SMARTER WORKING
ASSESSMENT SURVEY FOR SUPERVISORS / MANAGERS
Smarter Working is the concept of employees’ defining their own workspaces on a full or part-time basis.  Every Supervisor/Manager must fill out a questionnaire on their employees who are interested in applying for remote working.

Smarter Working Screening Survey for SUPERVISORS / MANAGERS
Your Name: ____________________________________________________
Name of employee under your direct supervision being considered for remote working:

1.
Is the work carried out by this individual considered suitable for remote working, at least some of the time?

(a) Yes

_____

(b) No
-
Please give objective reasons why not
________________________________________
________________________________________
________________________________________

(This completes the survey for you ---- thanks!)

2.
Please describe the kind of work your employee does. 


________________________________________________________

________________________________________________________

3. The rest of the survey should be completed for each of your employees who are interested in participating in the Smarter Working programme.  Some questions such as those dealing with your management style, will probably have the same answers for each employee.  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 employee’s existing job requirements and characteristics.

____
Amount of face-to-face contact required

____
Degree of telephone communications required


____
Autonomy 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 for your employee in terms of his/her adaptability to remote working.

____
Amount of face-to-face contact required


____
Degree of telephone communications required


____
Autonomy 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 employee’s characteristics.

____
Need for supervision, frequent feedback (especially critical for new hires)


____
Importance of co-workers’ input to work function


____
Self discipline regarding work


____
Desire/need to be around people

____
Potential friction at home if working remote (eg constant interruptions by others sharing the household)


____
Level of job knowledge


____
Quality of work


Supervisor / Manager Characteristics

Based on your attitude towards remote working and work style, please rate the following.


____
Positive attitude toward remote working


____
Trust employee’s ability to work remotely


____
Ability to establish clear objectives


____
Ability to communicate with employees

4.
What criteria do you use to evaluate your employee’s work?


(For example:  set quarterly objectives, quality of work, quantity of work, timelines etc.  Please be specific.)


________________________________________________________________________________________________________________________________________________________________________

5.
Considering the nature of your employee’s job, how often would you want him/her to work remotely?  Please specify which days would be acceptable.  (Circle one only along with acceptable days).
(a) About one every 2 weeks (specify which day _______)
(b) About once a week  (specify which day  ___________)
(c) Two days a week     (Mon / Tue / Wed / Thu / Fri ?)
(d) Three days a week  (Mon / Tue / Wed / Thu / Fri ?)
(e) Occasionally for a special project

6.
What kinds of work would you expect him/her to do while working remotely?  (Circle as many as apply)

(a) writing/typing

(b) word 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) _________________________________

Smarter Working Questionnaire (Supervisor)

