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Maximising the benefits of flexible work location





Telework implementation
Self-assessment questionnaire template
The following questionnaire template has been prepared to supplement the Better Practice Guidelines provided on the Telework Australia website (www.teleworkaustralia.net.au).  It provides an illustration of what a telework self assessment questionnaire may look like and what it could cover.  Feel free to edit this template and replace the italic or blue text to make it more relevant to your organisation.

---------------------------------------------------------------------------------------------
Name of organisation’s self assessment telework questionnaire
Participation in Name of organisation’s telework initiative is available to all employees who satisfy the eligibility criteria. As a first step all intending teleworkers should complete the following questionnaire. Be honest or you’ll be wasting your time and could end up creating problems for yourself.
Note: If a job involves full-time interaction with members of the public on company premises, telework is unlikely to be appropriate. 
Other ‘knock-out’ questions can be added here.

Your job 
1.  What are your primary duties? (select one)
(  a)  Thinking, writing, planning
(  b)  Direct client interaction away from company premises
(  c)  Report generation and data analysis
(  d)  Processing centrally-stored data
(  e)  Talking/meeting with colleagues, managers, staff, including training delivery and/or receipt

2.  What are your secondary duties? (select one)
(  a)  Thinking, writing, planning
(  b)  Direct client interaction away from company premises
(  c)  Report generation and data analysis
(  d)  Processing centrally-stored data
(  e)  Talking/meeting with colleagues, managers, staff, including training delivery and/or receipt

3.  Do you have control of your time? (select one)
(  a)  I can do what I feel like, when I feel like it
(  b)  I am ‘on the road’ all day
(  c)  Some days I must be on site for meetings
(  d)  I must be in the office all day
(  e)  I must respond to clients and colleagues everyday, all day
4.  How is your work performance assessed? (select one)
(  a)  My job has defined outcomes that are reviewed regularly
(  b)  Both my manager and I know what is expected
(  c)  I have a written job description
(  d)  By physical presence in the office
(  e)  I don’t know

5.  Do you need personal contact with colleagues? (select one)
(  a)  No I prefer to work alone
(  b)  I don’t mind casual interaction  
(  c)  I would like regular contact with my colleagues
(  d)  I would like to see my colleagues for most of the day
(  e)  I need continuous personal contact with my colleagues
6.  Do you control when such personal contact takes place? (select one)
(  a)  I always determine when I see others
(  b)  I usually have control over when I see others
(  c)  I can sometimes influence the time and place I see others 
(  d)  I rarely have a say as to when I see my colleagues in person
(  e)  I never have any control over when people see me
7.  Do you plan how your time is spent? (select one)
(  a)  I have complete control over how my time is spent
(  b)  I have some control over my day 
(  c)  I wish I could plan how my time is spent
(  d)  I occasionally determine how my time is spent at work.
(  e)  I never have any influence.  My working day is planned for me.
8.  How long have you been with Name of organisation? (select one)
(  a)  Three or more years
(  b)  One to three years
(  c)  Six to twelve months
(  d)  Two to six months
(  e)  Less than two months

To score this section, allow 5 points for each a), 4 points for each b), and so on. If your total is less than 30, it is unlikely that telework will be a successful option for you.

Your technology needs

9.  Do you use a computer for work? (select one)
(  a)  Two or three times a week
(  b)  Two or three times a day
(  c)  Two hours a day
(  d)  Four hours a day
(  e)  I use a computer all the time for work
10.  How often do you use email or the internet for your work? (select one)
(  a)  Never, I don’t even have a connection.
(  b)  Up to three times a day
(  c)  Three to ten times a day
(  d)  When needed, throughout the day
(  e)  I’m on-line all day when working
11.  How often do you use the office computer network for your work? (select one)
(  a)  Never I don’t need the network for my work
(  b)  Up to three times a day
(  c)  Three to ten times a day
(  d)  When needed, throughout the day
(  e)  I’m always working on network files 
12.  How many work-related landline telephone calls do you make or receive in an average day? (select one) 
(  a)  None
(  b)  Up to five
(  c)  Between five and ten
(  d)  Between ten and 20
(  e)  More than 20
13.  How many work-related mobile phone calls do you make or receive in an average day? (select one)
(  a)  None
(  b)  Up to five
(  c)  Between five and ten
(  d)  Between ten and 20
(  e)  More than 20
To score this section, allow 5 points for each a), 4 points for each b), and so on. If your total is less than 15, it is possible that telework will pose some technological challenges for you and for Name of organisation. More detailed analysis may be needed.

Your personality

14.  Are you happy working alone? (select one)
(  a)  Yes, I prefer my own company and get distracted by others
(  b)  I like to spend time alone to get work done
(  c)  I wish I could work on my own 
(  d)  I like to work with others some of the time
(  e)  Not at all.  I really need to be around others when working.
15.  Are you a social person? (select one)
(  a)  I’m happiest on my own
(  b)  I don’t often mix with colleagues 
(  c)  I got on well with my colleagues but we don’t gossip
(  d)  I enjoy gossiping with colleagues
(  e)  I always have to know everything that’s going on

16.  Do you have self-discipline? (select one)
(  a)  I’m totally focussed on the job in hand
(  b)  Once I start a task I always complete it
(  c)  I rarely get distracted
(  d)  I sometimes get distracted
(  e)  I’m easily distracted 

17.  Are you able to stay motivated? (select one)
(  a)  I have clear personal objectives I want to meet
(  b)  I always know what I have to do and why
(  c)  I know what I have to do and why, most of the time
(  d)  I sometimes know what I have to do and why
(  e)  I never know why I’m doing anything

To score this section, allow 5 points for each a), 4 points for each b), and so on.  If your total is less than 15, telework might not be right for you. You are likely to feel lonely and could have trouble getting any work done.

Your home (if you intend to work at home)
18.  Which phrase best describes where you live: (select one)
(  a)  It’s a large house
(  b)  It’s a two room apartment 
(  c)  It’s a studio apartment 
(  d)  I live in a family home
(  e)  I share a flat

19.  Which phrase best describes those you live with: (select one)
(  a)  I live alone
(  b) The kids have left home
(  c)  I live with my partner
(  d)  I have a young family
(  e)  I share with flatmates

20.  Where were you thinking of putting your home office? (select one)
(  a)  I’m building a separate home office
(  b)  In the garage
(  c)  In a spare room 
(  d)  In a corner of the living, family or dining room
(  e)  In my bedroom

21.  What is mobile phone reception like where you live? (select one)
(  a)  I never have problems making and receiving calls 
(  b)  I can usually make and receive calls
(  c)  I do not use a mobile phone 
(  d)  I can occasionally make and receive calls
(  e)  I never have mobile phone reception at home
22.  How fast is your internet connection where you live? (select one)
(  a)  I have very fast broadband (i.e. faster than two megabits per second)
(  b)  I have broadband (i.e. 56 kilobits to two megabits per second)
(  c)  It’s a standard dial up connection (i.e. 30 to 56 kilobits per second) 
(  d)  It’s a slow dial-up connection (i.e. less than 30 kilobits per second)
(  e)  No connection is available
To score this section, allow 5 points for each a), 4 points for each b), and so on. If your total is less than 15, setting up a productive home office (and working effectively in it) could be difficult for you. 

Sub-total for the Your Job section:



__________


Sub-total for the Your Technology Needs section:

__________


Sub-total for the Your Personality section:


__________


Sub-total for the Your Home section:


__________







Total score:
__________

If telework is to be a productive work option for you, your total score should be around 75 but a total of at least 69 is advised before telework should be approved. 
The required score can be amended to restrict or extend participation in the telework initiative.  Telework trials often require a higher score than complete initiatives.
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