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Introduction 

I work in The Service Centre of Swansea Council where my role is a Workforce- Analytical, Recruitment and Change Officer (ARC Officer). My day to day work is mainly of a transactional nature and more in line with a Human Resources Assistant role. I offer basic advice on HR policies and process paperwork on the lifecycle of the employee. I work with and alongside Human Resource and Organisational Development Advisors, Business Partner’s, alongside Payroll and Pensions and Line Manager’s. I am studying this course in order to gain further knowledge and to progress my career in Human Resources Management. I hope that this portfolio will evidence how I, in my current role am contributing to Employee Engagement and how I can strive to gain more knowledge in this area. 
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Part 1 – Be able to assess the level of Employee Engagement within the Organisation.

In my current role I am not really involved in employee engagement. So conducting a survey is not something that I would currently be required to do within my role. A recent short survey has already been conducted within the Service Centre (EV1) and (EV2). This survey was produced to look at the engagement of employees in the service centre around the area of Home working and well-being during the Pandemic. I will be using my knowledge to report on this and also conduct a further smaller survey via Microsoft Forms which is very similar in order to gain an updated response. 

Due to the time scale it was decided that Microsoft Forms offered a quick response and this was agreed with my Line Manager Andrea Smith via Microsoft Teams and email (EV3) and this would also support the current secondary data which was also conducted via Microsoft Forms (EV 1 & 2). Permission was also given verbally in a Teams meeting for me to use the previous survey. Any changes to the results from the new survey could then be noted.  The Service Centre has 83 staff but again due to time constraints the sample size chosen was kept to the Workforce Teams which have a total of 15 employees. 

Microsoft Forms has been widely used to conduct small surveys in our department. This was chosen due to its easy access, there is no cost to use and also it collates the raw data in one place for you so it cuts down on the amount of time required for analysis. The beauty of Microsoft Forms is that it also produces some bar charts and graphs for you. This helps speed up the analysis process.

The new primary data (EV5) was very positive despite the small sample of 15, 11 people responded which is a 73%response participation from across the 4 area selected within the workforce teams. In comparison to the secondary data (EV2) which was a larger sample size of 83 and 65 responses that is a 78% response rate which is excellent for a survey. As this is a very small survey I was able to collate the data into groupings etc. A brief report was produced to over view the new primary data (EV6). This also helped to be able to make comparison to the secondary data.

The data gained on the whole was very positive and shows that there are good levels of employee engagement, four members of the team did not complete the survey but this was due to timing and being on leave. Responses of 70% are excellent and both primary and secondary data achieved over and above this. Swansea Council puts out a yearly staff survey and this only achieves a 25% response. The overall feedback on home working is that well-being is good amongst the team and that most feel that they have a good work / life balance. Some are frustrated with Home working as it wasn’t something that they chose and also they feel isolated on times.

The main conclusions to be drawn are that response hasn’t changed too much since the last survey. In order for engagement to be maintained throughout the Workforce Teams and Service Centre the following recommendations would be drawn.

1. Manager’s to ensure that the team remains connected with regular updates and team meetings. Manager’s to have an open door policy.
2. Support Teams working together – as well as whole team meetings implement some virtual team social times where employees can just have a coffee and chat.
3. Agree targets in 1-1 meetings taking individual needs into consideration.
4. Organise drop in sessions to discuss any issues.
5. Be more aware of Employee Wellbeing in 1-1 meetings, implement social times and check-in
6. Ensure all employees are aware of the Equipment and Screen Assessments’.
7. Always encourage positive work / life balance – encourage time away from screens and appropriate start / finish times. Also encourage employees to still take leave during the pandemic. Even though they can’t go anyway on times they still need a break from the work to avoid burn out. 
8. Some training processes may need to be re-thought due to limited face-to-face contact – remote training is much harder.
9. Support and encouragement can also be given on tips on how to manage Home working and get the best out of your situation.


























   

   



 

Evidence – Part 1
EV1 – Screen Shots of Survey Questions Microsoft forms (Secondary Data) – Double click to open further pages



EV2 – Staff Survey – Results (Secondary data) – Double Click on the Survey Results to open all results. 








EV 3 – Permission for survey in Microsoft Forms – Email Screen Shoot
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EV4 – Workforce Teams - Home Working Survey Nov 20 screen shots. Double click open’s full document





EV5 – Results from EV4 Primary Research - Workforce Teams – Home Working Survey in raw data  









































EV6 – Analysis of Raw data of Primary Survey – Workforce Teams – Home Working Survey – double click to open full feedback


Part 2 – Be able to evaluate current organisational approaches to Employee Engagement.

Swansea Council as a whole seeks to survey the entire council staff on a yearly basis and this commenced in 2014. However a Staff survey was not completed in 2019 and no reason has been given as yet. The survey is run directly from the Chief Executive offices and communicated to all staff via email and manager communication for those who are not on email. It can be completed via an on line link or through a paper form made available at all civic building’s. 

The purpose of the staff survey is to judge levels of engagement across the entire organisation.  Results of all staff surveys are published on staff net (EV 7). Whilst positive things do come from the survey (EV 8) such as “show bullying the Red light” and “it’s all about you”, the uptake to complete the survey is only ever between 20 and 25%. This is below the average employee engagement figure noted in the CIPD employee outlook survey conducted by Kingston University and Ipsos/Mori which suggests that employee engagement is around 35-39% in UK businesses. So, only a quarter of staff respond to this survey and the vast majority of these responses are from the online format, usually from employees with corporate email addresses and who are based in corporate facilities. This reflects that whilst the survey is a good mechanism for gauging employee engagement unless there is an easy option people will opt not to complete. 

According to the Shades of Grey Report (2018) “employee engagement is a “good thing” and there is a wealth of evidence that suggests a link between levels of employee engagement and business performance. However, despite the general acceptance of this phenomenon, it does not appear to have translated into widespread improvements in organisational outcomes. National measures of performance and productivity remain stubbornly flat, which suggests that there may be issues concerning adoption or execution” This supports what we see in our own organisational culture in terms of lack of engagement with the staff survey. Thankfully engagement is not only measured by surveys. 

I personally feel that more can be done by managers in order to get a higher percentage to complete surveys in particular. Ie produce copies to complete in a team meeting and they need to complete before they leave and offering help to those who need help to complete. We do still need to remember that not everyone is computer savvy! And not all have access to online formats. 

I think that we have to remember that employee engagement starts from Day 1 or even before in the recruitment process. Induction is one of the key aspects. Swansea Council has a robust Induction Plan for every new employee there is an Induction Checklist (EV9) to follow and also a version online (EV10). This covers everything from orientation of the Office, Fire regulation and procedures, introducing you to your new colleagues and also Health and Safety requirements. There is also a Staff Employee Handbook for you to go through. I love the idea of “bob” which is a website about engagement starting day one. They talk about On-boarding and Pre-boarding so that the bulk of paperwork and even induction can be done prior to day 1 so that more time can be given for the new employee to get to know their new team mates.  

Another really important part of employee engagement is the relationship between individuals and their manager / supervisor. This relationship is built on trust and this is also critical to engagement.  Proactive insights suggest that there are 10 main drivers to engagement:-
1. Clarity of Purpose and Direction.
2. Opinions matter
3. Proper tools and resources
4. Workplace wellness
5. Recognition and appreciation
6. Work is fun
7. Opportunities to grow and learn
8. Freedom to unleash passion and creative potential
9. High trust environment
10. Making progress in ones work

On analysis of Swansea Council and particularly the Service Centre I feel that most of these drivers are being met in some way. For example:
Clarity and purpose is given to all employees from the very start of employment. The Induction process (EV9) states that the Job Description, Contract and Employee Handbook are discussed in the early days. Here the employee would be given a clear view of the expectations of the role, their manager and the organisation. There would also be consideration for stakeholders here and you maybe asked / offered if you would like to join a union.

We hold weekly team meetings, twice weekly (EV11) where we are asked to give feedback on a regular basis, we are also asked to give feedback in 4-6 weekly 1-1 meetings. There is also an opportunity on a regular basis to attend training sessions which will help in our roles, this is usually discussed with you supervisor again in the 4-6 weekly 1-1 session. This conversation works both ways and the manager may offer training in an area or you can research and ask to if you can attend a particular training of interest.   

According to the Engage for Success Website “participants of the recent Grass Roots Employee engagement forum confirmed for the 3rd year in a row that a lack of engaging leadership and management was the number 1 barrier to facilitating environments where employee engagement can flourish” this was followed closely by lack of trust. Another reason given was constantly changing teams and structures within an organisation. As Swansea Council is a public sector organisation and is very hierarchical in its set up – there are a number of changes to teams on a regular basis and also the structures of individual areas or entire directorates. This does cause a lot of anxiety and if not managed well can be detrimental to employees. Especially if they are not informed by the manager / supervisor prior to the announcement of the change.

Within the Service Centre Survey conducted in part one of the portfolio in both the Secondary and Primary data question 9 asked – “How do you feel about communication in the Service Centre and this time?”.  The response to this question was excellent on both occasions stating that 4.31 and 4.73 out of 5 stars. This show’s that there is Good Communication. This is also true for the pandemic in that we get a daily update and also a weekly newsletter from the Chief Exec (this is not just pandemic related and is a regular weekly update on what is going on within the organisation).  
 
  




EVIDENCE PART 2




EV7 – Swansea Council Published Results Staff Survey – Screen Shot
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EV 8 – Positive actions from the staff survey – screen shot
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EV9 – Induction Checklist





EV10 – Online Guidance Induction Checklist for New Starter’s (from staff net).
[image: Link to homepage]

New starter checklist
Providing the right information for your new starter will help them feel comfortable and confident when they join the organisation.
Please use the following checklist to aid you when welcoming your new starter to the team
Checklist
General information:
· Introduction to manager/line manager/colleagues
· Location/layout of department/work area
· Mentor/buddy identified (if appropriate)
· Copy of team structure
· Information about the organisation - including the range of services offered and the council's priorities and values
Facilities explained:
· Toilets
· Canteen (if appropriate)
· Tea/coffee arrangements
· Car parking
Security
· Passes
· Use of IT
Procedures explained for:
· Pay
· Annual Leave
· Sickness Absence
· Flexi time (if applicable)
· LGPS Pension Scheme and auto enrolment
· List of employee benefits
· Smoking
· Telephone calls
· •Expenses / car allowance(VAT receipt to be provided)
Policies explained:
· Policies that are relevant to new starter for example, keeping data safe, social media policy, information about the acceptable use of IT and mobile phones
· Training and development
Health and safety
· Fire procedure and drills
· First Aid & First Aid Box
· Accident Procedures
· Responsibilities under the Health & Safety at Work Act
Arrange training
· Courses that all staff must complete
· Corporate induction
· Safeguarding children and vulnerable adults training
Health and safety courses 


EV11 – Team Meeting Appointments – Calendar -screen shot
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Part 3 –Be able to recommend and plan strategies to raise levels of employee engagement within an organisation.

The Advisory, Conciliation and Arbitration Service (ACAS) aim is improve working life through better employment relations, by helping employers and employees to solve problems and work together effectively. Their slogan is “Happy and productive people equals growth”.

There are 4 main areas which make this slogan a success. 
· Visionary leaders who value the contribution of individuals
· Line managers who empower rather than control
· Values that are lived rather than just spoken about, this leads to trust and integrity.
· Give opportunities for the “employee voice” to be heard

Macleod defines Employee Engagement as: “a workplace approach designed to ensure that employees are committed to their organisation’s goals and values, motivated to contribute to organisational success, and are able at the same time to enhance their own sense of well-being.”

There have been many studies around the best practice to achieve employee engagement but there are several common themes for mangers to work on:
1. Get to know your team – as a manager don’t’ sit in your office all day interact with the workforce.
2. Set clear expectations – communication should be clear
3. Keep team members – this instils a sense of purpose and not communicating makes individuals feel left out! 
4. Build relationships on trust
5. Encourage open discussion and debates – team meetings etc
6. Empower your team
7. Give feedback on a regular basis – not just once a year appraisal.
8. Take the aspirations of team members seriously – failure to do this could lead to dissatisfaction and seeking new employment elsewhere.
9. Swiftly deal with any performance and discipline issues
10. Tackle conflict early on – festering can damage staff morale and create job dissatisfaction.

Macleod and Clarke (2009) comment, “simply doing an engagement survey and publishing the results is not the same as an engagement strategy”.  Energage.com suggest there are 5 main barriers to engagement strategies:-

Barrier 1 – A lack of alignment, Insights and focus at the top – In Swansea Council as it is the Chief Exec who initiated the Staff Survey and regular communication is made with staff all be it via a weekly newsletter – staff can comment or contact the chief exec on any issue. Swansea Council senior Management Team I believe are fully on board with engagement and this is promoted from “Top Down”

Barrier 2 – External investors don’t prioritise engagement efforts – Stakeholders in Swansea Council would be Trade Union’s – there is a lot of activity in this area in Swansea Council and I believe that if you are a member of the Trade Union then they will actively support you when required to do so. They are also involved in consultations of staffing that take place. They are part of the Employee Voice.
 
Barrier 3 - Communication channels are saturated – Again in Swansea Council we have a good StaffNet for communicating but ultimately the Communication channel should be Top Down and Managers and Supervisors are responsible for this – Within the service centre and mentioned earlier the staff survey conducted supported that employees did feel that Communication was good.

Barrier 4 - Engaging leadership behaviours don’t come naturally – Communication should always be at the forefront of a Manger’s mind. In order to engage you need to be available and seen! Our Service Centre Manager, Team Manager and Supervisor have always all had an “open door” policy so problems can be raised anytime or appointments made for discussion. Some managers struggle with this and look themselves away. In the Pandemic we have seen little change in this mind-set in the Service Centre – the only change is that you have to call a person via Teams or make a team’s appointment. This does have its challenges and perhaps we are more reluctant to chat in this way.  
  
Barrier 5 – Bringing the rest of the organisation along – Once Senior Management Teams are on board then this needs to modelled form the top down. Again this is something that has happened in the Service Centre in light of the Pandemic. Many teams are now implementing more regular team meetings and also conducting social activities via Teams eg Team Quiz afternoon’s, Coffee and Chat drop in’s and Drop in Well-being Sessions. 

The main ways to overcome any barriers start at the Top of the organisation. Alignment of the Senior Management Team, making sure that you are all “singing from the same page” in other words that your approach to employee engagement is aligned and developing good communication channels.


As a direct result of the Survey’s completed in Part 1 of this portfolio. A strategy for engagement was put together and Communicated to all team members of the Service Centre (EV12).  We discussed this strategy and agreed the contents in a recent Microsoft Teams meeting. In addition to this we agreed that during this time where we are all working from home we could actively make effort to engage with one another – calling someone just for a chat non-work related is Okay, we would previously whilst working in an office together have talked about our lives with each other and we should still try to do that. This would be via Team’s calls and of course it’s more of a struggle but we need to be intentional to maintain a good team dynamic. This was initiated to support the team well-being and recognising that some members of the team live alone. We have also introduced a weekly Quiz Hour promoting work as “Fun” and I think this has for some become a highlight to the week. We have laughed a-lot!

The Following Info-graphic has also been shared amongst the team as it offer’s good tips to promote Home working and has given many a clear change of mind-set on Remote working and how they can seek to do this better.     


[image: How to succeed as a remote worker in 2020 | Remote work, Remote workers,  Remote jobs]




























Evidence Part 3 - EV12 – Action Plan for Service Centre following Home- working Survey- double click to open Spreadsheet in Excel.
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Working from home - How do you feel about
it?

Over the last few months, the Service Centre has taken on a new challenge which has changed where and how "
we work. As you know, face to face meetings and working in the office are not allowed due to the current
° restrictions, the only exception is for business critical office based tasks eg mail always ensuring social distancing
. is observed. "
—_—
To ensure everyone in the Service Centre is involved in future planning, we would really like to know how you 1
— feel about these changes to working conditions, what you like and any challenges you may be facing.
[— The following survey will help us to identify what the “new normal” may look like when we are able to return to

the office, and to provide support where required.

Please take some time to complete the survey which is anonymous, to help provide the foundations for the
future running of the Service Centre.

Thank you
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1. Which team do you work in?
O Helpdesk
O Workforce

Accounts Payable

Cash Management -

Payroll

O O O O O

Accounts Receivable | -
—

Purchasing
—

2.How do you feel about working from home?

Enter your answer
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3. What challenges are you facing during the current way of working? * A

Enter your answer

4.How do you feel about virtual meetings using teams? *

Do not like it * * * * * Itis excellent -

5.How do you feel about your current work-life balance? *
I don't like it * * * * * Ilove it .

6.Can you please provide more detail to your answer in Q5? *

Enter your answer
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7. How productive do you feel working from home compared to working in the office?
O More productive

O The same
O Less productive -

_— 8.Do you have a reason for why you may be feeling, less, the same, or more productive?

— Enter your answer

9. How do you feel communication received around changes and updates from the Service Centre
have been during this time?

Poor S S Y S Yo Excellent .
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10. Do you prefer this new way of working?

O Yes
O No

O Only for a short period of time

a 11.Can you please give further detail to your answer to Q10? I -
Enter your answer

12. Do you have anything else you would like to add or comment on?

Enter your answer








image3.emf
The Service Centre      Staff Engagement Survey  –   Working From Home     A survey was  undertaken to ask staff how they  were   feeling about  our   current  working arrangements   and   for us to   understand how  we   would prefer to  work going  forward.     One very important aspect of the survey was  to be able to   highlight any  problems/issues that staff may be facing ,  so we can  try and support  everyone   to  overcome any difficulties they may be experiencing.       The survey will   also   help to inform the future wa y of working when the Guildhall is  reoccupied and the longer term accommodation strategy.           Results of the survey:     There were  6 5  responses  out of   83  from across all the teams   ( 78%   return rate) ,   a  very positive return rate and a big thanks to everyone  who took part.     Below are the findings of the survey including the broad themes that were identified  from all responses.     Q1.  Which team do you work in?          


Microsoft_Word_Document1.docx
The Service Centre 



Staff Engagement Survey – Working From Home



A survey was undertaken to ask staff how they were feeling about our current working arrangements and for us to understand how we would prefer to work going forward.



One very important aspect of the survey was to be able to highlight any problems/issues that staff may be facing, so we can try and support everyone to overcome any difficulties they may be experiencing.  



The survey will also help to inform the future way of working when the Guildhall is reoccupied and the longer term accommodation strategy.









Results of the survey:



There were 65 responses out of 83 from across all the teams (78% return rate), a very positive return rate and a big thanks to everyone who took part.



Below are the findings of the survey including the broad themes that were identified from all responses.



Q1.  Which team do you work in?
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Q2. How do you feel about working from home?  
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The broad themes were:



Positive

The majority of staff were positive, happy and enjoying working from home; there were less distractions so were more productive.  Staff also felt they had a better work life balance, less stress and some had improvements in their health.  It was also highlighted that time was saved because we no longer had to travel and the parking issues have disappeared.

 

Neutral 

Staff raised that they had no choice but to work from home and in the short term it was ok, but were missing colleagues and if given the choice would like to have 1-2 days in the office and work from home for the rest of the week.

 

Negative 

A very small number of staff were feeling isolated, combined with some ICT/Internet issues and childcare issues felt more stressed.  It was also raised that it’s difficult on occasions to keep the barrier between home and work and it seemed to be merging into one.





Q3. What challenges are you facing during the current way of working?



A review of the responses found the following:  Please note that due to the nature of the question it was more likely to receive negative comments.



		Positive

		Neutral

		Negative



		5

		2

		10



		1

		3

		8



		1

		2

		4



		3

		3

		8



		5

		5

		5



		15 (23%)

		15 (23%)

		35 (54%)










The Broad themes were:



Negative

The effect of lockdown and a lack of routine had impacted the mental health of some staff and working without the equipment we have in the office was causing some to have problems with necks and backs. Some staff also felt they were unable to do their full jobs because some tasks have to be completed in the office, and staff highlighted a lack of team support like we have in the office ie instant face to face conversations.



Neutral 

System issues and internet connection were mentioned, a lack of face to face contact, children at home and trying to work and training virtually can be problematic, again staff were missing the social side of being in the office.

 

It is worth noting that the situation at the time of the survey was a full lockdown and will hopefully not be a normal measure of how the future will be.





Q4.  How do you feel about virtual meetings using Teams?



[image: ]



The majority of staff were comfortable and liked using teams for meetings and the overall rating was very high ie 4.32 out of 5.





Q5.  How do you feel about your current work-life balance?
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The majority of staff were comfortable and liked using teams for meetings and the overall rating was very high ie 3.97 out of 5.








Q6. Can you please provide more detail for your answer to Q5?



A review of the responses found the following:



		Positive

		Neutral

		Negative



		10

		2

		5



		8

		1

		3



		6

		

		1



		13

		

		1



		14

		1

		



		51 (79%)

		4 (6%)

		10 (15%)







The broad themes were:



Positive 

The majority of staff were happy working from home, there was an increase in productivity, and staff were able to exercise more due to the flexibility and had a better work-life balance; also money and time was saved on commuting and staff were feeling more relaxed.



Neutral

Staff were hoping the situation would improve after lockdown easing, some felt anxious that they could not do all their job at home, missed contact with colleagues and were experiencing issues working off a laptop full time.

 

Negative 

Staff were finding it hard to switch off and felt they had better concentration in the office due to children being at home and on occasions the lines between work and home became blurred.



Q7.  How productive do you feel working from home compared to working in the office? 

[image: ]



Overall the picture is very positive with 94% of respondents feeling the same or more productive.








Q8. Do you have a reason for why you may be feeling less, the same or more productive?



A review of the responses found the following:



		Positive

		Neutral

		Negative



		13

		1

		3



		9

		1

		2



		6

		1

		



		12

		2

		



		14

		1

		



		54 (83%)

		6 (9%)

		5 (8%)







The broad themes were:



Positive 

Staff had fewer interruptions, were able to concentrate better and plan time better as there is no travel.  Staff felt they had more time to devote to work, log on outside core hours/get work done with a better work-life balance and there was less stress at home compared to the office.



Neutral 

Staff believed that when restrictions are lifted this will help make it easier to respond to the change.



Negative 

Staff felt less productive, were not taking breaks and had more distractions at home.





Q9.  How do you feel communication received around changes and updates from the Service Centre have been during this time?
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Overall the satisfaction for the level of communication was very high with an average rating of 4.31.






Q10.  Do you prefer this new way of working?
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The overall results were as follows:



· 72% would prefer this way of working

· 25% only for a short period of time

· 3% would not prefer



The responses to this question provide a high indication of those that prefer the current way of working and those that have provided further information that would like a mixed model of working from home with some office time (1-2 days) for the reasons stated (social interaction, certain tasks, equipment etc.)





Summary:



The overall themes were found to be as follows:



Positive responses:



· Wellbeing

· Productivity

· Flexibility

· Save time and money

· Time saved commuting is now spent working – better work-life balance



Negative/challenges:



· ICT issues

· Equipment (and linked to health issues)

· Isolation/social interaction

· Tasks unable to complete at home






Suggestions and solutions



An action plan has been developed to, where possible, mitigate/eradicate issues/concerns from staff.



A further survey will be issued the end of October, so we can continuously support staff during this time.



The Authority has implemented an Agile Working Task Group that is looking at the future of our working eg equipment, buildings etc.
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O Workforce - Analytics

O Workforce- Manager or Supervisor

2.How do you feel about Home Working now?
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3.What is the main challenge of Home Working for you?
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4.How do you feel about Virtual Meetings / Team's etc?
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5.How is your Work / Life Balance at present?
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6. Please make some comments about your answer to Qu 5?
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[J Mobile

Enter your answer

O More Productive

N .
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9. How do you feel communication received around changes and updates from the Service Centre
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10. Do you prefer Working from Home?
O Yes
O No

O It's Okay for a short period

11. Please state your reasons for your response to question 10.

3 Computer

[J Mobile

Enter your answer

12.Please add any other comments in respect of home working ?
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ID Start time Completion time Email Name Which Team are you in?How do you feel about Home Working now?What is the main challenge of Home Working for you?How do you feel about Virtual Meetings / Team's etc?How is your Work / Life Balance at present?Please make some comments about your answer to Qu 5?Do you still feel productive working from home compared to working in the office?Do you have a reason for why you may be feeling, less, the same, or more productive?How do you feel communication received around changes and updates from the Service Centre have been during this time?Do you prefer Working from Home?Please state your reasons for your response to question 10.Please add any other comments in respect of home working ?

1 11/7/20 14:26:43 11/7/20 14:31:28anonymous Workforce - Changes  It’s okay Being disciplined in taking breaks 4 4Some times difficult as difficult when your not allowed out.More Productive More focused on work as less distraction 4Yes I prefer it but would like to go to the office on occassionOffice equipment is difficult but better now I have a hair from the office. It would also be nice to have a phone to make calls rather than use my personal phone. I do miss seeing people.

2 11/13/20 12:03:52 11/13/20 12:06:04anonymous Workforce - Analytics I love it! Not having the right equipment (desk, chair) 4 5No longer having to commute has given me much more time at homeMore Productive There are fewer distractions at home 4Yes I'm saving a lot of money not commuting, I get to spend more time at home and my social anxiety has greatly reduced

3 11/13/20 12:28:52 11/13/20 12:35:46anonymous Workforce - RecruitmentHappy working from home - in a routine nowNot interacting with my colleagues on an ad hoc basis  5 4Less time spent travelling to and from work so more time at home.  On the other hand, it is easy to carry on working past normal working times.More Productive I feel I am more productive because I have access to e-mails at all times and can finish off pieces of work by working on in the evenings or at weekends.   5It's Okay for a short period Ideally, I would like to work from home for part of the week and go into work to meet with colleagues for the other part of the week - a balance of the two. 

4 11/13/20 12:40:53 11/13/20 12:49:57anonymous Workforce-  Manager or SupervisorMost of the time i feel it is really beneficial - however i do miss the companionship of others.Being in a work environment on my own. 5 4I find it is too easy to switch on your laptop at times when its not your working days e.g. weekends.More Productive You should be always be more productive as there are no breaks of concentration around you. 5Yes I do prefer working from home , but as previously stated i do miss work companionship.I would like to see in the future that we would be able to attend an office environment even for 1 day per week.

5 11/13/20 14:00:34 11/13/20 15:33:14anonymous Workforce-  Manager or SupervisorI have mixed feelings.  I am more productive at home.  Socially I miss seeing friends and colleagues. Creating a better work/life balance.  I also need to make an effort to go outdoors more during the working day. 4 2I struggle to switch off at the end of the day and people expect instant answers via a teams call or chat.  In the Office it was more of a visual that someone was busy.More Productive I struggled when we moved to Room 153 with the volume of noise generated in such a large open plan Office and found it quite distracting. 5Yes I do prefer working from home, less stressful relying on public transport .  I do miss seeing friends and colleagues and it can be isolating some days.  I am also concerned for team members who live alone.Due to the current pandemic, if the restriction of lockdowns were not in place I believe it would be a far more positive experience.

6 11/13/20 18:59:08 11/13/20 19:08:30anonymous Workforce - Changes  I still enjoy working from homeInternet not always working sufficiently - Hopefully will be sorted shortly. 5 4I find it helpful working from home to be there when the children come home from school.   Save on time travelling to and from work.  Only set backs miss the interaction with work colleagues and not being able to print some pieces of work.More Productive More flexibility not set ridged to office times 5Yes Yes saves on travel costs and time - Better Work life balance especially with the children

7 11/16/20 8:27:21 11/16/20 8:30:54anonymous Workforce - RecruitmentHappy with how it is currently working.Knowing when to log off at the end of the day. 4 4I feel at present I have a great balance between work and life.The Same 4Yes Don't have to worry about catching buses each day.

8 11/16/20 8:26:26 11/16/20 8:35:27anonymous Workforce - RecruitmentAt the start it was good to work from home, as time has progressed it is starting to feel a bit isolating and constantly questioning due to confidence being low. When the servers go down and you can not access certain programmes being used daily such as ECM.  5 3I can't quite give 5 stars due to the demand of work at present, I feel I have worked very long hours over the passed few weeks and can't seem to switch off from work. More Productive Working longer hours to get the work done. Even though there is no expectation to log on over the weekends or on non working days, this does happen frequently. 5It's Okay for a short period I would like to return to the office for maybe one day a week to get back some normality. Working from home has been a positive for many reasons, but as time is going on you start to see the negatives. 

9 11/16/20 9:19:41 11/16/20 9:34:53anonymous Workforce - Changes  I don't mind working from home especially through the Winter not having to leave home in the cold and being home for any deliveries, appointments etc helps, but ideally I would like to work half and half a couple of days at home and a couple of days in the office.Sometimes feel isolated from colleagues and when technology doesn't work properly. 4 4Although working from home I try to separate work life and home life giving myself specific time periods for work.The Same I don't feel my productiveness has really changed from when I worked in office I feel I get the same amount of work done at home as when i'm in the office. 5It's Okay for a short period I can't say I prefer working from totally, Ideally I would like to work a couple of days at home and a couple of days in the Office.On the whole I do enjoy working from home, but as said previously I do miss the face to face interaction with colleagues in the Office environment.

10 11/16/20 9:47:57 11/16/20 9:53:10anonymous Workforce - Analytics I enjoy it, took a while to get used to in the beginning but i'm enjoying it and found a routine that helps me.disciplining myself and not overworking, taking regular breaks. 5 5I am able to  be around for all deliveries and can pop out if required as long as there is cover in the team.More Productive Less distractions at home. 5Yes At first the thought of working from home indefinitely was a daunting process, however, as the time has gone on, i'm now enjoying it, better work life balance, saving money on fuel back and forth to the office.n/a

11 11/16/20 10:46:19 11/16/20 11:02:51anonymous Workforce - RecruitmentI really like it. I feel more comfortable working from home and it's nice not having to commute.Not having a good desk set up. 5 4It's mostly balanced but sometimes I work later than I should.More Productive There are less distractions from home so can get more work done. Might feel differently if I had children in the house with me though. 5Yes I can still do my job but with less distractions and without a commute. I don't mind not working with the team in person as we still speak often on Microsoft Teams and I know I can call anyone if I need any help.I like working form home as I have more time before and after work without the commute. I don't have any distractions at home as I would in the office so I feel more productive. I feel like the team still runs as normal as we can still communicate with each other through email and Microsoft Teams. I don't feel isolated even though I'm not around my team in person.
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Sheet1

		ID		Start time		Completion time		Email		Name		Which Team are you in?		How do you feel about Home Working now?		What is the main challenge of Home Working for you?		How do you feel about Virtual Meetings / Team's etc?		How is your Work / Life Balance at present?		Please make some comments about your answer to Qu 5?		Do you still feel productive working from home compared to working in the office?		Do you have a reason for why you may be feeling, less, the same, or more productive?		How do you feel communication received around changes and updates from the Service Centre have been during this time?		Do you prefer Working from Home?		Please state your reasons for your response to question 10.		Please add any other comments in respect of home working ?

		1		11/7/20 14:26:43		11/7/20 14:31:28		anonymous				Workforce - Changes 		It’s okay		Being disciplined in taking breaks		4		4		Some times difficult as difficult when your not allowed out.		More Productive		More focused on work as less distraction		4		Yes		I prefer it but would like to go to the office on occassion		Office equipment is difficult but better now I have a hair from the office. It would also be nice to have a phone to make calls rather than use my personal phone. I do miss seeing people.

		2		11/13/20 12:03:52		11/13/20 12:06:04		anonymous				Workforce - Analytics		I love it!		Not having the right equipment (desk, chair)		4		5		No longer having to commute has given me much more time at home		More Productive		There are fewer distractions at home		4		Yes		I'm saving a lot of money not commuting, I get to spend more time at home and my social anxiety has greatly reduced

		3		11/13/20 12:28:52		11/13/20 12:35:46		anonymous				Workforce - Recruitment		Happy working from home - in a routine now		Not interacting with my colleagues on an ad hoc basis 		5		4		Less time spent travelling to and from work so more time at home.  On the other hand, it is easy to carry on working past normal working times.		More Productive		I feel I am more productive because I have access to e-mails at all times and can finish off pieces of work by working on in the evenings or at weekends.  		5		It's Okay for a short period 		Ideally, I would like to work from home for part of the week and go into work to meet with colleagues for the other part of the week - a balance of the two. 

		4		11/13/20 12:40:53		11/13/20 12:49:57		anonymous				Workforce-  Manager or Supervisor		Most of the time i feel it is really beneficial - however i do miss the companionship of others.		Being in a work environment on my own.		5		4		I find it is too easy to switch on your laptop at times when its not your working days e.g. weekends.		More Productive		You should be always be more productive as there are no breaks of concentration around you.		5		Yes		I do prefer working from home , but as previously stated i do miss work companionship.		I would like to see in the future that we would be able to attend an office environment even for 1 day per week.

		5		11/13/20 14:00:34		11/13/20 15:33:14		anonymous				Workforce-  Manager or Supervisor		I have mixed feelings.  I am more productive at home.  Socially I miss seeing friends and colleagues. 		Creating a better work/life balance.  I also need to make an effort to go outdoors more during the working day.		4		2		I struggle to switch off at the end of the day and people expect instant answers via a teams call or chat.  In the Office it was more of a visual that someone was busy.		More Productive		I struggled when we moved to Room 153 with the volume of noise generated in such a large open plan Office and found it quite distracting.		5		Yes		I do prefer working from home, less stressful relying on public transport .  I do miss seeing friends and colleagues and it can be isolating some days.  I am also concerned for team members who live alone.		Due to the current pandemic, if the restriction of lockdowns were not in place I believe it would be a far more positive experience.

		6		11/13/20 18:59:08		11/13/20 19:08:30		anonymous				Workforce - Changes 		I still enjoy working from home		Internet not always working sufficiently - Hopefully will be sorted shortly.		5		4		I find it helpful working from home to be there when the children come home from school.   Save on time travelling to and from work.  Only set backs miss the interaction with work colleagues and not being able to print some pieces of work.		More Productive		More flexibility not set ridged to office times		5		Yes		Yes saves on travel costs and time - Better Work life balance especially with the children

		7		11/16/20 8:27:21		11/16/20 8:30:54		anonymous				Workforce - Recruitment		Happy with how it is currently working.		Knowing when to log off at the end of the day.		4		4		I feel at present I have a great balance between work and life.		The Same				4		Yes		Don't have to worry about catching buses each day.

		8		11/16/20 8:26:26		11/16/20 8:35:27		anonymous				Workforce - Recruitment		At the start it was good to work from home, as time has progressed it is starting to feel a bit isolating and constantly questioning due to confidence being low. 		When the servers go down and you can not access certain programmes being used daily such as ECM. 		5		3		I can't quite give 5 stars due to the demand of work at present, I feel I have worked very long hours over the passed few weeks and can't seem to switch off from work. 		More Productive		Working longer hours to get the work done. Even though there is no expectation to log on over the weekends or on non working days, this does happen frequently.		5		It's Okay for a short period 		I would like to return to the office for maybe one day a week to get back some normality. 		Working from home has been a positive for many reasons, but as time is going on you start to see the negatives. 

		9		11/16/20 9:19:41		11/16/20 9:34:53		anonymous				Workforce - Changes 		I don't mind working from home especially through the Winter not having to leave home in the cold and being home for any deliveries, appointments etc helps, but ideally I would like to work half and half a couple of days at home and a couple of days in the office.		Sometimes feel isolated from colleagues and when technology doesn't work properly.		4		4		Although working from home I try to separate work life and home life giving myself specific time periods for work.		The Same		I don't feel my productiveness has really changed from when I worked in office I feel I get the same amount of work done at home as when i'm in the office.		5		It's Okay for a short period 		I can't say I prefer working from totally, Ideally I would like to work a couple of days at home and a couple of days in the Office.		On the whole I do enjoy working from home, but as said previously I do miss the face to face interaction with colleagues in the Office environment.

		10		11/16/20 9:47:57		11/16/20 9:53:10		anonymous				Workforce - Analytics		I enjoy it, took a while to get used to in the beginning but i'm enjoying it and found a routine that helps me.		disciplining myself and not overworking, taking regular breaks.		5		5		I am able to  be around for all deliveries and can pop out if required as long as there is cover in the team.		More Productive		Less distractions at home.		5		Yes		At first the thought of working from home indefinitely was a daunting process, however, as the time has gone on, i'm now enjoying it, better work life balance, saving money on fuel back and forth to the office.		n/a

		11		11/16/20 10:46:19		11/16/20 11:02:51		anonymous				Workforce - Recruitment		I really like it. I feel more comfortable working from home and it's nice not having to commute.		Not having a good desk set up.		5		4		It's mostly balanced but sometimes I work later than I should.		More Productive		There are less distractions from home so can get more work done. Might feel differently if I had children in the house with me though.		5		Yes		I can still do my job but with less distractions and without a commute. I don't mind not working with the team in person as we still speak often on Microsoft Teams and I know I can call anyone if I need any help.		I like working form home as I have more time before and after work without the commute. I don't have any distractions at home as I would in the office so I feel more productive. I feel like the team still runs as normal as we can still communicate with each other through email and Microsoft Teams. I don't feel isolated even though I'm not around my team in person.
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The Service Centre 



Staff Engagement Survey – Working From Home – Update Survey Nov 20



This survey has undertaken to ask staff how they are feeling about our current working arrangements and to asses if there has been any change from the previous survey conducted in July 21.



Hopefully this will confirm if some of the aspects raised from the previous survey have been addressed.  



The survey will also help to inform the future way of working and weather any further changes need to be made.









Results of the survey:



[bookmark: _GoBack]There were 11 responses out of a possible 15 from across the Workforce Teams (73% return rate), This is very positive given the amount of time given, thank you to all who took part.



Below are the findings of the survey including the broad themes that were identified from all responses.



Q1.  Which team do you work in?
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Q2. How do you feel about working from home now?  



		Positive

		Neutral

		Negative



		4

		6

		1



		37%

		54%

		9%









The broad themes were:



Positive

The majority of staff were positive, happy and enjoying working from home; there were less distractions so were more productive.  Travel time was highlighted as a plus and that meant more time at home.

 

Neutral 

Some are missing colleagues and feeling isolated on times and would like to perhaps work some time from the office again in the not to distant future.

 

Negative 

Negative comments are loss of confidence and isolation and finding this difficult on times.





Q3. What is the main challenge of homeworking for you?



A review of the responses found the following:  Please note that due to the nature of the question it was more likely to receive negative comments.



		Positive

		Neutral

		Negative



		1

		4

		6



		9%

		37%

		54%









The Broad themes were:



Negative

Lack of Correct Equipment. Desk’s and Chairs

Technolog and connectivity issues.



Neutral 

A lack of face to face contact, children at home and trying to work and training virtually can be problematic, again staff were missing the social side of being in the office.

 

It is worth noting that the situation at the time was the we had just emerged from a Firebreak Lockdown 





Q4.  How do you feel about virtual meetings using Teams?



[image: ]



The majority of staff were comfortable and liked using teams for meetings and the overall rating was very high ie 4.55 out of 5.

















Q5.  How is your work / life balance now?



[image: ]



The majority of staff were happy with their work / life balance the overall rating was high ie 3.91 out of 5. There is room for improvement here for some people as they struggle with switching off at the end of the day and also working in the evenings and weekends.



Q6. Can you please provide some comments about your Q5 answer?



A review of the responses found the following:



		Positive

		Neutral

		Negative



		4

		4

		3



		37%

		37%

		26%







The broad themes were:



Positive 

Increased Productivity.

Less Commute.

Available for Children.



Neutral

Missing contact with others.

More time with family.

Don’t have to worry about deliveries.

 

Negative 

Hard to switch off.

Working later than should. Blurred lines.

Sometimes switch on laptop on weekend.





Q7.  Do you still feel productive working from home compared to working in the office? 



[image: ]

Overall the picture is very positive with 82% of respondents feeling the same or more productive.

Q8. Do you have a reason for why you may be feeling less, the same or more productive?



A review of the responses found the following:



		Positive

		Neutral

		Negative



		8

		2

		1



		73%

		18%

		9%







The broad themes were:



Positive 

Fewer Interruptions so able to concentrate better.

No Travel.

Less distraction. 

Less Noise from others around you. 



Neutral 

Flexibility to work outside of Office Hrs.



Negative 

Hard when you need to ask a questions or are unsure of how to do something. 





Q9.  How do you feel communication received around changes and updates from the Service Centre have been during this time?

 

[image: ]





Overall the satisfaction for the level of communication was very high with an average rating of 4.73.



Q10.  Do you prefer working from home?
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The overall results were as follows:



· 73% would prefer this way of working

· 27% only for a short period of time

· 0% would not prefer



The responses to this question provide a high indication of those that prefer working from home and those that have provided further information that would like a mixed model of working from home with some office time (1-2 days) for the reasons stated (social interaction, certain tasks, equipment etc.)





Similar to the earlier survey :



The overall themes were found to be as follows:



Positive responses:



· Wellbeing is fairly well balanced 

· Productivity 

· Flexibility

· Save time and money especially in connection with travel

· Time saved commuting is now spent working – better work-life balance



Negative/challenges:



· ICT issues – Internet signal

· Equipment – correct desks and chairs (and linked to health issues)

· Isolation / missing social interaction with colleagues

· Tasks unable to complete at home – Telephones not issued and printing difficulties
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    INDUCTION CHECKLIST    

Employee Name :     Employee No :    

Start Date :     Job Title :    

Section :    Line Manager  

GENERAL INFORMATION:  ACTIONED BY:   

Introduction to manager/line manager/colleagues    

Location/layout of department/work area    

Mentor/buddy identifie d (if appropriate)    

FACILITIES EXPLAINED:    

Toilets    

Canteen    

Tea/coffee arrangements    

Car Parking    

SECURITY    

Passes    

PROCEDURES EXPLAINED FOR:    

Pay    

Annual Leave    

Sickness Absence    

Flexi time (if applicable)    

Smoking    

Telephone  Calls    

Expenses/Car Allowance [VAT Receipt to be provided]    

POLICIES EXPLAINED:    

Employee Handbook    

Training & Development    

HEALTH & SAFETY    

Fire procedure and drills    

First Aid & First Aid Box    

Accident Procedures    

Responsibilities under   the Health & Safety at Work Act    

  I have been informed of the issues listed above.     Signed: (Employee) …………………………………..  Date: …………………………   Signed: (Line Manager) ……………………………… Date: …………………………    
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INDUCTION CHECKLIST


		Employee Name:  

		Employee No: 



		Start Date:  

		Job Title: 



		Section: 

		Line Manager



		GENERAL INFORMATION:

		ACTIONED BY:

		



		Introduction to manager/line manager/colleagues

		

		



		Location/layout of department/work area

		

		



		Mentor/buddy identified (if appropriate)

		

		



		FACILITIES EXPLAINED:

		

		



		Toilets

		

		



		Canteen

		

		



		Tea/coffee arrangements

		

		



		Car Parking

		

		



		SECURITY

		

		



		Passes

		

		



		PROCEDURES EXPLAINED FOR:

		

		



		Pay

		

		



		Annual Leave

		

		



		Sickness Absence

		

		



		Flexi time (if applicable)

		

		



		Smoking

		

		



		Telephone Calls

		

		



		Expenses/Car Allowance [VAT Receipt to be provided]

		

		



		POLICIES EXPLAINED:

		

		



		Employee Handbook

		

		



		Training & Development

		

		



		HEALTH & SAFETY

		

		



		Fire procedure and drills

		

		



		First Aid & First Aid Box

		

		



		Accident Procedures

		

		



		Responsibilities under the Health & Safety at Work Act

		

		





I have been informed of the issues listed above.


Signed: (Employee) …………………………………..  Date: …………………………


Signed: (Line Manager) ……………………………… Date: …………………………
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Action Plan - Service Centre Survey

Task No Task Resolution Comments Responsible Person

1 Managers to ensure they stay connected to teams Regular 1-1's

Team Meetings

Teams Channel for ongoing conversations

Updated 1-1 Template

Half day per month Drop in Session

Sian

Andrea

Emma

Jo

Michelle

Neil

2 Support good team working Teams Channel

Regular Meetings

Virtual Social Activities

3 Agree outputs (where possible) and set expectations 

ensuring flexibility with priority on business needs

Using 1-1 Template All members of Service Centre

4 Drop in sessions for staff  Set up in Outlook Sian arranged monthly on a Monday 9.30 til 

12.00 first Monday of every month, doesn’t have 

to be work related

Sian 

6 Employee Wellbeing 1-1 Template to be used

Check Ins

Social Activities

Sian

Andrea

Emma

Jo

Michelle

Neil

7 DSE assessment All staff complete on staffnet Issues to be raised with Managers and 

escalated where needed

All members of Service Centre

8 Package of equipment tbc This is being taken forward as part of the Agile 

Task Group; but Managers can arrange for 

chairs

Corporate Initiative

10 Encourage & Promote a positive worklife balance  All team members take regular breaks away from the 

screen, start and finish work at appropriate times and 

take leave

This is vitally important to ensure work and life 

do not merge into one and to promote wellbeing 

and ensure a good worklife balance, whilst 

balancing the needs of the business

All members of Service Centre

11 Attend bi monthly team meetings Sian to attend team meetings General catch up & any updates Sian

13 Traditional methods for training and new starters needs 

to be redesigned

Team Videos

Up to Date Process documents

Sian

Andrea

Emma

Jo

Michelle

Neil

Please note the above is not set in stone and if anyone has any suggestions/ideas please let us know.
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				Action Plan - Service Centre Survey



				Task No		Task		Resolution		Comments		Responsible Person



				1		Managers to ensure they stay connected to teams		Regular 1-1's
Team Meetings
Teams Channel for ongoing conversations
Updated 1-1 Template
Half day per month Drop in Session				Sian
Andrea
Emma
Jo
Michelle
Neil

				2		Support good team working		Teams Channel
Regular Meetings
Virtual Social Activities

				3		Agree outputs (where possible) and set expectations ensuring flexibility with priority on business needs		Using 1-1 Template				All members of Service Centre

				4		Drop in sessions for staff 		Set up in Outlook		Sian arranged monthly on a Monday 9.30 til 12.00 first Monday of every month, doesn’t have to be work related		Sian 

				6		Employee Wellbeing		1-1 Template to be used
Check Ins
Social Activities				Sian
Andrea
Emma
Jo
Michelle
Neil

				7		DSE assessment		All staff complete on staffnet		Issues to be raised with Managers and escalated where needed		All members of Service Centre

				8		Package of equipment		tbc		This is being taken forward as part of the Agile Task Group; but Managers can arrange for chairs		Corporate Initiative

				10		Encourage & Promote a positive worklife balance 		All team members take regular breaks away from the screen, start and finish work at appropriate times and take leave		This is vitally important to ensure work and life do not merge into one and to promote wellbeing and ensure a good worklife balance, whilst balancing the needs of the business		All members of Service Centre

				11		Attend bi monthly team meetings		Sian to attend team meetings		General catch up & any updates		Sian

				13		Traditional methods for training and new starters needs to be redesigned		Team Videos
Up to Date Process documents				Sian
Andrea
Emma
Jo
Michelle
Neil







				Please note the above is not set in stone and if anyone has any suggestions/ideas please let us know.
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