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Remote working guidance – Mentoring Scheme 

1. Introduction  

For the 2021/22 academic year, mentoring will be carried out remotely. 

Working at home, either on a laptop, desktop PC or carrying out paper-based work is a low risk 

activity. This type of working can offer a range of potential benefits, but there are also associated 

hazards. These include:  

• working in isolation (wellbeing, stress or personal safety and accidents)  

• lack of control over the work environment (Display Screen Equipment, fire safety and 

electrical safety)  

However, remote working is not just about a physical distance, it is also about a distance in 

relationship and requires a different mind-set and consideration to the effect on your wellbeing and 

productivity.  

This guidance provides practical advice on steps to take to ensure remote work is carried out in a 

healthy and safe way and that relevant hazards are considered. You will already be used to working 

independently, but it also provides advice on how to manage your time, your wellbeing and your 

relationship with your mentee group and mentor.  

 

2. Display Screen Equipment (DSE)  

Setting up your workstation correctly at home is equally as important as if you were working at 

University, and the same principles apply. Your workstation includes your desk or table, chair, and 

PC or laptop. 

Tips for working on a PC or laptop remotely  

• Raise your screen 

o Make sure your screen is raised so that the top of the screen is at eye level. This can 

be done using an adjustable laptop stand, a box or some books if necessary.  

• Use a separate keyboard and mouse if possible 

o This enables the laptop screen to be positioned correctly.  

• Adjust your chair height if possible 

o Your arms should be roughly at right angles, with forearms lightly supported by the 

work surface. This can be done by using cushions if your chair isn’t adjustable.  

o You may need a footrest if your feet are not firmly on the floor. You can use a 

book(s) if you don’t have a footrest.  

• Make sure the lower back is well supported  

o Support for your lower back will help encourage good posture. You can use a folded 

towel or cushion between your back and the backrest of the chair to give you more 

support or consider a back-support cushion if needed.  

• Keep your wrists in a neutral position 

o Not excessively flexed up or down.  
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• Take regular, short breaks 

o Move around for five or ten minutes every hour, aiming for frequent, short breaks.   

Consider taking microbreaks to stretch, move around, change activity by taking a phone call, do 

some reading or get a drink to avoid prolonged static postures.   

Take more frequent breaks if your DSE setup is not optimal or if you are experiencing discomfort.   

Try to avoid:   

• using phones or tablets for a long time, 

• sitting on unsupportive seating such as a sofa,  

• static postures. 

Whilst it may seem easier to simply open the laptop and start working without making any 

adjustments, this can lead to poor posture, which can cause pain and discomfort over time. It is well 

worth taking a couple of minutes to set up your workstation correctly each time you sit down to 

work. 

3. Safe working environment  

You should consider the following points to ensure that you are working in a safe environment: 

Working environment 

• Ensure there is adequate space in the area you are working in to work safely. 

• Ensure your working area is free from tripping hazards (e.g. trailing cables). 

• Store objects like equipment, bags, paper, files and books safely. 

• Ensure you have adequate lighting in your work area.  

 

4. Wellbeing 

It is important that you consider your own wellbeing when working and it is just as important, if not 

more so, when working remotely.   

Remote working may take time to get used to both practically and emotionally and it may be more 

difficult to make things happen. There will likely be greater reliance on mediums such as WhatsApp, 

telephone calls and video conferencing which can make communication more difficult and it can be 

difficult to motivate yourself to work when on your own. 

 Things you can do to improve your well-being  

• Understand when during the day you are most productive and plan tasks accordingly 

• Make time to chat with colleagues informally 

• Take regular breaks away from your screen with drinks and healthy snacks  

• Get some fresh air  

• Try not to schedule video meetings back to back 

If you are struggling with your wellbeing, there are many places to go for support 

• The student wellbeing site, including student wellbeing services 

• Speak to your personal tutor 

https://www.bristol.ac.uk/students/support/wellbeing/
https://www.bristol.ac.uk/students/support/wellbeing/services/student-wellbeing-service/
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• Contact the PLN  

5. Professionalism 

Even if you are not meeting your mentor face to face, you should still remain professional during 

your meetings and sufficiently prepare for your meetings. Some of the things you can do to ensure 

this include: 

• Considering what appears in your background when on video calls and how you conduct 

yourself on these calls (body language, appropriate dress etc) 

• Ideally making sure you have your video on during your mentoring meetings 

• Having notes and research you have undertaken ready for your meetings 

We hope this guide provides some useful hints on tips for working remotely, but if you have any 

concerns, remember there are lots of people who can support you.  

Please contact the PLN at any time, we are here to support you through the process: 

fssl-pln@bristol.ac.uk     
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