
ADVICE ON  
HOME WORKING 
Resilience & Safety Team 

With a high number of people currently working from home due to Covid-19, this advice and 
the associated online self-assessment will support colleagues to achieve an appropriate home 
working environment. 

KEEP IN TOUCH
As a general point, keep regular contact with your line manager and team to keep them informed of how you are 
doing. Video calling software such as Microsoft Teams is useful for keeping in touch as it allows nonverbal as well as 
verbal communication and is closer to face-to-face conversation. It is quite normal to feel anxious or have concerns, 
particularly just now, and there is a range of support available either from your line manager or from other confidential 
sources outlined in the Additional Help & Support section of this guide.  

WORKING AT HOME
Location
Find an area within your home with adequate space to set up a suitable working zone if possible. Ensure 
there is sufficient light, ventilation and no trailing cables. Avoid using a sofa or bed. 

Equipment
Check your electrical equipment including cables and plugs are safe to use by visually inspecting them 
for any obvious signs of damage. If you have any safety concerns discuss these with your line manager 
immediately. Do not overload sockets or plug extension leads into other extension leads (daisy chaining). 

Workstation set-up 
A brief Covid-19 homeworking course has been created and includes a self-assessment that all 
colleagues currently working from home should complete. 

Try to replicate the set-up in the image below as far as possible, potentially using readily available items 
from around your home such as cushions or a rolled up towel or similar. Taking regular breaks to stretch 
and move is one of the most important steps you can take to reduce the risks associated with working 
from home.  

Chair 
Try and keep your knees below your hips and an open 100 degree hip angle (see image below). As it 
is unlikely that you will have an adjustable chair you can try to get into an ideal sitting position using 
a cushion or pillow to sit on and a rolled up towel against your lower back for lumbar support. These 
measures will help to take the strain and load off your spine but only use them if they feel comfortable. 
Make sure that your feet are placed firmly on the floor. If you can’t do this use a biscuit tin, Tupperware 
container or similar as a footrest. 

Your elbows should be at a 90 degree angle, tucked closely to your body, and your wrists should be in a 
neutral position (flat). This posture helps keep you from rounding your shoulders and straining your neck 
muscles.

Mouse and Keyboard 
If you are raising up your laptop/tablet use an external keyboard and mouse so that you are not working 
with your arms too high. 

If you can’t attach an external mouse and keyboard, leave your laptop in place on the table rather than 
raising it up but you must take more frequent breaks. Try to stand up and move around every 15 minutes 
(more on taking breaks and exercises below). Adjust the screen angle to a position that allows you to sit as 
comfortably as possible, following the other steps outlined.  

https://uws.awaken-be.com/


Screen Height 
Your eyes should naturally be aligned with the top third of your screen when you are looking straight ahead. 
Even a small height adjustment will help. The aim is to avoid dropping your head as much as possible to 
avoid neck and shoulder strain. 

Screen glare 
If you can, try not to put your laptop/tablet directly underneath a bright artificial light. Try and use natural 
light as much as possible. 

This brief video from the Health & Safety Executive shows how workstations can be improved using household items: 
https://www.hse.gov.uk/toolbox/workers/home.htm

Taking Breaks and Exercise 
Regardless of your set up, the best way to look after your health and wellbeing is to take regular breaks and 
to move around as much as possible.

The more ‘makeshift’ your set-up, the more important it is for you to move. If you have a good home office 
set-up, take a break for 5-10 minutes every hour. For other set-ups take a break every 15-20 minutes.  
For example you could try to:

•	 Stand up every time you use the phone 
•	 Do more activities away from the screen e.g. reading paperwork
•	 Set up a reminder e.g. a timer on your phone. 

Incident and Accident Reporting
Incidents, near misses and ill health should still be reported in the usual way using the Awaken system. 
This hosts online training as well as being the University’s Health and Safety incident reporting system.

ADDITIONAL HELP AND SUPPORT 

Following completion of the Covid–19 home working course and self-assessment, if your set up is causing problems 
please discuss with your line manager. An appointment can be arranged with Occupational Health if necessary or else, 
with Dean/Deputy Dean/Director or Head of Department authorisation, 30-min bookable slots are available via the staff 
website to attend campus to collect essential DSE related equipment.

You can find broader advice and guidance related to Covid – 19, including working from home here. 

P&OD advice for managers during remote working can be found here.

The University’s Employee Assistance Provider offers a range of support online or over the phone. It is entirely 
confidential and can be accessed via https://healthassuredeap.co.uk/ using the following log in details:
Username: University     Password: WestScotland

Silvercloud also offers support with thinking and feeling better to all staff and students.  
https://uws.silvercloudhealth.com/signup/

For further advice or support talk to your line manager or contact resilienceandsafety@uws.ac.uk or 
occupationalhealth@uws.ac.uk.
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