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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. 

Managing a remote team requires a change in mind-set.  Remote working is not just about physical 

distance, it’s also about the distance in relationships between you and your team.  This guidance 

covers the essential topics of leading during times of uncertainty, managing wellbeing, expectations, 

workload, communication and collaboration.  Everyone will have to make changes and for some this 

will take more adjustment than others.  Some will be working from home for the first time, and we 

realise this will be a very different experience for them (and for you).  Even for those accustomed to 

it, working from home can feel unstructured and isolating.   

 

Leading during times of uncertainty 

The situation is unprecedented, and this may lead to unscheduled change.  Colleagues may be 

feeling particularly anxious about the lack of certainty and change to their normal working 

arrangements.   

We ask you to maintain regular and clear communication with your team members over this period, 

encouraging team-working, ensuring their health and wellbeing, and generally supporting them as 

best you can.  This means making efforts to maintain personal contact with every member of your 

team and promoting a culture of openness and support. It also means being honest about the 

expected unpredictability with your team.  This will require you to demonstrate empathy to and 

allocate time for discussing issues and concerns.   

Our values will support you in this, which have been tailored to this situation: 

• Stewardship - following through on commitments and keeping promises 

• Respect - demonstrating respect by valuing team member’s time and appreciating their 

ideas and contribution and looking for opportunities to celebrate success in the work they 

are doing 

• Inclusiveness - being accessible and flexible and being aware of personal circumstances.  

Your team members may have to take time out of the working day to deal with children or 

someone they are caring for 

• Excellence – monitoring workloads and reviewing plans and priorities and supporting your 

team members through the change in circumstances 

 

 

https://68e964d4-3a85-4c03-89f7-d6c59f31a423.filesusr.com/ugd/0e32dc_623325c40cae4d409edc0ace187db53b.pdf
https://68e964d4-3a85-4c03-89f7-d6c59f31a423.filesusr.com/ugd/0e32dc_623325c40cae4d409edc0ace187db53b.pdf
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Assessing suitability for homeworking and addressing 

barriers  

You’re responsible for ensuring your team members complete a homeworking self-assessment 

checklist and a homeworking questionnaire.  Use this information to identify any barriers to safe and 

effective working from home.  You may also find the following questions helpful: 

• Can the role be carried out as normal while working from home?   

• Are there any limitations, such as responsibility for care of a dependant, that might limit 

capacity?   

• Can work be carried out at times outwith the normal working hours?   

• Is any equipment needed (such as a keyboard, mouse)? 

If you need assistance with a reasonable adjustment for a member of staff please contact HR. 

We understand that there will be challenges, particularly with closure of schools and other services.  

Many colleagues will have caring responsibilities for children or other dependents.  For many 

parents it will be a matter of splitting work time and care duties every day.  For those with sole 

responsibility for children or other dependents we recognise this may be particularly challenging.   

You should take a flexible approach to homeworking.  Speak to your team members to identify what 

they are realistically able to do.  Where it is not practical for them to work normal hours, or where 

homeworking is not an option at all, you should authorise paid special leave for the hours they were 

scheduled to work.   

 

Hints and tips for managing SPS staff 

 For SPS staff, ensure your team are continuing to record their hours of work on TRS.  

Temporary changes have been made to the system to enable them to clock hours outwith 

their standard working pattern which means that you’ll not receive any exception 

notifications through TRS. 

 Those who are unable to work all of their contracted hours will have their flexi balance 

adjusted on a weekly basis to ensure the principle of no detriment is applied.  You do not 

need to take any action on this as it will be administered by HR but you should ensure 

that your team members are recording their working hours on a daily basis. 

 

Managing wellbeing 

 

When working remotely, you won’t be able to tell who is having a good/bad day, who is doing 

something great, who is struggling or needs support and what relationships are like within the team.  

As the natural and informal opportunities to interact are likely to be reduced, you’ll need to 

consciously plan time to check-in with your team members. 

https://68e964d4-3a85-4c03-89f7-d6c59f31a423.filesusr.com/ugd/0e32dc_10211d226e0046f6aeffca382dc39be0.doc?dn=Home_Working_Self_Assessment_Checklist.d
https://68e964d4-3a85-4c03-89f7-d6c59f31a423.filesusr.com/ugd/0e32dc_10211d226e0046f6aeffca382dc39be0.doc?dn=Home_Working_Self_Assessment_Checklist.d
https://68e964d4-3a85-4c03-89f7-d6c59f31a423.filesusr.com/ugd/0e32dc_f1ba5d67f8294bc5af950c6b35de3685.docx?dn=HOME%20WORKING%20QUESTIONNAIRE.docx
mailto:NotifyUsCOVID19@parliament.scot
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Hints and Tips 

 Book check-ins using video calling at the beginning and end of each working day. This 
approach is effective in agreeing what the team is working on each day. 

 You won’t have access to the usual clues as to how someone is feeling so it’s important 
to ask. The following actions will help: 

 
 Ask them about their wellbeing 

 Use coaching skills such as listening and open questions to support them in 

adapting to change and working through their challenges 

 Recognise that moods can change as they get used to remote working and that we 

all respond differently to change 

 Emphasise appreciation and celebrate success. 

 

 Have a look on our wellbeing pages for more info. Remind colleagues that they are not 

alone, and we’ll work together to get through this.  As well as talking to you they can go to 

HR for support. They can also contact the Employee Assistance Programme which is 

open 24/7 (0800 032 9849).   

 Working safely at home.  Your team member should establish an ad hoc, bespoke space 

exclusively for work in their home setting, and that this is risk assessed by the them to 

ensure that this is as hazard-free as reasonably practicable. We recognise again this 

might not be possible for everyone.  This includes the small things like checking their 

posture when working on laptops/computers, but also taking regular breaks away from 

those screens. 

 Here are some exercises developed by the Chartered Society of Physiotherapy that you 

should signpost your staff to try during their breaks, to help them stay more active 

throughout the day.  As with any activity, they should make sure they exercise within their 

own capabilities. If your team member is pregnant, a new mother, suffers from any health 

conditions or has any concerns about their health conditions or levels of fitness, they 

should consult their GP.  

 

Managing expectations 

 

Be aware that it may be more difficult to make things happen.  Remote working operates best when 
there is a focus on achieving outcomes.  It’s important to recognise achievements (both individual 
and team) and not focus solely on activities.  Discuss a set of remote working guidelines with your 
team.  This could include having agreed times to make and receive phone calls and keeping 
calendars up to date.  It’s also important to be clear about the outcomes you want them to achieve 
and agree deadlines and measures to ensure they are consistent with the expected outcomes.   

https://www.parliament.scot/intranet/15042.aspx
https://www.csp.org.uk/system/files/do_you_sit_at_your_desk_exercise_sheets_a4.pdf
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Hints and Tips 

 

 There will be comparatively lesser opportunities for you to check if work is being 

completed and goals are being achieved. Agree a work plan and capture this formally in a 

daily/weekly progress update call.  This will help your team members understand where 

to focus their efforts.    

 Encouraging your team member to establish some structure to their working day, 

including marking out breaks, can be helpful.  

 

Managing communication and collaborations 

 

Collaboration is still possible, using platforms to communicate regularly with your team.  You’ll not 
be able to rely on informal and ad-hoc interactions.  Be deliberate and structured in your 
communications.  Remember it’s better to over-communicate rather than under-communicate, and 
ensure your messages are clear and that no-one is missed out. 

 

Hints and Tips 

 

 Agree frequency of ongoing communications.  Encourage two-way communications; meet at 
regular intervals using MS Teams; and use email and phone call as you would normally.  You 
can do this by: 

 Using a mix of structured and informal communication methods - blend structured 
communication approaches, such as weekly “check-ins” through phone or MS Team, with 
informal, real-time communication methods, such as instant messaging through teams or 
e-mail 

 Establishing/agreeing guidance around team meetings, including: 

• Setting the team up on MS Teams - see BIT guidance on homeworking, including 
how to set up MS Teams 

• Sending meeting agenda and supplementary information along with the notification 

• Sending notification for a meeting at least 24 hours in advance so that team 
members can decide where necessary. 

 

 Establish and model virtual meeting etiquette, by providing your team with the following tactics: 

 Adjust tone and pace of speaking to compensate for transmission delays 

 Limit background noise to minimise interruptions 

 Maintain appropriate distance from Web cameras to avoid blurry or large images 

 Set an agenda prior to the meeting 

 At end of the meeting send out agreed actions, such as task assignments and due dates; 
post them in a central location for the full team 

https://scottish4.sharepoint.com/sites/RWS
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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 although there are travel restrictions in 

place which means that trips may have been cancelled, we want staff to continue to utilise time off 

even if they are working from home or on paid special leave.   

Temporary changes to the Working Time Regulations mean that those who have been unable to 

take the statutory minimum leave entitlement of 20 days will be able to carry untaken leave into the 

next 2 leave years.  As we are supporting our staff to take all of their leave this year this is unlikely 

to apply to them.  

Additionally, there is likely to be an increase in business when we return to normal working which 

may make it difficult to accommodate large outstanding annual leave balances when we move into 

the new leave year.    

 

Hints and tips for managing SPS staff 

 

You’re responsible for ensuring your team members take their full annual leave entitlement within 

this current leave year.  There is to be no buy-out or carry-over arrangements this year with the 

exception of anyone who has been unable to take the statutory minimum of 20 days as outlined 

above in which case this should be discussed with your Group Head, or those who have carried  

forward authorised leave from 2018/19.  Have a look at the FAQs for more information.  

 Ask your team to book annual leave in the usual way encouraging them to utilise their whole 

year entitlement (30 days or pro-rata for part time staff) by the end of the leave year (31 

August) 

 Monitor annual leave balances to ensure staff are on track to use any outstanding leave and 

ensure this is applied consistently across your team 

 Respond to any concerns or questions your team may have.  You can contact HR for guidance 

and support. 

You should also encourage your team members to take accrued flexi leave to ensure they’re taking 

adequate time away from work.  However, if your team can’t reduce flex-balances to below the 

maximum carry forward (14 hours and 48 minutes for full time staff) by the end of the leave year, 

they can carry it forward.  You should speak to your team members to agree how best to reduce the 

balance on return to normal working. 

mailto:NotifyUsCOVID19@parliament.scot


For further information contact: 

 

HumanResources@parliament.scot 

 

0131 348 6500 
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