LBS DRAFT HOME/REMOTE WORKING POLICY

FOR EMPLOYEES
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Key issues

What are the key issues involved in remote/homeworking, and where can you go to get help about them?

· Business case/response to request for flexible working/budgetary information: www.projectnomad.org.uk, Group Personnel and Training Team, Business Systems Manager, local trade union representative, Group Accountant  




►Sections 1 and 3

· Eligibility: Group Personnel and Training Team  ►Section 3 and 

Appendix B

· Discussion with employee(s) affected: job, person, accommodation, target-setting, communication: Group Personnel and Training Team, Corporate Health and Safety Team  

►Sections 3, 4 and 

Appendix B

· Consideration of data security, financial and insurance issues with employee  





►Guidance E and F

· Selecting and ordering equipment: Group Business Services Manager, Desktop Support, Networks Team  

►Guidance G

· Arrange a trial period, monitoring and evaluation: Group Personnel and Training Team  




►Sections 4 and 5

· Employee and manager to do training assessment for: ICT, Health and Safety, First Aid, general remote/homeworking issues: Group Personnel and Training Team, www.projectnomad.org.uk 








►Guidance H

· Employee and manager to do risk assessment of remote/home work area: Corporate Health and Safety Team  
►Guidance D and 

Appendix C

· Employee to sign Equipment Receipt form  
►

· Employee to sign contractual Homeworking Agreement at successful end of trial period: Group Personnel and Training Team  








►Appendix A

· Manager and employee to continually monitor and evaluate the remote/homeworking arrangements: Group Personnel and Training Team  





►Section 5

There is also a Frequently Asked Questions sheet about remote/homeworking available at …………………..

Please read on for more information about the policy.

1  Introduction
Sutton Council has recently been in the forefront of exciting developments in remote working in local authorities.

Our participation in the national e-government Project Nomad (see www.projectnomad.org.uk ) has lead to innovative mobile working practices that are now being taken up by other Councils.  Our case studies in Community Services’ Financial Assessments and Environment and Leisure’s Building Control clearly show great potential for more remote working in different areas of the Council.

In addition, case studies from other local authorities – Streetscene, Parking, Cemeteries, Housing Repairs, etc, give examples of service areas where mobile working can be used to bring vast service improvements and flexible working benefits for employees.

Nomad also identified 8 different generic job types, with associated likely work/accommodation needs linked to each.  For example, this highlighted the potential for remote/homeworking for employees who have a high level of policy and research in their jobs.

Within Sutton we are actively looking at work areas where service improvements can be made either by taking more services out to customers face-to-face via remote working or remotely via equipment at home to, for example, extend working hours to extend service and also allow employees to work more flexibly.  We are convinced that this is a key route to providing more effective and better quality services.

Before implementing, managers need to have formulated a proper business case around the need to introduce home/remote working, to have checked with their Business Systems Manager that access to key IT systems are feasible remotely, and to have started discussion with the employees who will be affected and their local trade union representative, if appropriate.

Home/remote working is one of a range of flexible working tools that managers have when looking at service delivery.  It may be an appropriate response to staffing issues, requests to work flexibly, morale within the team, recruitment and retention issues.  Research in organisations, as supported by ACAS, has shown that the introduction of flexible working practices can

· Increase productivity

· Reduce absenteeism, turnover, sickness and stress

· Attract a wider range of candidates for vacancies

· Retain valued employees

· Increase the organisation’s ability to deal with change by innovation and creativity

· Strengthen local communities.

It can also help the Council in our commitment to reduce pollution and damage to our environment, plus reduce accommodation costs (although this may be notional in the first instance).

☼ See the Council’s Employee Travel Plan for more details.

☼ See the Personnel Management Handbook for full range of flexible working options.  

☼ For help on drawing up a business case for home/remote working, see www.projectnomad.org.uk.

☼ Consult your Group Personnel Team for help and advice on all aspects of home/remote working.

2  Definition

Home/remote working is available to full-time and part-time employees including job-sharers, and is a temporary or permanent working arrangement whereby an employee 

· Is allocated dedicated IT equipment at home and not at an office base and either

· works at their permanent home for a minimum of 1 day per week, up to a maximum of 90% of their contracted working hours, and at an LBS workplace during the rest of their working week or

· works mainly out in the community or at different Council sites, having an ‘office’ base at home.

This is different to ad hoc homeworking, which is working from home on a casual ‘as and when’ basis, and would not warrant provision of LBS equipment or of LBS-supplied or -paid connections.

3  Eligibility

All permanent or fixed-term employees (with at least a year to run on their contract) within LBS have an equal right to request flexible working, including home/remote working.  The decision to authorise an employee working at home/remotely will rest with the employee’s line manager, with authorisation needed by the relevant Executive Head of Service, and all employees need explicit prior approval from their line manager before working at home.  Not all jobs are suitable to be done at home, just as not all employees will be suited, or have the facilities, to work from home.  The employee and their manager should do a written assessment of suitability (job, person, accommodation) and the benefits and issues (including cost) for both the employee and the Council.  For operational areas where the proposal is management-led, these issues will have been covered in the business case.

For job-sharers, the manager will need to factor in the additional cost of dedicated equipment for two employees rather than just one.  

☼ For help on deciding suitability, please see Appendix B.

Employees are expected to have dedicated equipment either at home or at work, not both.  Therefore employees who wish to maintain dedicated equipment at work will not be authorised equipment to use at home and therefore will not fall into the category of homeworker.  Those who wish to have their dedicated equipment at home will need to make suitable desk-sharing or hotdesking arrangements for times when they need to bring their laptop to a work location.  The manager will need to incorporate this into the business case.

Unless an employee has been specifically recruited to work at home, they will need to have been in their current job for a sufficient length of time to be able to demonstrate successful indicators for working at home, for example, 6 months or a period at the discretion of the line manager.  Any outstanding disciplinary or capability or ill-health issues will need to be considered.

The line manager should give a written response to the employee’s request, confirming their decision and brief reasons.

There may be instances where homeworking can be accommodated for an employee with a disability, constituting a reasonable adjustment to the working arrangements on behalf of the employer.

Any appeal against eligibility decisions should always be discussed with the line manager first and, if still unresolved, should be taken through the mediation or grievance process (with the exception of requests under the Flexible Working Regulations, which have their own separate mechanism).

☼ Please speak to your Group Personnel Team for further advice about the Flexible Working Regulations.

Homeworking must not be combined with childcare during the hours that the employee is working.  In the event of emergency childcare being needed, the employee should speak to their manager with a view to additional leave provisions being applied as usual.

Any abuse or misuse of homeworking may result in disciplinary action, part of which may involve temporary or permanent withdrawal of the homeworking arrangements.

4  Set-up considerations
Flexible working arrangements need to be mutually acceptable.  Employees and managers have to be prepared to work together to explore options which can meet the needs of both.

The manager and employee will need to have discussions with the Group Business Systems Manager to find out which IT systems the employee will be able to access from home, and at what speed.  VPN connections cannot necessarily connect to all systems that are available from an office network, and the connection speed may be reduced.

All homeworking arrangements should only be agreed for a minimum trial period of 3 months, without commitment on either side.  During this period the contractual arrangements should not be altered.

The employee should discuss the possibility of homeworking with their partners/family or co-habitants.  Managers of employees living on their own need to consider the risks of isolation (eg having an accident in working time).

The manager must consult with other team members before any agreement to homeworking is made.

☼ For help on local guidelines for lone working, consult the Corporate Health and Safety Unit.

5  Monitoring and evaluation

It will be key for the employee and manager to agree measureable objectives both during the trial period and continuing after the trial has been successful, against which the continuing success (or otherwise) can be objectively measured.  These measures should be contained within the business case for the change.  They might include for example, number and length of documents written/projects started and completed, number of customer calls resolved at different times of day, information about any IT/equipment/health and safety issues, identification of costs incurred, etc.  

The manager may also need to include other colleagues and/or customers in the evaluation, especially if there is any element of colleagues remaining in the office having to cover calls for those who are no longer in the office environment for part of the week, or if the customer service has altered to reflect the remote/homeworking arrangement.

6  General
All employees will have equal opportunity with other, office-based or mobile, employees to supervision, appraisal, training and development opportunities, acting-up duties, good standard of accommodation and equipment, participation in day to day teamworking, access to information, eg organisation changes, job evaluation, grievance and mediation procedures etc, and managers of homeworkers will need to be proactive to ensure that this is the case.  All other terms and conditions of employment will be unaffected.  The manager will need to ensure that appropriate budgetary provision has been made for any costs which will arise from the homeworking arrangement.

7  Changes
As an agreement for an employee to work at home may involve both LBS and the employee in significant outlay, and may also mean permanent changes in office arrangements, the employee has no automatic right to alter or end the homeworking arrangement once the trial period has been successfully completed.  Equally, LBS has no automatic right to alter or end the arrangement (with the exception of operational emergencies, performance or disciplinary action as mentioned previously).  Therefore any alterations will need to be discussed and a mutually acceptable arrangement arrived at, with at least one month’s notice of the wish to make the change.  For example, if an employee is thinking of, or is about to move house, the homeworking arrangement will be deferred until the move has happened.

However, if a house move becomes necessary, the employee should give their manager as much notice as possible.  The continuation of homeworking will be subject to the location and facilities of the new accommodation being acceptable to the Council.

The move of Council equipment must be referred to corporate Desktop Support for advice.

If the homeworking arrangements are not working satisfactorily, the line manager will discuss the problems with the employee, with a view to resolving them wherever possible.  If this is not feasible, the manager will discuss a return to conventional office-based working with the employee, and will confirm the decision in writing.  If this is not possible, other options will have to be considered (eg another work base, or redeployment).

This policy and the accompanying guidelines take into account advice and best practice contained in:

· DTI Telework Guidance 2003 (www.dti.gov.uk)

· National Unison Homeworking and Teleworking Negotiators’ Guide (www.unison.org.uk)

· HSE Guidance on Homeworking (www.hse.gov.uk and look under the alphabetical listing for Homeworking)

· ACAS guidance on flexible working (www.acas.org.uk)
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PRACTICAL GUIDELINES ON WORKING AT HOME

When a mutually-acceptable arrangement has been reached, this must be recorded and signed by both the employee and their manager, and a copy put onto the personal file.  The arrangement must be pilotted for a minimum period of 3 months, to gauge the suitability of the arrangement and iron out problems.  If this turns into a permanent arrangement, the employee will need a revised contract of employment, and a copy of the agreement can form an appendix.  An example agreement is at Appendix A to this guidance (can be adapted for temporary arrangements).
A  New recruits
Employees recruited to work at home will need to spend some time in the office environment to familiarise themselves with the Council and other colleagues.  They will also need an induction training covering local and organisational procedures and culture, along with relevant health and safety training.

B  Attendance

Employees need to record the hours that they work on a flexisheet, and email it to their line manager at the end of every 4-week flexi period.  Employees are not required to work to normal flexitime core hours, however they are expected to apply reasonable judgement and be available for contact during core times.  Employees who work at home should make arrangements for their dedicated LBS telephone extension number to be put through to their home phone line during their working hours.  Alternatively employees can be provided with an LBS mobile phone.

Requests for flexi and annual leave should be made to the line manager as usual.

Any employee who is unable to work at home due to illness should report in to their line manager as usual, and should also contact their line manager to tell them when they are back at work.  A return to work interview will be conducted when the homeworker is fit to work again, either by telephone or face to face.

All homeworking employees are required to attend meetings, training and other events at other locations as required in the performance of their duties.  Travel time to and from the office will not be included as part of the daily working hours.  Meetings employees arrange with clients or other employees must take place away from their home, except as noted in para F.  When using their car for business, employees must have valid insurance that covers them for business use and follow the Driving Safely guidance in the Corporate Health and Safety Manual.

Line managers should agree general regular contact guidelines with their homeworking employees for supervision, target-setting and discussing progress.  Employees will be required to use an electronic diary, so that colleagues are aware of projects that the employee is working on, and their whereabouts.

C  Ownership

All equipment, connections, documents and materials supplied by the Council for work remotely/at home remain the property of the Council.  These must be returned to the line manager if the employee leaves their job/the Council or earlier if asked to do so.

D  Health and Safety

Many health and safety hazards associated with homeworking are no different from those that come with conventional office work, however the potential for injury or ill-health can be increased by unergonomic working conditions, social isolation, or lack of employer supervision.

If an employee works at home on behalf of the London Borough of Sutton, their workspace becomes the responsibility of the London Borough of Sutton.  Therefore the workspace will need to comply with LBS Health and Safety requirements, and a rough plan of the workspace should be provided to the line manager.

The employee will need a separate room or part of a room, with dedicated desk space for equipment, nearby power points and telephone sockets.  There needs to be adequate heating, ventilation and lighting.

The employee must ensure that a smoke alarm is fitted in the house and a fire extinguisher available.

Both the employee and the line manager should be trained in carrying out risk assessments and how to deal with any risks identified.  The employee must consent to their line manager being allowed access to their home for health and safety inspections if needed, or to recover equipment.

The employee and their line manager should agree between them who will carry out the regular homeworking risk assessment, along with a portable appliance test (PAT) in line with the risk assessment.  If the employee is to carry out the assessment, they will need suitable training and advice from the Corporate Health and Safety Unit.  The line manager will need to check the completed form and discuss it with the employee.  The PAT must be carried out by an approved electrical engineer, and should be brought into the office to be tested.

The employee can also invite a trade union accredited safety representative to carry out a health and safety inspection of their home workspace, if they wish.

☼ For help, training and advice on completing the homeworking risk assessment form, please contact the Corporate Health and Safety Unit.

Employees making site visits to clients’ homes are advised to use the Council’s Corporate Warning System before making their visits.

Any accidents within the home during working hours must be reported as soon as possible, so that the line manager can take appropriate action.  The employee must complete an Accident/Incident Report form, available from the Corporate Health and Safety Unit.

Employees can be provided with a First Aid kit if they do not already have sufficient provision at home.

The employee must report any health problems or illnesses which may be attributable to, or aggravated by, their working conditions.

Female employees will need to notify their line manager if they become pregnant, as the risk assessment will need to be reviewed to take the pregnancy and being a nursing mother into account.

All employees who use computers for a significant amount of their work have the right to have their eyesight tested.

☼ For more information please contact your Group Personnel Team.

E  IT and security
Employees must only use LBS equipment when they are working from home.  Employees are authorised to use LBS equipment for LBS work purposes only, and employees must complete and sign an Equipment Receipt form.

Equipment must not be used for personal use, as this may make it a taxable benefit.

☼ This form is available from...................

This equipment must be used in accordance with the LBS IT Security Policy, and is to be used by the employee only.  The employee must ensure confidentiality is preserved at home, and that any sensitive documentation is disposed of appropriately.  Personally-owned equipment must not be used for work purposes.

As with other Council policies and procedures, the Council’s corporate policy and protocols on the use of ICT apply to all employees wherever they are working.  The Council may monitor use of the internet and email.

Equipment setup must be done in conjunction with corporate Desktop Support.

Employees should keep a log of any technical IT issues to be raised with their line manager/IT support as necessary.

In the event of an equipment malfunction, a call must be logged with the IT Contact Centre as usual.  If the fault cannot be resolved over the phone the employee will need to refer to corporate Desktop Support to resolve the fault when they are next in the office, where this is possible.  Employees must not make their own arrangements for fault diagnosis/repair of Council IT equipment.

The corporate anti-virus protection installed on the equipment will be automatically updated remotely.

Employees must complete a form requesting a Virtual Private Network (VPN) to be authorised by their Executive Head of Service, before the necessary IT connections can be authorised and implemented.  This will allow remote access to LBS email, intranet and other IT systems, subject to their availability over VPN.  

☼ This form is available from..................

The employee must use an LBS-supplied broadband connection.

IT equipment supplied will be replaced as necessary under the Council’s Rolling Refresh IT renewal programme.

F  Insurance and financial issues
All employees working at home need to inform their household insurers and their mortgage lender/landlord that this is the case.  In the event of an accident when working at home, involving injury or damage to Council property, or damage to their own property caused by the Council’s equipment, the employee should notify their manager immediately.

As in Health and Safety above, the employee’s home workspace becomes the responsibility of LBS during working hours, and the Council’s insurance policy will extend to cover any theft of LBS equipment from the employee’s home.  LBS is only responsible for liability on the part of a line manager, trade union safety representative or other LBS officer visiting the employee’s home in connection with work duties.

Depending on the circumstances for each employee, employees can be reimbursed for the cost of telephone calls made for work and also any postage incurred, on the production of an itemised bill.  Alternatively a dedicated telephone line can be installed and billed directly to LBS.  A business line must not be used for personal use, as it would then become a taxable benefit.

The employee and their manager will need to consider any furniture necessary to support the employee at home.  Where equipment for homeworking is loaned by an employer solely for work purposes, the employee is not liable for tax and National Insurance Contributions (NICs) on the value of the benefit.

The Council can provide employees with computers and peripherals such as printers and software up to a total value of £2500 tax and NIC free.  A separate tax dispensation means that the Council can also pay for an internet connection and line charges with no tax or NIC liability.  Both of these depend on the items being provided for the purposes of allowing the employee to work at home.

Employees who are contractually required to work at home and do not retain designated office workspace, may be able to claim tax relief by submitting an annual income tax return and deducting an amount equivalent to any increased home expenses from their return.

G  Potential equipment/connections for homeworkers

Typical equipment provided may include:

· Mobile phone

· Laptop, tower or tablet computer, pre-loaded with all necessary software

· Suitable carry case for portable equipment

· Wrist support for resting the wrists while not typing on the keyboard

· Docking station

· External screen, keyboard and mouse (and mat) if required

· Printer

· VPN with broadband connection

· Firewall

· Circuit breaker

· Document holder

· Localised lighting (desk lamp)

· Chair

· Footrest

· Desk

· Stationery

· Secure storage facilities such as a lockable pedestal unit

· Pack of typical office stationery

· Shredder/bags for collecting paperwork that will be shredded in Council offices

At present, the Council cannot support wireless working from employees’ homes, as there are still considerable data security implications.

The configuration of each employee’s workspace will vary depending on their needs and on what they already have in their home.

The line manager must maintain a signed inventory of equipment and furniture supplied to the employee, and a copy of this should be placed on the employee’s personal file.

The employee is responsible for the ordering and collection of supplies from the office.  The employee should make arrangements with their manager to collect and send work-related post.

H  Training

Training for managers on managing remote workers/teams will be as important as any training for the actual remote/homeworking employees themselves.  

☼ Training materials for managers and employees on the issues involved in mobile/home working are available from www.projectnomad.org.uk.

☼ There may also be ICT technical training needs identified for homeworkers who will need to be more self-sufficient in the future.

☼ Health and Safety training on safe working at home will be provided by the Corporate Health and Safety Unit.

Contact your Group Personnel and Training Team for more information.

Appendix A

HOMEWORKING AGREEMENT

Following a successful trial period, this is an agreement to permanently alter my place of work for part/whole of my working week, as shown below.

Name:

Job title:

Group:

Current place of work:

Date homeworking is to start:

Duration of agreement:

Details of homeworking arrangement:


Eg work M,T at ........................................(home address)


W,T,F at ..................................................(LBS workplace)

Date of H&S risk assessment at home address:

I consent to my manager having access to my home to inspect it for Health and Safety reasons or to recover equipment as necessary.

How would we stand if we needed to recover any equipment for eg disciplinary reasons? Or if employee left and didn’t return it?
This arrangement is flexible to incorporate attendance at team meetings, management meetings, briefings, training, etc at LBS premises as needed.  I agree to co-operate with LBS to ensure the work area in my home complies with health and safety standards that are acceptable to LBS.

I do not have any plans to move house within the foreseeable future.

This arrangement is to be reviewed as part of my mid-year and yearly appraisal process as a minimum, or at other times if appropriate.

This agreement constitutes a permanent change to my contract of employment.  I understand that if I wish to alter this arrangement, I need to discuss with my line manager to come to a mutually acceptable arrangement.

I have read and understood the Equipment Receipt.

Signed:






Date:

Signed by manager:





Date:

(Print name):








Appendix B

SUITABILITY OF JOBS, PEOPLE AND ACCOMMODATION FOR HOMEWORKING

Job:

· Minimal face-to-face contact needed

· Capable of being done from home without having an adverse impact on the quality of service or on other employees

· Self-sufficient in terms of administrative support and input from other employees/contacts

· Has clear objectives and measurable outputs, eg pieces of work, number of visits, number of calls received

· Performed on an individual basis or with clearly-defined areas of individual project work, research and report writing, policy analyses, case work, admin tasks, eg call centre work

· Move to homeworking will not be detrimental to the speed or quality of services provided or to the efficient working of the team (for example, will still allow sufficient cover arrangements for the team)

· Work comes through as a steady flow rather than peaks and troughs

People:

· Self-motivated, self-reliant and discipline to work without direct supervision

· Ability to complete work to scheduled deadlines

· Initiative, flexibility and time management skills

· Good communicator via telephone and in writing

· Ability to cope with reduced social contact and isolation

· Ability to cope with additional pressures of working in the home and balancing demands of family life

· Ability to combine work and leisure

· No responsibility for dependants during working hours

· Self-sufficient in terms of health and safety issues and IT support

Please see Self-Assessment Checklist to further help judge readiness or suitability for homeworking.

Accommodation:

· Separate dedicated room or area with sufficient space, power points and telephone sockets

· Suitable desk, chair and footrest and storage equipment if needed

· Adequate space for PC, printer, fax, scanner, etc.

· Adequate heating, lighting and ventilation

· Adequate security

· Smoke detector and fire extinguisher

· Adequate first aid equipment

Cost-effectiveness
· Impact on freeing up office accommodation

· Cost of equipment, connections and support needed for the employee to work effectively at home

· Is ADSL/broadband connection readily available at the employee’s home location?

EMPLOYEE SUITABILITY SELF-ASSESSMENT CHECKLIST

This checklist can help an employee assess their readiness or suitability for home working.  It relies on the trust and honesty of responses, and can be used to devise a personal learning or action plan based on any gaps identified.  It can be used by the employee, by the manager or as part of the appraisal process to assess the effectiveness of an employee who is already working at home.  The answers should be independently validated and discussed by and with colleagues, the line manager and people at home, as appropriate.

	Helpful personal characteristics
	Ask yourself these questions to help assess whether you have them

	Self-motivation
	· Do you need the help of a manager or colleague to get started or complete jobs?                       □

· Can you work your way through most problems without help?                                                      □

	Flexibility
	· Are you able to change the pace of your work?                                                                             □

· Can you respond to new demands and directions quickly?                                                           □

	Low support needs
	· Do you have networks of peers and fellow professionals?                                                             □

· Can you give and receive appropriate levels of support to and from colleagues?                         □

· Are you good at absorbing and acting upon new information on your own?                                  □

	Low feedback needs
	· Are you able to judge the quality of your work and be motivated by a job well done without the need for someone else telling you?                                                                                                □

· Do you recognise mistakes quickly and learn from them?                                                             □

	Low social contact needs
	· Do you draw your energy and enthusiasm from friends and colleagues?                                      □

· Do you enjoy working on your own most of the time?                                                                    □

	Self-discipline
	· Is your day well-ordered?                                                                                                                □

· Are you aware of and able to keep to guidance on personal safety and lone working?                 □

· Can you motivate yourself to work regardless of other demands?                                                  □

· Are you able to recognise and resolve conflict?                                                                              □

	Effective communication
	· Do you routinely share important information?                                                                                □

· Are you comfortable using a range of different communication methods to share information?     □

	Low supervision needs
	· Do you feel you have the confidence, skills and knowledge to tackle all aspects of your job without day-to-day supervision?                                                                                                      □

	Effective time management
	· Do you manage your diary effectively?                                                                                           □

· Are you on top of your workload?                                                                                                    □

· Are you often late for meetings?                                                                                                      □

· Are you able to balance work and non-work boundaries?                                                               □

	Effective health and safety
	· Can you identify the signs of stress in yourself and others?                                                            □

· Are you able to take the necessary steps to reduce the adverse impact of stress?                        □

· Are you able to identify significant hazards and how to control them?                                            □

· Are you capable of dealing with first aid emergencies?                                                                   □

· Are you aware of relevant regulations around working with DSE, manual handling, management of health and safety at work regulations?                                                                                         □

· Can you raise issues with your line manager?                                                                                 □

	Competence in using 

supporting technologies
	· Are you confident and competent in effectively using all support tools for your job?                       □


MANAGER SUITABILITY SELF-ASSESSMENT CHECKLIST

This should give managers an idea of the qualities that help managers manage mobile workers successfully.  They shuold check their views by looking at the assessment with people that they trust.  The assessment can be used to help devise a personal learning or action plan based on any gaps identified.

	· I am able to identify health and safety issues and manage them effectively                       □

	· I find it easy to focus on outcomes and results, rather than on attendance                        □

	· Those who report to me would say I am approachable, flexible and supportive                □

	· I set clear expectations and goals, and articulate them                                                      □

	· I am open-minded about mobile working                                                                            □

	· I often find creative ways to get the job done                                                                      □

	· I do not feel the need to supervise very closely in order to maintain control                      □

	· I am good at planning and organising                                                                                 □

	· I am willing and able to delegate                                                                                         □

	· I have good communication skills                                                                                       □

	· I am aware of the signs of stress in myself and others and take steps to address them    □

	· I am able to recognise and resolve conflict                                                                         □
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