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1. Purpose. The purpose of this regulation is to provide for
continuing review of civilian personnel office operations (1) to
effect systematic program anal ysis and evaluation: (2) to serve
as a basis for devel opnent of policies, prograns and standards to
meet | ocal needs: and (3) to identify and resol ve probl em areas.

2. Applicability. This regulation is applicable to all field
oper ati ng agencies (FQA).

3. Ref er ences.

a FPM 250
b. FPM 273
c. AR 10-20
d. CPR 250
e. CPR 299

4. Responsibilities. The civilian personnel nmanagenent program
is based on the principle of delegation of authority w thout

| osing control over policy and results. Personnel nmanagenent is
recogni zed as the responsibility of all who supervise others.
Wth this in mnd, our nethod for eval uating the personnel
managenent programis divided into three categories: (1) staff
supervision; (2) internal reviews and/or on-site reviews; and (3)
anal ysis and eval uation of the results of the reviews. Under
this concept, the Chief of Engineers is relying heavily on

Di vi sion Engineers to provide appropriate |eadership, training,
staff advice and assistance to D strict Engineers in discharging
t heir personnel managenent responsibilities. Wth increased
enphasi s placed on D vision Engineers for the review and

eval uation of Districts' civilian personnel program the report
of findings and the eval uati on nust be conprehensive and factual
to enable OCE to intelligently draw conclusions and eval uate the
personnel program Under this approach, staff visits by
representatives of the Gvilian Personnel Division, OCE, wll be
m nimzed unless the report of findings and eval uation indicate
probl em areas or the need for OCE assi stance.

Thi s regul ati on supersedes ER 690-1-250, 28 Apr 77.
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a. Division Engineers with operating personnel
responsibilities; D strict Engi neers and Commanders of Separate
FOA are expected to:

(1) Have a responsive civilian personnel nmanagenent program
that carries out the policies of the Gvil Service Conmm ssion,
Department of the Arny and the Chief of Engineers.

_ (2) Assure that enployees rights and privileges are observed
i n managenent deci sions.

~ (3) Advise and assist enployees and nmanagers in areas of
civilian personnel adm nistration.

(4) Take corrective action on all civilian personnel problem
areas and deficiencies as reported by the GCvil Service
Comm ssion, Departnent of Arny, Chief of Engineers and Division
Engi neers i nspections.

(5) Conduct a fornmal self-audit, at |east sem -annually, in
accordance with CPR 299, Subchapter 13, paragraphs 13-5 through
13-15, for legal and regul atory conpliance, and docunent results.

b. Di vision Engi neers with staff personnel responsibilities
are _expected to:

(1) Monitor and exercise control over the civilian personnel
managenent program at subordinate Districts.

(2) Evaluate how well subordinate Districts are discharging
the authority for managing the civilian workforce.

(3) Provide tinely and quality staff advice and assistance
to subordinate Districts.

(4) Keep the Chief of Engineers informed of the
effectiveness with which civilian personnel managenent is being
adm ni st er ed.

(5) Plan and conduct on-site visits to subordinate
Districts.

(6) Pass along effective programideas and techni ques from
one District to another.

(7) Assist subordinate Districts in conplying with required
actions of CSC, DA and OCE
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5. Standards of Performance. Appendix A wll be used by

Di vision Engineers in evaluating the civilian personnel
managenent program of subordinate Districts. Division Engineers
W th operating personnel responsibilities; District Engineers;
and Commanders of Separate FOA will use Appendi x A, the
references in Paragraph 3 above, and the procedures outlined in
CPR 299, for self-evaluation of their civilian personnel
managenent progranms. Appendix A is based on eval uation

gui dance and i nspection procedures listed in the references in
Par agraph 3 above.

6. Action required.

a. Division Engineers with operating personnel
responsibilities;: District Engi neers and Commanders of Separate
FOA will:

(1) Take corrective action on all civilian personnel problem
areas or deficiencies as reported in the |atest inspection or
revi ew conduct ed by higher authority.

(2) Conduct a self-evaluation to assess the effectiveness of
t he personnel program This review nust cover all functional
areas, using Appendi xes B and C, CPR 250 as gui dance, and include
an in-depth anal ysis of each of the 15 major program areas |isted
in Appendi x A, ER 690-1-250; docunent results; and furnish copies
of the results to the next higher echel on.

(3) Assess enployee attitude through questionnaires |isted
at Appendi x B and C, or devel op questionnaires locally. Appendi x
D provi des gui dance regardi ng the nunber of questionnaires to be
conpl et ed.

(4) Conduct the self-evaluation (paragraph (2) above) and
assessnent of enployees attitude (paragraph (3) above), within
15-18 nonths after the last Cvil Service or Departnent of the
Arny review, or review conducted under the provisions of this ER

b. Di vision Engi neers with staff personnel responsibilities
will:

(1) Review and eval uate the personnel nanagenent program
either by on-site visits; through review of self-eval uation
docunents submtted in accordance w th paragraph 6a(2) above; or
by a conbination of both, at each subordinate District within 15-
18 nonths after the last Cvil Service or Departnent of the Arny
review, or review conducted under the provisions of this ER As
a part of this process, a Division staff representative wll
conduct desk audits and job description reviews, as provided in
Appendi x D.
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(2) Provide District Engineers with a witten summary of
findings or analysis of their self-evaluation docunent, wth
recommendations for inprovenents and establish due dates for
acconpl i shing any corrective neasures.

(3) Maintain appropriate foll ow up, review response of
District Engineers, 1f appropriate, to ensure tinely corrective
actions, and use results of the reviewto identify problem areas
or as objectives for the Division personnel planning docunent.

(4) Based on this review of subordinate Districts, furnish
HQDA (DAEN- PEC-R) WASH DC 20314 a witten report covering each of
the 15 major areas listed in Appendix A wth specific comments
on act;ons taken or recomended on any deficiencies (RCS DAEN
PEC- 17) .

7. Evaluation and Followup by Ofice, Chief of Engineers.
Through anal ysis of reports received from comuand i nspections and
the requirenents contained in 6a and b above, the Cvilian
Personnel Division, OCE, will evaluate both staff and operating
program ef fecti veness, assess conpliance with personnel |aws and
regul ations, and determ ne necessity for OCE foll owup or

addi tional corrective action not cited in the report. Follow up
procedures incl ude:

~a. On-site visit to the FOA by representatives of OCE (and
Di vi sions, where applicable), to provide substantial program
assi stance or gui dance as required.

b. Witten functional guidance to resolve |ess conplex
problenms or to provide clarification of specific program
requi renents;

c. Assisting, or arranging for functional specialist(s) from
other FOAs to assist, the CPO 1n acconplishing necessary
corrective action, clearing backlog caused by an unusual or
unpr edi ct abl e workl oad requirenents, or to provide short-term
traini ng, where deened necessary.

8. The responsibilities of D vision Engineers, Europe and
Pacific Ocean will be carried out in accordance with CPR 254, ER
690- 1- 272 and servicing agreenents with the overseas Command.

9. The effectiveness of civilian personnel servicing furnished
by personnel offices of other Commands to Corps of Engi neers FOA
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| ocated in the Metropolitan Washington DC area will be covered as
a part of the OCE Command | nspection of that FQOA

FOR THE CHI EF OF ENG NEERS:

JAVESEE ELLIS _
Col onel, Corps of Engi neers
Executive Director, Engineer Staff

4 Appendi xes

APP A - Review and Eval
APP B - Enpl CQues

APP C - Supv Ques

APP D - Survey Cui dance
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APPENDI X A
REVI EW AND EVALUATI ON OF CI VI LI AN PERSONNEL ADM NI STRATI ON

1. Leadership and Support by Conmander.

a. Accountability.

Commander accepts his role in civilian personnel nmanagenent ?
Under st ands the authority he has? Accepts Cvilian Personnel
Oficer as nenber of his key staff? Commander has "open door"” to
Cvilian Personnel Oficer? Looks to CPOto brief himand staff
on civilian personnel matters?

b. Parti ci pati on.

Personal |y signs correspondence and directives prepared on
civilian personnel enphasis prograns? Opens civilian nmanagenent
training courses, semnars, conferences? Participates in

enpl oyee orientation progran? Refers to the mlitary-civilian

t eam concept in speeches, conversation, witten articles?
Participates in local civilian comunity activities? Displays
genuine interest in civilian personnel managenent and the
civilian workforce?

2. Division Civilian Personnel Oficer gquidance and assi stance.

a. Communication with Districts (tel ephonic, nenos,
conferences, staff reviews).

b. Participation in devel opnent of policies; in actions on
CSC, DA, OCE, and any other inspections and reviews of Districts.

3. Devel opnent and | ssuance of Policy Docunents.

a. Currency and availability of |ocal policies on the
fol |l ow ng:

Al cohol and Drug Abuse

Awar ds

Car eer Managenent

Conduct and Di scipline

Details

Enpl oyee Conpensation (Disability & Death)
Executi ve Devel opnent

EEO (Action Oficer Responsibilities)
Gievances and Appeal s

Hours of Wbrk and Leave

| nt r a- Managenent Conmuni cati on

Job Action Contingency Actions

Labor Rel ati ons

A-1



ER 690- 1- 250
7 Mar 78

Managenent - Enpl oyee Rel ati ons

Merit Placenent and Pronotion

Pay Entitlenent, Including FLSA

Per f or mance Eval uati on

Pl an for Enpl oynent of the Handi capped

Position and Pay Managenent

Reduction in Force

Tr ai ni ng

Upward Mbility

b. Extent to which views of managers, first line

supervi sors, enployees and uni on organi zations are solicited and
considered prior to inplenentation of |ocal policies.

4. Equal Enpl oynment Opportunity (Action Oficer).

a. EEO Action Oficer appointed and functioning. How?

b. Action Oficer participates in the devel opnent of the EEO
Affirmative Action Plan.

5. Al cohol and Drug Abuse Prevention and Control Program

(ADAPCP) .

a. Gvilian Program Coordi nator (CPC) appointed and
oper ati onal .

b. Training provided the G vilian Program Coordi nator.

c. Training and orientation provided managers and
supervi sors.

~d. Adequate civilian enployee health services avail abl e on-
site to support the program or, arrangenents nmade to use
comunity resources for treatnent and rehabilitation?
e. Wirkforce infornmed of services avail abl e.
f. Counseling provided as required.
g. Any current actions? How handl ed? Results?

6. Recruitnment and Pl acenent.

a. Recr ui t nent .

(1) Division Recruitment Coordinator designated and
functioning. How?

(2) Staffing needs forecast. Extent! (inmnent needs,
short range, |ong range)

A-2
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(3) Supervisors involved in the devel opnent and
i npl enmentation of staffing plans. Action?

(4) Workforce naintained as near as possible to authorized
and funded strength, but within the range of 98-100%

(5) Support provided to and use nmade of special enploynent
prograns (handi capped, veterans, sunmmer hires, host enroll ees).

(6) Contacts established and maintained with colleges and
universities and on-canpus visits conducted, including those to
mnority institutions, and technical and non-technical schools.

(7) Recruitment sources utilized such as CO OP Program CSC,
Veterans Organi zations - Labor Unions - Local professional and
non- pr of essi onal organi zations. Paid advertising used?

(8) Action to seek out mnorities and fenal es?

(9) Vacancy announcenents posted.

(10) DOD priority placement programreceiving attention and
docunent ati on mai nt ai ned.

(11) Oversea recruitnent and processing given proper
attention.

b. Placenent.

(1) Merit Pronotion Plan current, clear and understandabl e.
(2) Enployees aware of basic nmerit principles, how the Merit
Pronotion Pl an operates, their responsibilities and opportunities

for advancenent.

(3) Methods for devel opi ng better candi date eval uati on and
techni ques realistic.

(4) Supporting records properly nmaintai ned and action fully
docunent ed.

(5) Enployees reaction to fairness of selections.

(6) Placenent foll ow ups nade.

A-3
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7. Car eer Managenent .

a. Executive Planning Board established and functi oning.
b. Career program nmanagers support in recruitnent process.

C. Recruitment situation/hire lag for career program
positions at mandatory referral |evels.

d. Tineliness of career referral lists and quality of
referrals.

e. Career records maintenance current. Need up-dating.
f. Jldentification of and neeting intern intake needs.

. Training and devel opnental opportunities for career field
personnel fully exploited.

h. Career Appraisals up-to-date and realistic. Follow up
syst em

i. SKAPS realistic, current, and reflect career patterns.

8. Training and Devel opnent.

a. Training Conmttee appointed and active in carrying out
prescribed planning, coordinating and eval uation functi ons.

b. Hi gh potential managers and executives identified and
devel opnent al assi gnnments pl anned.

c. Training program plans prepared, updated, and eval uated
for enployees in devel opnental assignnents; including career
interns and those in special enphasis prograns (Upward Mbility,
Vi et nam Era Vet erans, Wrker-Trai nee, CO OP students).

d. SF 50's prepared for special devel opnental assignnents.

e. Formal plans (IDP s) prepared.

f. New supervisors:

(1) Provided 40 hours of supervisory training within 6
mont hs of assignnent to supervisory duties.

(2) Provided 80 hours of supervisory training within 2 years
of assignment to supervisory duties.

A4
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g. Enployee self-devel opnent efforts actively encouraged and
supported by managers and supervisors. (Professional
regi stration and licenses)

h. Training program eval uated at | east annually.

9. Position and Pay NManagenent.

a. Position Managenent O ficer (PMO designated and
responsibilities assigned - Understood and functi oning.

b. Effect of high grade position and average grade control
obj ectives on position and pay nmanagenent.

c. Regular and ongoi ng coordi nated position mangenent
studi es conpl eted and foll ow t hrough acconpli shed.

d. Survey requirenments conpleted during last fiscal year and
status of current FY survey acconplishnents.

e. Extent of supervisors participation in annual survey
process.

f. Systeminitiated for nmonitoring and controlling work
assignnments (details).

g. Use of DA standardized job descriptions.

h. Pay accuracy rate as close as possible to 100% but not
| ess than 93%

i. Positions (filled and vacant) reviewed for necessity.
J. Job description changes furnished on a tinely basis.

k. Copies of job descriptions provided enpl oyees and
cl assification standards nmade avail abl e to enpl oyees.

_ . FLSA status docunmented on job descriptions and workforce
i nformed of the provisions of FLSA

10. Labor Rel ati ons.

a. Labor relations policy statenent or regulation issued.
b. Labor relations officer designated.

C. Labor rel ati ons counsel or established in Ofice of
Counsel

A-5
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d. Supervisors and managers trained in requirenments and
procedures in contract negotiations admnistration.

e. Degree of effectiveness in negotiations; and in resolving
conpl ai nts.

f. Work stoppage contingency plan current.

11. Management - Enpl oyee Rel ati ons.

a. Communication information system established.
b. Personnel policies and changes communi cated to workforce.

c. Systemestablished for nonitoring and rectifying problem
areas (sick | eave usage, loss rate, disciplinary actions).

d. Conplaints, grievances and appeals processed on a tinely
basi s.

e. Supervisors execute full-range of responsibilities.
f. Adequacy of working conditions and of enpl oyee services.
g. Individual counseling provided, as necessary.

h. Assessnent of enployees attitudes - Results of
questi onnaires.

12. | ncentive Awards and Suggesti ons.

a. Awards.

(1) Extent of support by Commander and top managenent
officials, including the devel opnent and distribution of policies
and procedures.

(2) Effective use of honorary awards system begi nning at
m d-career levels. Has specific programrequired by OCE
Suppl enment 1 to AR 672-20 been established? How nany nom nati ons
for higher |evel awards have been submtted annually during the
past three cal endar years?

(3) Incentive Awards Conmmittee established and functi oning.
(4) Use of Awards in relation to DA guidelines.
(5 Extent of efforts to assure a bal anced distribution of

awar ds bet ween supervi sor/ non-supervisor, WGGS, minorities and
wonen. Descri be i nbal ances and corrective acti on.

A-6
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(6) Gallery of distinguished civilian enpl oyees established?
Locati on?

b. Suggestions.

(1) Program actively pronoted including Commander support,
participation, devel opnent and distribution of policies and
procedures and pronotional canpaigns.

(2) Quality and quantity of suggestions in ternms of
significant inprovenents in efficiency of operations and
productivity. (Tangible benefits)

(3) Tineliness of evaluations and backl og experience vs DA
goal s.

13. Program Pl anni ng, Sel f - Eval uati on and Feedback System

a. Pl anni ng.

(1) Personnel program docunent devel oped wi th nmanageri al
i nput, geared to | ocal needs, including itens of action and tine
frames for conpletion, and includes DA and OCE goal s and
obj ecti ves.

~ (2) Mobilization planning docunent issued, and relates to
m ssion requiremnments.

(3) Al applicable pre-energency checklist actions current
and conpl ete and neet requirenents of CPR 910 and ER 690- 1-910.

b. Self-Eval uation.

(1) Conplete staff visits of Districts by D vision and
mai ntai n foll ow ups on any problem areas until resol ved.

(2) Systemdesigned to assess program status agai nst DA and
OCE requirenments and | ocal program objectives.

(3) Self-audits conducted as required by paragraph 4a(5), ER
690- 1- 250.

_ (4) Degree of conpliance with |atest CSC, DA and COCE
i nspections or reviews on recomended action areas.

C. Feedback System

Commander and operating officials furnished neani ngful feedback
i ndicating progress and problens and actions tailored to
organi zati onal needs, to inprove performance.

A-7
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14. Effectiveness of Autonmati on System

a. Processing personnel actions. (Tineliness)

b. Extent of use of conputerized information (reports,
suspense listings etc).

c. CIVPERSINS error/rejection experience.

15. Cuvilian Personnel Ofice Operations.

a. Delegation of authority on record.

b. Organization and functions in accordance with regul ations
(CPR 250.5; ER 10-1-2; ER 690-1-272).

c. Allocated resources (staffing).
d. Program effectiveness.

(1) Violation Rate.

(2) Self-audit system

(3) Visits to supervisors and to field sites established and
mai nt ai ned.

e. Physical Facilities.

(1) Adequate - sufficient.

(2) Areas available for privacy or confidential interview

A-8
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APPENDI X B
EMPLOYEE QUESTI ONNAI RE

The Corps of Engineers is conducting a survey of how civilian
enpl oyees feel about their jobs and work situation. |In order for
your response to be useful, however, it is inportant that you
answer each question carefully and honestly.

For sone questions you nmay feel you do not have enough
information to respond (for exanple, you may be a new enpl oyee).
It is requested that you answer as best you can based on the

i nformati on you have.

GENERAL | NSTRUCTI ONS

1. Read each question carefully, then circle one answer for each
questi on.

Circle answers in pencil or by ball point pen.
C eary mark any answer you wi sh to change.

Do not wite your nane or social security nunber on the
questi onnaire.

EMPLOYEE QUESTI ONNAI RE

1. Do mlitary and civilian enployees at this installation
usual ly work well together?

a. Yes

b. No

C. Don't know

2. Are you serving at a grade |level below that held on a
previ ous” j ob?

a. Yes
b. No
3. How would you rate this installation as a place to work?
a. Excellent
b. Good
c. Fair
d. Poor
e. No opinion - new enpl oyee

4. How do you rate your boss as a supervisor?

a. Qutstanding

b. Above average
c. Average

d. Below average
e. Unsatisfactory

B-1
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5. Wien you do a good job, does your supervisor let you knowit is appreciated?

a. Always or usually

b. ApFrOX|nater one-half of the time

c. Seldom or never

d. Don't know or unsure
6. Do you think that enployees who have recei ved cash awards for ﬁerfornance )
(Sust ai néd Superior Performance, Quality Step Increase) are anong the nost deservi ng?

a. Always or usually

b. ApFrOX|nater one-half of the tine

C. dom or never

d. Don't know or unsure
7. Wth respect to the "Suggestion Prograni your supervisor

a. Encourages and assists you in preparing and submtting suggestions

b. Encourages but does not” assist you |n_subn1tt|ng suggesti ons

c. Tells you that you can submt suggestions, but does not actively

encourage you to do so

d. Discourages you from submtting suggestions

e. Has toldyou little or nothing about the program
8. How much work are you given to do?

a. Too much to be able to do a good job
b. About the right amunt
c. Too little to keep nme busy
d. New on the job

9. Are enpl oyees working at their grade |evel ?
a. Higher graded enpl oyees do too nuch | ower |evel work
b. Lower graded enpl oyees do too nuch higher |evel work
c. Enployees do work equal to their grades
d. Don't” know

10. The grade of your job is based on which one of the follow ng
a. How well you do your work
b. How much work you do = ] o
c. Duties and responsibilities of your job description
d. Don't know

11. Has your supervisor discussed the accuracy of your job description with you in the
past”year or so?

g. KSS

c. No. | have only recently been assigned to this position
12. Does your job description describe your main duties?

a. Yes

b. No

c. Don't know

13. Do ¥0u usual ly feel free to approach your supervisor to discuss
matters which are of concern to you?

a. Yes
b. No
c. Not sure

14. What is your main source of information about pay, |eave,
retirement or other personnel natters?

Your supervi sor

The "grapevi ne" .

Your union representative

(@] ¥I|Ian Personnel O fice
er

Pooow

B-3
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16.
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21.

22.

23.

24.
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If you did sonething your supervisor did not |ike, do you think he would give you a
chance to explain "your side of the story"?

a. Yes

b. No

c. Don't know

Your supervisor uses performance appraisals to

Bl ame you for what you have done w ong

Deci de"who wi |l be pronoted . ]
Hel p. you reach an understanding as to how well you are doing

Don’' t ~ know
Too new to have one

g oooop

you have a clear understanding of the ambunt of work your supervisor expects
rom you and how well you are to do it?

—h

Yes
No

a

b

How of t en does your supervisor discuss your work performance with you, either
formally or informally?

Every 3 nonths or nore frequently
More” t han once a year .

Once a year (annual appraisal)
Less than once a year

Never

Have di scussi ons hel ped you to understand what your supervisor expects of you?

Pooow

a. Yes

b. No, discussions were not hel pful

c No, my supervisor has not told me what or how | can inprove ny performance
d My supervi sor has never discussed nmy perfornance with me

The present perfornmance appraisal systemis:

Val uabl e, hel ps_enpl oyees understand how they are doi ng
Useful only to identify outstanding or unsatlsfactory_enployFe
e 0

i per f or nance
{nproperly used to reward supervisor's "pets" or to give enp ee
ime"

yees "a hard

A waste of tine, should be revised
ich of the follow ng best describes your understanding of the Installation's
rit Promotion Plan?

| have a good understandi ng of it

It is not clear to ne

The plan is not avail able for enployees to read
I don't know whether the installation has a plan

aoop =2 o 0Op

Announcenents of vacanci es/pronotion opportunities are usually avail able

a. Intimeto appIY
b. Too late to apply

c. Don't know

d. Not available or not posted for nme to see

Do you believe that selections for pronotion are made fairly?

a. Most of the tine
b. Rarely
c. Don't” know

Do your job assignments utilize the skills for which you are enpl oyed?

a. Always or usually
ApPrOX|nater one-half the tine
Sel dom or never

b
c
d. Don't know or unsure

B-5
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26.

27.

28.

29.

30.

31.

32.

33.
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ol | owi n?, whi ch do you think would be the one nost effective way to get
0

he f
nmpl oyees make suggestions in the suggestions progran?

=
o~

e
Mor e encoura?emant from supervisors for enployees to participate
More and betfer contests to increase interest

Fai rer consideration of suggestions

Faster consideration of suggestions

Q 20o® 3Q

eck the itemthat you think would be nost effective in inproving enpl oyee work
er f or mance.

Credit from supervisor for job well done
Cash award

More job freedom .

| nproved chance for pronotion

Respect from co-workers

®oooop T

I's annual |eave granted fairly anong nenbers of your work unit?

a. Yes

b. Ganted fairl %/ but unschedul ed
c. Schedul ed, but not granted fairly
d. No
e.

Don't know

If you used a total of eight workdays or nore of sick |leave in the past year, what
was” the reason for it?

a. Long termillness or serious m{ury .

b. Short termillnesses or frequent need for medical care

c. Wirking conditions; |ack of supervisory concern

d. Unclear sick |eave policy or other reasons ]

e. | don't recall using nore than ei ght workdays of sick |eave
Are men and wonen treated alike in all _enploynent natters such as
hiring, pronotion, awards and training?

a. Yes, treated alike

b. Wwnen are treated better than nen

c. Men are treated better than wonen

d. Not sure

Does your supervisor actively support the Equal Enployment OCpportunity Progran?
a. Yes

b.

c. Don't know

EEO Counsel or's responsibility is:

To wite the EEO action plan and see that it is carried out

a.
b. To try to solve problens brought to them b¥ enpl _o%/ees

c. To exPI ain EEO policy to nanagenent and enforce i

d. Al of the above

e. Don't know

Do you believe you receive equal opportunity and treatnment on the job?

a. Yes

b. No

c. Unsure

If there is not equal opportunity or treatnent, which one of the following is the
basis for it?

a. Race or color o

b. Religion or national origin

c. Sex

d. Age .

e. None, equal treatnment received

B-7



ER 6%0- 1- 250

Mar 78

34. If there is not equal o portunit%/ or treatment, in which one of the follow ng
enpl oynent areas does it nost frequently occur?

a. Initial hiring and work assignnents

b. Training

c. Pronotions

d. Awards )

e. None, equal treatnent received

35. Does your supervisor discuss whether you have any needs fort raining?

More than once a year
Once a year

Not in the past year
Don't renenber

New enpl oyee

Pooow

36. To perform adequately in your present job do you feel you now need:
a. Additional training in basic skills and know edges
b. l,\,Bdatl _n?_ of skills and know edges
C. addi fional training for preSent job
37. Has the on or off-the-job training provided you within the past two years:
a. Helped you do a better job .
b. Not sure it helped do a better job
c. Been of no value . )
d. Have had no training in the past two years
38. Does your supervisor stress safe working practices on the job?
a. Yes
b.
c. Don't know

39. Wich of the follow ng best describes the attitude of your
supervi sor ?

a. Pr!margly!nterested!n?ettln the work out

b. Primarily interested in the welfare of his enpl oyees

c. Interested in both production and enpl oyees

d. Shows little interest in either production or enpl oyees

40. Are you allowed to try new work nmethods on the job?

a. Always or usually )

b. ApPr oxi mately one-half of the tine
c. Seldomor never

d. Don't know or unsure

41. \Wich one of the follow ng unsatisfactory conditions hinders work output in your
or gani zati on nost?

Ventilation, air conditioning, heating, |ighting

Eating facilities

Transportation, parking .

Suppl i es, equiprment, naterials )

None of the above, conditions are satisfactory or better

42. you kept as well inforned about matters affecting your work as you need to be?

Al ways_or usually )

ApPrOXI mately one-half of the tine

Sel dom or never

Don't know or unsure

Qoo » 0200P
o

43. Wat is your immedi ate supervisor's attitude toward enpl oyees j oi ni ng uni ons?

Encourages us to join

Di scourages us fromjoining

Hasn't voiced any opl nion one way or the other
I ndicates we can do as we wish

ooop
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45.

46.

47.

48.

49.

50.
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| f Xou had a grievance, would you want a union representative to assi st
you

a. Yes
b. Probably
C. No

d. Don't know

Vi ch of the follomﬁn? best describes your experience with the civilian
personnel office staff?

a. They were hel pful

b. They tried but were unable to help ne

c. They didn't seeminterested in nmy problem

d. They were discourteous )

e. |'ve had no experience with the personnel office staff

Are there procedures for enployees to follow at this installation if they
have conpl ai nts?

a. Yes

b. No

c. Don't know

Woul d you feel free to submit a grievance or an appeal without fear of
its being held against you?

a. Yes

b. No

c. Don't know

Does the use of alcohol or drugs affect the perfornance of any enpl oyees
in your organization?

a. Yes, alcoho

b. Yes, drugs

c. Yes, bot

d. No

e. Don't know

s there an Arny program avail abl e to enpl oyees who need helg with

I

probl enms caused by or related to the use of al cohol or drugs

a. Yes, and results have been good

b. Yes, but ineffective

c. Yes, but programresults unknown

d. No program

e. Don't know

Have the provisions of and your responsibility under the Fair Labor
St andards Act been satisfactorily explained to you?

a. Yes
b. No
C. Not sure

ENG Form 4662-R, 1 Mar 78 )
(To be reproduced fromdirective)
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APPENDI X C
SUPERVI SOR QUESTI ONNAI RE

The Corps of Engineers is conducting a survey of how supervisors
feel about their jobs and work situation. In order for your
response to be useful, however, it is inportant that you answer
each question carefully and honestly.

For sone questions you nmay feel you do not have enough
information to respond (for exanple, you may be a new
supervisor). It is requested that you answer as best you can
based on the information you have.

GENERAL | NSTRUCTI ONS

1. Read each question carefully, then circle one answer for each
questi on.

2. Circle answers in pencil or by ball point pen.
3. Cdearly mark any answer you wi sh to change.

4. Do not wite your nane or social security nunber on the
questi onnaire.

SUPERVI SOR QUESTI ONNAI RE

1 Do military and civilian enployees at this installation usually
work well together?
a. Yes
b. No
c. Don't know

2. Are you serving at a grade |evel below that held on a previous job?
a. Yes
b. No

3. How many enployees (mlitary and civilian supervisors) report
directly to you?

One

Two

three to ten

El even to twenty
More than twenty

Pabow

4, How |l ong have you been a supervisor?

Si x months or |ess

Six nmonths to two years
Two years to five years
More than five years

Qoop
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10.

11.

12.

13.

14.
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Have you conpleted at |east 40 hours of Basic Supervisory Devel opnent training?
a. Yes
b. Sone, but less than 40 hours
c. No training
d. Not sure
Have you conpleted at |east 80 hours of Basic Supervisory training?
a. Yes
b. Some but |ess than 40 hours
c. More than 40 hours, but |ess than 80 hours
d. No training
e. Not sure
Have you conpleted a 40 hour M ddl e Manager wor kshop/sem nar training course?
a. Yes
b.
c. Don't know
Have you conpl eted the Personnel Managenment for Executives (PME) Semi nar?
a. Yes
b.
c. Don't know
When new job descriptions (DA Form 374) are needed, you are authorized to:
a. Propose duties for a new job description
b. Propose and approve a new job description
c. No authority
d. Don't know

When you_act on annual position classification survey lists (DA Form 279) are you
authori zed to:

Recomrend action onl )
Recomend  and approve action
No aut hority

Don't know

D

enpl oyees you supervise performng the najor duties on their job descriptions?

Yes, all are o ]
Most are, few officially detailed ]
i pti ons need updating
iptio ing

No, sone job descr
i ons need updat

No, many | ob descr
Don't khow

you di scuss with your enployees the accuracy of their job descriptions?
Yes

No Sl

Not my responsibility

New super vi sor

geoe D P200p p 200D

Wien official details (SF 52) are needed, are you authorized to:

a. Propose details .

b. Propose and approve details
c. No authority

d. Don't know

D

d you take part in the last classification survey of positions under your
upervi si on?

Yes
I'ma new supervisor in this organization

No.
There has been no survey of ny organization in nore than two years
Don't renenber

oooop o
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15.

16.

17.

18.

19.

20.

21.

22.

23.
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What is your main responsibility when there are major changes in the duties of your

3

%%ees? ]
port changes to n% supervi sor )
Report changes to the Gvilian Personnel Ofice
Vake a note of the change and save it for the next survey
| have no responsibility
Don't know

T oocoop
s

'long can _you detail an enployee to a different job or set of duties without

ing %ffiC|aI detail action on SF-52 (Request for Personnel Action)?
t
t
t

%

h

,_,
QO
x

2 weeks

30 days

60 days
o exceed one year
know

PQOTO

t
n

8o
<)
xr—f

present position structure of your organization appropriate for getting the
done efficiently and econom cal | y?

Number of positions adequate and grades appropriate

Too few positions

G ades i happropriate

Grades and nunbers inadequate

Don't know

o

e there enough people in the organi zati on you supervise to get the job done?

Yes, enough peopl e

Too few authorized

Too many vacanci es

Mor e ﬁeople t han needed )
Enough people, some with wong skills

g Pe0Ty 2 0200

w often do you discuss work performance with your enployees, either formally or

informal ly?

a. Mre than once a year

b. Once a year

c. Less than once a year

d. Never )

e. New supervisor

How | ong does it usuall% take to fill a vacant position in your organization
t hrough™ car eer prograns?

Under 30 days

30 - 60 da%s

More than 60 days
No experience

> ooop

a supervisor, are_you properly involved in selecting replacenents for vacant
ositions you supervise?

Yes, fully
KES’ but hot enough

oop T

Who is responsible for explaining the nerit pronotion plan to your enpl oyees?

| am .

My supervi sor .
Subor di nat e supervi sor )
The G vilian Personnel Ofice
Don't know

T ocoop

long will regulations permt detailing an _enpl oyee to a higher graded job
hout “competition for the detail assignment?

to 30 days
to 60 days
t to exceed 120 days

Not to exceed one year
Don't know

-z

PaooY =
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24.

25.

26.

27.

28.

29.

30.

31.

32.
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Are you asked to conplete a placenment followup on new or reassigned enpl oyees?

Al ways or usually

Somret i nmes

Sel dom or never )

No placements in ny experience
Don't know or unsure

Pooow

I'n %our experience are the people referred for selection well qualified for the job
to be done?

Alwa¥s or usually
Sonet i nes
Sel dom or never

No referrals to ne
Don't know or unsure

Pooow

Does an enpl oyee organi zati on (|l abor union) represent any enpl oyees you supervise?
a. Yes

b. No

c. Don't know

Have you received training on provisions of the union agreenent (contract) which
applies to enpl oyees you Supervise?

a. Yes, training hel ped me use the contract

b. Yes, but the training was not hel pful to nme

c. | have not been trained in contract adm nistration
d. No contract covers enployees | supervise

e. Don't know

What is your usual relationship with the union (Representative) Steward regarding
wor ki ng condi tions or enployees in your organi zation?

a. He discusses these things prinmarily with nme

b. He discusses themw th nme and other supervisors )

Cc. He discusses with top managenent or CPO representatives

d No union, or no contact with union representative

e. Union is inactive and no contact

Have your views been solicited regarding negotiations or adm nistration of a |abor
contract?

a. Yes
b. No
c. No contract
d. Don't know

I's the union contract (agreenent) covering enpl oyees you supervise hel pful ?

a. Yes, it is used regularly for_ guidance

b. No, it causes trouble on"the job

c. Contract is seldom used

d. No contract

e. Don't know

How of ten do you and your enpl oyees get inportant news through union channels
before it has cone through nanagenent channel s?

a. Never .

b. Cccasionally

c. Frequently

Whi ch person bel ow assi sted you nobst to understand and carry out your role in equa
enpl oyment opportunity matters:

a. h% supervi sor or a manager in_mny organi zation

b. The Equal Enpl oynent Cpportunity Oficer

c. An Equal EnB oyment ortunity’ Counsel or

d. ﬁoo vilian Personnel fice staff nmenber

e. one



33.

34.

35.

36.

37.

38.

39.

40.

41.
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The EEO Counselor's responsibility is:

a. To wite the EEO action plan and see that it is carried out
b. To try to solve problens brought to them b¥ enpl _o%/ees

c. To exPI ain EEO policy to managenent and enforce i

d. Al of the above

e. Don't know

Were your performance of EEO responsibilities discussed with you at the tine of
your performance eval uation?

a. Yes

b. No .

c. No discussion of ny performance

d. Don't remenber

EEO training | have had has been:

a. Helpful in carrying out ny EEOrole
b Unnecessary

c. O little value o

e. Not applicable; no training

How do you feel about the way the Equal Enploynment Cpportunity Program operates at
this installation?

It is too aggressive

It is not aggressive enough |
Program operation is abouf right
Don"t know or not sure

U coop

,_,
>

ring the past year with how many of your enpl oyees have you di scussed any needs
ey %ave f%r fu¥ther training (C%T, f)c/JrrraI g?as)éroom on/)c/)ff post) ? y

Al'l or nost

Sone

None o
Not my responsibility

d you identify any training needs?
Yes

None needed o
mt nmy responsibility

oooe O 200p

If your enpl oyees have needs for training have you arranged for themto receive it?

Yes, and they were trained or are scheduled for training
Yes, but funds/spaces were not avail able

Needed training not avail able

Can't spare enpl oyee from work

Not my responsibility

Pooow

If an enpl oyee you directly supervise has a grievance who initially discusses and
reviews the’ circunstances with hinf

IThe Cvilian Personnel Ofice
0

Anot her | evel of supervision

O her

Don't know

Pooow

Is there a programt

0 deal with an enpl oyee you supervi se whose drinking or use of
drugs interferes with eff

icient job performance?

Yes, and resul
Yes, but ineff
Yes, but progr
No proEram not
Don't Kknow

ts have been good
ective

am results unknown
aware of a program

Pooow
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42.

=P
Qo

u allowd to try n
zationsl problens?
ways or usually

neti mes

| dom or never

n't know or unsure

ew wor k met hods or take action to help resolve

<
o

al

=

43.

c @

> 25 geee

Ejf[)equi red to get approval for decisions you should be allowed to nmake

vva%/s or usually
Sonet i nes

Sel dom or never

Don't know or unsure

44.

-+ <
Z 200p S 200D

o
=

yg)u kept as well infornmed as you need to be to properly supervise your work
ce”

Al vva%/s or usually
Sonet i nes

Sel dom or never

Don't know or unsure

45.

=@

: %ou asked for your comments on propsed policies and adm ni strative changes
ch affect your ]ob?

Al V\a%/s or usually
Soret i mes

Sel dom or never
Don't know or unsure

S 20op gk 200p

46.

=
-

one function within the Gvilian Personnel Ofice have you had the nost
ontact with in the past year?
Posi ti on and Pay Managenent
Recrui t mrent _and” Pl acenent ]
Managenent - Enmpl oyee Rel ati ons/ Labor Rel ati ons
"I\'lgal ning and vel opnment

ne

®ooop 9

47. How woul d you rate the service provided you by the Civilian Personnel Ofice?

a. Excellent
b. Mre than adequate
c. Adequate
d. Less than adequate ] ]
e. No contact or not enough experience to determnine
48. |s periodic feedback i(st atistics and anal ysis) on personnel management fromthe CPO
useful in helping to know how your organization conpares with others?

a. Yes .

b. Too infrequent to be useful
c. O Poor quality

d. No feedback

49. Does the Arny Career Program system provi de enpl oyees adequate opportunity for
devel opment and advancenent ?

a. Usually

b. Sonetimes

c. Sel donl never
d. No experience
e. Don't know

50. Does the use of alcohol or drugs affect the perfornmance of any enpl oyees you
supervi se?

a. Yes, alcohol

b. Yes, drugs
c. Yes, bot

d. No

e. Don't know

ENG Form 4662A-R, 1 Mar 78 |
(To be reproduced fromdirective)
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APPENDI X D
SURVEY GUI DANCE

AVERAGE ENVPLOYEE SUPERVI SOR DESK
STRENGTH QUESTI ONNAI RES QUESTI ONNAI RES AUDI TS
under 500 40% 50% 8
500- 1000 30% 40% 10*
1000- 1500 20% 30% 12*
over 1500 10% 20% 14*

*  m ni rum nunbers
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JOB DESCRI PTI ON
REVI EVWS

15

20*
25*
30*



