Job Suitability for Flexible Working
The following questionnaire looks at how suitable a particular job might be if operated differently. The questionnaire is not meant to provide a definitive answer but help identify potential problem areas and find workable solutions where possible. The manager and employee will both need to complete the questionnaire separately. By circling the answer to the option that best describes the job, the numerical rating is then transferred onto a summary grid. If a question is not applicable to the job it should be left blank. The scoring system is based on a rating of 1-5 (1 being the highest):
This form is not a substitute or the only resource that should be used to demonstrate full consideration of the request.  It must be demonstrated clearly which, if any, legal reasons for refusing any request has been fulfilled [see list at 5.4] and the considerations undergone.
• 1-2 more likely to be suitable for flexible working arrangement

• 4-5 more likely to be unsuitable for flexible working arrangement 
(where there are only a few areas that have scored 4/5, there may be ways to find solutions, e.g. reallocation of work, delegation).  The results of both questionnaires will form a basis for discussion. It will help to clarify each other’s perception of the post and provide a clearer understanding of why a particular job may or may not be suitable for flexible working arrangements.
(Source  http://www.acas.org.uk/media/pdf/4/n/Flexible-working-and-work-life-balance.pdf )
	Managing Others

1) Is the job holder managing other people if so how many?

1. None

2. One person

3. 2-4 people

4. 5 or more

5. More than 10
	2) What percentage of the job holder’s time is spent managing others?

1. None

2. 10%

3. 20%

4. 33%

5. Over 50%

	Dependency on Others

3) Who mainly controls the job holder’s workload and priorities?

1. No one

2. One person

3. 2-4 people

4. 5 or more 

5. More than 10
	4) How frequently does the job holder need to liaise with the manager/supervisor to report or for direction?

1. Weekly or less

2. Several times a week

3. Once a day

4.  Continually throughout the day




	5) How frequently does the job holder need to liaise with colleagues?

1. Weekly or less

2. Several times a week

3. Once a day

4. Continually throughout the day
	Time Management

6) How much of the work needs immediate attention as opposed to long-term deadlines?

1. Majority is long-term

2. Approximately one-third is immediate

3. About ¾ is immediate

4. Majority is immediate



	7) Does the post need to be covered when the job holder is absent?

1. No

2. Yes, if more than a week

3. Yes, even after a few days

4. Yes, would always need to be covered
	8) Who would do the job holder’s work in their absence?

1. A colleague

2. The manager/supervisor

3. No one or other (please state)



	Duplicated Skills

9) Are other people in the section doing a similar function to the job holder?

1. Yes, lots of people doing exactly the same job

2. Yes, a few people doing the same job

3. Yes, a few people doing a similar job but with other tasks

4. Nobody has a similar job
	10) How much of the work in this job can be done by someone else?

1. All

2. Most

3. Some

4. None



	Workplace dependent

11) Is the equipment needed to do this job only available in the workplace?

1. No, rarely uses equipment

2. Yes, sometimes uses equipment

3. Yes, often uses equipment


	12) Does the job holder need access to files and other paperwork only held in the workplace?

1. Rarely

2. Sometimes

3. Often


	Confidentiality

13) Is the work highly confidential/ sensitive?

1. No

2. Yes 


	Workflow

14) Does the job holder have control over the flow of their work?

1. Yes, they have main control

2. Some control

3. Minimal control

4. No control



	15) Is the job holder able to predict how busy they will be?

1. Always, the workflow is generally consistent

2. Most of the time

3. Sometimes

4. No, it varies a great deal


	16) Does the job holder know when peak periods in this job are going to happen?

1. Always, busy periods are always at the same time

2. Usually

3. Some of the time

4. Rarely



	17) When there is a peak period how long does it usually last?

1. A few hours

2. A day or two

3. Up to a week

4. Several weeks or longer
	Availability

18) Can the job holder be contacted by colleagues/manager when away from the workplace

1. Usually

2. Sometimes

3. Rarely

4. Never

	Availability

19) What percentage of the job holder’s time is spent in meetings?

1. Less than 10%

2. About a ¼ 

3. About one-third

4. More than a ½ 

5. Most of the time
	20) Does the nature of the work mean they sometimes will be unable to be contacted?

1. Never

2. Rarely

3. Sometimes 

4. Often

	Customer/Client/Patient Relations

21) Does the job holder have to respond to customer demand immediately or is this longer-term?

1. Most longer-term

2. About a third immediate
3. About ½ immediate

4. About ¾ immediate

5. Most immediate
	22) Is the work with the customer/client/patient short or longer/term?

1. Always longer-term

2. Mostly longer-term

3. Mostly shorter-term

4. Always shorter-term

	23) Is the work undertaken for the same customer/client/patients on a frequent basis?

1. No

2. Yes occasionally

3. Yes sometimes

4. Yes usually
	24) Is it important for the job holder to know the customer/client/patient well?

1. Not essential

2. Sometimes

3. Definitely 



	25) Does most of the communication with customers/clients/patients take place:

1. Mostly in writing

2. Both in writing and verbally

3. Mostly verbally by phone

4. Mostly in person
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