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FLEXIBLE WORK ARRANGEMENTS 
BREAKOUTS ς TELECOMMUTING 

1 



Draft ï for discussion purposes only 

Welcome!  
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Introduce your: 

 

o Name 

o Role in the organisation 

o 9ȄǇŜŎǘŀǘƛƻƴǎ ŦǊƻƳ ǘƻŘŀȅΩǎ ǿƻǊƪǎƘƻǇ  
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.ŜŦƻǊŜ ǿŜ ƎŜǘ ǎǘŀǊǘŜŘΣ ǊŜƳŜƳōŜǊ ǘƻΧ  
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o Make full use of the Participant Handbook 

 

 

 

 

 

 

o Actively participate and ask questions to gain 
the most out of the session 

o Put your phones on silent mode 

o Network and learn from one another 

Contains: 
o Workshop materials to guide 
ǇŀǊǘƛŎƛǇŀƴǘǎ ǘƘǊƻǳƎƘ ǘƻŘŀȅΩǎ 
session 

o Job aids to support participants 
in the implementation of 
telecommuting  
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hōƧŜŎǘƛǾŜǎ ƻŦ ǘƻŘŀȅΩǎ ǿƻǊƪǎƘƻǇ  
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o Provide an introduction to Telecommuting as a Flexible Work Arrangement  

o Provide an overview of the Telecommuting implementation approach 
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1.0 Flexible Work Arrangement ς Telecommuting 
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What is telecommuting?  

Examples 

Work Location for Employee A:  

Monday Home 

Tuesday Office 

Wednesday Wifi enabled location 

Thursday Office 

Friday Home 
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Definition: 
 
Work from home or anywhere 
other than the home office 
enabled by information and 
communications technology   

Work Location for Employee B:  

Monday Office 

Tuesday Office 

Wednesday Home  

Thursday Office 

Friday Wifi enabled location 
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Example telecommuting scenario  
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Bangsar KLCC Bangsar South Bangsar 

7.30a.m. 8.30a.m. 2.00p.m. 4.00p.m. 

Starts journey from 
home to work  

Heads to client site 
for meeting  

Heads home to continue 
working: 

Á Stays in touch with 
organisation 
through instant 
messaging  

Á Delivers work as per 
stipulated timeline  

Works from office 
as usual  
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How does telecommuting work? 
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Iƻǿ Řƻ LΧΚ ¸ƻǳ ǎƘƻǳƭŘΧ 

Set clear KPIs and measure performance by 
output, not presence in the office 

Manage performance?  

Manage team collaborations? 
Set days for working on-site and have 
avenues for virtual collaborations 

Ensure work continues?  
Provide adequate equipment, infrastructure 
and round-the-clock technological support   

Create strong network security controls and 
limit availability of confidential data  

Ensure security of confidential 
data? 

Manage costs incurred?  
Purchase laptops in hardware replacement 
cycle, employees to use personal internet  

Ensure no abuse of arrangement? 
Pilot with top talents and set clear 
disciplinary actions for cases of abuse  
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Who is telecommuting for?  
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For ŜƳǇƭƻȅŜŜǎ ƻƴ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǘȅǇŜ ƻŦ ǊƻƭŜǎΧ ΧŀƴŘ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǇŜǊǎƻƴŀƭ ŎƘŀǊŀŎǘŜǊƛǎǘƛŎǎΧ 

Requires little face-to- face interaction 
with co-workers and clients 

Able to work independently 

Independent of facilities, or servers that 
can only be accessed on-site 

Good time management skills 

Minimal handling of confidential 
information  

Strong past performance 

Requires travel or field work 
Able to work with little social 
interaction 

Tasks can be evaluated quantitatively/ 
qualitatively even if performed remotely 

Able to communicate effectively  
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Benefits of telecommuting 
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¢ŜƭŜŎƻƳƳǳǘƛƴƎ ǇƻǎƛǘƛǾŜƭȅ ƛƳǇŀŎǘǎ ŜƳǇƭƻȅŜŜǎΧ ΧŀƴŘ translates into business results  

Increased efficiency 
Increased employee 
productivity 

Greater personal 
engagement and satisfaction  

Increased attraction and 
retention of talent 

Reduced anxiety and stress Lowered operation costs 

Increased time for work 
Minimised impact to daily 
operations 
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Which other organisations have implemented 
telecommuting?  

To learn more about other organisations which have implemented telecommuting or other FWAs, visit  

Organisations with telecommuting arrangement  
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5ŜƭƭΩǎ άConnected Workplaceέ programme enables team members to 
telecommute up to 4 days a workweek. The focus of this programme is on the 
value of results rather than how team members work. 

PwC Malaysia flexible ǿƻǊƪƛƴƎ ƛƴƛǘƛŀǘƛǾŜǎ ƛƴŎƭǳŘƛƴƎ άFlexSpaceέ ǿƘƛŎƘ ŀƭƭƻǿǎ 
employees to choose where they work from as long as they remain 
connected and contactable. 

Accenture offers telecommuting, and this reduces time, costs, and stress of 
commuting for employees while helping Accenture reduce cost of fixed office 
space. 

http://www.flexworklife.my/


Draft ï for discussion purposes only 

How can I implement telecommuting in my organisation?  

12 

 

 

 

 

 

 

Implement 
telecommuting as 
one of 
ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ talent 
management 
strategy  

Implement 

 

 

 

 

 

 

Review pilot 
programme to 
determine long-
term 
implementation 
plans  

Review 

 

 

 

 

 

 

Design/ revise 
organisation 
policies and 
processes that 
would support the 
implementation of 
telecommuting 

 

 

 

 

 

 

Assess demand, 
supply, cost and 
benefits of 
implementing 
telecommuting 

 

 

 

 

 

 

Pilot a 
telecommuting 
arrangement for 3 
months (or up to 6 
months) to assess 
feasibility 

Pilot Design Assess 
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Case example: Dell, Malaysia  

 

 

 

 

 

 

ÁProgramme 
implemented in 
Cyberjaya and 
other regional 
offices in 2013 

Implement 

 

 

 

 

 

 

ÁInternal surveys 
indicate 
improvement in 
work-life 
satisfaction by 8 
points globally 

ÁReceived positive 
responses from 
employees  

ÁNo cases of 
arrangement 
abuse 

Review 

 

 

 

 

 

 

ÁProject team 
assembled to 
design HR policies 
and provide 
technology and 
facilities support 

ÁConducted 
manager and 
employee training 
via e-learning  

 

 

 

 

 

 

ÁIntroduced 
telecommuting 
ŀǎ ǇŀǊǘ ƻŦ 5ŜƭƭΩǎ 
Connected 
Workplace due 
to growing 
requests for 
flexibility 

ÁObtained buy-in 
from site 
leadership 

 

 

 

 

 

 

ÁProgramme 
piloted in 2012 
for 6 months  in 
Penang for non-
client facing roles 
to work: 

o Remotely (on-
site once/ 
month)  

o Mobile (on-site 
1-4 days/ week) 

 

Pilot Design Assess 
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1. Assess  

Implement Review Pilot Design Assess 

Costs and benefits 
ÁIdentify recurring and one-time costs 
ÁIdentify direct and indirect benefits 
ÁQuantify return on investments using business case calculator 

Demand 
ÁIdentify roles suited 

Supply 
ÁIdentify number of employees eligible and interested 
ÁDetermine suitable employees 

Key stakeholders 
ÁDevelop business case 
ÁPresent business case to key stakeholders to obtain buy-in  

Business Case 
Calculator 

(download from 
fleXWorkLife.my) 

N/A 

Key Steps Job Aids 

Eligibility Guidelines 
(page 33) 

14 

http://www.flexworklife.my/business-case/
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2. Design  

Implement Review Pilot Design Assess 

Key Steps Job Aids 
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Policies and expectation guidelines 
ÁDesign policies and expectations guidelines 
ÁRevise organisation policies to accommodate arrangement 
ÁEstablish clear application and approval process 

Policies and Expectation 
Guidelines 

(pages 34-35) 

Communication and reference materials 
ÁDevelop communication materials to convey implementation and 

its implications  
ÁDevelop materials to be used in briefing and future references 

Communications and 
Reference Materials 

(pages 36-37) 

Pilot approach  
ÁDevelop detailed pilot approach and workplan 
ÁDesign pre-pilot and post-pilot surveys  
ÁDesign pilot checkpoints 

Pilot Implementation 
Approach  
(page 38) 
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3. Pilot  

Implement Review Pilot Design Assess 

Key Steps Job Aids 

Pilot briefing  
ÁBrief pilot participants to align understanding 

N/A 

Pre-pilot survey 
ÁConduct pre-pilot survey to obtain baseline measure Pre-Pilot Survey 

(pages 39-40) 

Pilot checkpoint  
ÁConduct regular checkpoints during pilot Pilot Checkpoint   

(page 41)  

Post-pilot survey 
ÁConduct post-pilot surveys to gauge impact Post-Pilot Survey 

(pages 42-47) 

16 
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4. Review  

Implement Review Pilot Design Assess 

Key Steps Job Aids 

Review pilot  
ÁCompare pilot surveys to identify outcomes  
ÁReview and compare pilot outcomes to business case 

N/A 

Communicate success  
ÁProvide continuous updates on results of pilot  
ÁShare success stories from pilot to sustain momentum 

N/A 

Develop mitigation plans  
ÁIdentify challenges and develop mitigation plans to address 
ÁIdentify key success factors 

Issues and Mitigation 
Actions 

(page 48) 

17 
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5. Implement  

Implement Review Pilot Design Assess 

Key Steps Job Aids 

Determine feasibility of implementation 
ÁRevise business case to reflect actual outcomes (if applicable) 
ÁPresent pilot outcomes ǘƻ ƻōǘŀƛƴ ǎǘŀƪŜƘƻƭŘŜǊǎΩ buy-in 

Develop Implementation roadmap  
ÁIdentify roles to which arrangement will be made available 
ÁDetermine timeline and key milestones  
ÁRefine approach based on lessons learnt 

N/A 

Refine employee value proposition  
ÁReflect arrangement as ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ employee value proposition 

N/A 

Implement telecommuting 
ÁImplement for all identified roles and employees  

N/A 

N/A 

18 



Draft ï for discussion purposes only 

First steps to take in starting your journey  
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Á Provide your employees with technology 
connectivity (e.g. laptops and company instant 
messaging system) so they can work from 
locations other than the home office 

Á Allow your employees to work from home on a 
need basis (e.g. car breakdown) 

Á Allow your employees to work from home if 
they have just finished a meeting off-site in a 
location nearer to home than office  

Á Start measuring your ŜƳǇƭƻȅŜŜǎΩ ǇŜǊŦƻǊƳŀƴŎŜ 
based on output as opposed to effort/ time 
spent in the office 

Á Any other steps? 
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2.0 Focus Group 

20 
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Focus Group 
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Discuss and provide input on the following:  

ÁFeasibility of implementation in your organisation  
(10 minutes) 

ÁPotential barriers and challenges of implementing flexi 
hours 
(10 minutes) 

ÁTypes of support required to overcome these challenges 
(10 minutes) 

ÁSummarise and present findings 
(15 minutes) 
  

Note: You can use the Focus Group Discussion Guide in Page 32 of 
ȅƻǳǊ tŀǊǘƛŎƛǇŀƴǘΩǎ IŀƴŘōƻƻƪ ǘƻ ŦŀŎƛƭƛǘŀǘŜ ǘƘŜ ŘƛǎŎǳǎǎƛƻƴΦ 

 

45 minutes 
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3.0 Next Steps  
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Next sǘŜǇǎ ǘƻ ŎƻƴǎƛŘŜǊ ŀŦǘŜǊ ǘƻŘŀȅΩǎ ǎŜǎǎƛƻƴ 
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ÁStart a conversation with your management on FWA in your 
organisation 

ÁExplore the quantitative benefits and costs of FWA using the 
business case calculator  

Tip: You can download the business case calculator from 
flexWorkLife.my 

ÁStart planning for the implementation of FWA using the job 
aids provided  
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Any questions? 
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Find the right FWA for your organisation on flexWorkLife.my! 
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CƛƴŘ ŀ ŘŜŦƛƴƛǘƛƻƴΣ ŀƴ ƛƳǇƭŜƳŜƴǘŀǘƛƻƴ ƎǳƛŘŜƭƛƴŜΧ 

26 
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Χŀ ǎǳŎŎŜǎǎ ǎǘƻǊȅΣ ƻǊ ŀ 5ƛǾŜǊǎƛǘȅ !ŘǾƻŎŀǘŜ ǘƻ ƘŜƭǇ ȅƻǳ ƛƴ ȅƻǳǊ 
journey!  
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