
Remote Working Guidance – AA Staff 
 
 
1. Consider your Workspace 
As tempting as it may be to wake up and work from the comfort of your own bed, this does 
not aid in a high level of productivity. Therefore, and if possible, try to allocate a zone within 
your home solely for working purposes, setting a clear differentiation from your living 
spaces.  
 
2. Establish a Routine 
Maintaining a healthy work-life balance is extremely important whilst working from home, 
and establishing a routine is key to achieving this. Set a schedule that works with the 
demands of your personal life and adhere to this as best as possible. Clear guidelines for 
when to work, to take breaks (see below) and to call it a day allows for this proper balance.  
 
3. Working in your PJs 
We know – this is a key reason to love working from home. Whilst it may seem the comfort 
level is beneficial, it actually is a productivity disabler. ‘Dress for success’ isn’t just a 
corporate catchphrase; it really matters when you work from home. Beyond psychologically 
putting you in the right frame of mind for working, you’ll also be ready to handle any kind of 
spontaneous video call. Dressing as if you were at work will mentally and physically prepare 
you for the day, and therefore allow you to complete the desired amount of work you aim to 
achieve. 
 
4. Taking Regular Breaks 
We will all miss our daily routines of visiting the AA Bar for coffee, tea and snacks or the AA 
Terrace to have a chat. Please ensure you continue to take regular breaks away from the 
screen (the formal advice is every 45 minutes) and if possible, and per the UK government 
restrictions, try to factor in a walk for exercise and fresh air (please keep up to date on UK 
guidelines with respect to leaving your house). 
 
5. Absence Reporting 
If you are ill or unable to work for any other reason, reporting this to your Head of 
Department and HR (humanresources@aaschool.ac.uk) is still required so we are aware 
that you are not available. 
 
6. Parents and Carers 
To accommodate staff that have caring responsibilities for children, partners or 
elderly parents flexible working hours may be required. If this applies please 
email your Head of Department and HR (humanresources@aaschool.ac.uk) so a 
course of action can be agreed upon and communicated to the rest of your team. 
 
7. Staff  Counselling 
The weeks ahead and adjusting to an alternative way of living and working may 
be stressful. In order to support staff as best as possible the AA continues to 
offer remote counselling sessions with our off-site counsellor. Please email 
Tehmina.mahmood@aaschool.ac.uk if you require a referral. 
 
  



8. Interact Effectively 
Working alone and from home for long periods of time restricts human contact, support and 
team morale which are vital for remaining informed and motivated. The AA has made a 
provision for the use of the Microsoft Teams and Zoom applications; please use these to 
keep in touch with your colleagues as well as to schedule meetings. If you are having 
problems accessing these, please contact itsupport@aaschool.ac.uk. 
 
For Head of Departments: Plan remote daily team meetings with your team to ensure clear 
and consistent communication. Each meeting should have an agenda that actively involves 
all members so they can contribute. Eva is happy to join any meetings you feel are 
necessary; please email (Eva.Franch@aaschool.ac.uk) to coordinate a time for her to join.  
 
For staff members who have positions at the school that do not allow for you to work from 
home at this time we are creating a series of initiatives for everyone to remain in touch with 
and part of the AA Community. This includes ‘Coffee with Samy’, hosted by our much loved 
Samy Hedin, which will take place every morning from 9.30–11.00am and can be accessed 
at Microsoft Teams here. Please join us.  
      
9. Health and Safety 
Whilst working at home it is important to remain compliant with Health and 
Safety requirements. Anita, our Head of Estates and Facilities, has asked that 
we all complete the DSE (Display Screen Equipment) training and risk 
assessment. For this please do the following: 

• Access the Ihasco Training Suite (this has been sent in a previous email)   
• Click on the DSE Training Option to complete the training, which should  

take approximately 28 minutes 
• Ensure you complete the risk assessment at the conclusion 

 
PLEASE COMPLETE BY WEDNESDAY 25 MARCH 
Any issues with this process contact anita@aaschool.ac.uk or 
omar.zahid@aaschool.ac.uk. 
 
 
And finally…please let us know if you have any problems. The next few months are going to 
be a learning curve for us and therefore it’s important we all learn together.  
 
Wishing you a good Easter. Keep safe and healthy!!! 
 
Best wishes 
Tehmina 
 
PS, I’d like to share an article with you written by Scott Kelly, a retired NASA astronaut who 
shares his experiences of working in isolation whilst successfully achieving a work-life 
balance: https://www.nytimes.com/2020/03/21/opinion/scott-kelly-coronavirus-
isolation.html?referringSource=articleShare.   
 


