
Produced by the occupational therapy technology team based at 
Edinburgh Community Rehabilitation and Support Services 
Longstone. For further information and guidance email: 
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call, you will only be able to leave message. The messages will be 
picked up daily] 

Staff protocol on Skype for Business to consumer Skype 
(as per agreement from COVID-19 DPIA-LITE) 
 

Guidance Action 
The practitioner should feel confident that they can use video 
conferencing and can support the person they are connecting to 
through the process.  
If not, please arrange for training through 
COTRS@edinburgh.gov.uk 

 

The practitioner should use clinical reasoning to decide if video 
conferencing is suitable for an individual - including whether they 
have the competence and confidence to set up and use a device. 

 

You can take consent verbally, but you must enter onto AIS that 
the person has consented, the way you gained consent (for 
example by telephone) and what the client is happy to agree to 
(see consent form) 

 

If video conferencing is used, update AIS with your notes from the 
meeting and note that video conferencing has been used. As with 
most adult care at home data, storage of this information is limited 
to three years after case closure.  

 

The video session should not be recorded. 
This should be automatically disabled on Skype for Business, but 
you should say to clients that the session will not be recorded. 

 

Before starting, ask the person to make sure that their personal 
home devices and wifi are as secure as possible by: 

• updating their device with latest updates, anti-viral software 
and patches 

• having a secure wifi with a strong password. 

Read the guidance if you’re not sure how to do that.  

 

You should mention that others in their home (eg. family, carers) 
can take part in the session only if they understand the purpose of 
the session, agree to comply with restrictions around data sharing, 
and have consented to take part in the session. 

 

Please note: 
a) that guidance is subject to change dependent on the City of Edinburgh Council’s ICT 

controls and information governance. Updates will be issued changes occur.  

b) That Skype for Business is the preferred video conferencing option currently for those 
working under a Council contract. Updates will be issued when changes occur.  
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