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1. Introduction
The COVID-19 pandemic caused a major change in how people live and work. Since the lifting of COVID-19 restrictions, it has been a challenge to motivate staff back to office-based working. My team had to adjust very quicky to home working at the start of the first lockdown (March 2020). However, since the lifting of restrictions, the senior management board have expressed concern that staff were not returning to office-based working as quickly as planned.  
This report examines the difficult issue of moving employees back to the office. I will use the PMI decision making tool and PESTLE decision making process, highlighting strengths, weaknesses, opportunities and threats of each option. The report will explain how the chosen option would be successfully implemented and monitored. 
2. Report scope
The scope of this report is based on the company where I work as a team leader of 6 employees. The company is a medium sized business called CHIP LTD. My team is made up of 5 full time employees and 1 part time employee. The company sells computer parts and hardware also is developing accounting software which include resource planning software. The software is sold to major companies. The report will also draw from data from national surveys and other quantitative data to compare. Since the lifting of COVID-19 restrictions, my team have been working from home continuously. 
3. Analysing information 
According to ONS figures, 21% of businesses with 10 or more employees reported their workforce was working from home for one or two days per week on average. 59% of businesses with 10 or more employees expect their staff to continue work from home for the next 12 months. 50 of the biggest UK employers have said that they have no plans to return all staff to office based working full time soon.
Research from McKinsey from their 2021 report “What employee are saying about the future of remote working” stated that employees prefer flexibility and would like businesses to adopt hybrid virtual working models where employees split their working time between working from home and in the office.
85% of employees currently working from home want a ‘hybrid’ approach of both home and office working in future.
Further research trends indicate that there is a mixed view about work in a post pandemic world. This suggests that a hybrid approach may be best option for the company because balances employees’ preferences as it varies based on their age and socio-economic position. A flexible approach rather than dictating employees to return to the office full time is a safe option, based on reviewing survey results. 
According to (The Home Office Life, 2022) the survey results are:
· 16–24-year-olds favour working in the office full-time 
· Over 55s are the most likely to want to work from home permanently 
· 19% of respondents want to work from home 5 days a week in 2022 
· 21% of respondents never want to work from home in 2022
· In June 2021, 44% of those aged between 30 and 49 worked from home because of COVID-19 

4. Proposing few options using decision-making tools
We identified 3 options to address this issue:
1.Adopt Hybrid Working policy (for example, split office and home working by 60/40).
2.Instruct employees to return to office by a deadline.
3.Continue working from home on permanent basis.
4.1 PMI decision making tool.
Using the PMI decision making tool, the following points were identified and scored by weighting (1-10)
	
	Plus
	Minus
	Interesting

	1.WFH (working from home) full time
	Employees have successfully delivered outputs at home. 8

More flexibility for employees, line managers. 8


	Employees feeling isolated at home, causing future mental health concerns. 8

Drop in productivity levels, if not monitored by line manager. 6

Difficult for line managers to induct new employees. 8 

	Considering rent, utilities costs for the company. Would they increase with full time presence of employees. 7

Online presenteeism: a constant online presence is just as potentially damaging. 7

	2.Hybrid Working
	Gives options for employees to work from home and office. 9
	No set schedule may cause confusion. 5
	The company saves cost on office space, more motivated employees 

	3.Return to office 
	Encourages collaborative team working and face to face networking. 8 

Line managers can monitor performance and support employees. 7
	Employees may resent being forced back to office-based work. 

Presenteeism is a concept which has resulted in staff feeling pressured to physically attend the workplace and is associated with increases in common mental health conditions and stress-related absence. 8
	Laptops and equipment – would these need to be returned to the company. 5








5.PESTLE Analysis
Political
I performed a PESTLE analysis for a better understanding of the bigger picture looking first into the political factors.
· The recent political events in the country and the possible founds cut
· Changing in government may result in change in policy
· Recent announcements by ministers about return to office guidance for civil servants including possibility of selling offices 
Economic
· Impact of the cost of living – impact of inflation pressures
· Employees may opt for working from home to help reduce costs 
· Financial costs may increase 
· Rent prices for office spaces not being occupied. 
Social
· Considering mental health and wellbeing of employees working remotely 
· Silo working may impact on employee’s wellbeing.  
Technological
· Upgrading of IT equipment and replacement of equipment 
· The security issues more frequent when the employee works in his home network
· Easy to attend any meeting using the modern communicators such us Google team
Legal
· Employee can request to work from home and therefore have an entitlement to work at home. It is the employer’s decision to accept the request, considering the needs of the employee and managing the business. (CIPD, 2022)
· Employees request for working from home can be declined. Employees may escalate 
· Employees may have to take out insurance for working from home https://www.ionos.co.uk/startupguide/productivity/insurance-for-home-based-workers/
Environment
· Reduced carbon footprint from employees working from home
· Employees may have to take insurance for working from home. Employees may have to take risk assessments or set reasonable adjustments before working on equipment.
· Using lesser the public transport will lead to energy saving in the actual context of gas price going up 

Based on the PIM and PESTLE analysis, a hybrid working policy will be proposed as an option to help employees return to working at the office. Working from home full time or working in the office full time, presents all or nothing approach which may not appeal to employees and the senior management board. 
Hybrid working combine the benefits of working from home and office working. The move to hybrid working may encourage employees to increase the number of days working in the office. The short-term goal is to communicate the changes to the employees and move to hybrid working. The implementation will be a phased approach with “status checks” in between to monitor progress and address any issues. 

6. Return to Office Implementation and Communication Plan

	Activity
	Details
	Timescales

	Present PIM and PESTLE analysis to senior management board for consideration
	Presentation of analysis, explaining the benefits of hybrid working with a view to moving employees to full time working in the office. 
	

	Assess job roles
	Will changes be required to some job roles? Will employee request any changes (e.g., change from full time to part time).
	

	Updating of HR guidance, policies and practices 
	Updating HR guidance to show consistency in approach. 
	

	Training for line managers 
	To help line managers communicate the message effectively to employees and handle difficult conversations – training could be provided to help. 
	

	1-2-1 meetings with employee
	To identify employee concerns, explain the change to them and promote the benefits of hybrid working.  
	

	Check which days they would like to work
	Set up a booking system for employees to secure a desk to work in the office.

Designate a team day that all employees agree on attending together (e.g., Wednesdays) to allow team building and collaborative working. 
	

	Managing employee concerns and resistance to returning to work 
	Check employees concerns in preventing them returning to the office: childcare/transportation/health concerns 
	

	Managing equipment and returns
	Managing the return of equipment loaned to employees during the lockdown. 
	

	COVID-19 protocols
	Ensuring regular cleaning of office, installation of hand sanitisers stations, wipes and towels. 
	

	Business continuity
	Ensuring emergency contacts are shared, fire and bomb safety 
	

	Monitoring the plan
	Hold weekly 1-2-1 meetings with employee to check on job performance and adjusting to hybrid working. 
	

	Escalate common issues raised from employees to senior management board
	If any significant issues identified, can they 
	

	Communication to suppliers and customer
	Send update to customers, suppliers about the change, provide reassurance to stakeholders that the move hybrid working will not impact on the business. 
	



ADKAR model will guide us trough the changing process, helping with developing the corrective actions. We analysed the awareness of the need of change, the desire of the employees to participate to the process, then we used our knowledge and ability to implement the chosen plan, then forward we will use reinforcement methods to sustain the change.

7. Communicating the Plan and Stakeholders 
The plan includes communication to employees, the senior management board and customers/suppliers. The senior management board will be provided a summary of the PIM and PESTLE analysis detailing the points considered and recommendation to adopt hybrid working with view to move to full time office working in the future. 
Line managers will hold 1-2-1 meetings with employees to explain the changes and address any concerns raised. The HR department can provide advice and guidance for line managers, in case of specific employee queries (e.g., childcare, health concerns). 
The communications will be clear and frequent. This will ensure that feedback from stakeholders is captured and actioned. 
For customers and suppliers, the change should not affect the daily business. A newsletter will be sent out to customers, to provide reassurance that business should not be affected by the change. This will help manage customers and suppliers’ expectations. 
8. Monitoring
The implementation and communication plan includes status checks to monitor progress. This will be achieved by holding weekly 1-2-1 meetings with employees to check job performance and satisfaction. Feedback will be used to make changes to the plan. The senior management board will be updated on progress on a monthly basis, so we use also concurrent control method. The feedback from employees will compared with business outputs. If company performance increases or declines as a result of moving to hybrid working, it will be identified. 
9. Conclusion 
How we work has changed dramatically since 2020. Research has shown that employees prefer a hybrid working approach. This point is further confirmed by further evidence showing that there isn’t a consistent approach because employees’ requirements vary based on many factors (e.g., age, socio-economic position, childcare, health). The proposal to the senior management board is to combine the benefits of working from home and office working, by implementing hybrid working. It will be implemented in a phased approach by communicating to key stakeholders (employees, senior management, customers/supplier) with support from HR to update guidance. Training would be provided to line managers to communicate the changes to their employees and implement adjustments to help them return to the office as smoothly as possible. All activities will be tracked and monitored by weekly 1-2-1 meetings with employees and monthly updates to the senior management board. 
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