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Define a complex problem in the workplace, including its scope and impact 
 
The problem the report writer will look at is the cost associated with moving a team from an office-based location to working fully remote. The business will be a predominantly IT based business where all employees use a computer to complete day to day tasks. The business has an office with nine employees working for the business and all require software, hardware and an office space to do their daily job. Due to covid/pandemic most businesses who were able to do so worked from home as it was required to do so, most businesses would have seen positives and negatives which would have impacted their businesses with moving their workforce away from the office.  
The issues with getting most people to come back to the office from working from home for such a long period of time may impact businesses negatively, forcing people to come back to the office full time may have an impact on the retention of existing employees. The stress which makes people go back to a way of working they have not done for so long may impact the mental health of some people which in turn could have a negative impact on your business as businesses could experience an increase in their staff's sick rate.  
The scope associated with moving from an office to a remote or hybrid remote way of working is the set-up cost for each individual employee who works for the business. Each employee would need a suitable office space to work for, this could consist of a desk, office chair, additional monitor screens and other equipment which may be required depending on the work the employee does. 
Each employee will need suitable hardware to do their day to day tasks, this could consist of a laptop or PC which would need to be audited by the employer and would also need some kind of insurance to cover the equipment they loan out to their employees while they work from home.
Most businesses will need software in which they will be able to have online meetings, send emails, and communicate seamlessly with everyone in the business. Software like this is usually used in most office based businesses but there may be additional software needed such as time monitoring software to ensure employees are working efficiently from home. 

A two years study conducted by Bloom revealed that remote workers were 13% more productive than their office counterparts. The table below shows the performance output of their employees working from home opposed to working in an office environment. This boost in productivity is a really positive outlook for businesses looking to go fully remote or even hybrid remote as this boost in productivity will impact the business positively over time. 
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Analyse information on the identified problem, to help inform the decision making process 
	
The report writer will analyze information regarding remote working and if there are any factors which may affect the overall decision of the business. 
As remote working has become more accessible due to high speed wifi and software which allow people to do things which were not feasible a few years ago, more businesses have chosen to introduce this style of working.
A study by total jobs found that “Remote working is one of the most important company benefits for 19% of employees – so much so that if torn between two roles, one in five would take the one offering this option. In fact, working from home is sought after more than enhanced parental leave, travel allowances and, most surprisingly, learning and development schemes. This indicates that employers offering flexible working options including remote working are well respected by their teams, as it shows a willingness to adapt to individual working needs.” (Green, E)
This statistic alone shows how important remote working is to people and is one of the key factors in the decision regarding becoming a fully remote business. There are other factors such as health and safety of their employees, “Under the Health and Safety Act 1974 and the Management of Health and Safety at Work Regulations 1999, employers have a general duty to conduct a risk assessment of all the work activities carried out by their employees.”  This could be a lengthy process for larger organisations where all employees would need to be risk assessed, This may also be a timely and costly process. For employees who work primarily on computer use the telephone frequently those risks are likely to include feelings of isolation, a lack of supervision, physical issues arising from prolonged use of display screen equipment and working long hours and/or inadequate breaks from work. 
The Health and Safety (Display Screen Equipment) Regulations 1992 contain specific obligations in relation to display screen equipment (DSE). Employers must:
· Identify risks for individuals who regularly use DSE, including laptops used for prolonged periods, as a significant part of their usual work. (HSE guidance suggests this means daily usage for continuous periods of an hour or more)
· Reduce the risks identified to the lowest extent reasonably practicable.
· Provide adequate training and information to employees.
For employees working from home on a long-term basis, the risks of using DSE must be controlled by them doing a workplace assessment at home. Given that many employees will have been working at home for over a year, it is prudent to provide guidance and support to employees so that they can undertake a workstation assessment. Certainly, those employers moving to a model of hybrid working, with permanent remote working for some for the long-term, regardless of the pandemic, will need to carry out a suitable risk assessment. (Silkin, L)

With employees working from home full time they will be using their own heating, lighting and broadband while working from home, to work out exactly what an employee will be using for work purposes will be very difficult to work out. Employers are not required by law to reimburse employees for using their own utilities, but they may find themselves inclined to either pay expenses towards bills or potentially pay three employees more to accommodate the extra costs of working from home. Though this may be an additional cost to help with these extra expenses, the costs saved for rent and other costs associated with running an office.

The report writer will use a number of different methods to evaluate the complexity, scope and impact to help identify any causes of the problem.

Mind map 

The report writer will look at mind mapping to help ideate ideas surrounding the problem, during the process of mind mapping the report writer looks at the problems which may impact the business when going fully remote. There were a number of factors which may impact the business such as the cost associated with setting up employees with the suitable equipment to work remotely full time, the time it would take to set up and also teach employees the processes which need to be followed when working remotely. Other factors which could impact the business were the wellbeing of the employees and how being alone and the change in there situation could affect them mentally and physically and there were the legal procedures which would need to be put in place such as remote working policies and workplace assessments for each employee to make sure where they were working was suitable so there could be no implications in the future.
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5 whys analysis

The report writer looked at the 5 whys technique, this technique is a simple and effective tool for solving problems. Its primary goal is to find the exact reason that causes a given problem by asking a sequence of “Why” questions. The 5 Whys method helps your team focus on finding the root cause of any problem. During this process the report writer found that the problem was that because of the pandemic the business and its employees experienced real benefits of working remotely full time. The employees found an increase in work life balance, they had more spare time with their families and also less time spent commuting to the office. The business benefited but a significant increase in productivity with its employees. After looking at all the five whys and determining what the root cause of the problem could be the report writer come to the conclusion that because the government had said that businesses could return to the office and the business did not determine the positive impact it would have on the business they did not put the processes in place to allow them to make remote working permanent. 
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Propose a range of alternative solutions to the problem 

The report writer will look at alternative solutions to the problem and weigh up the pros and cons to determine if there may be a more appropriate solution available.
The first alternative solution which could be considered is something which is referred to as  “Hybrid working”. Hybrid working is when a company is more flexible with how they run their business hours and allows more freedom around when an employee works their allocated hours. This allows people to pick their own hours and allows them to have better work life balance. Common practice for existing hybrid working companies is to designate certain days in office usually for important meetings, team building exercises and project kick off sessions and for any other work related tasks these would all be done in the presence of their own home. Any less important meetings would be conducted using online video conferencing software and any tasks would be followed and updated using project management software. Hybrid working also allows people to work their hours to suit their own life, this could be as long as they work their hours they can work anytime of the day, most companies will have hours which they would like people to adhere to but flexibility is key when using this method of running a business. Hybrid also comes with the benefits of not limiting the employees a business may look to hire as long as the employee is in a relatively similar time zone then this would allow them to work fully remote to a time that suited them and more local employees would be able to work from home and also the office. A survey by the BCC in May “showed that 55% of US workers want a mixture of home and office working. In the UK, employers expect the proportion of regular home workers to double, from 18% pre-pandemic to 37% post-pandemic. In China, employment expert Alicia Tung has predicted that in 10 years’ time, there will be a 60/40 split of onsite/remote work”. (Ro, C) 
The obvious implication of hybrid working is the fact that there is still a need for a physical office, though the company may need to reduce the size of the office they are using currently there will still be the cost associated with renting or owning an office. Another issue may be that people are less productive and unsettled working certain days at home and others in a physical office. There would also be issues with allocating days to suit everyone and this could cause arguments and also tension within the office.

Another alternative solution could be renting out a “co-working space ''. This is a place which allows people to come together and rent a desk in a shared building and also meet up in person with other members of their team and have meetings in person. Co-working spaces cut the cost of renting an office space, it allows people to work in an office based environment without the overheads which come with renting or owning an office. This solution could work for people in the business who were not comfortable working remotely full time and would allow them to be in a similar environment. Most co-working spaces allow for people to book meeting rooms only when they are needed so for a business who work remotely but still need to conduct important meetings in person this would be an ideal compromise as it would allow for meeting in person and only pay for when the facilities are needed. 
Disadvantages
Issues with giving employees access to co working spaces is again an additional cost, depending on the size of the business and also the number of employees who may wish to use such a service it could be more cost effective to just rent a physical office. A study by the money supermarket looked at the average cost of coworking in 18 UK cities.
The top ten most expensive cities can be found in the chart below.
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This cost alone for a large business would not be a feasible solution and an immediate obstacle for a business who is looking to move their business to a remote first business.

Using a decision making technique, evaluate a range of solutions to identify the most appropriate option 

The report writer will look at decision making techniques to evaluate the solutions found and find which is a more appropriate option. The report writer used grid analysis to weigh up each solution and cost benefit analysis to look at the potential rewards expected from a situation or action and then subtract the total costs associated with taking that action.
Grid analysis
Grid Analysis is a useful technique to use for making a decision. It is most effective where you have a number of good alternatives and many factors to take into account. The three solutions the report writer found were hybrid working, a co working space and fully remote. Looking at these three options the report writer looked at the costs, time, and benefits associated. The report writer then ranks them in order of preference to help come to a definitive decision. The report writer found that during the process remote working scored the highest in the grid analysis. The report writer looked at the set up costs, the set up time and the benefits for both the business and also the employees. The report writer found that the set up cost for all three solutions were similar in terms of the equipment needed to be portable and would all need the same software associated with working remotely. The setup time varied between the solutions as setting up a business to work a hybrid style of working would not take as much time to find and set up the desk at a co working space or moving fully remote as there are procedures, office equipment and also home assessments which would need to be put in place before employees could start working productively. The report writer found that the benefits scored substantially higher for remote working opposed to the other two solutions as the cost for the business in terms of office rental costs were reduced and the benefits for the employees were improved financially and a better work life balance which comes with working remotely. 
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Cost Benefit analysis
The report writer will look at cost benefit analysis, “Cost benefit analysis is a process by which organizations can analyze decisions, systems or projects, or determine a value for intangibles. The model is built by identifying the benefits of an action as well as the associated costs, and subtracting the costs from benefits. When completed, a cost benefit analysis will yield concrete results that can be used to develop reasonable conclusions around the feasibility and/or advisability of a decision or situation.” (W, Joe). 
The report writer looked at the initial costs of moving the business to a fully remote working business and found that each member of the team would need to be set up with a number of things to make their work environment adequate for them to work from home full-time. The initial cost were high due to the initial cost of the equipment such as laptops and office equipment would need to be bought in the first year, after this tho the only recurring cost to the business would be any software which is needed to operate would be paid either monthly or annually. 
Looking at the benefits to the business, the cost of an office per year would be no existent and also the cost of not having to pay a cleaner to come into the office once a week. The costs of both were staggering over a five year term and showshow beneficial it is for businesses to move to remote working full time. 
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Develop a detailed plan for implementing the solution 


The report writer will use a gantt chart to develop a detailed plan for implementing the solution. A Gantt chart is a bar chart that provides a visual view of project tasks scheduled over time. The report writer used the gantt chart to allocate tasks which would need to be completed in order for the company to work remotely. The gantt chart allowed the report writer to set deadlines to specific tasks to ensure the process would run smoothly and goals and milestones were reached on time. 
The report writer delegated the tasks between certain groups within the company, The main task before the company moving full remote was to put the notice in to end the tenancy agreement on the rented office. Most offices expect a three month notice period when cancelling a tenancy, this would allow time to set up all the other processes which need to be put in place before becoming a fully remote company. The next step is to order all equipment needed to allow all employees to be able to work as expected from home, this could be a long process due to having to order the correct equipment and also wait for equipment to be delivered. The next step would be for human resources to look at all the processes which need to be put in place and set them all up, there would be the remote working guidelines which are documents for employees to abide by when working from home and for any new starters would need to abide by. There would need to be time scheduled for workplace assessments to make sure each employees home office is set up properly and follows all the guidelines to prevent any health and safety issues while working from home. 
All tools for the business to be able to run when not working in an office environment would need to be set up by anyone technical or at a managerial level to make sure the software purchased is adequate for the business. 
The company milestones for the gantt chart are to have all employees offices set up from home, all the software purchased and all workplace assessments completed to have all employees working from home. The other milestone will be the business operating fully remote and not having any expenditures which are associated with owning or renting an office.
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Communicate the plan to relevant stakeholders 


The report writer will look at how they will communicate the plan to the relevant stakeholders within the company, the report writer will look at the best way to communicate the solution to the stakeholders involved within the company. Product plan (2020) explains the importance of why product managers should conduct stakeholder analysis “Conducting a stakeholder analysis can be strategically valuable when kicking off any type of complex company undertaking. The more stakeholders you can identify early on and the more you can tailor your communication to win approval and support from various stakeholders, the more likely your project is to succeed.” The report writer used a stakeholder map to find all the stakeholders within the company and their level of importance with making the project succeed. A Stakeholder map splits the stakeholders by importance, due to the nature of the problem the CEO is a very important stakeholder as most of the decisions will be made by them, they should also be kept up to date on any progress. The employees in the business will need to be kept up to date but now the decision has been made to go fully remote. The only input they have going forward are decisions which may impact them personally such as hours they may want to work, equipment they may want or need to work to the best of their abilities. Everyone else within the company would have an important role in the progress of the plan succeeding, finance and hr would need to make sure they follow the gantt chart and make sure all tasks are completed within the time scale. The business's customers will also have to be informed of the situation and the changes to the business as this may impact them negatively such as projects being delayed due to implementing the solution. The same would be for board members as they will need to be informed if there will be any financial impacts on the business due to delays in project deadlines being pushed back to accommodate the set up of the company becoming fully remote and also the cost benefits of the solution and changes. 
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The report writer will also use a stakeholder communication plan to evaluate the process and how they will communicate with all relevant stakeholders throughout the process. This will look at who the stakeholders are. The information they require, the method of which the information is processed to them, the timing of how the information is completed by, the person sending them any relevant information, their assumptions of what they expect and the constraints which may impede the project. 
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Assess appropriate monitoring and review techniques to ensure successful implementation of solution  

The report writer will look at monitoring and review techniques to ensure successful implementation of the solution. To monitor progress the report writer will look at the milestones added to the gantt chart to see if the progress of moving the business to a remote first business was implemented successfully. The two milestones added to the gantt chart were all employees working from home, this milestone was added halfway through the gantt chart so the business could ensure that all employees were comfortable with working from home and they had all the adequate equipment and information needed to work productively. The second milestone was that the company had actually completed all the tasks on the gantt and they were a remote first business. This would mean that all the processes which were required for HR to complete were completed and there were processes going forward for the company to onboard new talent in a safe and effective manner as the company grew. 
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Cost Benefit Analysis Template
COST
Years
1 2 3 4 5 Cost Total
List costs here
Hardware (Laptop, monitor, keyboard, headset, Mouse) £1,600/- - - - £1,600
Office setup (Desk, Chair, Laptop riser) £400[- - - - £400
Software (Teams) 300 300 300 300 300 £1,500
Utilitiy costs per employee 0 0 0| 0 0
Total Costs per 1 employee £2,300 300 300 300 300
Total Costs per 9 employee £20,700 £2,700 £2,700 £2,700 £2,700 £31,500
BENEFIT
Years
1 2 3 4 5 Benefits Total
List benefits here
Office rental cost
£2029 PCM £24,348 £24,348 £24,348 £24,348 £24,348 £121,740
Office cleaner - £14.29 (per hour) x 4 (per week) x 12 (months) £685.92 £685.92 £685.92 £685.92 £685.92 £3,429)
Total Benefits £25,033 £25,033 £25,033 £25,033 £25,033
Work out ratios below
Benefit to Cost Ratio = Total Benefits = 3 97. 1
Total Costs
Net Annual Benefit = Annual Benefit - Annual Cost
(First year) £20,700] minus £25033) = equals £4,333
Net Annual Benefit = Total Benefits — Total Costs = £125,169)] minus £31,500
5 5
nas- 18733





image5.png
Move business to a remote f...

Finance
Order equipment for employees

Human resource (HR)
Outline remote working guidelines a...
Set up workplace assessments
Implement an Effective Remote Onb...

Manager (CEO)
Set up remote tools
Put notice in to end tenancy agreem...

Company milestones
All employees working from home
Company operating fully remote

22

0%
0%
0%

0%
0%

0%
0%

8/21 9/21 10/21 11/21
23 30 6 13 20 27 4 11 18 25 i 8 15 22





image3.jpg
Stakeholder map

james lewis | August 30, 2021

Satisfy stakeholders Work with stakeholders

High

Customers
Finance

Board members

Influence of
stakeholders

Low

Low Impact on stakeholders High




image1.png
STAKEHOLDER

INFORMATION

STAKEHOLDER COMMUNICATION PLAN

METHOD

TIMING OR
FREQUENCY

SENDER

ASSUMPTIONS

CONSTRAINTS

Process orders for equipment for team

Follow time set on gantt

All equipment is ordered on time and at the

Time delays on equipment being ordered

S001 Finance Order equipmemt online CEO
members qHR chart best price possible and delivered
Complete all workplace assesments
Time delays on setting up meetings for all
S002 HR Set up all processes and write up work from home 3 months CEO None. v N B up 8
. processes which need to be completed
policies
Assumes that everyone in the company will
Makes sure the project runs smootly and [Emailing everyone involved and L 14 . pany
. N . . Everryone within the [complete all there tasks on time and the o "
S003 CEO relays the relevent information to the having constant meeting to ensure |3 months N N People not sticking to deadlines
) o ) company process of moving to fully remote working
people who need it the project is completed on time
runs on schedule
Getting ready to move to a fully remote |Email HR and Finance to make sure [Assumes all process and equipment will be
S004 Team members  |working enviroment and making sure processes and equipment is order |3 months Finance and HR recieved on time so they transition to remote |delays from other members of the team
they have everything they need on time working is seemless
All board members will be requierd to
be informed of all upcoming changes
Keep all board members upto date
S005 Board members  |and if there will be any delays on ) P . . P 3 months CEO No delays on projects and soomt transition none
5 . N . via email and meetings
projects which may impact the business
financially during the transition
Customers will need to know if projects |All exisiting customers will be
will be delayed and also if the move to  |contacted via email or phone call, . o
remote working will impact them such  |all new custoemrs will be informed (Assumes all projects will still be completed as
S006 8 P 3 months HR stated in contracts and no additional cost will |none

Customers

as how they communicate with the
business and how they conduct meeting
about future work

of the processes and any marketing
or website information will state we
are a remote company

be added to exsisting work.





image4.png
First, found a massive improvement in
performance — 13% more output

o
&

10
L

% Improvement in performance

-20 -15 -10 -5 0 5 10 15 20

Weeks after the start of the experiment

25

30

35




image7.jpg
Desk
Office equipment 4 Office chair

Microsoft teams

Employees Slack
Remote working software
managers One password

stakeholders Google docs/microsoft office
who will be affected
Set up costs

cleaners PC/Laptops
Office owners Headsets
hardware Webcams
Becoming a fully remote business
May not be suited to working remotley Monitors
Loneliness How will people be affected Keyboards

stress and mental health

Remote working policies

Waiting for equipment to be delivered
7 Procedures that need to be in place for
‘workstation assessments "

abusiness to become a fully remote business

setting up all hardware

workplace assessments Setup time

learning new processes

learning new software




image6.jpg
Because

Why does the business
want to become fully
remote?

Because

Why has the company and
employees seen benefits
from working remotley?

Because it gives employees

a better work Ife balance
and the business has seen
an increase in productivity

Because

Because employees are
not wasting time travelling

Why do employees not

Because they are working
need to travel to work?

fully remote due to the

LEGEUEL)

The business does not offer

remote working or does not

have the procedures in place

o allow for remote working,
fulltime




