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Background
Since the Northern Ireland Executive announcement in March 2020
advising employers to make every effort to help people to work from home
where possible, the Trust has supported some staff to work fully or partly
from home, where there is no impact on service delivery. 

The Trust has had a Homeworking Policy in place for some years, however it
was written specifically at a time to cover staff who may require to work
from home on a pre-planned longer term basis. On review, it would not
appear to be practical or appropriate to fully use the Homeworking Policy
for the purposes of homeworking during the pandemic and the uncertain
times still facing us.  

This document aims to provide interim guidance to both managers and
staff as we continue to work hard to keep our staff safe and minimise the
risk of the spread of COVID-19. This guidance will be reviewed at regular
intervals and as government and Public Health Advice is updated.

Purpose
We are making every effort to support staff’s physical and mental wellbeing,
to enable staff to stay healthy and protect themselves, colleagues, patients
and families as we continue to deliver services. 

The requirement to ensure robust social distancing in the workplace has
meant that accommodation availability continues to be substantially
reduced. Teams continue to think innovatively about accommodation
solutions, and what may work best for each team. 

This guidance looks at how to make home working work for the individual,
the team and the Trust during the coming months.



Who can work from home? 
Wherever operationally possible, and where service provision is not
negatively impacted, managers should facilitate staff to work from home, in
line with government advice.
 
Any requests that are approved will be subject to review, should the
priorities of the service or Trust change.

Employees approved to work from home may still be required to attend the
workplace at short notice to support service delivery.

Should a member of staff wish to work from home on a longer term basis,
an application should be made under the Trust’s Homeworking Policy upon
conclusion of the pandemic.

Resources for Homeworking
There are three types of remote access:
 
1.     Email and office applications using Microsoft Office 365. This is
available to every member of staff and does not require Trust owned
equipment. This could be a phone (Apple or Android), tablet (Apple, Android
or Microsoft), laptop (Windows or Mac) or home PC (Windows or Mac). This
will allow staff to use all the features of email that would be available to
them at work.  There is no capacity limit in regards to the number of users
at any one time. 
 
2.     Trust owned laptops. This will allow access to Office applications
(including email) and most of the clinical and admin apps (except HRPTS
and FPL). It should be noted that if a Trust laptop has not been logged into
via the Trust network over the past few months then the necessary updates
have not been applied and many of these will not work correctly until they
have been updated by IT. There is currently a backlog of these requests
following the start of the COVID-19 pandemic.  Currently there is a limit to
the number of users who can be online at any one time.
 



Have a conversation with your manager to discuss practical,
performance and managerial arrangements. 
Undertake the Homeworking Environment Risk Assessment and Action
Plan (Appendix 1) with your manager.
Complete the  DSE Awareness E-learning Training
Have a regular eye sight / eye screening test. Click here to access the
Procedure for the Management of the Display Screen Equipment. 
Supply a contact telephone number to your manager and agree with
them the hours when you are available for contact by phone and / or
email.
Keep in regular contact with your team colleagues.  Microsoft Teams
allows staff to collaborate, share content and have virtual meetings and
huddles.
Inform your manager immediately if you do not have access to
broadband in order to agree workarounds / other duties. 
Adhere to the Trust’s Data Protection and Information Governance
policies and procedures (available on the Intranet). Click here for
Information Governance FAQs during Covid 19.
Ensure all Trust equipment and documentation are used, stored,
transported and disposed of correctly and appropriately at all times. 

3.     Remote Desktop or Citrix. This will allow the staff member access to
their full desktop and the majority of clinical and administrative applications.
This can be run on almost any client (Microsoft, Mac and tablet). It will
require either a Trust or personally owned phone for authentication. Note
please do not use the default Safari web browser on Macs or iOS as this is
known to cause technical connection problems.  Currently there is a limit to
the number of users who can be online at any one time.

IT have designed a support site to assist homeworking during the Covid 19
pandemic. The site contains a range of how to guides, tutorials, tips and
training resources for staff on various applications. Click here to access the
site.

Advice for employees 

https://www.hsclearning.com/
http://intranet.belfasttrust.local/policies/Documents/Display%20Screen%20Equipment%20(DSE)%20-%20Policy%20and%20Procedural%20Arrangements.pdf
https://products.office.com/en-gb/microsoft-teams/download-app
http://intranet.belfasttrust.local/directorates/ig/Documents/Regional%20IG%20FAQ's%20COVID%2019%20May%202020%20V1.3%20BT.docx
https://bhsct.sharepoint.com/sites/IT


Take note that internet services and utility bills will not normally be paid
for or reimbursed. Call costs will only be reimbursed in exceptional
circumstances and only when the costs to be incurred have been
agreed in advance with line managers. You may however be able to
claim tax relief for additional household costs – click here to check
online. 
Assess the personal implications of home working with respect to
household insurance.
Comply with absence reporting procedures in line with the Managing
Attendance Policy.
New and expectant mothers should refer to any additional health and
safety guidance contained in the Trust’s New & Expectant Mothers
Policy.

Advice for employees- hints and tips for staying well while working
from home 
 
Health and Wellbeing
If you are not used to working from home, it can take a bit of adjustment
especially in these current circumstances. To ease your transition into
remote working, this guide provides some things you might wish to
consider, ensuring you look after your health and wellbeing and to help
make home working a positive experience for both you and your manager. 
 
Please take a look at some of the wellbeing resources available to our staff,
helping you to look after your mental and physical wellbeing during COVID-
19.

Health and Safety Considerations
You should ensure that your home environment is suitable for home
working and that you take care when using your IT equipment, so that it
does not cause or exacerbate Musculoskeletal (MSK) conditions. See
Appendix 2 for further guidance.

http://www.gov.uk/tax-relief-for-employees/working-at-home
http://intranet.belfasttrust.local/policies/Documents/New%20and%20Expectant%20Mothers%20-%20Policy%20and%20Procedural%20Arrangements%20Relating%20to.pdf
https://www.cipd.co.uk/Images/working-remotely-top-tips-uk-v2_tcm18-73295.pdf
https://view.pagetiger.com/bbmfuob/1


Managers should consider and prioritise which staff are able to work
from home, ensuring appropriate workforce planning.  This will be in
accordance with government guidelines and with the duties that can be
performed at home or remotely. Work with your team to consider new
ways of working and staff preferences. There may be some individuals
whose preference is not to work from home due to a variety of reasons
such as having no suitable workspace, a distracting environment, or
working styles. In such cases these individuals may helpfully support
duties which can only be completed from the workplace. 
Accepting that we have a number of teams with roles which require
staff to have an on-site presence, consideration could be given to
allowing staff to work from home on a rotational basis or to ‘cohort’
staff.  Teams will need to give careful consideration to work that can be
done remotely and work which needs to be completed on site. This can
be linked to considerations around workspace configurations, and the
rotation of staff based upon individual working patterns, to support
social distancing. 
Managers are encouraged to be flexible about when the work is done
with the potential to support some duties being completed outside of
normal working hours.  This may enable employees to undertake both
work and caring commitments, as well as supporting personal
circumstances and preferences. Note where staff have requested to
work in what would normally be deemed to be unsocial hours this will
not attract any form of pay enhancement.
Managers should keep in regular contact with their remote team.  
Managers should agree with the employees how work will be delegated
and monitored.
Managers should consider whether the employee holds the required
skillset to work independently, ensuring appropriate arrangements are
in place for mentoring, training and development, clear communication
and on-going support from the team.
Managers should also ensure that any agreements for staff to work
from home are regularly reviewed, and in accordance with the latest
guidance, service, team and personal needs.

Advice for Managers



The Trust has the same health and safety responsibilities for those
colleagues working from home as for any other colleagues. Managers
should review all Homeworking Environment Risk Assessments and
agree any issues from the associated Action Plan. If possible, enable
individuals to take home specialised DSE equipment such as keyboards,
mouse, riser etc.
For employees who are self-isolating but are fit to work, managers
should consider what tasks staff can do at home or remotely. 
The requirement to access confidential and personally identifiable
records could restrict opportunity for home working. Managers need to
remind employees of the Data Protection and Information Governance
policies and procedures. 
Stay up to date with IT support, solutions and guidelines for staff by
following this link.

Building trust with staff who work from home - there should be a healthy
relationship of trust and confidence between the homeworker and
manager.
Agreeing how work performance will be supervised and measured -
performance should be assessed on the results produced and the
quality of the work, or with agreed work objectives being achieved. 
Communicating effectively - Keep in touch using as many different media
as possible. Check in regularly with employees to support progress,
provide feedback, and ensure the individual’s wellbeing. Provide
opportunities for them to join meetings and team meetings virtually.
Keep employees up to date. Ensure there is an effective process for 2
way communication, to enable all staff to feel comfortable in providing
feedback and putting forward ideas for continuous improvement.
Health and Wellbeing - Continue to consider the team’s health, wellbeing
and safety. Ensure staff continue to feel a sense of team, regardless of
their working location. 

Advice for Managers- hints and tips for managing home and remote
workers
There are some key ingredients for managing productive homeworking: 

https://bhsct.sharepoint.com/sites/IT


Training and development - support the individual to continue to
complete training, development, and mentoring where possible.
Be flexible- create a supportive environment, empowering staff to work
in the most productive way for them and the team.

AskHRCOVID19@belfasttrust.hscni.net
ICT Department Remote Working Helpline: 0800 587 3878       

Further tips on managing remote teams can be found here.

Remember, we’re in this together
This is a new and ever changing situation. Even if you’ve worked from home
before, it’ll be a new experience for lots of people. So be mindful of that. It’s
important to stay united. Share stories, communicate well, and be prepared
to accept some process changes.
 
Additional guidance and support is available via:

https://www.cipd.co.uk/Images/remote-teams-top-tips-uk_tcm18-73358.pdf


To support staff wellbeing during COVID-19 by ensuring that the
homeworking environment is as safe as possible; 
To establish if further action is required to provide a suitable and safe
homeworking environment.

Appendix 1
Homeworking Environment Risk Assessment

Purpose: 

 
(To be completed by the homeworker and discussed with Line Manager)

Employee Name: 

Department: 

Base: 

Date of Assessment: 

Brief description of type of work undertaken at home: 

Detail of working hours/worked from home: 



No. Questions No Yes 

1. 
Is the workstation positioned to avoid the use of extension leads
and adaptors? 

Is the heating, lighting and ventilation in the work area
adequate?

2. 

3. Is the room or work area free from tripping hazards?

4. Is the chair stable and comfortable?

5. 
Have you completed DSE (Display Screen Equipment)
Awareness e-learning training?

6. In relation to the display screen equipment workstation:

6a. 
Has the workstation been positioned to avoid glare and
reflection on the screen?

6b. 
Is the screen at the correct height and position in relation to the
user?

6c. 
Are the forearms roughly horizontal and the wrists straight
whilst using the keyboard?

6d. 
Is there space in front of the keyboard to rest the wrists when
not actively keying?

6e. 
Are the feet resting comfortably on the floor?
If no is a foot rest required?

6f. 
Are the characters on the monitor easy to read?
Has the brightness and contrast been properly adjusted?

6g. Are frequently used items within easy reach?

6h. 
Is the mouse positioned close to and at about the same level as
the keyboard?

7a. 
Do you know what to do in an emergency, have you worked out
an evacuation plan so you and anyone else in the house knows
what to do and where to go in case of a fire?

https://www.hsclearning.com/


7b. Are smoke detector/s fitted and tested?

Signature of staff member:                                                             Date:  

Signature of line manager:                                                              Date:



Action Plan

Employee name: 

Issues
requiring

action

Remedial
Action

required/
agreed

Action by
(Whom)

Timescale Date action
completed

NOTE:  Report any changes to the above information to your manager as well as
informing them if there has been any changes to your living arrangements or changes to
your health etc

Signature of staff member:                                                             Date:  

Signature of line manager:                                                              Date:



Appendix 2




