SMARTER WORKING

ASSESSMENT SURVEY FOR EMPLOYEES
Smarter Working is the concept of working from home or another location on a full or part-time basis.  The attached questionnaire must be completed by each person interested in participating in the company’s Smarter Working programme.  Every Supervisor/Manager must also fill in a similar questionnaire on their employees who are interested in Smarter Working.  The results of both the employee and supervisor questionnaires can be used for selecting the potential candidate.

Smarter Working Screening Survey for EMPLOYEES

Name:
_____________________________________________________________

Supervisor Name: ________________________   Department:_________________

1.
Please describe your current job tasks.


______________________________________________________________


______________________________________________________________


______________________________________________________________

2.
The following four groups of characteristics relate respectively to your existing work, to your future work as it can be adapted to the Smarter Working programme, to you as an employee and to your manager.  Please rate each characteristic as either:



Very High (VH)



High (H)



Medium (M)



Low (L)


by placing the appropriate letter(s) in each blank.


Existing Work Characteristics

Please rate the following according to your existing job requirements and characteristics.


_____
Amount of face-to-face contact required


_____
Degree of telephone communications required


_____
Independence of operation


_____
Ability to control and schedule work flow


_____
Amount of in-office reference material required


Future Work as a Remote Worker

Please rate the following job characteristics in terms of their adaptability to remote working.


_____
Amount of face-to-face contact required


_____
Degree of telephone communications required


_____
Independence of operation


_____
Ability to control and schedule work flow


_____
Amount of in-office reference material required


Employee Characteristics

Please rate the following according to your own characteristics as an employee and as a remote worker


_____
Need for supervision, frequent feedback


_____
Importance of co-workers’ input to work function


_____
Self discipline regarding work


_____
Desire/need to be around people

_____
Potential friction if working at home (eg conflicts with other people working/living in the same household)


_____
Level of job knowledge to be able to work autonomously 


_____
Quality of work


Supervisor Characteristics

Based on your perceptions of your supervisor’s attitude towards Smarter Working practices and his/her management style, please rate your supervisor according to the following.


_____
Positive attitude toward Smarter Working practice


_____
Trusts employee’s ability to work remotely


_____
Ability to establish clear objectives


_____
Ability to communicate with employees

3.
Considering the nature of your job, how much would you want to work remotely?  (Circle only one of the following)

(a) About once very 2 weeks

(b) About once a week

(c) Two days a week

(d) Three days a week

(e) Occasionally for a special project

4.
What kinds of work would you expect to do while working remotely?


(Circle as many as apply)

(a) Writing/typing

(b) Work processing

(c) Data management/computer programming

(d) Administrative

(e) Reading

(f) Research

(g) Talking on the phone

(h) Sending/receiving electronic mail

(i) Field visits

(j) Thinking/planning

(k) Other (please specify) ________________________________________________________

5.
Given the amount of remote working you want to do, and the kinds of work you would do while working remotely, what equipment/services would you need and which of those do you currently have?  (Check those appropriate)








Need

Currently Have
Laptop





_____

_____
Screen/Keyboard



_____

_____


Printer





_____

_____


Internet connection (ie broadband)

_____

_____



Facsimile machine



_____

_____

Desk





_____

_____

Chair





_____

_____
Filing cabinets




_____

_____

Multi-socket adapter/surge protector

_____

_____

Other (please specify)



________________________

6.
Do you have adequate space in your home to dedicate to working?


(a)
Yes


(b)
No

If you have stated ‘Yes’ please give detail here of what that space will be (i.e. Study, Bedroom, etc and the square metres of area.)

_____________________________________________________________

7.
Are there any distractions/obligations that will make working at home difficult or impossible?


(a)
Yes


(b)
No


If you have stated ‘Yes’ please state which (check those appropriate):

Children




_____

Other dependants’



_____

Carer responsibilities



_____

Shared accommodation


_____

Other:_________________________________________________________

8.
Please complete the following to help us identify your Internet/LAN infrastructure.


Name of Internet Provider:

______________________________________________________________


Bandwidth (up and downstream)  If not known, please supply package name:
______________________________________________________________

Brand of Router:

______________________________________________________________

Does router have a free LAN/Cable port for connection with laptop?


(a)
Yes


(b)
No

Distance between router and laptop (to determine cable length)

______________________________________________________________

Is a Landline available?  

(a)
Yes


(b)
No

If no, can you obtain a Landline?

(a)
Yes


(b)
No

Is Landline provided by internet provider?

(a)
Yes


(b)
No
9. 
Which headset would you prefer?

______________________________________________________________

Please note We may conduct random checks on the employees’ address to assess the work place to be in line with ARBO regulations.
Signature of the employee



Date

___________________________


_______________________
Smarter Working Questionnaire (Employee)



