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REPORT ON STAFF LATENESS

Terms of Reference

Louise Wang, Personnel Manager has requested this report on staff
lateness at the new Beijing office. The report was to be submitted
to her by April 20.

Procedure

QOut of 24 members of staff, 23 were surveyed about:
1. Their method of transport

2. Time taken to get to work
3. Problems encountered
Findings
1. All staff are late at least once every two weeks.
2. Ten members of staff use the subway, two use the bus, six travel by
car, and five travel by bicycle.
3. Traveling time varies between 20 minutes and one hour.
4. All staff experienced problems.
I . All members of staff experienced delays on the subway (Circle
and the First Line) due to:
1) Signal problems
2) Engineering work
3) Overcrowding



4) Poor train frequency on some lines

Il . Members of staff who use the bus experienced delays due to
traffic jams.

[. Members of staff who travel by car also experienced delays due to
traffic jams and two had problems parking, particularly on
Mondays and Tuesdays.

IV. Members of staff who travel by bicycle experienced delays

due to bad weather, vehicle problems and traffic jams as

well.
Conclusions
1. All staff using public transport are late because the subway and
bus services are unreliable.
2. A minority of members of staff who travel by car experienced
problems with parking.
3. The office opens at 9:00 a. m. and so staff are forced to travel
during the rush hour.
4. Members of staff are not leaving sufficient time for their journeys

which are extended due to delays.

Recommendations

1. Members of staff should leave longer for their journeys in order
to allow for delays.

2. Staff should investigate alternative routes and means of transport.

3. It is recommended that staff who travel by car and experience
parking problems use the new car park in Commercial Center,
which opens next week.

4. It is recommended that the Personnel Director investigates the
possibility of introducing a flexitime system so staff do not have
. to travel during the rush hour.



John Chao
Office Manager
April 18
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REPORT ON FLEXITIME

Terms of reference
It is requested on March 26, by the directorate who asked the Personnel
Department to investigate the possibility of the firm working “flexitime”,
and to make a report on the findings.

Procedure
1. All staff were interviewed on their needs for various time bands. Staff

were then interviewed on their preferences for various time bands.

2. A questionnaire was issued to all staff asking them to state which
time band they wanted.

3. The work done by the staff was observed to see if it was necessary for
all staff to be present during “core times”, and to ascertain when
precisely these core times are.

Findings

1. Staff needs and preferences

a) Staff needs
I . The major finding from interviewing staff on their needs
was that most of the working mothers needed to be free
from 3:30 in the afternoons. The reasons given were

(arranged in order of priority) :




3.

1) Collection of young children from school;

2) Being at home when their children arrived home from
school;

3) Preparing meals for the family between the hours of 5
and 7 p.m. ;

4) 19% of the staff are working mothers.

[ . Staff who had recently moved, or who had lived far away
from the firm for some time, needed extra time to arrive
punctually in the mornings.

b) Staff preferences
1) Approximately 60% of the staff interviewed would prefer
to arrive later in the morning. The periods ranged from
30 minutes to 3 hours later.
2) 25% of the staff interviewed would prefer to finish work
earlier than at present. This ranged from 30 minutes to 1

hour 30 minutes.

. The firm has close communications with other firms, departments and

local offices which do not operate flexible time. The firm relies

heavily on banking and post office services.

Core times

a) Checking on the validity, accuracy and urgency of forms,
documents and applications sent to the firm requires an efficient
and streamlined operatioﬁ. Some members of staff need to be
on hand to verify, cross-check and revise communications
ready for signing and dispatch. This contingency did not depend
on all office staff being present for consultation.

b) The greatest volume of telephoned requests for information
and advice was between the hours of 10 a.m. and 3 p.m.

c¢) The least busy period was from 3:30 to S p. m. , when public

calls fell away, and some work was left for the following

FHSIE B Wiitng



morning.

Conclusions

1.

4.

3.

There is a conflict between the 23% of staff who need to arrive
earlier in the day, and the 60% who would prefer to arrive later.
Most of the paperwork needs to be done earlier to be filed,
signed and dispatched while senior staff are available, and also to
catch the earlier postal collections. '

. The 19% of staff ~ the working mothers — who need to arrive

earlier and leave earlier would help to clear the backlog of work
from the previous day, but they would need to be helped by the
extra staff.

. There would need to be heavy discouragement of staff wishing to

arrive 2 hours and more later than at present.
We would need to test the degree of certainty about late arrivals.
Some staff are obviously not sure yet when they would prefer to

arrive.
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To: Liu Xiaona

From: Zhou Zhaoguang

Date: Aug. 18, 2003

Subject : Feasibility of Flexible Working Hours

This report concerns the feasibility of allowing workers to start and stop

work at the times that suit them best, a practice known as flexitime. Of
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course, we all understand that every one would still work a total of 40
hours per week, as we do now. This idea of flexible working hours was
first presented to the directors by some of our workers, many of whom
have young children in school.

The Personnel Manager was asked to look into the question, and his
study had two aspects. First, he looked at the experience of other companies,
and second, he looked carefully at our own working arrangements.

After studying flexitime arrangements at four similar companies, the
Personnel Manager reported several advantages: Parents of school-age
children were able to fit their work hours to those of their children,
workers could choose to work during hours they could be most productive,
and worker attitude improved because of more choice in work time.
There were, however, some disadvantages as well: Sometimes there
were not enough workers in some departments at crucial hours of the

day, and it took a while to iron out confusion about schedules.

Next, we asked all employees of our company to predict the hours they
would probably choose to work. This information was then circulated to
all heads of department for comment. The department heads were asked

to look in particular at possible problems and their solutions.

After studying all this information, a committee that included a representative
from every department decided to try flexitime for a period of 3 months,
starting April 1. At the end of that period, the committee will make a

final decision.

Zhou Zhaoguang
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Presented by
John Smith
Director of Sales of the Branch of Far East
June 20, 2003




