the appropriate storage/travel case 
or trolley to safely transport everything you need. 

 

https://www.hse.gov.uk/pubns/indg36.pdf
https://www.hse.gov.uk/pubns/ck1.pdf
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Health and Safety – Preventing injury 

How can work be such a pain?  
 
Home working environments tend to be completely different to the working office; not everyone has 
a dedicated room or space to work, so sometimes we make do with the furniture we have, and do 
not realise this could be a contributing factor to pain and discomfort. This may be caused by poor 
posture, equipment or furniture design, workstation arrangements, working environment and 
duration of work and tasks involved. We all need to take responsibility to ensure our own health and 
wellbeing, but we do have a number of tips to help you.  
 
 
 

 
 
 

 

 

Let’s talk about posture 
Have a look at the pictures below and ask yourself whether they look familiar.  
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I am sure that we can all admit to some of these. Over time bad posture and habits can lead to pain, 
discomfort and musculoskeletal (MSK) injuries. The effects may not be immediate, but can develop 
overtime. As the use of technology increases and when working from home may not have a desk and 
chair similar to what we have in the office, we want to provide as much help, support and guidance 
to prevent injury when homeworking. 
 
Let’s have a look at a couple of specific injuries that have been emerging over recent years… 
 

Text thumb and tech neck 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Did you just sit up that little bit straighter, just from seeing the picture above? Follow the tips we 
are about to discuss to make sure you have good posture and reduce the likelihood of injury and 
musculoskeletal disorders. 

Tech Neck is a real thing! 
 

The adult head weights 10-12 lbs in the 
neutral upright position…  
 
Bending the head forward when using 
handheld mobile devices places around 60lb of 
extra pressure on components of the cervical 
spine, resulting in increased risk of pain 
discomfort and MSK injuries. 
 
So instead of lowering your head to use mobile 
devices, raise the device to eye height 
reducing the pressure on the neck, shoulders 
and spine. 

 

Text Thumb is a real thing! 
 

Repetitive use of the thumbs while texting 
puts extra pressure on the tendons of the 
thumb and over time can become extremely 
painful. 
 
So alternate the use of thumbs and fingers and 
change hand positions while texting and 
typing to reduce the repetitive movements. 
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Healthy working posture 

 

 

 

Maintaining a good posture           
 

 Work at a desk or table with adequate knee/foot clearance so that you can sit/stand close to 
your laptop. 

 Position your laptop so that the top of the screen is level with your eye height. If you don’t 
have a laptop riser, use a box file or some books to raise your laptop or plug in a separate 
monitor if you have one. 

 If possible use a separate keyboard and mouse with your laptop. Position the keyboard and 
mouse directly in front of you within easy reach, avoid unnecessary tilting or bending of the 
wrists. 

 If sitting, use a dinning chair (or similar) to achieve the most appropriate posture. Use a 
cushion or rolled-up hand towel at the lower back to ensure appropriate lumber spine 
support, if needed. If your chair is too low, sit on a cushion raise your seat height.  

 If sitting ensure the lumber spine is supported your shoulders are relaxed (not slumped, not 
elevated), and that there is no unwelcome pressure on the back of your knees. 

 If you are unable to sit at an appropriate table consider standing at the kitchen worktop or 
using an adjustable ironing board. 
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 If standing (e.g. at your kitchen worktop), keep your legs, torso, neck and head 
approximately in line and vertical – don’t slouch, lean or twist to the side. 

 Do not sit or stand for too long – change your posture every few minutes and take regular 
micro-breaks away from your laptop. 

 It is not ideal to sit on the sofa/couch or lounge chair, with the laptop on your lap as this give 
you the false comfort concept and you are less likely to move as frequently as required. 
Consider the heat generated by the laptop could make your legs too warm. If this is the only 
place that is available for you to use then sit upright and keep your spine in-line, use a 
cushion to support your lumber spin if required, try to raise the laptop on a cushion or lap 
table to reduce the need to hunch the shoulders and bend the neck forward.  

 Regularly give your eyes a break, every 20 minutes, look 20 feet away for 20 seconds.  
 Set a timer to ensure that you move and stretch at regular intervals throughout the day. Get 

up from your chair 2-3 times an hour for 30-60 seconds or 5-10 minutes every hour.  Add 
dynamic stretches and exercises to daily routines as well as walking. 

 

 

Wellbeing and working from home

 
 
As we form new working habits and adapt to working from home, there are many things you may 

wish to consider ensuring productivity, outcomes achieved and that your own health and wellbeing 

is maintained.  

You may not have such a rigid work schedule when at home, but when your living space is also your 

work space it is easy to fall into a trap of never ‘switching off’. This is not good for our physical and 

mental health. The following tips are to help you get the most from working at home whilst looking 

after yourself; fill your fridge with nourishing food, do a work out, meditate, go outside, keep 

hydrated and keep in touch with colleagues. We will now look at some hints and tips in more detail.  

 

Create a morning routine 
When working from an office, your morning commute, whether by 

car, public transport, cycling or walking, can help you wake up and 

feel ready to work by the time you get to your desk. However, when 

working from home the commute from your pillow to your laptop is 

much shorter and may leave you unprepared to start work.  

Creating a morning routine can be extremely beneficial to get you 
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ready to work. Does this mean sitting down and eating breakfast, taking the dogs for a walk, 

enjoying a mug of coffee before even switching on your computer? Whatever you need to do and 

stick to it.  

Then, when ‘fired up’ for work, go straight to your to-do list straightaway. Getting something started 

first thing is the key to making progress throughout the day.  

Routine 
Firstly, maintain regular hours, set a schedule and stick to it. There are a number of aspects to think 

of that can help… 

Pretend you are going to the office  
We have spent so long working in the office that the 
mental connection we make between work, being in 
the office and productivity is ingrained. There is no 
reason why we can’t be just as productive at home.  
 
On days where you are working from home, do everything you would as if you were going into the 

office. Set that alarm, have your breakfast and dress as you would if going to the office.  

Structure your day 
When working from home, in a way, you are your own manager. Use your calendar or diary to break 
up your day – what you will do and when you will do it.  

Workspace 
You may not be working in the office but this does not mean you cannot 

create an office environment at home. Choose a dedicated space where you 

will work from. Do avoid working from the sofa as these spaces are 

associated with leisure time as well as the risk of injury we discussed earlier. Spaces need to be 

differentiated.  

For some people this could be the dining room table, kitchen table… wherever helps you get into the 

right frame of mind. 

  

Work when you are most productive 
One thing you will learn from working remotely is when you are most 

productive. Traditionally we would have set hours in the office and 

productivity expected. Working from home will make you realise when you are at your best.  

Don’t be too hard on yourself; nobody can be 100% productive from the start of the working day 

until the end. We all have ups and downs. Some of us are ‘morning people, others get more done in 

the afternoon. When you work out your most productive times, schedule your time around this. It 
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may mean that you save harder tasks for the most productive times and the easier tasks for when 

you may not be at your optimum productivity.  

Laundry – Top Tip  
In these new ways of working, let’s make the best of our work life balance in 

ways we haven’t been able to before now. We really are starting to think 

differently about completing tasks in more unique ways. When we heard the 

following example it really made us realise that we need to think outside the 

box and consider what we need to be productive when working from home.  

Use the washing machine as a timer. Use this time to get something completed on your to-do list 

before changing the load. It is like setting deadlines. Then set the next deadline with the next load.  

Schedule breaks 
You cannot remain at your best without taking breaks. It is important 

to schedule breaks, move away from your laptop and take your breaks 

in their entirety. This is also the same for lunch/meal breaks. 

 

Virtual Tea Breaks 
When in the office tea and coffee breaks are often spontaneous and 

unplanned. It could be as someone walks past your desk or is visiting 

your office. However, when working from home this spontaneity is 

gone and it is important that we make an effort to keep in contact with 

our colleagues who may also be working at home or may still be at the Trust. Face to face 

interactions are just as important when working from home and can help staff feel less isolated and 

still part of the team. Arrange times for virtual ‘catch ups’ via Microsoft Teams or have virtual 

‘huddles’ that you may have had in the office. Have these breaks regularly and stick to them!  

 

Set ground rules for people in your space  
 Do you share your space that you are working in with a partner 

or have children who come home from school while you're still 

working? If so you will all need to agree to clear rules about what 

they can and cannot do during that time.  

Also, just because you are at home and can accept parcels and take care of pets, be careful not to let 

others assume you will always do it. If you take this on indefinitely, just because you are at home, 

the distractions could mean your productivity and wellbeing may suffer.  

Leave home  
Get out of the house, at least once a day, provided social distancing 

guidelines can be followed. Your body needs to move and the fresh air and 
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natural light will do you good. Go for a walk, do some weeding, take the dogs for a walk. You will 

come back to your desk feeling refreshed and ready for the next task.  

 

Know when to ‘log off’  
This can be one of the most challenging aspects for homeworkers. Though you may receive emails 

and phone calls at any hour, it’s important to develop a habit of setting a time when you officially 

“log off” for the night. If you have a home office, shut the door or if working at the kitchen table do 

put you laptop and work away until the morning.  

 

Ask for support 
Do not hesitate to ask for support, whether this is the equipment to make working from home more 

comfortable or any support you may require for your own wellbeing. The Trust wants to make sure 

all staff are safe, well and supported whether working on site or working from home.  

You can find more information on the health and wellbeing offers at the Trust via the intranet or the 

following link http://fcsp.xfyldecoast.nhs.uk/H/HealthandWellbeing/Pages/default.aspx 

 

And finally…enjoy working from home 
There are many perks to working from home, embrace them and enjoy them. 

No more sitting in traffic or waiting for the bus. Do you want to do a work out 

in your lunch break or put something amazing in the oven for dinner? Don’t be too hard on yourself 

if your mind wanders at times – this would happen in the office too, it is no different than at home. 

Remember, you need to balance productivity with looking after yourself. 

                       

                    Take care of yourself 
 

 

 

http://fcsp.xfyldecoast.nhs.uk/H/HealthandWellbeing/Pages/default.aspx

