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1. Summary
This report examines the phenomenon of telework in some countries of the EU –in
the context of the digital workplace project. The report first assesses the incidence of
telework across companies, highlighting the overall increase in telework usage. The
report also looks at issues concerning the employment and working conditions of
teleworkers – such as health and safety, data protection, access to training and the
voluntary nature of telework.
The output consists in a survey of existing best practices, projects and
experimentations in the partner countries and in other EU areas, to collect the data
needed to profile the ideal digital worker and employer, the ideal digital-friendly
company and the resulting skill-set for each target group. These findings will provide
the basis for the subsequent project implementation.
Specific objectives are:
1. Knowing who and how adopts digital and remote working in Europe: best
practices, special projects, experimental programs etc.
2. Investigating Who: making the identikit of the a) typical digital worker b) typical
digital employer: who are they, which competences and skills they have vs. what
should they know and should they be able to do
3. Investigating How: describing the conditions in which digital working is currently
performed and in which it should be ideally performed, highlighting pros and cons in
both cases: the physical and virtual environment (setting, equipment, ICT tools, HR
context), possible difficulties, ethical issues etc. Special attention will be given to
aspects such as times and spaces: timetables and locations of digital work, as it does
not exclude in presence work but defines its conditions.
May, 2016
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Duration: 4 months (from January 2016-April 2016). Extension from September
2016-October 2016

May, 2016

Page 7

This project has been funded with support from the European Commission. This publication reflects the views only of the
author and the Commission cannot be held responsible for any use which may be made of the information contained therein
Project n° 2015-1-IT01-KA202-004831 - The Digital Workplace: skills for a changing work environment

2. Methodology
The objective that guided the fieldwork was to characterize telework programs from
the perspective of the employees and employers participating in them. In particular,
the survey aimed to gather information about the motivations that induce workers to
take telework, the main obstacles and advantages that have been found in this
practice and the most significant changes in travel habits that have been generated
from telecommuting, both for them and for the rest of the family.
The survey was spread among 12 countries in the context of Digital Workplace
project. They were surveyed a total of 110 teleworkers and employers who work in
companies belonging mostly to the educational sector, IT sector and professionals.
To make the survey, the consortium used on-line Internet system provided by the
company Portal de Encuestas (Spain), under the assumption that the target
population is familiar with the use of ICT and, in principle, is accustomed to complete
online forms used. This system has the advantage of not interfering with the link
between the firm and the worker. Also, respondents can complete the survey freely
at the time and place of preference.
Since we do not have information about the universe of teleworkers (in participating
countries), this survey is not statistically representative. However, the results provide
a good set of qualitative data about this group of workers that allows a first approach
to the subject under study.
For some of the questions in the survey it was possible to choose more than one
answer.
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3. Executive Summary
Workers who responded to the survey belong mostly to education sector,
professionals and IT sector.
Considering the size of the company, the most representative number of companies
was in the range of 0-10 employees (47%).
Considering the number of people doing telework the higher percentage was in the
range of 0-10 teleworkers (70%)
The composition by sex of the sample is 46% female and 54% male.
Teleworkers survey respondents are concentrated mostly in the age range from 35 to
49 years (61%).
Regarding the educational level, almost 34% of respondents own master’s degree.
Respondents perform mostly activities related to technical activity 19% and
management 22%.
With regard to the frequency of days used for teleworking the majority of
respondents indicated that the have no fixed hours and just teleworked ocassionally
(41%). For the 23% of respondents the average time for telework was 11-20 days
per month and the 15% of respondents always telework.
Respondents indicated that they have been developing telework for more than 3
years. The most selected option was 3-5 years of telework (43%).
For the places of telework, the main option selected was “Work at home some days
and other days work in the company premises” with 57% of answered. 26% of
respondents only work at home and 8% of respondents work at clients central
shares premises.
May, 2016

Page 9

This project has been funded with support from the European Commission. This publication reflects the views only of the
author and the Commission cannot be held responsible for any use which may be made of the information contained therein
Project n° 2015-1-IT01-KA202-004831 - The Digital Workplace: skills for a changing work environment

When analyzing the means of transport used by teleworkers, we can see that the
incidence of private cars is very noticeable. For the 21% of respondents the use of
car is the most used transport following by the use of public transport (9% of
answers).
For the majority of respondents the decision of telework was personal and employer
decision (52%).
Among the characteristics that respondents believe are most valued by companies to
offer the possibility of telework, being responsible is located in first place with 36%
of answers followed by having work discipline and organization 26% of answers.
Regarding the motivations for telework, responses focused on three: have more
flexible working hours (31%), secondly, balance between family/work and personal
life (20%) and third productivity (more productivity working from home) (13%).
The majority of respondents indicated that they have not received special training for
doing teleworking 87%.
The control of activity is mainly done by the fulfillment of objectives (indicated by the
72% of respondents).
Among the most important advantages of teleworking, respondents indicated they
are mainly linked to improvements in their quality of life. They indicated that
telework has a positive impact in the following aspects: content and organisation of
the work (86%), time management (79%), balance between personal and working
time, family and social life (76%), rest and pauses (74%), easier to fulfill tasks and
work (72%), improvement of productivity (70%), Motivation (64%), health (61%),
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personal development (59%), safety/stability (55%) and relationship between
income and expenditure (46%).
Regarding the disadvantages highlighted first the lower professional interaction with
peers and colleagues in the company (51%) and communication with employers
40%. Feeling part of the company has been also mentioned as disadvantage for the
47% of the respondents.
74% of the respondents prefer combining both modalities telework and physical
work.
72% of respondents would recommend telework but explaining the pros and contras
and finally 63% of respondents indicate that there are more advantages than
disadvantages in telewoking.
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4. Survey results
This part present the results obtained from the survey.

4.1 Company profile
4.1.1 Country
The questionnaire was distributed in 12 countries (through Digital Workplace
partners). 110 questionnaires were answered. 29% of the answered questionnaires
where located in Spain, 25% in Greece, 17% in Finland, 12% of answered came
from Italy, 9% from Germany, 2% from Belgium and 2% from France. There was a
residual participation from Argentina, Czech Republic, Estonia, Latvia and Portugal
with 1% of respondents (each).
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4.1.2 Sector of activity
Workers/Companies who responded to the survey belong mostly to education
services (34%), Professional services (28%) and IT services (23%). For the 10% of
participating workers/companies that answered “Other” the sector of activity
mentioned was:
-International Innovation
-Translation
-Social sector

May, 2016

Page 13

This project has been funded with support from the European Commission. This publication reflects the views only of the
author and the Commission cannot be held responsible for any use which may be made of the information contained therein
Project n° 2015-1-IT01-KA202-004831 - The Digital Workplace: skills for a changing work environment

-real estate managering
-Research
-Scientist, University
-Project designer
-European project design and management
-Lawyer
-Social media marketing and Tourism

May, 2016

Page 14

This project has been funded with support from the European Commission. This publication reflects the views only of the
author and the Commission cannot be held responsible for any use which may be made of the information contained therein
Project n° 2015-1-IT01-KA202-004831 - The Digital Workplace: skills for a changing work environment

4.1.3 Number of employees:
Regarding the typology of companies, 47% were micro-SMEs with a number of
employees between 0 and 10. The second percentage of participating companies
was big companies with a number of employees above 200 (26%). Companies with a
number of employees between 11 and 50 represent the 18% of participating
companies and finally, companies with a number of employees between 51 and 200
represents the 9% of participating companies.

4.1.4 Number of teleworkers:
To have an idea of the presence of teleworking in these companies the survey asked
for the number of people teleworking. The higher percentage is located in the range
of 0-10 employees with 70%.
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4.2 Your profile
This section was devoted to the characterization of the employee who answered the
survey.
4.2.1 Age:
The average age of teleworkers is concentrated in the range of 35-49 years (61%)
followed by the range of 25-34 years with 23%.
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4.2.2 Sex:
46% of participating people were women and 54% men.
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4.2.3 Education: What is the highest degree or level of school you have
completed? If currently enrolled, highest degree received.
The majority of participating teleworkers have a higher education level, 34%
Master’s degree, 20% doctorate degree and 22% professional degree.

4.2.4 Household Composition of teleworkers
Considering the household composition, 33% of the survey participants live in
couple, 34% with children and 20% of the respondents live alone. For the people
who answered other the answers were the following ones:
Multigenerational hosehold
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4.2.5 Employment Status: Are you currently…?
Mainly 55% of participants were employed for wages and 39% self-employed. For
the 4% of participants that answered other, the answers were:
Manager
Entrepreneur and a researcher with a scholarship for PhD
PhD candidate with salary
Full-time employed and an entrepreneur
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4.2.6 If working, Type of developed work:
In the case of the type of developed work, 19% of the people work in technical
activity and 23% in management. For the people who answered other (42%) the
main options were:
Educational, teaching (50%)
Journalist (10,26%)
Language and translation (5,13%)
Competence Management
Transportation
Research (7,70%)
May, 2016
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Planning and design, research
Production
European funds
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4.3 Teleworking activity description
This section is oriented to have information about teleworking habits and
experiences.
4.3.1 Number of years doing teleworking:
43% of the people participating in the survey have experience in teleworking for
more than 3 years and the 26% more than 10 years doing teleworking.

4.3.2 Please indicate the number of days per month teleworking:
Regarding the number of days teleworking the main option selected was “No fixed
hours, just occasionally telework (some hours per month)” with 41% of the answers,
on the contrary 15% of respondents always telework and 23% of the respondents
telewok between 11-20 days per month.
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4.3.3 Place of teleworking:
For the places of telework, the main option selected was “Work at home some days
and other days work in the company premises” with 57% of answers. 26% of
respondents only work at home and 8% of respondents work at clients central
shares premises.
For the respondents that selected other (9%) the main options indicated were:
Coworking
At home and while traveling
Abroad, various locations
Sometimes at home, sometimes at my own studio, sometimes in cafes etc.
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everywhere
Writitng requires only lap top and it is not fixed in a place.
Business travel (airports, hotels)

4.3.4 Travel habits of workers (when working personally at the company
premises)
For the 42% of respondents the use of car is the most used transport following by
the use of public transport (21% of answers). The 12% of the respondents work at
home.
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4.3.5 Travel habits of workers (when doing telework)
In the case of doing teleworking the preferred option is work at home with the 59%
of answers. For the 21% of respondents the use of car is the selected option and for
the 9% the use of public transport.
For the respondents that answered other (4%) the main options indicated were:
During official trips at the hotel
Depends on where I am - sometimes walk, sometime bike, sometimes public transit
and sometimes car
Coworking spaces
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4.3.6 How did you access to telework modality?
For the 39% of the respondents the decision of telework was taken by personal
decision, for the 9% it was employer decision and finally for the majority of
respondents 52% it was personal and employer decision.
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4.3.7 Qualities most valued by the company when offering telework
possibilities to employees
Responsibility with 36% and Work discipline /organisation with 26% are the most
valued qualities appreciated by companies for offering telework possibilities to
employees.
For the respondents who answered other (1%), the mentioned statements were the
following ones:
I cannot answer. In my company, everybody works from wherever they are; at
home, in a library/cafe, at the university even sometimes. We don't have company
premises, so no negotiation on who will telework
Proactivity
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4.3.8 Main drivers for teleworking:
Considering the main drivers for doing telework, the main driver was “have more
flexible timetable” with 31% of the responses and “balance between family /work
and personal life” with 20% of the responses:
For the respondents that select other 6% the main drivers were:
-porque no queda más remedio/ There was no choice
-Regular form of work in my trade (translation and language services)
-It is the only option that has emerged me
-Cost-reduction
-focus on specific issues
-work times are sporadic
- Traveling
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4.3.9 Have you been trained for teleworking?
Only the 13% of respondents were specifically trained for doing teleworking

4.3.10 Control of the work (telework) is performed by:
Regarding the control of the work, the 72% of respondents indicated that the control
is made by fulfilling objectives, 13% and 10% of respondents indicated that the
control of the work was made by recording time worked each day and each week
respectively.
For the 3% of respondents that answered other the mentioned statements were:
No control
Reporting
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4.4 Positive and negative effects of teleworking
This section is oriented to establish the positive and negative effects indicated by
teleworkers.

4.4.1 The implementation of teleworking in company, implied…. (Please
choose the four options you consider most important)
For the 19% of respondents the main impact of teleworking in the company implied
changes in working space (reduction of the space at office), for the 16% and 14% of
respondents the main impact is related to communication habits at work with
colleagues and employers respectively and 13% of respondents indicated that the
change of salary was other impact of teleworkers.
The 19% of the respondents indicated that there were no changes with the
implementation of teleworking.
For the 1% of respondents that selected other, the answers were:
-not sure
-Our company has always worked this way so no change in that sense
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4.4.2 Considering

your

personal

experience,

how

do

you

evaluate

teleworking effects in regards to the following aspects?
In this question we asked to the respondents to evaluate the impact (positive,
negative or not effect) in different aspect of their life of teleworking.
Considering the answer of respondents the negative impact of teleworking is related
in the area of communication /relation with colleagues and in the felling of being part
of the company. On the contrary, the positive impact is related to organisation of
work and personal time and the improvement of productivity.
Now we show the evaluation results for each aspects.
May, 2016
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4.5 Final considerations
4.5.1 Drawing a general balance, you prefer work …
For the 74% of respondents the combination of telework and physical work is the
best option. 13% prefer working physically at company premises and for the last
13% teleworking is the best option.

4.5.2 (Just if you live with other person/s) The people living with you
prefer your activity as teleworker?
45% of the respondents indicated that people living with them prefer their activity as
teleworker. 38% of respondents have no clear idea of this.
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4.5.3 Would you recommend teleworking to a friend?
72% of the respondents answered in a positive way the question, the 21% of the
respondents have no clear answer to this.
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4.5.4 Do you find there are more advantages or disadvantages to
teleworking?
In general 63% of the respondents find more advantages that disadvantages in
teleworking.

4.6 Other comments
-

About the 25th question, to tell you the truth I would do recommend
teleworking in a blended way, which mean that I would definitely explain
to a friend all the pros and cons of this mode of working.

-

Regarding question 26: there too many factors involved to make a clear
decision regarding Advantages or disadvantages.

-

If there are tasks at work one can easily full fill at home it is just waste
of time to travel somewhere to do those things. Only bad side I have
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noticed in teleworking has been lack of communication if people do it
randomly without informing the others. With planning and common
scheduling this problem could be solved.
-

At the office, so much time goes to social activities which are not
productive at all.

-

I just telework when I have to travel for meetings. Normally I work in
company premises
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5. Best practice /References
Compilation of best practices and recommendations for doing teleworking and
references.

5.1 Best practices /recommendations
-

Executive decision: Enterprise managers determine which jobs are
appropriate for telecommuting, not employees

-

Not all positions are suitable for telecommuting. As we see a rising
trend in telecommuting, it’s important to remember that just because your
employee is asking for the ability to telecommute doesn’t mean that the
requirements of his/her position are conducive to the arrangement. Review
the position description and consider the key requirements of the position. If
the employee is wishing to telecommute full time, will they be able to
successfully meet the needs of the position from a remote location? If the
employee is wishing to telecommute for a portion of his/her work week, will
he/she have enough work to maintain productivity and efficiency while
working remotely?
It’s also important to consider contractual and customer requirements, if
applicable; be sure to obtain all necessary approvals before allowing
employees to take customer or contract work to an outside location.

-

Not

all

employees

will

be

successful

in

a

telecommuting

environment. If you’ve determined that a particular position is suitable for a
telecommuting arrangement, it’s important to determine if the employee will
May, 2016
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be successful at executing the arrangement. Consider past performance; if an
employee has a poor performance record while working on site it is indicative
of how their performance will be from a remote location. A telecommuting
employee likely has to be able to manage his/her own tasks with little
oversight and direction from his/her manager.
Another factor to keep in mind is the manager’s ability to manage a remote
employee. Virtual management is different than managing an employee right
down hallway in the office; consider providing managers training on how to
effectively manage remote staff.
-

Hiring independent self starters. As you know, telecommuting’s not for
everyone. So if you plan on expanding your telecommuting opportunities you
need to make sure your workforce has the right qualities to use the program
effectively. You’ll want to find workers with strong communications skills and
the ability to stay motivated without someone looking over their shoulder.

-

Fit the job to telework: Allow only workers with certain types of jobs to
telework at first because it is difficult to fit the appropriate job task to
telework.

-

Learn about “job carving” and “job restructuring”: Most positions have
tasks within the position that can be done virtually. Job analysis and basing
performance reviews on measurable outcomes is critical for an employer to
reap the economic benefits of telework.

-

Focus on employee skills: Employers must identify employees with skills
related to tasks and job types that lend themselves to telecommuting such as
office functions, administrative tasks, research and analysis, customer service
and claims review.
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-

Qualified privilege: Employees must meet performance standards to be
considered, including the ability to work independently and productively with a
high degree of accountability

-

Telecommuting is a privilege, not a right. If you’ve executed a
telecommuting agreement with and employee and find that it’s just not
working you may determine that the position or the employee is not suitable
for telecommuting as you had originally thought. If a telecommuting
arrangement is interfering with business operations, it’s okay to reconsider.
Starting that the arrangement will be regularly revisited in a telecommuting
agreement along with consistent performance management and employee
feedback by the manager, the employee should be aware that the
telecomumuting arrangement isn’t successful.
In an effort to remain competitive in the market and provide a working
environment that provides employees with the work/life balance they are
looking for, you may want to consider implementing a telecommuting program
at your organisation.

-

Revoked rights: Managers should allow for one week’s notice if they decide
to terminate a telecommuting agreement

-

Expense report: Additional expenses incurred by telecommuting employees
can be reimbursed if pre-approved by managers

-

Timely concern: Telecommuting does not change the amount of hours that
a staffer works

-

Stick to a schedule. The whole point of having a flexible schedule is just
that- to be flexible. But when your work days start and end at various times
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throughout the week, it can be hard to keep up your productivity level- and
your focus.
So try to stick to a schedule that is somewhat steady and regular to ensure
that you stay on top of your workload.
And while dreaming of being a digital nomad and travelling the world while
you work sounds like a romantic remote adventure, determine if that really is
the best fit for you and your lifestyle.
-

Remember to take breaks. While many employers (particularly those who
haven’t experienced the massive benefits of having a remote workforce) are
hesitant to let their team work remotely for fear of them stacking off, it turns
out that the opposite is true.
Studies show that telecommuters are more productive than their in –office
peers. And once you get into the work groove, it’s easy to lose track of time.
While it might seem that would be good for getting work done, it can actually
put you on the fast track to burning out.
Remember to take breaks every hour or so for at least five to ten minutes. Get
up, stretch your legs, and take a mental break from work. You’ll come back
refreshed and renewed- and ready to tackle that report.

-

Parental Duties: If children are present in the place where a worker
telecommutes, another individual must be present to provide care.

-

Attendance required: Telecommuters must be present at all mandatory
meetings. Managers will determine if teleconferencing is acceptable on a
meeting-by-meeting basis.
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-

Proprietary interest: regardless of whether the telecommuter uses his or
her own computer or an enterprise-furnished one, all corporate data and
sensitive information remains the property of the company

-

Footing the Bill: If the telecommuter uses his or her own equipment, the
business is not obligated to repair or service it.

-

Be ready for telework: Employers indicate that company-wide support had
been recommended by those working remotely and their supervisors to
encourage and manage telework.

-

Address potential risks: For some companies introducing telework may
require additional preparation and cost such as investigating availability of and
cost for purchasing assistive technology needed for an employee with a
disability to work from home.

-

Assess manager and supervisor resistance: The majority of managers
perceive that ability to monitor a person’s performance is only possible “at the
office”.

-

Pay attention to overall job market conditions: Demand for a larger,
more skillful workforce expedites the merits of introducing telecommuting into
the organisation and increasing the possibility that qualified job seekers,
including those disabilities, will be viable candidates.

-

Technology is key. Make use of technology: What makes for a successful
telecommuting program is the technological support behind the employee. Email, web-conferences, phone conferences and internal websites or networks
that can be accessed from a remote location all contribute to a thriving
telecommuting program. Take a look at your organization’s IT infrastructure
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and determine if your employees will be able to access the information, and
other employees, necessary to do their job.
Remote workers need to be given technology that allows them to work in
diverse settings and overcome obstacles when unexpected circumstances
arise. Ensure that your mobile workplace has the following capabilities:
o A laptop with wireless adapter
o Reliable internet access
o Secure remote access to the company’s internal network
o Access to shared digital drives, databases, and regularly used computer
programs from multiple locations or computers
o An instant messaging tool for quick, efficient online dialogue between
colleagues. Access to corporate messaging systems (SMS, IM,
voicemail, email, teleconference facilities...)
o Email capable of being accessed remotely, perhaps hosted “in the
cloud”, on an external digital server
o Mobile phones, along with the ability to tether that device to a mobile
laptop and connect to the Internet anywhere the phone has cellular
service
o Creation and use of digital signatures in writing and PDF applications
There are a big number of resources to help make you and you remote
worker’s lives easier. It’s important to know what the latest innovations in
technology are and make an effort to adopt them. Access to e-mail and the
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company Intranet is a start but there are other available technologies that can
help build stronger teams and improve overall organisation.
-

Invest in your equipment. During your office days, you might have left
your computer on all night or let dust accumulate on your monitor like a light
snowfall. Now that you’re are a telecommuter, you have to make and
investment in both yourself and your equipment.
After all, you can’t expect to produce stellar work on subpar equipment. That’s
why you need to purchase the best equipment that your budget can buy.
Search for good sales on computers, monitors, printer/scanners/fax machines
to make working remotely easier.

-

Clearly

communicate

your

expectations

as

an

organization.

Telecommuting arrangements are most successfully executed when all parties
are aware and are in agreement of what that arrangement entails. It is
recommended that employees are required to sign a Telecommunting
Agreement

that

outlines

the

various

aspects

of

the

telecommuting

arrangement. Items to consider including in this Telecommuting Agreement
include:
o The agreed upon telecommuting schedule
o What constitutes and approved remote work space
o Expectations of availability during core business hours
o Maintaining proprietary and confidential information
o Employee’s approved work space is considered and extension of your
organisation and during work hours while the employee is performing
work functions all company policies are still applicable
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o Worker’s compensation while working remotely
o Liability waiver for your organisation for loss or damage at an
employee’s home
o Requirements for daycare or dependent care during working hours
o Expectations for conducting meetings with other employees and clientstelecommunting employees may be required to come to a normal
working location on occasion for business purposes
o Employees and managers will regularly revisit the telecommuting
arrangement and determine if it is appropriate and effective for
telecommuting arrangement to continue
-

Facilitate a teleworking protocols meeting with your team: Host a
conversation to identify your organizational norms and protocols for
teleworking to reach consensus on what “teleworking as a team” looks like for
your work environment.

-

Communicate often. E-mail, instant messages. The good old-fashioned
phone. People choose to communicate in a variety of ways. One of the biggest
telecommuting best practices is to communicate-frequently and clearly. In the
remote workplace, there’s no such thing as too much communication.
Remember, without being face-to-face with your remote team, a lot can get
lost in translation. That can have very damaging results not only to your own
work, but can also affect your coworkers.
So reach out by whatever means you feel most comfortable with, but always
keep in touch with your team.
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-

Setting up times for regular updates and feedback. Consistent
communication is key because telecommuters may feel like if they’re out of
mind. Setting up regular update and feedback sessions can help them feel like
they still have a voice, as well as help managers keep tabs on worker’s
progress. It’s also important that managers use these communications to
recognize telecommuter’s hard work to keep their morale from dipping.

-

Spelling our goals and expectations ahead of time. Be sure
telecommunters understand what’s expected of them from the get-go. In
addition to setting performance goals, this may mean explaining your
expectation that an employee be reachable during certain hours of the day,
regardless of their location. Ideally, you’ll want to put these details in writing
and have telecommuters read and sign the document so it’s clear they
understand what’s expected of them.

-

Stay social. You would think that with all the free time you have that you
would be fighting off lunch invitations and impromptu get-togethers. And that
might be the case when you first star telecommuting
But after a while, you’ll find that your family and friends- as well as you- will
start treating your work at home job as if you where in a regular office and
won’t bother you during work hours.
Since you are working it can get lonely.
Make sure to stay social by scheduling lunch date, taking a class, even taking
your time for a run in the park. By making an effort to be social, you’ll fight off
any loneliness that can come from working remotely.

-

Stay connected: Ensure all team members know the best and expected
vehicles for communication. Commit with each other to an acceptable
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response period. Be just as responsive to direct reports and colleagues as you
expect them to be.
-

Get physical. Staying physical is an important part of your overall well-being
and is critical for remote workers, who can sometimes let exercise fall by the
wayside. Take time to take care of yourself by engaging in some sort of
exercise for at least half an hour every day.

-

Make an effort to be social with your colleagues. It’s easy to get caught
up in your own little bubble when you telecommute and lose some contact
with the outside world- and even you own team. In order to stay connected
with your team and your company, you’ll have to make an effort to stay in
touch.
Most remote companies have a variety of communication tools and programs
to give their remote workers a chance to connect on both a professional and
personal level. Be sure to take advantage of these, so that you can forge a
connection with your coworkers that goes beyond just work.

-

Have a to-do list. Some people swear by to-do lists. Others prefer to wing it
through their workday. Thing is, to-do lists can keep you on track far better
than trying to remember everything you need to do during your day.
The goal, though, is to not overload yourself with a dozen to-dos, because
you’ll only wind up getting frustrated when you’re not able to check everything
off your list.
So at the end of your workday, pick the top three things that you’d like to get
done by tomorrow and then write them down. Putting the hardest item first
ensures that you’ll get it done and will give you the momentum to get through
the rest of your list.
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-

Build a trusting environment: Use telework as an opportunity to foster
trust between employees and management. Rigid monitoring of employees’
daily activities hinders productivity and creates and environment of distrust,
while established and agreed upon metrics for productivity ensure long-term
success while teleworking.

-

Monitor performance: Hold employees accountable for their work fairly and
promptly. Telework does not create inefficiencies, but rather exposes them.
Host check-in opportunities for mobile and in-office team members.

-

Be transparent: Use shared calendars, instant messenger, email out-off
office messages, desk signage, and other transparent communication vehicles
to inform you team member of you work status.

-

Manage by results, not by physical presence: Do not confuse worker
activity with the results those activities produce. Establish a clear definition of
objectives and performance indicators, and ensure close monitoring of those
indicators along with ongoing training for teleworking employees.

There are many telecommuting best practices that any remote worker, regardless of
industry, can utilize. That way, you can make the most of your remote job and have
the work-life balance that we all seek.

5.2 References
-

http://www.cioinsight.com/it-management/workplace/slideshows/nine-bestpractices-for-telecommuting
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-

(MITE) Midwest Institute for Telecommuting Education.
http://www.worksupport.com/resources/viewContent.cfm/370

-

http://www.helioshr.com/2013/11/best-practices-to-consider-whenimplementing-a-telecommuting-program/

-

https://remote.co/8-telecommuting-best-practices-to-maintain-productivity/

-

http://www.gsa.gov/portal/category/102107

-

Teletrabajo, cambio climático y políticas públicas (Spanish)
http://www.trabajo.gov.ar/downloads/teletrabajo/encuesta_a_teletrabajadore
s_caba.pdf

-

Estadísticas del teletrabajo en América del Sur (Spanish).
http://es.slideshare.net/SimonRodriguezEscalo/estadisticas-del-teletrabajo60921293

-

Estadísticas del teletrabajo en Europa (Spanish)
http://www.slideshare.net/mariaortegano/estadisticas-de-teletrabajo-eneuropa

-

El enfoque del género aplicado a la relación teletrabajo – medioambiente
(Spanish) http://convega.com/PortalTele/medioambiente_teletrabajo.pdf

-

Telework in Europe (English)
https://www.eurofound.europa.eu/sites/default/files/ef_files/docs/eiro/tn0910
050s/tn0910050s.pdf
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6. Appendix: tool-set
The survey was composed by 27 questions related to the experience of the
teleworkers, identification of the profile of teleworkers, expectatives of doing
teleworking, etc.

QUESTIONNAIRE FOR TELEWORKERS AND EMPLOYERS
COMPANY PROFILE
Country
EU27 (selection country)
Sector of activity
IT sector
Professional Services (journalist, lawyers, designers,..)
Manufacture
Education
Health
Financial Intermediation
Other, please specify

Number of employees:
0-10
11-50
51-200
>200
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Number of teleworkers:
0-10
11-50
51-200
>200

YOUR PROFILE
Age:
18-24
25-34
35-49
50-65
>65

Sex:
Male
Female

Education: What is the highest degree or level of school you have completed? If
currently enrolled, highest degree received.
Primary school
Secundary school
Trade/technical/vocational training
Associate degree
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Bachelor’s degree
Master’s degree
Professional degree
Doctorate degree
Other, please specify

Household Composition of teleworkers
Couple
Alone
Children
Mother/Father
Brothers/Sisters
Others, , please specify

Employment Status: Are you currently…?
Employed for wages
Self-employed
Out of work and looking for work
Out of work but not currently looking for work
A student
Military
Other, please specify

If working, Type of developed work:
Administrative
Commercial
Technical
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RRHH (Human Resources)
Marketing
Other, please specify

TELEWORKING ACTIVITY DESCRIPTION
Number of years doing teleworking:
0-2
3-5
6-10
>10

Please indicate the number of days per month teleworking:
No fixed hours, just occasionally telework (some hours per month)
1-5 days per month
6- 10 days per month
11-20 days per month
Always telework

Place of teleworking:
Only work at home
Work at home some days and other days work in the company premises
Work at clients` premises
Work from a central shared resources
Other, please specify
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Travel habits of workers (when working personally at the company premises)
No travel. Work at home
Walking to work
Use of car
Use of bicycle
Use of Motorcycle
Use of public transport (bus, metro, train)
Others, please specify

Travel habits of workers (when doing telework)
No travel. Work at home
Walking to work
Use of car
Use of bicycle
Use of Motorcycle
Use of public transport (bus, metro, train)
Others, please specify

How did you access to telework modality?
Employer decision
Personal decision
Both

Qualities most valued by the company when offering telework possibilities to
employees
Company reputation
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Own initiative / request of the employee
Commitment to the company
Responsibility
Work discipline / organization

Main drivers for teleworking:
It is the policy of the company. I had no choice
Avoid traveling
I'm more productive from my home
Balance between family / work and personal life
Maternity / paternity leave
Have more flexible timetable
Health Issues

Have you been trained for teleworking?
Yes
No

Control of the work (telework) is performed by:
Record the total time (hours per year)
Record time worked each day
Record time worked each week
By fulfilling objectives
Other, please specify
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POSITIVE AND NEGATIVE EFFECTS OF TELEWORKING
The implementation of teleworking in company, implied…. (Please choose
the four options you consider most important)
Staff reduction
Change in the salary
Change in the working space (reduction of the space at offices)
Change in the communication habits at work (with colleagues)
Change in the communication habits at work (with employers)
Increased labor unrest
Reduction labor unrest

Considering your personal experience, how do you evaluate teleworking effects in
regards to the following aspects?
Positive

Negative

Content and organisation of the work
Recognition of your work
Productivity/

Improvement

of

productivity
Relationship/Communication

with

employers/Company

May, 2016

Page 66

No effect

This project has been funded with support from the European Commission. This publication reflects the views only of the
author and the Commission cannot be held responsible for any use which may be made of the information contained therein
Project n° 2015-1-IT01-KA202-004831 - The Digital Workplace: skills for a changing work environment

Relationship/Communication

with

colleagues
Professional/career projection
Education and training
Time management
Relationship

between

income

and

expenditure.
Moonlighting
Health
Alimentation
Rest and pauses
Balance between personal and working
time, family and social life
Personal development
Safety/Stability
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Motivation
Easier to fulfill tasks and work
Feel part of the company
Improvement

of

employment

opportunities
Work more hours
More expenses at home (equipment and
services for telework at home)

FINAL CONSIDERATIONS
Drawing a general balance, you prefer work …
In person (going to the office)?
Telework
Combining both modalities?

(Just if you live with other person/s) The people living with you prefer your activity
as teleworker?
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Yes
No
I don’t Know

Would you recommend teleworking to a friend?
Yes
No
I don’t Know

Do you find there are more advantages or disadvantages to teleworking?
Advantages
Disavantages
I don’t Know
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