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NOTES TO THE INSTRUCTOR

Assembling the Student Werkbeook

Remove the following pages from each workbook and distribute to students
when needed:

Scoring Key, page 57

FSPA Manager Roles, page 155

Cvaluation Interview Role Plays 1 - 8, pages 193 - 207
FSPA Summary of other Interview Findings, pages 209 - 210
Program Review Role Plays 1 and 2, pages 277 - 282

FSPA Regulatory Review Summary, page 293

The oniy remaining items that need to be filed in the student workbook
are the readings listed on page 76 of the Instructor's Guide.
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An Introductory Workshop in
THE ONSITE SURVEY METHOD OF PERSONNEL MANAGIMENT EVALUATION

- COURSE OBJECTIVES

OVERALL COURSE OBJECTIVES )

1. This course is designed to prepare an individuai to participate in

'~ an onsite personnel management evaluatf-n survey. It provides an
introduction to the major phases of t}  arvey process:

Planning for an onsite survey.

Conducting the opening conference.

Onsite factfinding.

Problem identification and analysis,
Problem solving and improvement planning.
Preparing the written report.

Conducting the closing conference.

-~ Followup and impact assessment.

1

2. Upon completion, the participant will be able to apply commonly used
- evaluation procedures, under the guidance of senior team leaders, in
completing carefully selected evaluation assignments,

INDIVIDUAL LESSON OBIJECTIVES

The Governmentwide Personnel Management Evaluation Program

At the end of this session, and with the aid of reference material, the
learner will be able to:
l. Define personnel management snd identify the three major centers
of personnel management responsibility.
2, Describe the three elements of effective agency personnel
management.
3. Explain the overall purpose and expected results of personnel
managenent evaluation and the minimum requirements for agency
evaluation systems.

Methods of Evaluation

At the end of this unit, and with the aid of reference matertals. the

learner will be able to:
1. List the five standard evaluation methods.
2, Describe the uses and limitations of each method.

41
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Lvaluation Team Roles and Responsibilities

At the end of this unit, and with the aid of reference materials, the
tearner will be able to:
le Explain the five major roles of personnel management evaluatio
2, Identify the core knowledges needed by evaluators for
professional development. R
3. Describe the role of the team leader in managing and coordinating
the survey.
4, Give examples of appropriate professional conduct during the
planning, onsite, and post-onsite phases.
3. Cite and explain four types of evaluator-client relationships,
and possible difficulties in the use of each.

Planning for the Cnsite Survey

At the end of this session, the learner, under the close guidance of
senior evaluators, will be able to:
l. Describe and explain the basic interrelationships among the
ma jor phases of the onsite survey process.
2, Identify commonly used advanced information sources,
3. Assist senior evaluators in determining areas of coverage and
evaluation procedures to be utilized onsite.
4, Assist senior evaluators in planning and conducting the opening
conference,

Planning and Conducting the Opening Conference

At the end of this session, the learner, under the direction of senior
team members, will be able to plan a short opening conference presentétion,

Onsite Factfinding

01 completion of this unit, the l.arner will be able to:
1. Identify and describe the four basic onsite factfinding methods,
(interviews, technical program operation review, persounnel
action review, and classification review), _
2, Use the appronriate method to obtain clearly specified information
to be used bv the team in assessing personnel management
effectiveness,

roblem ldentification and Solution

- A e ottt b

On completing this topic, the learner will be able to:
t. Describe the process steps used in identifying and analyzing
problems which adversely imnsact on personnel management

effectivennss,
2. Define tha process steps in decision analysis used in requiring
and recommending actions to improve personnel management

effectiveness,
Apply thes~ pracesses witt the aid of senior evaluators in the

identificatior and soluti m of simple problems,

42
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Preparing for the Closing Conference

At the end of this session, the learner will be able to:
1. Describe the purpose and expected results of the closing
conference.
2. Describe alternative approaches to organizing and presenting
evaluation findings.
3. Assist senior evaluators in planning a closing conference.

Conducting the Closing Conference

At the end of this session, the learner will be able to assist senior
evaluators in conducting a closing conference.

Methods of Organizing and Presenting Written Reports

At the end of this session, the learner will be able to describe the uses
and limitations of the following commonly used techniques for organizing
and presenting formal written reports:
1. Draft report techniques.
2. Commonly used report formats.
- Program area format,
- Centers of responsibility format.
- Problem oriented format,
- Action plan format.

Followup and Impact Assessment Procedures

At the end of this unit, participants will be able to:
1, Explain the purpose for followup and impact assessmint.
2, Describe the major uses and limitations of these followup and
impact assessment procedures:
- Action item reporting.
- Personnel assistance visits.
- Followup surveys

43




BEST COPY AVAILABLE

An Introductory Workshop in
THE ONSITE SURVEY METHOD OF PERSONNEL MANAGEMENT EVALUATION

COURSE OUTLINE

DAY 1

8:45 - REGISTRATION

9:00 - COURSE STRUCTURE AND OBJECTIVES

9:15 ~ WORKBOOK ORIENTATION

9230 - THE GOVERNMENTWIDE PERSONNEL MANAGEMENT EVALUATION PROGRAM
10:00 ~ BREAK

10:15 - METHODS OF EVALUATION

EVALUATION TEAM ROLES AND RESPONSIBILITIES

10:45 - PLANNING THE ONSITE SURVEY

12:00 - LUNCH

1:00 - PLANNING THE ONSITE SURVEY (CONTINUED)
4:00 - EVENING ASSIGNMENT
DAY II

9:00 - PLANNING AND CONDUCTING THE OPENING CONFERENCE
10:30 - BREAK
10:45 - ONSITE FACTFINDING
Part A. The Evaluation Intexview
12:00 - LUNCH
1:00 -~ ONSITE FACTFINDING (CONTINUED)
4:00 - EVENING ASSIGNMENT ’

9:00 - ONSITE FACTFINDING (CONTINUED)
Part B, Program Review

10:30 ~ BREAK

10145 ~ PROBLEM IDENTIFICATION AND SOLUTION

12:00 - LUNCH

1:00 - PROBLEM IDENTIFICATION AND SOLUTION (CONTINUED)
4:00 - EVENING ASSIGNMENT
DAY IV

9:00 - PREPARING FOR THE CLOSING CONFERENCE

10:30 - EREAK

10:45 - CONDUCTING THE CLOSING CONFERENCE

12:00 - LUNCH .

1:00 - METHODS OF ORGANIZING AND FRESENTING WRITTEN REPORTS
2:15 - BREAK

2:30 - FOLLOWUP AND IMPACT ASSESSMENT PROCEDURES

3:15 - COURSE SUMMARY

45
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WORKSHOP ASSIGNMENTS

PRESURVEY PROBLEM IDENTIFICATION WORKSHOP

i,

Analyze all available information sources to identify (1) potential
personnel program strengths, (2) personnel problem areas, and (3) those
managerial and organizational issues which f{mpact on the utilization of
manpower tresources,
To facilitate the handling of data, we suggest that team member assign-
ments be made to avoid or minimize duplication of efforts. This format
13 recommended: _
Team Members Data Source
2 Background Information
FSPA Notification Letter
Team lLeader's Advance Visit Memo

1 Questionnaire Printout (CSC Form 1088)

2 FSPA Advance Information Units
(Divide roughly in half for each member)
Team members brief each other on findings.
Team prepares list of (1) potential personnel program strengths, (2)
personnel problem areas, and (3) those managerial and organizational
issues which impact on the utilization of manpower resources. Record
list on Student Worksheet, Presurvey Problem Identification,

SURVEY PLAN WORKSHOP

l.
2,
3.

4,

Each team prepares a comprehensive survey plan for evaluating the FSPA
Central Region.,

Use the following handouts: Survey Plan for Onsite Work and Student
Worksheet, FSPA Survey Plan,

Refer to: (1) Results of Pre-Survey Problem Identification Workshop
and (2) all available data, but especially the Notificatfon Letter.

Be prepared to give a brief summary of the survey plan, Team leaders
rotate to another team end outline plan; the team suggests changes
which the team leader then shares with his team.

ALTERNATIVE CRITIQUE METHOD: General discussion on the features of the
varicus team plans in order to develop a composite survey plan which
could be used by all teams in subsequent workshops.

PLANNING AND CONDUCTING THE OPENING CbNFERENCE

1.
2,

3.

Each team prepares a working outline for an opening conference. Use
data developed in previous workshops,

Refer to: (1) Sample Opening Conference Outline and (2) Opening
Conference Outline.

Each team leoader presents opening briefing to another team. This team
assumes roles of top management officials, using FSPA Manager

Roles,

The team acting as management officials completes a short critique form
of the presentation, using Opening Conference Critique,

The team leader will return to his team and present critique highlights,

47 .1
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THE EVALUATION INTERVIEW

1. Preparation
l. Each team meets to prepare an interview strategy, with a lisy
of key questions which they intend to ask managers.
2. Refer to:
a., Sample Interview Guide #1.
b. Sampie Interview Guide #2,
3. Each team member should prepare for one to two i{nterviews. After
all preparations are completed, results should be discussed,
4. The following FSPA personnel are scheduled for interviews:
a. Supervisory Civil Fngineer, GS-810-15.
Office of Direct Federal Construction
b, Supervisory Civil Engineer, GS-810-13
Design Unit, Design Division
Office of Direct Federal Construction
c. Engineering Technician, GS-802-10 (Black)
Project Office #1, Office of Direct Federal Construction
d. Grants Specialist, GS-1101-11 (Employee Requested)
Grants Application Branch, Grants Division
e. Civil Engineer, GS-810-13
Team 2, Solar Energy Research Division
f. Supervisory Civil Engineer, GS-810-14
' Project Office #3, Office of Direct Federal Construction
g. Engineering Draftsman, GS-818-4 (Female)
Drafting Unit, Design Division
Office of Direct Federal Construction
h. Card Punch Operator, G$-356~3 (Female)
ADP Branch, Technical Services Division

11. Practice Role Play Sessions

l. Read Role Play Instructions.

2. Employee roles are assigned to team members in the order their
names appear on the rosters, The last name acts as the first
evaluator,

3. To take notes, use Interview Worksheet.

4, All except the evaluater can read the assigned role play script
ahead of time. The evaluator is to get a copy of the employee
role after the mock interview,

5. The team conducts an oral and written critique of each session,
based on Interview Critique Form. Each team member should
complete the critique sheet and give it to the evaluator,

I1I. Class Discussion
1. Participate in class discussion of questions raised during
practice sessions,
2. Also a joint review of FSPA Interview Summary Sheet,

48
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PERSONNEL. PROGRAM AND REGULATORY REVIEW

I. Plan for Program Review

11,

1.

3.

5.

Each team is to develop a brief strategy for reviewing the
following functional areas from both a program and regulatory
perspective!

a. Position Management and Position Classification,

b, Staffing ¢including merit promotion).

c. Employece Relations.

d. Training.

e. EEO,

f. Lml !

Program Review Questions:

a. What information do you need to know about actual FSPA
operations of each cited personnel program area in order
to conduct a review?

b. How much do you already have as a result of presurvey
analysis and interviews?

c. How would you go about £1illing the gaps?

Regulatory Review Questions:

a. What FSPA personnel documents (records, actions, reports,
folders) are to be made available for review?

b. Where would you concentrate your personnel action reviews
(organizational location)? Why? What type of actions would
you lock for? Heavier review of any one type, €.8.,
promotions, appointments, etc.?

c. Where would you concentrate your classification reviews?
What kinds of positions would you look at? Why?

Team assignments can be worked on one of two ways, but the final

choice is up to the teams.

a., First, members work individually on basis of personnel
areas for which they have been responsible in the course,
Then, as a team, ccnstruct the group solution.

b, Work as a team throughout to construct the group solution.

Report results to the class and discuss.

Discussion with Functional Chiefs

l.

2.

3.

Each team will choose two members to assume roles of the

Personnel Officer and the EEO Officer.

These two individuals will receive role play instructions (Program
Review Rote Plays 1 and 2), study roles briefly, and receive
additional oral instructions from the course director,

Then they will move on to another team, there to be interviewed
on personnel program area issues cited earlier (see above).

The team decides if one person conducts interviews or if all

ask questions for their assigned program areas. Use handout,

Some Suggested Program Coverage Questions.

49
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Review ot Promotion Actions (Optional)

I, Bach team will examine information on merit promotion to (1)

identify questionable ouper Ting procedures, and (2) i{dentify

anv regulatory violations or ivregularities,

Fhis information includes:

A, Merit Promotion Survey Information.

be Highlights of the FSPA Central Region MEP,

¢« FSPA Vacancy Listings.

d.  FSPA Vacancy Announcements,

e. FSPA SF 50s,

3, leoam reports on findings for class discussicn, Workshop concludes
with general analysis of FSPA Regulatory Review Summary,

.
L

PROBLEM IDENTIFICATION AND SOLUTION

l. List all concerns thus far noted and locate in appropriate program
areas.
2. Further separate concerns (situations) into two categories:

a. Those that appear to be symptoms or effects of more basic problems.

b. Those that appear to be the principal concerns.

c. Establish rough priority order for dealing with each principal
concern, (High - Moderate -~ Low),

3. Refer to handout, Problam Identification-Solution Model, to analyze
as many high priority situations as possible in the time alleotted.
4, Alsc use Problem Analysis Worksheet as a working guide.
3. Work individualiy and/or as a team.
6, Be prepared to report to the class on one or more problems as requested

by the instructor,

PREPARING FOR THE CLOSING CONFERENCE
Prepare a report of findings and recommendations to be used for an oral
closing conference with the Regional Director,

1. Qutline major issues and problems to be covered and solutions you
will recommend.

2. Determine how you will corganize the material to motivate the manager
to implement recommendations,

3. Determine which presentation approach to use and how responsibilities
will be divided.

&, Conduct a& dry run if time permits.

CONDUCTING THE CLOSING CONFERENCE

Lo Each team leader and key assistant(s) present closing briefing to
another team., Remaining team members assume roles of top management
officials in the closing conference with the visiting team leader,
Management officials will ask for any necessary clarification and
question any findings which appear questionable or unsupported.

2. At the conclusion, management officials provide a brief critique to
the team leader and key assistant(s), The team leader and assistant(s)
return to their team and present the highlights of the critique. Use
the Closing Conference Critique form.

3. All teams report back for general discussion,

30
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METHODS OF ORGANIZING AND PRESENTING WRITTEN REPORTS

i, Each team (1) establishes objectives to be achieved through the
report, (2) selects or creates an appropriate report format, and
(3) prepares a brief report outline based on their closing
conference notes., Be prepared to explain the basis for your
format selection,

2, Each team trades its report ocutline with amother team.
3. Use Student Worksheets Report Qutline and Written Report
critiq‘leo

FOLLOWUP AND IMPACT ASSESSMENT PROCEDURES

Each team will construct a plan for followup and impact assessment of

FSPA Central Region based on information developed in previous workshops.

| 38 Determine whether formal followup of FSPA Central Region is
warranted.

2. Determine if other followup techniques we have not covered might
be appropriate.

3. If formal review is warranted, how will you structure it?
T/ Reconvene with entire class for analysis of results,
31
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EVENING ASSIGNMENTS

FIRST NIGHT

ke

Review Section C, Opening Conference, pp. 38-40, and Section E,
Onsite Activities, pp. 40-42, in "The Survey Process,” FEM Supplement
(Int,) 273-73, Book I, Subchapter 3.

Read Sample Opening Conference Outline,

Read Tasks A-B-C-D of Interviewing Section in Behavioral Blueprint,
Read Sample Interview Guide #1.

Read Sample Interview Guide #2,

Read Role Play Instructions,

Read Workshop Instructions.

SECOND NIGHT

1.

2,

3.

Read CSC Operations Letter 273-702, Revised Guidelines for Regulatory
Coverage of Classification and Staffing.

Read Tasks A-B-C-D of Personnel Administration System Review Section
in Behavioral Blueprint,

Review Problem Identification-Solution Model.

THIRD NIGHT

i,

2.

3.

Review Sample Closeout Notes,

Review Subchapter 3-5, pp. 49-53, and Subchapter 3-6, pp. 53-59, in
FEM Supplement (Int,) 273-73, Book I.

Read The Written Report.
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THE GOVERNMENTWIDE PERSONNEL MANAGEMENT EVALUATION PROGRAM

QU IZ

1. T F Personnel management refers specifically to the programs,
systems, procedures, and techniques used or developed by
personnel specialists to help menagers carry out their basic
management responsibilities and their legal, regulatory, or
other public policy obligations,

2, T F One important Federal personnel management objective is to
establish and maintain a career system to provide opportunities
for advancement through training, education, development, and
utilization in accordance with employee interests and abilities.

3. T F Personnel management generally flows from three major centers
of responsibility! top management, the first-line supervisor,
and the personnel office.

4. T F The role of the personnel officer or specialist involves actin
as a buffer between management and employees. '

5. T F The three major elements of effective agency personnel management
are (1) planning, (2) operations, and (3) evaluation.

6. T F Both agency personnel management goals and the evaluation plan
: should be stated in writing.

7.. T F The Civil Service Commission sets minimum and maximum requirements
for agency personnel management evaluation systems.

8. T F Agency personnel management evaluation capabiiities need exist
only at the headquarters level.

9. T F The prime purpose of the Civil Service Commission personnel
management evaluation function is to police agency personnel
actions,

10. T F The Civil Service Commission now stresses a more active, more
direct, and continuous agency role in the -evaluation of personnel
management, with the Commission tailoring its direct review of
agency personnel operations, to complement the effectiveness of
existing agency evaluation systems.

35
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THE GOVERNMENTWIDE PERSONNEL MANAGEMENT EVALUATION PROGRAM

QU IZ

Scoring Key

1. False
2. True
3. True
4., False
5. True
6., True
7. False
8. False
9. False

10, True

57
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RESPONSIBILITIES OF PERSONNEL MANAGEMENT EVALUATORS

Personnel management evaluators have certain common responsibilities whetler
they be agency or Civil Service Commission personnel., This applies equally
whether the evaluation assignment is full or part-time and whether the
evaluator is a personnel specialist, an operating manager, or a staff
specialist from another field.

PROBLEM IDENTIFICATION. Using a variety of methods, the evaluator gathers
and analyzes information upon which to base judgments about the effectiveness
of personnel management at the establishment, bureau, or agency level. The
analyses are aimed at identifying existing or inecipient problems in personnel
management, especially as they may have an adverse impact upon mission

" accomplishment.

INFORMATION COLLECTION. The gathering and analysis of information during an
evaluation are not aimed solely at the identification of problems. The
evaluation process is also a means of determining the status of particular
segments of personnel management. The evaluator thus has a responsibility
for special purpose information collection.

LEGAL AND REGULATORY REVIEW. The evaluator examines individual actions taken
under delegated authorities, including position classification and job
grading actions and a variety of other types of perscmnel actions. The
review of personnel actions is first of all a check of compliance with
applicable laws and regulations. The evaluator does not lim“t this review

to issues of compliance and correction, however. Information relevant to

the substantive evaluation of personnel menagement is derivable from the
examination of cases and often provides useful indicators of root problems

in the roles of managers and supervisors,

PROBLEM SOLUTION. The evaluator duves not simply identify problems and leave
their solutions to others. His responsibilities include a key role in
formulating or helping to formulate courses of action which will solve
identified problems and improve the quality of personnel management. Nor is
the evaluator's responsibility necessarily fulfilled when the officials with
action responsibility have agreed upon appropriate actions. The evaluator,
at the initiative of the evaluating orgsnization or of the organization
surveyed, will, at times, return to followup on progress and assist in
achieving further improvement.

ADVICE AND ASSISTANCE. During the many contacts with employees, supervisors,
managers, union representatives, and personnel staffs which occur in the
evaluation process, the evaluator frequently encounters or is asked about
personnel management matters which may not be directly connected with the
problems being identiffed in the evaluation itself. He has, however, a
further responsibility to provide advice and assistance on personnel
management, by explaining policies and programs, and by stimulating imple-
mentation of new policies and methods.

9
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PERSONNEL MANACEMENT EVALUATOR TASK STATEMENTS

PROGRAM OPERATION ASSIGNMENTS

ldentifies and selects the most appropriate evaluation method(s) -- onsite
evaluation survey, personnel questionnaire survey, management self-evaluation
reports, management committee evaluations, and goals accomplishment -- to use
in assessing personnel management effectiven:ss,

Consults with installation personnel and manugement officials in order to
evaluate personnel management goals and programs.

Supervises team activities through all phases of the onsite survey process,
(Team leader only,)

SURVEY ASSIGNMENTS

Presurvey Planning
Assigns program coverage to team members according to level of abilities,
exper:«nce, training, interest, (Team leader only.)
Reviews appropriate written material to obtain thorough knowledge of
mission, ouperating programs, and personnel management activities.
Schedules and requests advanced information from appropriate data sources.
Administers questionnaires to managers, supervisors, and employees.
Interprets advanced information units and questionnaire results to identify
potential problem areas.
Develops or participates in developing the survey plan to be used in onsite
work,

Onsite Survey
Conducts/participates in opening conferences.
Conducts interviews onsite: manager, supo:rvisor, employee, employee
requested, employee representative, personnel officisls, other technical
staff members.
Reviews personnel program operations to ensure compliance with applicable
laws, Executive Orders, rules, regulations, and policies.
Conducts classification review: selects sudit samples, reviews position
descriptions and evaluation statements, onsite audits, etc.
Identifies personnel management problems; determines cause or combination
of events that produce the condition specifically described in the
problem; determines possible solutions and discusses them with management
in order to motivate corrective action.
Coordinates onsite findings with other team members and prepares material
for team discussions, )
Conducts/participates in closing conference, using visual aids, materials,
.and notes that will provide maximum impact. Discusses significant high-
lights, wesinesses, and recommendations with top manager, personnel
officer, and other key staff. ~

Written Report
Prepares the formal written report (in all or in part) including supporting
information for any suggestions, recommendations, or required actions.

Followup and Impact Assessment
Follows up on installation compliance reports by phone or correspondence,
Conducts assistance visits to installations to provide advice and
assistance,
Conducts/participates in followup reviews,
Assesses effectiveness of corrective actions taken and recommends

appropriate changes in actions or in objectives.
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PERSONNEL MANAGEMENT EVALUATOR SKILLS/KNOWLEDGES PROFILE

Personnel Management Functions and Programs

Staffing Training and Development
Manpower Planning Assesaing Training Nedds
Recruitment and Examining Developing/Administering
Selection and Placesment Training Programs
Reduction-in-force Utilizing Treining Rescurces

. Evaluating Training Results
Position and Pay Management

Work Organization and Pos{tion Managemint Equal Eaployment Opportunity

Classification-GS and WG Affirmative Action

Pay and Benefits Administration Upward Mobility _
Complaint and Counseling

Workforce Utilizat.on Frocesses

Employee Relations and Services

Performance Management Records and Reports

Adverse Actions and Appeals Personnel Records and Files

Labor -Management Relations Personnel Action Compliance

Occupationai Health and Satety Reports

Management, Evaluation, snd Basic Background Requirements

Basic Background Knowledge

- Principles and Practices of Public Administration
Principles and Concepts of Public Personnel Administration
Applied Behavioral Science

- Legal and Regulatory System and Requirements

Structure of CSC-Agency Relationships

Management of a Function
Management Coordination

Program Planning, Development, and Evaluation
Fersonnel Management, Supervision, and Staff Development
Labor-Management Relations, Negotiation, and Administration

Evaluation of Prugram Management Effectiveness
Development and Assessment of Internal Evaluation Systems

Planning and Conducting Evaluation Surveys
Factfinding Methods and Techniques

Data Collection, Measurement, and Analysis
Problem ldentification and Solution

Legal and Regulatory Compliance
Consultative and Advisory Services
Reports and Presentations

Evaluation Program Management
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IAG-266 Subcommittee on
Training for Evaluvatiow

BEHAVIORAL BLUEPRINT
Job: Personnel Management/Administration Evaluator
Duty: Interviewing
Task A: Interview various personnel in such a way as to
effectively, efficiently, and accurately obtain
fnformation,
Elements:

l. “now how to listen.

2, Manage the interview to gather information on the
areas pertinent to the survey,

3. Make careful notes.
‘ 4. Be sensitive to tension in the interview.
5. PRut tho interviewee at ease.
6. Pursue in detail aveas which should be fruitful,

7. Plan an interview schedule, showing when and who
to interview,

8. Handle confrontation or emotional situations which
may develop.

Task B: Interview key managers {n order to determine the
leadership, support, and responsibility exercised
by them.

Elements:

1. Select an approach which will reveal how each
manager perceives his personnel management
responsibilities, the problems he encounters in
meeting his management obligations, and what he
has done or is doing aboyt them,

2, Emphasize success or problems in meeting objectives,
rather than procedure or techniques,
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Cover the areas indicated by the team leader or
interview guide, if provided, while atso
reflecting the concerns of the key manager
interviewed.

Task C: Interview a ssmpling of employees and supervisors.

Elements:

1. Select a sample of supervisors and employees
to interview.

2, Know when the sample can be curtailed or needs
to be expanded.

3. Explain the survey and stress the confidentiality
of the interview.

4, Develop useful information on the knowledge,
authority, and performance of supervisors,

3. Be aware of, and sensitive to, invasion of privacy,

over-generalization, personal employee problems,
and pursuit of cases.

Task D: Interview officers of local employee organizations,

Elements:

1.

2,

Seek out appropriate, designated representatives
to obtain their views,

Limit the discussions to an exchange of information,
(Discussion of individual cases, except for illus-
trative purposes, should be avoided.)

Duty:  Personnel Management Problem ldentification and Solution

Task A: Identify ‘personnel management problems by distinguishing
between the root problem and symptoms.

Elements:

1.

Identify and define the problem as specifically

or precisely as posaible utilizing available
materials, e.g., questionnaire and interview results,
data, recowds, etc.
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Task C:

BEST COPY AVAILABLE

2. Search carefully for certain kinds of facts
that will draw a boundary line around the problem.

Determine the true cause, or combination of events
that produce the condition specifically described
in the problem.

Elenments:

.1, Determine how many of the "problems" are actually

symptoms,

2. ldentify most ltkely causes by testing tentative
cause and searching for any exception that can
te found to the possibie explanation of the problem.

Once problems have been identified and causes isolated,
determine possible solutions and recommendations and
discuss them with management.

Elements:

1. Determine how the varfous personnel mansgement
programs can be employed in the solution of the
management problem,

2. Develop realistic, practical, and economical
solutions by defining objectives and developing
several alternatives.

3, Fix responsibility and gear recommendations to
that level of management at which responsibility
lies and at which corrective action should be taken,

4, Discuss the problem, causes, and recommended actions
or slternpative actions with management,

Duty: Personnel Administration System Review

Task A:

Review the planning, management, and operation of
personnel functions.

Elements:
1. Examine statements of functional objectives, plans,

projections, local instructions, and other
pertinent documents.,
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2, Discuss the status of the functional program
with the functional hesd in terms of the
evaluation handbook q. .. .tions and any loca! self-
evaluations that have veen conducted.

3. Examine required files of operating documents
pertaining to the function, e.g., position
description files, applicant supply files,
training evaluations, course records, etc., to
determine if they have been established and adhere
to applicable requirements,

4. Considor trends in findings, preliminary indications
of proilems, and significant cases,

5. Bring those trends, etc., mentioned in 4, above,
requiring the special attention of other team
members t¢ their attentfon.

6. Communicate informally with functional specialists
and the functional head during the evaluation
process to verify facts, test possible solutions,
and where possible, motivate intexrim action,

/« Sort out, analyze, and categorize all data collected.
Review selected personnel action cases to determine
whether legal, regulatory, and procedural requirements
have been meat,

Elements:

1. Select a sampling of cases which is representative
of the actions processed during the past year,

2. Exercise considerable sensifﬁvity and judgment in
looking at selected cases in terms of conformance
with merit principles and good management practices,

3. Determine the preliminary results of the regulatory
review and discuss tham with the tesm leader and
other team nembers as indicators of possible
problems which may impact on a portion of or the
total personnel management program of the activity.

4., Fxpand the original sample, if necessary.
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J. Uiscuss individual cases with functional specaiaiiscs
or functional head(s) to obtain or verify facts and
gain insight into the technical competence of staff
and internal workings of the office.

6., Assess the final results and categorize defective
cases as violatfons, regulatory errors, or record-
keeping errors,

7. Motivate personne} office staff to immediately
commence action that will result in improvement of
total personnel action processing as well as
correcting individual actions,

Task C: Review selected positions, position descriptions, and
supporting documentation to determine whether
classification actions are in accordance with CSC
standards and guidelines and reflect effeccive position
management practices.

Elements:

1. Review sufficient position descriptions and supporting
documentation to assess on a prima facie basis the
accuracy of assigned classifications.

2. Review simultaneously personnel listings, organization
charts, functional statements, delegations of
authority, manpower, or other reports for clues to
possible duplication, overlasp, fragmentation, and
excessive numbers of supervisors.

3. Select a sampling of positions to desk and/or
supervisory audit, {f appropriate.

4, Discuss the results of the above reviews as potential
problems or possible misclassifications.

5. Gain agreement to the extent possible on appropriate
classification actions.
Duty: Evaluation Survey Team Leadership
Task A: Plan and prepare for the personnel maragement evaluation.
Elements:

l. Determine the objectives and coverage of the survey,
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5.
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Notify the installation head.

Establish the composition of the team, the assign-
ments, and a work plan,

Make provision for analysis of available data,
questionnaire results, previous reports, and other
information,

Communicate the results of 4, above, to the team
members.

Insure that all members understand their role,

sampling procedures, guidelines, and processes to
be followed.

Provide for administrative deteils, e.g., office
space, interview schedules, and notification to
employees,

Conduct the survey.

Elements:

l.

Inform the head of the installation and the personnel
officer and his staff of survey objectives and
procedures in such a way as to engender a willingness
for management participation in the evaluation process
and to insure an open two-way channel of communication
during the survey.

Insure interchange of information.

Determine those things which must be pursued, those
which should be exposed early te the personnel
officer, and those which can be accepted as tentative
findings.

Prepare a closeout briefing, which will piapoint the
appropriate findings or combination of findings and
requisite recommendations.

Brief the installation head on the salient findings
and recommendations,

Lead a more detailed briefing of the personnel
officer and his key staff.
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7. Present the results in each instance in such a
way as to accurately characterize the status of
personnel management and to motivate immediate
steps to act on the results,

Prepare the report.
Elements:

1. Provide guidance to the members of the team who
are to write sections of the report,

2. Insure that the report {s reflective of the status
of the areas covered and of the required actions
and recommendations agreed upon during the survey.

Submitted:
Howard P, Harrison
Subcomnittee Chairman
August 14, 1973
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EVALUATION APPROACHES

ROLES OF EVALUATOR
AND CLIENT

SOME POSSIBLE DIFFICULTIES
WITH EACH APPROACH

Policeman Model

Evaluator identifies prob-
lem and solution, tells
client to comply,

-~ Resentment and resistance
by client, )

-~ Lack of client commitment
to improvement.

-~ Superficiality of problems
and solutions.

Doctor-Patient Model
Client asks evaluator what
is wrong with organization
and what should be done.

-= Client withholding and
distorting information,

-~ Disagreement on diagnosis
or client unwillingness
to believe diagnosis.

-~ Excessive factfinding may
be required to develop
reliable sclutions,

Purchase Model

Client identifies problem
and requests information

or service from evaluator

-~ Client misdiagnoses prob-
lem or fails to communi-
cate it accurately,

-~ Client may not follow
through on purchased
solution (report),

-~ Client becomes dependent
on evaluator,

Helper or Process Model
Evaluator's activity helps
client perceive and act
upon events in his envir-
onment, Evaluator suggests
challenging alternatives,
client decides.

-~ Evaluator may advance
solutions prematurely,

-~ Client may be unable or
unwilling to participate
in the evaluation process,

-- Evaluator may not pass on
evaluation skills to
client,
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An Intreductony Wothshop in
THE ONSITe SURVEY METHOD OF PERSONNEL MANAGEMENT EVALUATION

L

PLANNING THE

ONSITE SURVEY
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CONTENT OF THE NOTIFICATION LETTER

The scheduling letter to the manager of the establishment to be
evaluated should contain at a minimum:

-~ The purpose, dates, and coverage of the survey,

-- An expression of willingness to provide advice and assistance
on personnel management matters, and & request that manage-
ment identify and be prepared to discuss any problems on
which the evaluation team should concentrate.

-- A reminder to management of the need to notify the labor
organization with which they normally do business and all
employees (see CSC Form 926).

-~ A request for information needed from the activity prior to
the onsite survey. (See instructions for use of advance
information units, appendix B of this

Since the establishment head may or may not be aware of our nationwide
plan coverage, it is important that adequate emphasis be placed on:

-- The specific program areas to be covered,

-~ Any local coverage different from that in the nationwide plan.

Particular attention should be directed to the wording and emphasis of

notification letters. As appropriate, letters of notification addressed
to the head of the establishment should be characterized by:

-~ Warm, personal language expressing interest in gaining an
appreciation of sgency problems related to personnel
management.

-~ Specific comments reflecting knowledge of the agency's personnel
management program. For example, reference to previous
evaluation findings or information on progress or difficulties
which have come to the attention of the reviewing office since
the last survey. ’

-- Brevity. One useful technique is to use personal letters to
the agency head with detailed information given in attachments.

The attachments can be distributed to agency offices or staff
with delegated program responsibility.
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PRESURVEY PROBLEM YDENTIFICATION

1. PROGRAM AREAS TO BE COVERED

11. AREAS OF APPARENT STRENGTH

1I1I. POTENTIAL PROBLEMS OR AREAS OF CONCERN TO BE EXPLORED ONSITE

PROBLEM INFO SQURCE

IV. LANS FOR SHARING QUESTIONNAIRE RESULTS
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QUESTIONNAIRE ANALYSIS PRINTOUT

Personnel Management Questionmaire

Percentile Ranking of Employee Groups

- - - - - - - - - - - - - - - -

Through the use of percentile rankings, these tables show how the questionnaire responses of
employees who participated in this survey compare to responses of similar employees in
previous surveys.

The following examples illustrate how the percentile values may be interpreted:
Percentile Interpretation

90 These employees gave more favorable responses than similar
employees in 89 out of 100 previous surveys, or only 10 times
out of 100 have employees answered more favorably--a very
favorable response.

50 These employees gave a typical or average response--about half
the time other employees respond more favorably; about half the

time, less favorably.

10 In 90 surveys out of 100 employees respond more tavorably than
this--an unfavorable respoense.

Percentile values have not been computed for graups of less than 20 emplovees.
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Personnel Management Questionnaire Analysis Part A

Agency Code:

- - - - - - - - - - - - - - - - o -

Total GS 1-4 5-8 9-11

443

A, Job Information, Performance Evaiuation & Training

12,
i1.
9.
39.
20,
10,
NNQ
ﬂb.

Able to find out things about job

Get needed advice on method & probs.
Have clear idea of guality expected

Xept informed of how you are doing
Encouraged to develop skills & abilities
Get trafning needed to do job well
Received agency training

If so, was training effective

B. Work Organization & Manpower

38.
OB,
3i7.
28,
32,
33.
29,

1.

Work planned

Receive direction from more than 1 person
Receive conflicting assignments

Enough people to do job right

Given enough work

Given too much work to do a good job
Using skills & abilities

Higher level empl. do lower level work

€. Rewards & Promotions

Q9.
21.
30,
18,
15,
6.
17.

Pay fair for job done

Given credit when job done well

Deing work you like

Promotions fair

Satisfied with opportunities

Able to find out about promotions

Able to gain exp. & trng. for promotion

28
58
10
78
74
14
14
21

- - - - -

Number of Employees
50 114 2 198

- - - - - - - - - - - -

Percentile Rankings

62 27 3 27
97 61 15 42
7 42 5 29
78 66 56 58
g7 36 47 29
3@ 44 € 8
41 39 4 1
At 22 4 46
7 6 2 13
1€ 3 14 45
16 3¢ 25 13
21 29 i1 b)
31 73 23 533
83 74 62 10
44 36 1 44
73 61 10 6
1! 47 6 21
39 93 95 78
4 &4 3 45
65 e 7 28
79 57 56 39
76 24 a8 11
67 91 82 54
wr - 0
fowe)

Page 001

-

-

12+ W i-4 5-8 9.
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Personne! Management Questionnaire Analysis Part A

Agency Code:

D. Services, Benefits & Working Conditions

wkﬁ
43.
pw.
46,
47.
48,
49,
50.
5l.

Able to take annual leave

Sick leave policies fair

Safety satisfactory

Work materials/equipment satisfactory
Lighting satisfactory

Cleanliness satisfactory

Eat{ng facilities satisfactory
Transportation satisfactory

Health services/first aid satisfactory

E. Human Relations

22,
Nw‘
25,
24,
So
3
42,

Notified of changes

Comments solicited

Discuss dissatisfaction with supervisors
Cooperation

Able to try new methods

Have say

Not enough delegation for decisions

F. GQutput & Organizational Effectiveness

26,
27.
35.
36.
44,

People do a good job

People improving performance
Management interest in ideas
Agency improves methods/operations
Organization doing a good job

Total

14
95
36
33

85
66

49
51
71
38
52

¢S 1-4

35
69
75
67
35
73
16
60

3

40
27
52
81
69
53
43

78
37
85

1
[

81

5-8

75
30
13
92
57
44
14
67

2

27
83
51
60
BO
76
71

52
48
84
66
13

9-11

56
61
35
87
76
36
19
54

2

78
25
14
54
15
14

19
34
47
22

12+

10
32
35
68
32
27
36
43

9

20
76
34
27
62
59
45

24
29
27
10
29

Page 002

W1l-4 5-8 9
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Personnel Management Questionnaire Analysis Part B

Agency Code: Page 003
Org A Org B Tot GS Tot WG New emp Sup GS
Number of Emplovees
174 269 454 1 228 135
Percentile Rankings
A, Job Information, Performance Evaluatfon & Training
12, Able to find out things about job 16 39 23 25 27
1i1. Get needed advice on method & problems 65 54 50 53 35
19. Have clear idea of quality expected 6 14 12 12 20
39. Kept informed of hou you are doing 90 67 74 67 55
20. Encouraged to develop skills & abilities 88 62 73 51 43
{0. Get training needed to do job well 10 i8 13 8 il
13. Received agency training 42 5 12 26 i
14, If so, was training effective 14 23 25 7 45 m
B. Work Organization & Manpower
38, Work planned 3 6 5 12 3 w
05. Receive direction from more than 1 person 38 23 32 25 56
37. Receive conflicting assignments 15 27 14 12 i1 =
w 28. Enough people to do job right 4 i3 8 8 6 =
& 32, Given enough work 62 43 51 55 27 m
33. Given too much work to do a good job Il 46 29 19 20 o
29, Using skills & abilities 59 24 41 50 64
31. Higher level empl., do lower level work 7 2 5 8 6
C. Rewards & Promotions
09. Pay fair for job done 54 by 44 33 41
2t. Given credit wher job done well 99 97 97 81 81
30. Doing work you like 31 5 il 46 45
18. Promotions fair 87 27 54 47 24
1S. Satisfied with opportunities 92 48 9 58 58
16. Able to find out about promotions 49 8 18 20 10
17. Able to gain exp. & trng. for promotion 94 87 89 76 78
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Personnel Management Questionnaire Analysis Part B

Agency Code! Page 004
D. Services, Benefits & Working Conditions
34, Able to take annual leave 48 41 47 67 7
43, Sick leave policies fair 62 65 57 80 22
45. Safety satisfactory 77 28 40 55 32
4¢. Work materials/equipment satisfactory 94 89 67 90 80
47. Lighting satisfactory 81 51 58 65 43
48, Cleanliness satisfactory 86 14 45 55 20
49. Eating facilities satisfactory . 54 6 21 20 29
50. Trangportation satigfactory 83 43 39 65 39
S51. Health services/first aid satisfactory 23 1 2 7 3
E. Human Relationg m
22, WNotified of changes 26 9 12 19 8
23. Comments solicited 98 92 91 . 90 70 w
25. Discuss disgatigfaction with supervigors 51 59 54 54 52 -
24, Cooperation . 43 60 49 46 32 m
40, Able to try new methods 89 79 81 a5 75
41. Have say 79 88 81 86 70 m
42, HNot enough delegation for decisions 63 67 61 69 60
F. Output & Organizational Effectiveness
26, People do a good job 82 26 46 64 9
27. People improving performance 76 34 53 59 27
35. Management interest in ideas 97 37 68 74 26
36. Agency improves methods/operations . 74 19 i3 59 13
44, Orpanization doing a good job 44 25 27 36 17




S . U. S. CIVIL SERVICE COMMISSION _
SURVEY OF PERSONNEL manacement  BEST COPFY AAILABLE

EMPLOYEE QUESTIONNAIRE

This questionnaire is part of a personnel management sutvey being conducted by

the Civil Service Commission and your agency. We want to find out, fom the

questionnaire, how employees look st personnel management matters that affect
” their jobs. Your cooperation in completing this questionnaire will help to insure
that employee views are fully considered in cur overall evaluation.

This is not & test with right or wiong anawers. What you ssawer t0 say queation
will be kept strictly confidential, and we ask that you DO NOT SIGN YOUR NAME.
Completed questionnsires will be tabulated and mnalyzed by the Civil Service
Commission and only summaries will be reviewed to help in planning any needed
improvements in parsonnel management.

Read each question carefully and decide how you feel about it. Choose the
snswer closest ©© your opinion and mark (X) the box next to that snswee. If you
feel the answer in yes or mostly yen, matk yes. If the snswer is 0o or mostly no,
merk no. If you really cannot decide about a question, mack the 2" box. Plesse
mark only one answer for each guestion.

You may complete the questionnaire on working time or take it home with you.
Please mail us the completed questionnaire in the attached envelope within
48 hours.

Thank you for your help.

87

. C3C Farm 1008
' 43 JUNE 1979




= Pleage mark (X) the snswer which best describes your situstion:  BEST COPY AVAILABLE

1. Mow long have you worked for your agency?
[ Less thea 2 yesrs

= tn
]2t 4yeses
72

o | (]5t0 10 years
[C111 to 20 yenrs
i®

(] More than 20 yeers
()]

- 2.' What is your pey category?
= t:_‘_] GS (General Schedule)
‘ )

= [ WG, WL, WS (Wage System)
= (¢

Qoam

3. What is your current pay grade?
- (GS. WG, WL, WS, or other)
- CJitoa
- 7))
| CJstwos
¥

Joto 11

tn

Ji2013
(]

{3 14 o1 above
th

4. What is your highest level of education?

Less than high school

graduate O
)

High School ;?dum 0

(¢

Attended technical
voestional or
business school
)

Bachelors degree .

L]
Adv m

egd

=




R, Hiw long have you worked for your BEST COPY AVARLABLE

present supervisor?

Less then 6 moaths [}
n

6 months to 1 year -
@

1 to 2 years
1))

210 3 years
(&)

More then 3 years .
0]

6. How long has it been since you wete
promoted to a higher grade in your

agency?
Never
Less than 1 year
1 to 2 yeam

2to 3years

More than 3 years O

7. Are you a supervisor?

YES NO
L]
7] )
Place a1 ‘X' in the box by the answer which is most nearly true,
in your opinion:.
8. Do you regulwsly receive directions md work assignments YES ? NO
from more than one person? O O O
) 2 )
9. 1s your pay fair for the job you do? YES ? E%
(2 » 2]
10. Are you able to get the training you need to do your job well? YES [,IJ NO
7)) tn )
11. Are you able to get advice on work methods and problems
when you need it? 55 N
1) ) E)
12. Are you sble to find out the tliinp you need to know about
your job? YES NO
B 5 &5

%0 -
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13. Have you received training from your agency? YES ? NO
0 !
¥ «» cH
14. If yes, has this training made you more effective on your job
or better prepared for promotion? YES ? NO
0 0O
n ) X
15. Ate vou satisfied with your opportunities for promotion? YES ET:] NO
(8 (2 3
16. Are you able to find out the things yoh need to know about
promotions? (Such as job openings, ways of being
considered, experience and training requirements, etc.) YES E?J NO
(o t E)

17. Do you have the opportur.ity to gain experience or training
for highet level work? YES ? NO

18. Do you think that promotions are given fairly? YES ? NO
3 O3

1)) 2 )

19. Do you have a clear idea of the quality expected

in your work? YES ? NO

1 O

n » )

20. Are you encouraged to develop your skills and abilities? YES ? NO
0 O

& It n

21. Are you given credit when you do a job well? YES ? NO
1 O

) (2 3

22. Are you notified in advance of changes in policy or

procedures which will affect your job? YES ? NO
(n (®» )]
23. Are you asked for your comments on proposed changes? YES ? NO
1
(n ) tn
24. s there enough cooperation in canying out the work? YES ? NO
1
) 2 1)

25. Do people feel free to discuss their dissatisfactions with

supervisors? YES ff] E_?]
1) D T}

By

91




8.

31

32

34.

35.

37.

BEST COPY AVAILABLE

1o prople you work with generally do a good job?

Are people you work with impr2 . ig their job performance?

Are there encugh peopie where you work to do the job right?

Are you making good use of your skills and abilities
oen your joh?

Are you doing the kind of work that you like to do?

Do high~r level rupl sees do too much lower level work?

Are you given enough work to do?

. Are you given too much work to be able to do a good job?

Ate you usually able to tuke annual leave when you need to?

Are people up the line intereatad in ideas about better ways
to get the work done?

Does your agency meke improvements in methods
snd oparations?

Do you receive conflicting wotk assignments?

Is wock planned before it is started?

Are you kept pretty well informed of how you are doing
on the job?

YES

(D

YES

1

(D

¢

[}

D

T

D”’

&

()

U

NQ

(& 1]

NO

(&7

NO

€3

NO

)]



41.

42.

44.

PR B . . ————

Are you allowed to try new work methods on the job?

Do you have enough say in how to do your work?

Are you required to get approval for decisions you should be
able to make yourself?

Are policies in your office regarding the use of sick leave fair?

Do you think that, overall, your organization is doing »
good job?

Would vou rate the following satisfactory et your job location?

45.

47.

49.

LN

51

Safety

Work materials and equipment

Lighting

Cleantiness

Eating facilities

Transportation

Health services and first sid

93

YES
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NO

‘3

NO

(3]

NQ

»

4]

NO

D

NO

3

NO

»
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52. Use this page to make any comments or suggeations. If your comments relate to a
specific item in this questionnaire, please show the guestion number.

94
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FEDERAL SOLAR POWER ADMINISTRATIJN
ADVANCE INFORMATION UNITS

NOTIFICATION OF EMPLOYEES AND LABOR ORGANIZATIONS

Please notify employees, and the representatives of employee unions and associations with which
you nomally do business, of the dates of the evaluation survey.

Generol

One person in your organization should be designated in the notification as coordinator for those
desiring to talk with members of the survey team. Please make clear, however, that our advisors
may be contacted directly duting the review. The notification should expisin how and where
advisors may Le contacted during the review and that since they will probably be conducting the
review away from the specified office during much of the time, early moming would be the best
time to contact them there. We also request that you inform employees that they may contact the

advisors through their offices by writing to:
FSPA Haqs. Personnel Evaluation Unit
Attention: I.M. Team Leader . To minimize any possible con-

flicts, emphasize that requests should be received as near the beginning date of the evaluation as
possible.

Notification te Employees

Indicate that our survey team will be available to receive any information employees feel would
benefit in conducting the evaluation. Also indicate that our advisors will not be in
a position to take action on individual grievances ot other problems of an individual nature, but any
such informetion will be used in evaluating the personnel program and in detemining the need for
possible improvements in personnel management.

Notification of Employee Unions and Associations

Arrangements should be made with representatives of all organizations to which you have granted
tecognition under Executive Order 11491, as amended, to meet with our advisors during the survey.

Any information which these representatives consider to be relevant to the survey will be discussed.

The survey team will be especially interested in activities under the Labor-Management Relations
program and in other matters of significant concern to employees.

Please retain a copy of the letters or statements used to notify employees and employee
representatives for the survey team.

95
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FEDERAL. SOLAR POWER ADMINISTRATION

GENERAL SURVEY INFORMATION
(Please respond to those items checked)

Manager’s statement of any kinown personnel management problems at his activity which
Commission o - . stance could md in solving.
Lag iu statffing ithe new Direct Federal Program is resulting in
delav .. in meeting production Llmelavdle , We have recently experienced
provlems in locating highly qualified physical science technicians.

—_ —

DISCUSSION
PLEASE AVAILABLE MATERIAL
FORWARD ON ARRIVAL ONL ¢

(] 2] o 1. Please furnish the following information:

- « current activity mission statement with summary of changes
over the past 2 years.
See Case Study
- ~ current position listing broken out by organization, official
title, series and grade.
FSPA Response: see organization charts
- - organization charts accompanied by a statement of the
activity head’s currently delegated personnel management
authority.  See case study for delegations.,
FSPA §esponse: organization charts attached
- - organization functional statements.

FSPA Response: functicpael statements attachea
- = listing of tenants, satellites or field activities serviced.

FSPA Response: none .
- - significant internal personnel management reports, studies or

surveys made by your installation during the last two years.
FSPA Response: none

X i 1 2. Please complete the following:

End of Last
Fy 71 FY 72 FY 73 Manth

a) Full-time civiliun employees

1) General 185 175 375 420
Schedule -
2) Wage 0 0 0 ¢
Grude
0 0 QO 0
3) Other
b) Part-timeor
intermittent
civiiian ) 0 2 &

employees

L“»
L
z\

c) Total 185 175 377
Civilians

! 97
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d) Average GS

e)

)

10.14 10.15 G.33 .30

yrode

Supervisory
ratio at the

. . 1
activaty

8 1

.
o o]

1e11 till

number of
worker trainee
or GS-1 employ-
ees. a.t the o 0 1
activity

If established, please describe any average grade ceiling or
controls existing at the activity.

Based upon actual figures or hest estimates, please provide

the following personnel action totals for the year

ending: Oct. 1973 (tha' i, the month befcre
(month’ yoar) ™ the onsit. ryview)

- - careet or career-conditional

register, 0
- - all other temporary 16
appointments,
. 15
- » excepted appointments. —
8
a. Summer Aids
b. Veterans Readjustment 5
Appointments
25
- - transfers in.
- - reinstatements (including 5
conversions to).
- - reemployments. 0
. 40
- -~ promotions
a. competitive 10
30

appointment (including con-
versions to). 115

FSEE or M] hires. 5

TAPER and temporary
appointments outside

b. career

a8
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MLEASE

' EORWA RS ON A (b -

S et eme —— - e
0
LN . et it mememe o o n —_ e ¢ ot
LR R A T R S B 4 s
S AT L I — .—.—...... e et eaen
genseenn Tosg than
. -
o —
Aetals to higher 5
creed positions, :
. -~ - rumber of employees who
conpleted waiting periods
tay withun-grade increases
durtng the past 12 months, 47
RUF actions (separations,
turloughs, resignations 0
or petirements ia Lien of )
O
randatory age retirements. ..
. - - aumbet of personnel sepae 0
. rated during probation,
-+ aumber of recommendations
fon gqualite step inoreases
. sohertind, !
3
Lhe ':-.’“'-.ébc' -
L ooepd 1
+ pending,
- number of emplovees in-
formed in weiting ot orally
™y thedr supervisors that
thes work was pot of an
¢ ontible tevel of 0
noapetence,
nanber of erplovess who
reet o i withholding O
- at:ficaton,
™ : R , . .
" S e deaeribe the nature of any changes in the size or orguni-
satten of (ke installation during the pust two vears.
e e Saudy
i ' . - 3 . - - . »
' L_ . N (A S G LA 4ftu'r-nphnn of the activity’s progtram for
review nnd improvement of manpower utilization. Include any
“::q Loend pohiey statements or ctudies of utilization, tumover,
Q oT corepreme, wick leave usage. ete,

ERIC

Aruitoxt provided by Eic:
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H

URTERY I
20ae AVAILABLE MATERIAL .
A N N ARRIVAL ONLY
. ] X7 7. Citing number of participants, please briefly descr - 1y
formal training given dunng the past yeur to superv: . in

position management, classification or job grading.

T '3 m 8. Please provide examples of any significant savings realized
ovet the past two years 8s a consequence of improved
manpower utilization.

mM R X 9, Citing number of participants, please briefly describe any
formal training given to supervisors in the acceptable level of
competence principle.

1 ] X7 10. Please fumish a !0 of all contracts under which contractor .
employees provide services, e.g., maintenance, operatiorn,
repair, to your installation on a farly continuing basis. Cone
tracts which do not require performance of such tagks and are
limited to the procurement of material or a commodity should
not be listed. Include the fnllowing information for each
contract listed:

- - a brief statement of the tyres of
service performed.

- - approximate annual cost of the .
contract,

- « total length of time that the contract
has been in existence.

] L] L 11. Please provide a statement indicating the length of time that .
the Activity Head, Personnel Officer and Equal Employment
Opportunity Officer have held their respective positions,
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Chart #1

Federal Scolar Power Administration
Central City Regional Office

Authorized Strength: 467
Actual Strength: 424

Office of the Regional Director

~ Phys Sci Administrator, GS-1301-18
- Phys Sci Administrator, GS-1301-17

-

- Special Staff Assistant, GS-301-13
~ Secretary-Steno, GS-318-7

~ Sec. tary-Steno, GS-318-6

~ Attorney-Advisor, GS-905-15
Attorney-Advisor, GS-905-14

- Secretary-Steno, GS-318-5

~ Public Info Officer, GS-1081-15

- Public Info Specialist, GS-1081-12
- Info Receptionist, GS~304-4
Clerk-Typist (Traines), GS-322-1
— " A 1 . h §

Solar Energy | |Crants Complisance Technical Administrative]
Research Div Div | Div | Sexvices Div Div
See Chart 2 See See Chart See Chart 5 See Chart 6
‘ Chart 3 4

L i b T e DD e et et s
L

Office of Direct

{ Federal Construction |
See Chart 7

B 1

{Design Div | _Solar Energy Div |
See Chart 8 See Chart ¢

i 4 . i N

Project Office #1 | |Project Office #2| |Project Office #3| | Broject Office #4:
See Chart 10 See Chart 11 See Chart 12 See Chart 13

—
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Chart #2

BEST COPY AVAILA™! ©

Solar Energy Research Division

1 - Phys Sci Administrator, GS-1301.16
1 ~ Secretary-Steno, ¢S-318-6

1
i 1
Team 1 Team 2
' 1 - Su Civil Engr, GS~-810-15 1 _~ Supvy Physicist, GS~1310-15
1 -~ Physicist, CS-1310-14 2 - Physicist, CS-1310-14
2 - Civil Fngr., GS-810-~'4 4 - Physiecist, 6S-1310-13
1 ~ Safety Fnev., GS-803-13 1 - Architect, GS-B808-13
3 -~ Civil Engr., GS-810-13 1 - Civil Engr., CS-810-13
1 - Electrical Engr,, GS-850-12 1 ~ Physicist, 0$-1310-12
2 -~ Civil Engr., GS-810-12 2 - Physicist, 6S-1310-11
1 - Architect, GS-808-12 1 -~ Phys Secf Tech. GS-1311-¢
3 - Civil Engr., GS-810-11 2 -~ Phy Sei Tech, GS-1311.8
2 - Eng. Technieian, GS-802-9 1 - Phy Sei Tech, CS-1311.7
3 - Eng. Technician, GS-802~7 1 - Phy Set Tech, GS-1311-6
: 1 - Eﬂgo TQChniCim, 68‘802‘6
L
102
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Chart #3

Crants Division

I~ Supvy Civil Engr., GS-810-16

(.1 = Supvy Civil Engr., GS-810-15
1 - Secretary-Steno, GS-318-5

inancial Management Brinch Grant Applications Branch

1 - Pinancial Mpr, GS-5u3-13 {1l - Supvy Civil Engr, GS-810-1:
1 -~ Accountant, CS-510-12 2 -~ Civil Engr, GS-810-14

1 - Accountant, G -510-11 1 « Physicist, CS-1310-14

1 - Budget Analyst,GS-560-11 - Civil Engr, GS-810-13

1 « Acctpe Tech, $S-525-8 Electrical Engr, GS-850~13
2 -~ A +u Tech, (!5-525-6 Safety Engr, GS-803-13

- _ Architect, GS-808-13

Physicist, GS-1310-13

Grants Manager, GS-1101-12 (2)*
Civil Engr, GS-810-12
Physicist, GS-1310-12

Grants Specialist, GS-1101-11*

WrewinrmriroiomNn

*Vacant Position
Note: 1f more than one vacancy,
number is in parventhesis.

vty
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Chart #4

Compliance Division

-~ Supvy Civil Engineer, GS-810-16
Supvy Civil Engineer, GS-810-15

-
’

Secretary-Steno, GS-~318-6
Civil Epngr, GS-810-15
Physicist, GS-1310-15
Architect, GS-808«14
Electrical Engr, GS-850-14
Safety Engr, GS-803-14
Civil Engr, GS-810-14
Physicist, GS~1310-14
Auditor, GS-~510-13 (5)*
Civil Engr, GS-810-13
Physicist, GS-1310-13
Electrical Engr, GS-850-13
Safety Engr, GS-803-13
Architect, GS-808-13
Grants Administrator, GS-1101-12 (3)*%

P 2 ¢ 2 3 0 3 ¥ 2

S
VIO NN NN G e re eyt e

*Vacant Position
Note: If morc than one vacancy,
number i1s noted in parenthesis.

104 -
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Chart #5

Technical Services Division

1 - Technical Services Manager, GS-301-15

1 « Technical Services Specialist, GS-301-11
1 - Secretary-Steno, GS-318-6

ADP Branch Technical Publications Branch 1
1« Supvy Computer Specialist, GS-334-13% 1 - Supvy Write -Editog&;GS~10§g:13.

~ Computer System Analyst, (S-334-11
- Couputer Programmer, GS-334-11
~ Couputer Systems Analyst, GS-334-9

2 - Wyriter-Editor, GS-1082-11
2
1
- Computer Programmer, GS-334-9 1
1
1
1

Writer-Editor, GS-1082-9
Librarian, GS-1410-9

Librarian Technician, GS-1411-6
Editorial Asst, GS-1087-5 ‘

- Computer Operator, GS-332-8
- Computer Programmer, GS-334.7 Editorial Clerk, GS-1087-4
Computer Operator, GS-332-6 Gaeneral Clerk (Trainee)

~ Cumputer Operator, GS-332-5* GS-301-1

- Computer Aid, GS-335-4*

- Card Punch Operator, GS-356-3%

- Curd Punch Operator, GS-356-2 (2)*
- Cuard Punch Operator, GS-356-1

PO VI o SR L Rl o oo B d
H

*Vacant Position
Note: Lf more than one vacancy, A TN
number is in parenthesis.

3
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Chari

"

_Adminiastrative Division

1 -~ Administrative Officer, GS-341-15

bt b
(I

Equal Employment Opp. Officer, GS$-160-13
Administrative Assistant, GS~341-9
Secretary-Steno, GS=318«6

901

T3
-
o

Personnel Branch

PTp—

Budget Branch

Office Services Branch

} - Personnel Officer, GS~201-13
—

et
!

Budget Offirer, G5-560«12

[o)
'

Office Services Mgr., GS~342+9

2 - Pergsonnel Mgt. Spec, G5-201-12
} - Personnel Mgt. Spec, G5-201-11
I
!

t

Personnel Clk, G5-2G3-6

Budget Analyst, ¢« ~560-9
Accounting Tech, G$-525.8
- Voucher Examiner, nmtmba:m

troet gl et
t

t

Secretary-Steno, GS5-318«5

-~ Correspondence Clk, GS-309-3
- Mail and File Clk, GS-305-2
~ Off Mach Opr, GS-350-1

- Supvy ClkeSteno, GS-312-6
Supvy Clk-Steno, CS$-312.5

« Clk«Steno, GS~312-4

~ Clk-Typist, GS-322-4

« Clk-Steno, GS=-312-3

-~ Clk-Typist, GS~322-3

i bt (b aD e bk e N3 et
t

O

TIGVIVAV AJ0D 1§38

Aruitoxt provided by Eic:
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vaart #/

Office of Direct Federal Construction

~ Supvy. Civil Engineer, GS=810«l15
- Supvy. Civil Engineer, GS-810-14

)

Physicist, GS=~-1310-13

Admin Officer, GS5-34l1.l1l
Secretary-Stenc, GS«318«6
Secretary-Steno, GS=318«5

VYoucher Examiner, GS«-540es4
Clerk-Steno, GS~3124%
Clerk-Typist, GS=322-3%
Clerk~Typist, GS~322-2
Clerk«Typist (Trainee), GS~322a1%

PO et pt ek ol best b b e
$ ¢ 1 1 2 1 01

*Vacant Position

Note: 1If there is more than one vacancy, number is in parenthesis.
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Chart #8

Design Division

Supvy Civil Engr, GS-810-14
Supvy Civil Engr, GS-810-13%

=
[ 3

1 -~ Physicist, GS-1310-13
1 - Secretary-Steno, GS-318-5
3 -~ Clerk=Steno, GS~312.4 (2)*
1 « Office Machine Opr, GS~-350-1
Design Unit Drafting Unit
1 - Supvy Civil Engr, GS-810-13 1 « Supvy Encr Lraftsman, GS-818-9

Supvy Engr Draftsman, (85-518-7
Civil Engs, GS~810a12

Satfety Engr, GS-803-12
Architect, CS-808~12
Electrical Engr, GS-850-12
Physicist, GS-1310-12
Civil Engr, GS-810-11

Engr Draftuman, GS-818-6
Engr Draftsman, GS-818x4
Engr Draftsman, GS=818-3 (2)*
Engr Draftsman, GS=818.2 (2)*
Engr Draftsman, GS-818-1

 JEEE DO I TN T |

P W Lo B
' 320 3 3

Engr Tech, GS-802-10
Civil Engr, GS-810-9
FEngr Tech, GS-802a9
Engr Tech, GS-802-8
Civil Engr, GS~-810-~7
Engr Tech, GS~802+6
Engr Tech, GS~802«5
Engr Tech, GS-802-4
Clerk-Steno, GS~312-4
Clerk-Typist, GS-322.3
Engr Tech, GS-~802~3
Engr Tech, GS=802«2
Clerk-Typist, 0S«322.2
Engr Tech, GS=802-1

et PO PO e et et DO et b e D3 S DD DN e L0 W W O
1

*VYacant Position

NOTE: 1If there is more than one vacancy, number is in parenthesis.
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Chart #9

sular Energy Division

1 ~ Supvy Physicist, GS-1310-14
1 - Civil Engr, GS=810-12
1 -~ Secretary-Steno, (S=318«5
1 ~ ClerkeSteno, GS=312.5
y TEAM | TEAM 2 !

1 - Supvy Physici-., GS-1310-13 1 - Supvy Physicist, GS-1310-13

- Physicist, GS-1J10-12 (2)*
-« Elcectrical Engr, GS«850«l12

4 Physicist, GS-1310-12
t « Phys Sci Tech, GS-1311-10

A

1

Electrical Engr, GS=-850~1%
Phys Sci Tecn, GS=-1311~i0
Phys Sci Tech, GS-i31l!-Y
Phys Sci Tech, G8-i131i-7
Phys 8ci lech, G3-13.: .o
Phys Sci Tech, GS=13iia5%

-~

3 « Phys Sc¢i Tech, GS-1311.0%
.~ lhys Sc¢i Tech, GS«1311-8*
2 « Phys Sci Tech, (S-1311-b*

o VS BE LS J A Bl o RO ;)
| 2 B B |

*Vacan*t. Position

Ne ke 1f there {s mare than one vacancy, number is in perenthcsis.
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Chart #10

Project Office #1

,.....
3

Supvy Civil Engr, GS-810-14 l

~

P a3 IN) et ST et e pma [NDOPNG b b b e e e md B e P R 2 W e

=~ Architect, GS~808«12

-~ Physicist, GS=13{0~12

- Civil Engr, GS~B10-1l

-~ Electrical Engr, G5-830-~11

- Engr Tech, CS«802<9

- Clerk~Stenc, GS-312-4%

Safety Engr, GS=80313
Electrical Engr, GS=850-13
Civil Engr, GS~810-12
Safety Engr, GS~-803-12
Flectrical Engr, GS-830~12

Engr Tech, GS~802-10
Civit Enge, GS-810-9
Erectrical Engr, G3-850-9

Phys Sci Tech, GS«~1311-9%
Admin Assistant, GS8-341-9
Engr Tech, GS=802-8

Civil Engr, GS—810a7
Electrical Engr, GS-850-7
Engr Tech, GS=802e7

Phys Sci Tech, GS=131la7
Engr Tech, GS-802-6 (2)*
Supvy Clerk~Steno, GS~312-5
Engr Tech, GS5-802-5

ClerkeSteno, GSe312.3

*Vacant Position

MM g: 1If more than one

vacancy, number is in parenthesis.
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Chart #11

Project Office #2

joe)
1

Supvy Civil Engr, GS~-810-14

fafety Engr, GS~803-13
“lectrical Engr, GS=850a13
. ivil Engr, GS=810-12
Safety Engr, GS~803-12
Electrical Engr, GS~850~12
Architect, GS~808-12
Physicist, GS-1310-12

Civil Engr, GS-810«11
Electrical Engr, GS~-850.11
Engr Tech, G5-802-10

Civil Engr, GS=810~9
Flectrical Epgr, GS~850-9
Engr Technician, GS«802-9
Phys Sci Technician, GS=1311-9%
Admin Assistant, GS~341-9
Engr Technician, GS~-802-8
Civil Engr, GS-810~7
Electrical Engr, GS-850-7
Engr Technician, GS~802~7
Phys Sci Technician, GS«1311l=7%
Engr Technician, GS-802-6%*
Engr Tectmician, GS~802-5
Supvy Clerk«Steno, GS~312~5
Clerk-Steno, GS-312-4

P b BN AR P DD B b D) bd b pd pe bed b fed B3 ek DO DD B B
b 3 8 % % B OB OB O3 OB ORTOBOT OV OYLONM YT OB OST O

*Vacant Position

NOTE: If more than one vacancy, number is in parenthesis.
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Chart #12

Project Office #3

[
’

Supvy Civil Engr, GS=-810-14

Safety Engr, GS-803-13
Electrical Engr, GS=850-13
Civil Engr, GS-810a12

Safety Engr, GS-803.12
Electrical Engr, GS~850=12
Architect, GS=808-12
Physicist, GS=1310-12

Civil Engr, GS-810-11
Electrical Engr, GS-850a11
Engr Technician, GS-802-10
Civil Engr, GS~810~9
Electrical Engr, GS-850-9

Phys Sc¢i Technician, GS~1311.9
Admin Assistant, GS«341.9

Phys Sei Technician, GS«131l.8
Phvs Sci Technician, GS-1311-7
Phys Sci Technician, GS~1311-6
Engr Technician, CS5-802-6

Phys Sci Technician, G8~1311-5
Supvy Clerk-Steno, GS=312~5
Clerk=Steno, GS=312-4

A I I e

B2 PN W W DI e DD e B N e ) e W e DD
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Chart #13

Project Office #4

o
]

Supvy Civil Engr, GS-810-14

Safety Engr, GS-803-13
Electrical Engr, GS-850-13
Civil Engr, GS-810-12

Safety Engr, GS-803-12
Electrical Engr, GS-850-12
Architect, GS-808-12

- Physicist, GS-1310-12

- Civil Engr, GS-810-11

- Engr Technician, GS-802-10

Engr Technician, GS-802-9

- Phys Sci Technician, GS-1311-9*%
~ Admin Assistant, GS-341-9

- Engr Technician, GS-802-8

- Engr Technicier, GS-802-7

~ Phys Sci Technician, GS-~1311-7 (2)*
- Engr Technician, GS-802-6

- Engr Technician, GS-802-5

- Supvy Clerk-Steno, GS-312-5

- Clerk-Steno, GS-312-4

- Clerk-Steno, GS-312-3

D= AN DN L LW NN W
»

*Vacant Position

NOTE: 1If more than one vacancy, number is in parenthesis.
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Foba
MISSTON STATEMENTS

Office of the Regional Director

‘dministers FSPA Federal aid and direct Federal construction program iu:
tae Central City region, consisting of five states., This includes
vroviding ..ant funds to States and localities for the construction of
solar power stations, and the building of sclar energy power statione
on Federal land,

Solar Energy Research Division
Conducts research on systems for the direct generation of electric power
through the application of solar energy.

Grants Division
Operates a regional program of grants to States and localities to construct
and maintain power sta:ions which directly convert solar radiation into

electricitv, This covers preapplication consultation, grant application
processing, and grant approval.

Compliance Division

Evaluates the overall performance and results of grants-in-aid operations
by mordioring Qav-to-day activities during the post-award phase, including
technicai operst iens and monetary accountability,

Technical Services Division
Develops and operates information systems for the support and improvement

of management decision-making related to the construction and maintenance
of solar power stations,

ADP Branch
Manages sn automatic data processing complex which collects, processes,
analvzes, and disseminates technical and financial data,

Technical Publications Branch
Develops and maintains a collection of professionsl and technical materials

in solar energy, thermoelect-icity, thermoelectric power generators, and
related fields,

Administrative Division

Provides pursonnci, budget, and administrative services within the region.
Advises the Regicnal Director on administrative management as it impacts
on mission-rersled operations,

Personnel Branch

Provides management advisory services to the Regional Director and his
staff on problems involving personnel management and those problems which
have personne! management implications. Administers the Region's personnel
program, includipg manpower planning, staffing, classification and wage
administration, employee relations and services, training, career develop-
ment, and labor-management relations,

113
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! .. i J.’:‘P."_t}
Frepdres the annual and supplementat estimares of appropriations and

the justification for the estimates, together with supporting statement:
Mud o statistices,

Uftice Services dranch

Provides mailing, postage, and distribution services. Maintains stock
supplies. Maintains central files., Provides stenographic, typing, rod
telated clerical support to operating divisions.

Office of Direct Federal Construction
Supervises design and construction of solar energy power stations on
Federally.-owned lands, .

s e

Provides technical staff support in design work rcr the four project
vifices,

Solar Energy Division
Provides technical staff support in solar energy peneration and retrieval
systems for the four project offices.

Prolect Cffices
Supervises contractors in the design, construction, and maintenance of
solar power plants on Federal lands in a given geographic area.

4
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FEDERAL. SOLAR POWER ADMINISTRATION

PL.EAS. AVAILARBLE MATERIAL
FORWNARD ON ARR: AL. ONLY

X e 3

e - ]

. - =]

M1 R ]

- o x

MERIT PROMOTION SURVEY INFORMATION

DISCUSSION

1. Please provide a copy of your agency's promotion plans and sup-
plementary local policy instruction and employee relations
issuances. Describe major revisions which have occurred in the
plan during the past year and the role of employee organizations
in each revision,

2 Please provide the following statistic? ll:mseci upon txnent g;omotion

activity dufing the past fiscal year (11/72 to 11/7
A. Total number of promotions 40
2) Number of competitive promotions 10

b) Number excepted from

competitive provisions 30
c) Number of excepted which
were career promotions 22
B. Total number of times that the installation
expanded areas of consideration 2
C. Total number of selections founded upon concurrent
consideration provisions 0
D. Total number of tempotaty promotions 2

E. Total number of temporary promotions (120 days or
less) processed as exceptions to competitive |
promotion procedures

F. Total number of competitive details to higher
level positions

G. Number of “Best Qualified Lists' irom which no
selection was made 3

H. Number of repromotion eligibles 0

3. Please supply each promotion tanking plan used dusing the past
year as well as a copy of each written test used for merit promotion
pusposes if that test was not prepared by the U. S. Civil Service
Commission.

4. Please provide a sample copy of each type of personnel appraisal
form used in your Merit Promotion Program. Also include sumples
of typical vacancy announcements if used under your Program.

S. Please describe training which supervisors at your activity have

received in the principles of merit promotion and in personne!
appraisal techniques.
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DISCUSSION
v F AR AVAIL ABLE MATERIAL
FURWARD ON ARRIVAL ONLY

. 1 X7 6. Please explain how operating officials participate in cevelaping
qualification requirements and evaluation factors.

X o ] 7. Please list and give the status of each complaint file; by an
employee or a union conceming a mert promotion issve. Set
forth any cosrective action taken.

P 1 A 8. Please describe the system of self-evaluation used to analyze the
effectiveness of your Merit Promotion Program. What adjustments
have taken place in Program operstions as a consequence of
these evaluations?

e - R 9. Please describe the objectives, opetation and results of the Upward
Mobility Program existing at your activity.
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SORE v THL PoPA CERYiw. REGION MERLEP EROMOTION PLAN

+ o UF L SSIDEAGATION.  All eligible employees whether or not within the
Barsawcup aten £ consideration may apply for vacancies and be considered by
slomir tirs ooplications.  An announcement will be made, at least ennually,
tamindin employees that they may file voluntary applications for
consideiration beyond the local arca of consideration. Minimum areas for
consideration are designated as follows:

(1) GS-5 and below, the geographic or commuting area within the Region,

(2) GS-6 to GS.12, the Central, Scuthern, and Western Regions.

(3) GS-13 and above, FSPA nationwide.

LOCATING CANDIDATES. Vacancy anrouncements are distributed to designated
displav points. Announcements include: position duties, organization and
peographic location, are- of consideration, qualifications, evaluation
methuds, procedures for spplying, if there is known promotion potential,
and EEU statements. They are circulated or posted for at least ten working
days after the dat. of issue. Other sources: Civil Service Commission;
advertising; voluntary applications, including supervisory referrals;
selecting supervisor referrals (cannot state a candidate preference except
in carecr promot fens or other exceptions to the competitive procedures):
and Stace Fmploy ent Service Offices.

QUALIF1CAIION REQU LIEMENTS. All employees must meet minimum CSC standards.
Selective factors (geopssphic mobility, language, personal attribute) are
recorded and used to determine eligibility on the same basis as used in
competitive registers. (1) Minimum qualifications, including selective
factors, are shown on announcements, (2) Written tests are used to establish
basic eligibility only when required by the CSC for in-service placement,

(31 Modification of qualification standards after the promotion process has
begun is prohibited unless an inappropriate standard was used or the
Commission has issued a revised standard.

EVALUATTION PROCEDURES. These specific mandatory criteria to identify the
best qualified apply! appraisals, experience, training, awards, outside
activities. Seniority or length of specific experience is used only when
clearly job-.related. An additional evaluation of demonstrated or potential
supervisory ability is made for supervisory positions, Training is required
tor all newly-selected supecvisors,

RALING AND CERTIFICATION. Positions GS-5 and under are rated by personnel;
positions C8-6 and abuve raitcd by panels (except those GS-11 and below,
optional at the discretion of Regional Director). A certificate identifies
thiee to five best qualified per single vacancy plus two for each additiona!
one. Up to ten is acceptable if meaningful distinctions cannoc be made. If
the best qualified are not highly qualified, the area of consideration is
expanded; if none identified then, the original certificate is used.
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SELECTION AND NOTIFICATION. Any best qualified caadidate referred can
be selected, but only in the most equitable manner on the basis of mertt.

RESPONSIBILITIES. Supervisors: serve on panels; explain plan provisions;

advise on career development; motivate employees to file; evaluate fairly;

assist in setting job requirements. Employees: learn about opportunities;
serve on panels; offer ideas to improve plan; self-development. FPersonnel:
technical assistance to management; provide counseling; MPP program manage-
ment; periodically evaluate plan effectiveness.
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FEDERAL SOLAR POWER ADMINISTRATION
PERFORMANCE EVALUATION SURVEY INFORMATION
DISCUSSION

PLEASE AVAILABLE MATERIAL
FORWARD ON ARRIVAL ONLY

X1 ™M 4 1. Please attach one copy of each of your performance rating plans
and one copy of each local issuance or supplement to those plans.

j O X 2, Briefly describe any training provided to supervisors in performance
evaluation and give number trained.

] - ) 3. Please describe actions which your activity takes to inform em-
ployees about the purpose and operations of performance rat-
ing plans.

4. Please provide one copy of each form used to rate employees.

¥ 0
0 B
00

. Indicate the number of employees rated in each category duting
the last complete rating period:

Outstanding ___ 15

Unsatisfactory 0

Satisfactory 350

Other ' o]

X O ] 6. Please indicate how many performance ratings have been appealed
either within the activity or to a Board of Review outside the
activity within the past t wo years

. Please provide perfomance rating sppeal files.

8. If your activity has developed performance standards for individual
jobs or types of jobs, please provide a listing of such standards.

g0
b b
Rl

O
U
U

. Of employees eligible for probationary evaluations during the past
year, how many were

retained? 85

separated? 3

1 — ] 10. Please descrbe briefly how annual performance evaluations are
used in othe r personnel activities such as promotion, teaining
needs assessment, etc. :

O ™ x3 {1. Excluding the annual performance rating, please describe other
employee appraisal systems in use at the activity, i.e., promotion.
probationary, etc.
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HIGHLIGHTS OF THE FSPA PERFORMANCE RATING PLAN

USES OF PERFORMANCE RATINGS IN ADMINISTRATION DETERMINATIONS

Performance. These ratings form the basis for the annual performance.
ratings and acceptable level of competence determinations, and point up
instances where either performance award recommendations or training

mey be indicated. A1l ratings must be based on the specific requirements

of the position, and those requirements must have been communicated to

the emplovee in advance. Because performance standards and the supervisor's
and employee's understanding of them vary, the plan represents general
guidelines, rather than firm requirements, uniess otherwise indicated.

Performance Awards. If an employee is being considered for an award based
on performance of assigned duties, the ratings should reflect that per-
formance standards for the primary job responsibilities have been exceeded
to a significant extent during the period covered by the award and that
the remaining responsibilities have been accomplished in a completely
satisfactory manner.

Annual Performance Rating. An employee is eligible for an Outstanding
performance rating when "All aspects of performance not only exceed normal
requirements but are outstanding and deserve special commendation." There-
fore, ratings must show "far exceeds" standards in all the major performance
areas. For a Satisfactory rating, it should be shown that the employee is
meeting or exceeding the overall requirements of the position and the
majority of the ratings should indicate "meets requirements' or above,

For an Unsatisfactory rating, it should be shown that the employee needs
improvement in those performance areas that are critical to the position.
The criterion is whether performance is so poor that the employee must be
taken out of that particular job.

Acceptable Level of Competence Determination. The basic question to be

answered before granting the within-grade increase is whether or not the
employee's performance warrants higher pay. If he is to be granted the

increase, ratings should show "meets requirements" or above in the major
performance areas.

Skills, Knowledge, and Abilities. The skills, knowledge, and abilities
on which the employee is rated are demonstrated through performance in
the present position. The information in this plan is useful mainly to
help identify some of the strengths and weaknesses of people being
considered for changes in assignment., The ratings are also used as one
factor in the merit promotion plan, Their use for this purpose is to
assist in establishing the qualifications of candidates who are eligible
for consideration.
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EEO and Supervisory Ratings. Some supervisors are authorized to make
decisions or take actions which directly affect accomplishment of specific
goals or items in the FSPA's action plans. In this case the extent tn
which the supervisor contributes to goal and objective accomplishment
should be considered in determining whether he meets or exceeds requirements
or needs to improve. Those supervisors not authorized to make decisions
or take actions pertaining to employment, promotion, job design, training,
and other affirmative action items can contribute to the attainment of
goals and objectives only through demonstration of non-discriminatory
aractices in dayv-to-day operations. In this instance, consideration of
performance is confined to matters within the control of the supervisor,

and may not be extended to EEQ action plan items outside the supervisor's
jurisdiction,

Administrative,

1. Every emplovee will receive an initial performance rating 90 days
after assuming a position and ca the anniversary date of the personnel
action thereafter,

2. The Personnel Branch will notify supervisors when an acceptable level
of competence determination is due.

3. Annual certification of position need and position description accuracy
(Whitten review) will also be accomplished by the supervisor when he
rates performance.

4. The supervisor must discuss the performance evaluation with the
employee and obtain the employee's initials indicating he or she has
seen the rating., Supervisors should relate performance to duties in
peosition description by written standards, and any training needs
identified. They asre also encouraged to provide counseling on
individual self-development goals,

5. Supervisors are expected to informally resolve any complaints regarding
the above matters if possible. If this cannot be done, inform the
employee of your decision, explain the appropriste grievance or appeal
channel, and refer the case to the personnel specialist for your unit.
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FEDERAL SOLAR POWER ADMINISTRATION

EQUA 1UPLOYMENT OPPORTUNITY SURVEY INFORMATION
(Please respond to those items checked)

DI SCUSSION

FPLEASE A LABLE MATERIAL
FORWARD ON ARRIVAL ONLY
K] ] -
X ! L
] o X1
L} ]
[l ] I
P - 'n!
[ r 7

5.

. Name, position, and location of the local Equal Employment

Opportunity Officer and EEO counselots. Please describe
his or her assigned responsibilities.

Please attach a copy of your written affirmative action plan
for implementing & positive equal employment opportunity
program, along with any written progress evaluations made
during the past two years. Include a description of the
system established at your activity for periodically
assessing the effectiveness of the EEQ program.

Please list any recruiting contacts with minority group sid
women’s organizations and with high schools, junior
colleges, colleges, trade schools and business schools
which have significant minority group or female enroliment.

List known organizations within the commuting area
concemed with the employment of minority group persons or
women and extent of contact with these organizations, other
than as requested in item 3, Describe the minority group
characteristics of the locale.

Please attach a list of training activities at your
installation in which employees have participated and the
extent of the participation of minority group members and
women in each program. These may include, but are not
limited to, supervisory training, skills training, inter-agency
training and on-the-job training.

FSPA Response: see sttached EEQO Report
Pleasze describe briefly any analysis that has been made
to assure that minority group members and women receive
equal consideration for training and advancement. Also
include documentation outlining employee participation in
any positive Upward Mobility Program existing at your
activity.

Please attach a list of tegining programs directed at manage-
ment and supervisory development and give the extent to
which equal employment opportunity was included as past of
the course coversge. Describe tating procedures used to
evaluate the performance of supervisors in equal employment
opportunity efforts.

125

tor bug



DISCUSSION
FPLASE AVAILABLE MATERIAL

FO:WARD  ON ARRIVAL  ONLY BEST COPY AVAILABLE

N

1 'X] D 8. Please describe the extent to which you have made us. of
participunts in the various economic opportunity programs
under such legislation as the Economic Opportunity Act and
the Vocutional Education Act, e.g., Neighborhood Youth Corps,
College Work Study, and Work Experience Progtams, Give
female and minotity totals,

2
G
L]
£

. Pleaue attach a list of breakthrough placements of minority
group members or women in the past two vears. If any
positions in your organization are restricted to men only,
please submit a [ist of such positions by occupational series
with reasons to support each determination.

FSPA Response: see attached EEO Report
X1 M ] 10. Attach a brief summary of formal complaints submitted
by individuals, and complaints of a genetal nature
by organizations, alleging discrimination because of race,
sex, creed, color, ot national origin. Dita should include:
name of complainant, title and grade, date comnlaint received,
brief description of the nature of the complaint, its status,
and the nature of closing action, if any. Pleuse attach a
listing of disciplinary actions taken against employees who
have engaged in discriminatory practices. (None taken.)
FSPA Response: no formal complaints submitte

K] ] ] 11. Please provide as much of the following data as is available
: from the most recent statistical report compiled on minority

group and female employment:

&. A comparison of total employment and employment for each
minority group category and for women for each General
Schedule grade and for each pay category for employees
under other pay plans,

b. Breakdown of the above data by geneeal occupational codes

c. Breakdown of the above data to indicate employment in
supervisory and non-supervisory positions.

d. Breakdown of above data by organizations’ subdivisions.
FSPA Response: see attached EEQ Report

Also, please include a description of your EEQ statistical
data system and where problems were identified, action tuken
or planned to resolve the difficulties.

M X] — 12, Please attach activity policy statements and memoranda
issued to the workforce duting the past year to support the
tenets of equal employment opportunity for minority group
members and women.

X] 7 ] 13. Show placement activities for total workforce as compared to
those for minority group and female employees, on page 3,
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FSPA Central Region

EQUAL EMPLOYMENT QPPORTUNITY REPORT

November 1973

TOTAL EMPLOYMENT

Spanish American
Total Minority Black Surnamed Indian Oriental

Present 424 39(9%) 23 9 2 5
FY 73 375 28(7.5%) 16 6 1 5
FY 72 175 9(5%. 4 2 3
FY 71 185 w(5% 4 2 3

GRADE LEVELS
14 6l 15 12 1 1 1
5.8 104 14 8 5 1
9.12 168 5 2 1 2
13-14 74 5 1 2 2
15 up 17
AV, Cr, Total Workforce 9.39
AV. Gv, Minority Group Employees 6.21
AV. Gr. Women Emplovees 5.09

OCCUPATIONAL CATEGORIES

Scientists
& kngrs, 191 5 2 3
S&E Techn.106 15 9 4 2
uther 57 6 1 4 1
Clexical 70 13 11 1 1

20

129

Women

102
85
37
57

53
34

15

16
18

68
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SUPERVISORY POSTITIONS
Spanish American
Lotat Minority Black Surnamed  Indian Oriental Women

al i 1 7

BREAKTHROUGH PLACEMENTS

2 Civil Engineer, CS-810-7 positions filled by minority group
emplovees.,

| Minority group employee selected for Supervisory Physicist,
(:8-1310-13.

4 (8-1 positions were established to be filled by worker-trainees;
8 have been filled., Of the B, 5 are women (2 minority group
memix-rs) and 3 are men (all minority group members).,

In addition, the Central Region has hired 10 career-conditional,
part-time employees in GS-2 - 4 technician positions through a
cooperative CSC-FSPA testing and work-study program at Central
City Community College. Of the ten employees, 4 are women and

1 is a minority group member.

EEO OFFICIALS

Local Equal Employment Opportunity Officer: Fred Jones, Equal
Opportunity Officer, GS-160-13. Mr. Jones is responsible for the
Central Region Equal Opportunity Contract Compliance review
program and the internal EEO program for the Central Region, He
reports directly to the Chief, Administrative Division,

EEO Counselors:

Bill Baker, Engineering Technician, GS-802-5, Office of
Direct Federal Construction, Design Division,

Art Valdez, Engineering Technician, GS-802-8, Office of
Direct Federal Construction, Project Office #1.

Mary Anderson, Accounting Technician, GS-525-8, Budget
Branch, Administrative Division, )

TRAINING ACTIVITIES

Total Minority Women
SKILLS TRAINING 85 it 14
INTERAGENCY TRAINING 25 3 5
NON-GOVT. TRAINING 10 3
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oL W ATTION PLAN
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ol ey RPN IV draining Advice, Incentives, and Performance Evaluation te
v Assure Progran Undersianding and Support by Supervisors
and Managers.

$

Obfectd e Continue to assnce undervs' anding, support and active involve-
ment of supervisors {n c¢aoriying out Regional EEQ objectives,
Action ltems 1. Discuss EEQ Action Plan with supervisors in terms of their

roles and responsibilities and pending actions required
to meet goals,

2. During annual performance evaluation, review with
supervisors their performance in terms of EEO responsi-
bilities outlined in their position descriptien,

3. Award Region EEO Achievement Award to provide formal
recognition to the employee demonstrating greatest commit-
ment and achievement during the calendar vyear.

ACIION AREA V' Participation in Community Efforts t~ Improve Conditions which
Affect Enplovability,

Objective Continue to support and participate in efforts to improve
conditions which affect employability in the Central Region,
Action ltems 1. Identify volunteer projects in the regional commuting

area and issue memo encouraging emplovee participation,

2, Publicize and encourage support for Day Care Centcr to
improve attractiveness of employment t- «orking mothers,

3. Update and distribute fair housing information to employees,

ACTION AREA VI System for Internal Evaluation,

Objective Provide for timely assessment of the effectiveness of actions
Ltaken to support and accomplish EEO goals and obtain essential
feedback information from appropriate sources.

Action ltems l. Review and evaluate all EEO activities, utilizing supervisory

input and EEO monthly progress reports,
2. Publish and distribute to &all employees an EEO flver to
communicate actions taken and progress made.

ACTION AREA VIL Prompt, Fair, and lmpartial Processing of Complaints of

Discrimination and Equal Employment Opportunity Counseling.

Action Items 1. Appoint and train one new EEO counselor at a lower grade
level to insure equal representation.

2. Arrange EEO counselors/employees meetings to establish
rapport and make them aware of EF0O complaint procedures,

3. Update EEO counselor posters to include an explanation of
the counselorts role and responsibilfties.

4, Submit monthly reports on EEO precomplaint activity and
complaint processing to the Regional Director,

5. Submit list of all EEQ counselors showing current occupa-
tional titles and training received in EEO, Indicate
phone numbers.

6. Assure there are enough EEQ counselors and discrimination
complaint investigetors and that they are properly
trained and dispersed.
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INCENTIVE AWARDS SURVEY INFORMATION
(Please respond to those items checked)

PLEASE AVALL, ON
FORWARD ARRIVAL
] | 1. Statistics on program activity broken down as follows:
Cutrent FY
Number of Suggestions FyY 72 FY 73 to Date 11/73
Submitted 5 15 3
Adopted 0 3 1
Pending 0 0 4
No. of Certificates of 4
Appreciation Awarded 1
Total Cash Awarded 250
Total Tangible Savings 45,000
Number of Performance Awerds
Fy 72 Fr 73 CURRENT FY TO DATE
ufg-gég :‘EGNO- APPROVED gfgg.gp 'PNSGND- APPROVED Ml":":éﬂ :leﬂ"b APPROVED
Quality Step Increases i 6 0 3 1 1 0
Special Achievement 5 0 2 15 0 12 2 1 \
PLEASE AVAiL.. ON
FORWARD ARRIVAL
] x1 2. Btiefly describe your supervisory training covering incentive awards.
| ]
] x3 3. Please provide copies of issuances on the incentive awards program which were

distributed to employees during the last year.
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FEDERAL SULAR POWER ADMINLSTRATION

LABOR-MANAGEMENT RELATIONS SURVEY INFORMATION

(Instructions on reverse for items requiring definition)

A .. .'_Aax.m:MEN T in LOCATION 8. AGENCY LMR OFFICIAL OR PRINCIPAL CONTA’ ¢
EaPA Centiag Region
centrai City FSPA Response: Personnel Officer
C. ORGANIZATIONS DEALING D. TYPE OF RECOGNITION AND DATE £. DATE OF ANY NEGATIATER
WirH MANAGEMENT AGREEMENT
None

{(Where added space is needed for Items C, D and E, a plain piece
of paper may be used for an extension of the listing)

——

PLEASE AVAILABLE DISCUSSION
FORWARD UPON ARRIVAL. MATERIAL F. 1f applicable to your activity, please respond to those
e e e ONLY items checked:
[x] - . 1. Please attach one copy of your most recent policy
issuances conceming the Labor-Management Relations
Progtam ot the rights of employees to participate in
labor organizations.
FSPA Response! policy attached
i ] x3 2. Briefly describe labor-management relations training
provided to top managers, supervisors and personnel
staff.
™ ! ] 3. Please attach one copy of each current agreement

negotiated with a labor organization.
FSPA Response! not applicable
o ] x] 4, Please describe the impact which the Labor-Muanagement
Relations Program has had on activity petsonnel
management, communication with the workforce and
mission accomplishment capability. Cite specific
T achievements.
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AVALLABLE DISCUISRION
PARWARD  UBON ARRIVAL  MATER'AL
R . ANLY
™ ™ 5. Please explain any problems (granting recognition,

ftem C.

fram D.

unit determination, conflicts of interest, negotiation
smpasses, agreement execution, competition between
labor organizations, cases under the standards of
conduct ot code of fair Iabor practice, ete.) which
have arisen since the implementation of Executive
Order 11491, as amended.
FSPA Respense! not applicable

t) X1 6. Please describe the functions of any employee
group establishe 4 for management purposes, such as
councils of juniot employees, etc.

INSTRUCTIONS

Labor Orgenizations Dealing with Monagement

Excluding social, fratetnal, veterans, or religious groups, list the organizations which speak for
emplovees on general personnel policy matters. Give the name and affiliation of each
otgRrnization.

Where no labor organization exists indicate ‘“None.’”’ Where an organizaticn has not contacted
management for a year or more, list it and below it enter *’No recent contacts.””

Where employees belong to an organization which does not deal at this level, list the organization

and where dealings take place, e.g., 'Deals with Chicago Regional Office.”

Recognition

Indicate whether exclusive recognition or national consultation might have been granted each
organization and the date granted.

Where recognition has been requested, but not yet accorded, show what level was requested
and when, e.g., ‘'Exclusive requested 9/6/70."

Where recognition has not yet heen requested, use the abbreviation “‘N.R."
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FSPA CENTRAL REGION LABOR MANAGEMENT RELATIONS

Policy Statement

The FSPA shall maintain a positive forward-looking system of labor-
management relations fully supportive of the views expressed in

EQO 11491 as amended. Employees have an obvious and proper interest

in the terms of their employment and the conditions under which they
we.x. Whether individually or collectively, we believe employeas can
contribute substantially to improved personnel policies and practices.

Specifically, FSPA policy emphasizes management's affirmative willing-
ness to deal fairly and equitably with recognized labor organizations
to the full extent provided under the Order. Managers and supervisors
will maintain strict neutrality regarding employee membership or non-
membership in employee urganizations. Management shall annually
provide information to all employees which will review and update
their rights concerning employee organizations. As stated in the
Order, management retains the right in accordance with applicable
rules and regulations to direct employees, hire, promote, transfer,
assign, and retain employees, to suspend, demote, discharge, or take
other diiciplinary actien, to relieve employees from duties because

of lack of work, and to determ ne the methods, means, and personnel

by which operations are to be conducted.
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STUDENT WORKSHEET

FSPA SURVEY PLAN

I. SURVEY OBRJECTIVES

I1I. APPROACH OR STYLE

I1I. TEAM MEMBER ASSIGNMENTS

IV. TENTATIVE TIME SCHEDULE

V. SPECIAL TEAM INSTRUCTIONS

139
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SURVEY PLAN FOR ONSITE WORK

The survey plan developed by the team leader should:

-~ Set forth survey objectives keyed to the problems which have been
identified, with the understanding that evaluation objectives will
be, modified during the survey {f some problems are found to be
insignificant or new problems are identified.

-~ Indicate approach or style to be used in evaluation,

-~ Indicate interview guides to be used; and specify methods for infor-
mation exchange among team members, and for keeping the team leader

informed,

-« Give team member assignments, including thosze for agency participants
(when involved), by:

- Organfizational components.

- Problems (cutting across programs and organizations),

- Interviews, including community contacts where required,
- Position audits,

-~ Establish tentative time schedule, including:

]

Opening conference--time and date,

- Goals for completing specified phases of the survey (subject to
revision during survey after discussion with team leader)., It is
usaful to have the analysis of all advance information done first
so that any leads which are found can be followed up in the
organizational review.

- Goal for completion of all factfinding (subject to revision during
survey after discussion with the Chief, Personnel Management and
Evaluation Division).

- Tentative schedule for team meetings during survey.

-- List materials with which all team members should be familiar, e.g.,
nationwide plan; previous Commission evaluation reports; summary of
information gathered in contacts with Commission staff; background
information obtained from the establishment on mission, activities,
and related statistical and other data and names of key of: -ials,

The plan should be put in writing where there are two or more team members
assigned to insure common understanding of all phases of the survey.
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SAMFLE SURVEY PLAN

AIR FORCE BASE

BEST COPY AVAILABLE

PERSONNEL MANAGEMENT EVALUATION

INSTALLATION

Base Commander:

Director, Personnel:

Civilian Personnel Officer:
Personnel Management Section:
Cilasstification Section:

Headquarters:

TEAM COMPOSITION
Team leader:

Team Members:

TEAM ASSIGNMENTS
A. PROGRAMS

Name A.

Name B.

143
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Date:

Manpower Management
Manpower Planning

Work Organization eand
Position Management
Position Classification
- RIF

Equal Employment Opportunity
Civilian Career Programs
Employee Development
Performance Appraisal



B.

BEST COPY AVAILABLE

Name C. 0 Merit Promotion

© Recruitment and Staffing

- VRA

~ Handicapped
© Recognition and Incentives
@ Occupational Health

Name D, o Evaluation of Civilian

Personnel Management
© Management and Supervisory
Involvement in Personnel
Management . .
Discipline, Adverse Actions
Communications
Intergovernmental
Labor -Mansgement Relatfons

000

ORGANIZAT IONAL ASSIGNMENTS

Numbers are civilian employees; military supervisors will also
be interviewed.

I.
2,
3.

4,

3.

Missile Wiag - 13 (D)
Bombardment Wing - 29 (B)
USAF Regional Hospital - 75 (A)
Combat Support Group
Command ~ 1 (D)
Opns, & Trng. Div, - 3 (D)
Admin, Div, - 3 (D)
Staff Judge Advocate - 4 (C)
Chaplain - 1 (C)
Comm. Squadron - 5 (C)
Comptroller Div. - 25 (O)
Procurement Div, - 16 (B)
Special Sves. Div, - 11 (Q)
Transportation Squadron - 41 (C)

Civil Engineering Squadron - 140 (A&B)

Personnel Division - 17 (D)
Services Div. - 42 (B&A)

Tenant Units - 66 (C)
144
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C. RESPONSIBILITIES -

To moximum extent, conduct group interviews with nonsupervie.or.
professionals, technicians, clerks, and workers who have a
community of interest, Interview supervisors, managers, anc
technical staff individually. Advise all interviewees of your
name, purpose of interview, how selected, confidentiality of
irformation source, and that you are unable to take action on
individual matters or grievances.

Each team member will be responsible for:

1. Developing standard questions for ceam members to use in his
own program areas,

2, Developing his own survey schedule and coordinating this
with other members,

3. Complete program coverage within assigned organization(s)
including obtaining special program information for other
team members during all interviews.

4, Meeting as a team to exchange infermation at designated
times and places.

S. Preparing material for team discussion, closing discussion,
and final report (including case listing material), Final
report format will be determined onsite. Use following
format for team discussions,

- Clearly identify the problem.
- Give an analysis of the cause and scope of the problem.

- Show concretely the impact of problems on the agency's
work,

- Recommend actions needed to deal with the problem.

6. Providing a draft of their portion of the report to the
team leader by Wednesday of the first week after completion
of onsite visit, Prepare onsite if time permits.

IV. TIMETABLE
Sunday 7:30 p.m. Team *! eting.

Monday a.m, General meeting with CPO stalf, team
meeting, set up interview schedule.
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Monday 1:30 pum, Opening conference with Base Commande:
upening conference with Missile Wing
Commander TRA.

Tees. 1 - Fri, 1 Preliminary prdgrﬁm coverage with
technical staff., Interviews with
managers, supervisors, and employees,

Mon. 2 Midpoint discussion of tentative
findings,

Mon, 2 - Tues. 2 Complete program coverage.

Wed, 2 - Thuars, 2 Jreparation for closeout and report
writing.

Fri. 2 Closeout - time TBA,

V., INFORMATION

A. Emoloyment Statistics FY /0 FY 71 FY 72
: Average Grade Unk, 5.9} 5.%3
58 - 295 Supvy Ratio 6-1 6-1 7-1
WG - 281 (Civilian to Civilian)
Other - 0

Part-time or Intermittent -~ 13
TOTAL CIVILIANS - 589 (Reduction from a high of 654 civiliau
employees in FY 70)

B. Personnel Actions

Career, Caveer-Cond. Appts, - 80 Promotions - 60
(2 FSEE) (Comp 39, Career 21}
TAPER & Temp. Appointments Reassign - 44
outside reg. - 40 Demot ions - 7
Other Temp, Appts, « 54 Susp., over 30 days - 0
Summer Aids - 23 (less thar 30 - 0)
VRA - 3 RIF - 2
Transf, In - B8 Details to higher - 12
Reinstate - 18 grade
C. Union
Local - Exclusive, 11/20/67, Nonsupervisory WG agreement

approved October 1969 (scheduled for renegotiation in September),
- Exclusive, 1/13/71. Nonprofessional, nonsuper-
visory GS agreement approved 2/11/72,
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D. EEO (Information from PAV 5/16/72)

11 minorities, 7 women., Statistics availabie on appointments,
training, upward mobility, etc.

E. Performance Evaluation & Incentives - Inspection Year

OQutstanding - 3

Satis. - Remainder, approx. 550
Step increase W/H - 1

Sugg. approved - 8, submitted - 48
Special Achiev. - 9, submitted -~ 9
QSI's - 14, submitted - 15

Special Act - 0, submitted - O
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An Tntroductony Wonkshop 4n
THE ONSITE SURVEY METHOD OF PERSONNEL MANAGEMENT EVALUATTION

OPENING CONFERENCE

149
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SAMPLE OPENINC CONFERENCE QUTLINE

I. Time and place:
I1. List of participants:
I11. Team intruductions:

IV. President's Memorandum of October 9, 1969, on Personnel Managem:nt
in the Federal Covernment,

A. Upgrading Personnel Management in Government.
B, Efficient and Economical Use of Manpower in Government.

C. CSC Leadership in Evaluating Personnel Management in Federal
Agencies.

D, Agency and CSC Evaluation,
V. Stress problem-oriented approach.

A. Reviews and reports are primarily problem-oriented, centering
on problem identification and solution,

B. Concept: the overall responsibility for personnel managenent
within the organization rests with the top manager.

C. Solicit information on any areas of personnel management of
particular concern to manager or his staff.,

Vi. Approach.

i, We will concentrate on problem-oriented reviews ir three major
centers or levels of personnel management responsibility:

1. ‘Top management,
4, Supervisor,
3. Personnel office.
B. Reiterate problem-oriented sppronch, atreniug adentification
of causes end development of solutions and action plans, rather

than problem tdentification atone.

VII. Areas of particular interesti (1list)
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VIII.

X.

XI.

X1I.

BEST COPY AVAILABLE
Factfinding methods.
A. Questionnaire analysis.
B. Interviews.
C. Program review of policies, records, etc.

1. Regulatory review.
2. Classification accuracy review,

Midpoint briefing:

Closecut:

We will provide you with draft of report as soon as possible after
the closeout to solicit your comments and incorporate agency actions
planned to meet problems identified.

Final report incorporating planned agency actions.

A, Time:

B. Place:
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STUDENT WORKSHFE]

UPENING CONFERENCE OUTLINE

I. PURPOSE aNd OBJECTIVES

11. POTENTIAL PROBLEMS IDENTIFIED AND AREAS OF CONCERN

A. PRESURVEY

l»  OPENING CONFERENCE

I11. FACTFINDING METHODS TO BE USED

IV. TENTATIVE REPORTING PROCEDURES
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FSPA MANAGER ROLES

Opening Conference

INSTRUCTIONS: Supply information if asked about areas of management
concern,

Regional Director

My primary concern is the one we indicated in the advanced information we
supplied you, namely that lag in staffing the new direct Federal program
is resulting in delays in meeting production timetable, Not sure where
the handups are. We are checking our personnel action processing
procedures to see if that's a factor, but I suspect the real problem is
recruiting time. I would appreciate any feedback you pick up on this.

N

Veputy Regional Director

No comments.

Administrative Division Chief

l1've received some indications there might be a problem in the Grants
Division with turnover. I really don't know any more about it than this
as yet, and I have no idea if any other divisions are concerned.

Personnel Officer

We are having a real problem getting qualified Physical Science Technicians
to come to work for us, particularly with some solar energy background.
Also computer operations overtime scheduling is creating some work and
morale problems for us,
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OPENING CONFERENCE CRITIQUE

INSTRUCTIONS: Evaluate presentation on the {tems listed on the left.
Place your comments in the appropriate columns, He specific. Give
completed form to the team leader who makes the presentation,

EVALUAT 10N FACTORS EFFECTIVE NEEDS IMPROVEMENT

CONTENT
1. Introductory remarks.
2. Purpose and objectives.

3. Potential problems and areas
of concern,

4, Factfinding methods to be
used.

5. Tentative reporting
procedures.

QUALITY OF BRIEFING

. Professional and friendly
bearing.

2. Relevant, concise message.

3. Effective in obtaining
fnput from managers on
their concerns.

4, Quality of discussion
aids, if used,
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An Tntroductony Workshop 4in
THE ONSITE SURVEY METHOD OF PERSONNEL MANAGEMENT EVALUATION

EVALUATION INTERVIEWYW

159
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sAMPLE INTERVIEW cuipE #1  BEST COPY AVAILABLE

PLANNING AND ORGANIZING WORK

Managers and Supervisors

1. What are vour responsibilities for work assignment, setting organization
structure, and setting staffing levels in your unit?

2, What tools do you have for measuring manpower requirements and skills
mix? How effective are they? Examples: engineered work standards,
organization studies, skills inventory information, job restructuring
techniques, turnover studies, manpower utilization studies, sick leave
usage studies,

3. Nature and effectiveness of staff from the Personnel Office and the
Budget Office.

Emplogees

1. Are you notified of organizational and program changes which affect
your work?

2, 1s PD accurate? Reviewed annually? Are you aware of appeal rights?
What responsibility do you have for making changes known to the
supervisor? '

3. Have you been detailed within the past year? Do you work any overtime?

MEET ING MANPOWER REQUIREMENTS

Managers and Supervisors

1. What is your role in filling vacancies in your unit?

2., What sources do you use in filling your vacancies and your assessment
of the qualiiy of these sources? Cite: CSC registers, EEO considera-
tions, community and educational contacts, VRA, handicapped, mentally
retarded, details, reassignments, temporary promotions, and promotions.
Have you used or considered using details, reassignments, and temporary
promotions to develop, train, and retrain your employees?

3. Has there been any impact in filling vacancies due to intermal and
external limitations? Do you feel the size of your unit is restricting
work accomplishment flexibility? Cite: Personnel Office delays, head-
quarters restrictions, ceiling and budget restrictions, public pressure
groups.,

4., How do you inform your subordinates about: operation of the merit
promotion program; opportunities for reassignments, details, etc.

5. Are your comments solicited on changes to be made in the merit promotion
program? Do you sciicit comments from your employees?
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Employees

1. Do you understand the merit promotion program? What responsibility
do you have to keep informed of the program and impact on you? Do you
feel all employees have an equal opportunity for competition? 1Is your
mevit promotion rating discussed with you? Are you kept informed of.
your status on promotion actions?

2. Have you been detailed or reassigned within the last two years?

3. Do veu understand how your agency makes reassignments and details?
Have you been reassigned or detailed in last year? How do you find out
about vacancies? Would you willingly accept detail or reassignment
to enhance your personal development?

4. Have you been appeinted within the past year? How were you recruited?
What kind of orientation did you receive?

MANAGING AND DEVELOPING THE WORKFORCE

Managers and Supervisors

What is vour responsibility and role in:

t. Orientation to work and ongoing communications?

2. Setting work and pet formance standards and reviewing performance
(evaliating supervisors in EEQO effectiveness)?

3. Identifying and meeting training needs? System for evaluating training
viffectiveness? Your role?

4. Recognizing performance and EEO achievements?

3. Correcting performance, discipline?

¢, Crievance and appeals?

LEG goal setting?

s, wWhat is the nature and effectiveness of staff advice and assistance
and training?

4, Do you have an active role in dealing with union representatives? Effect
of union on mission accomplishment? Management direction and staff
a~wistance provided?

Fuplovees
Eplayvees

. Does your supervisor keep you informed of changes that affect your work?
Can vou di.cuss your problems with him?

' Are performance discussions and career counseling taking place? Have
VN received needed OJT or formal training? Was it effective? Do you
request and get training from higher level staff (emplovee responsibility}?

i Do you rveceive recognition, formal or informal, for your performance and

sugpestions?

Ate you familiar with the EEO counselor program? Would you feel free to

use it? Do you think minorities and women have an equal opportunity to

move into technical and professional positions?

5. Are vou familisr with the grievance and appeals system? Do you feel
free to use it?

s, Are vou aware of your rights regarding labor unions?

_L\
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SAMPLE INTERVIEW GUIDE #2

Date
Time __
Inspector
Name o M F MG
Title Series and Crade

Organization

Manager Personnel Staff Other Staff Supervisor

Employee Requested . Unjion Other
&ARK: + Goud ¢ Adequate - Needs Improvement
Program Program o
Knowledge Operation Standard Questions

1. Manpower Planning

How does he determine his needs? What is
responsibility for obtaining additicnal
people if required? How does he go about
it? Justification?

2. Position Management - MUST

Can you alter position structure? Hw?
How do you determine that best use is

made of available manpower? Regular
studies? Details? Overtime? Supervisory
ratio?

3. Classification/CFWS
Is PD current and accurate? Reviewed
annually?  Supervisory responsibility
for changing work assignments? Are
classification standards available to you?
Technical advice?

4. Recruitment
Turnover? How filled? Quality of people?
Flexibilities used? Who selects? Sources
used? Career Patterns?

5. EEQ
How are opportunities for minorities,
women, handicapped in promotions, training,
etc.? Do you understand counselor system?
Personal role in agency EEQ program?

6. Iraining
Received any training? What kind? How are

needs identified? How met? Any unmet needs?

7. Promotion
Copy of the plan? Do you understand how the
promotion plan operates? How do you find out
about vacancies? Selections? 1Is it fair?
_Is it previding best qualified?
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Program
Knowledge

Program
Uperation

Standard Questions

L T TR PO

B,

Comumunications/Supervision

How do you find out about policy changes
that affect you? Can you discuss problems
freely with vour supervisor? Bulletin

hoard available? -Employee conduct problems?
Discipline?

Performance Appraisal

How do you find out work requirements?
Written standards? Are discussions taking
place? When? Are appraisals changed?

Is emplovee informed?

10, Recognition and Incentives
Suggestions: Participation? Delays?
Advertised?
Performance: Q%I's or SSPY Fair? How
_about_ acceptable level of comnetence?
t1. Labor-Managem - _Relatlions
Right to join? Union activity? Supervisor's
roje?
12. Safetv
Information prorided? Supervisory
responsibiiity. Safe working conditions?
13, Personnel Services
Any contacts with Personnel? Assessment
of service?
14, Youth
Familiar with Pres. mema? Supvy, and mgt,
training? Kecruiting team's composition
and effectiveness? Utilization of interns
and trainees? Meaningful work career
progression? Special communication efforts?
Contacts with academic community?
15. Grievances and Appeals
How effective are procedures used? Does
management use grievances and appeals as
indicators of problem areas. What difficultieq
encountered in processing? Employees under-
standing and acceptance?
16. Veteran Keadjustment Appointments

Knowledge of prograw by supervisors and
managers? Authority used? Tiraining agree-
ments lived up to? Any impact on other
programs such as EEO, FWP, etc.? Under-
standing and acceptance by employees and
emplovee organizations?
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ROLE PLAYING INSTRUCTIONS

Role Playing. Role playing can be described as real behavior in an
imaginary situation, Role playing isn't acting a part or tryving tc
behave as you think someone else would; it involves people being them-
selves in different situations, It is a good way to bridge the gap
between the study of principles and techniques and the use of the

same principles and techniques.

How is Role Play Done? When you role play, a situation is describec
for you, It could cover what has just happened, what is to happen in
the immediate future, and the role the players are to take.

Because yci: don't have to act in any prescribed way, role plays don't
have scripts or detailed directions., The role players use the informa-
tion they have about the situation, their own experience, and their ways
of behaving when they play the role. Players make .'» facts when they
need to but not facts that dom't fit the situation,

‘ne way that role players behave and feel changes during role plays
just as it does in most interpersonal contacts., Most people find
role playing fairly easy. They get involved in the situation and
draw upon their own backgrounds in deciding what to say and how to
" behave,

Value of Role Plaving. Role playing is used in a number of different
situations., Here we will be talking about its values when the role
plays are concerned with one-to-one communication. Some of the benefits
are listed below,

- Players have a chance to see both sides of the relationship
in the role play by hearing group comments on both and in some cases
actually playing both roles.

- Role playing and critique tends to give people a better under-
standing of their own feelings and the feelings of others. These
feelings and the ways that they are expressed are discussed by the group.

- Role playing gives people & chance to practice using skills, to
experiment with different techniques, be exposed to new and different
situations.

- In role plaving there is no artificial separation between acting
and thinking or talking about acting.
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WORKSHOP INSTRUCTIONS

General Information. You should take notes during the interview so tha y.u
can compare the problems you uncover with those identified by the other
training participants. Each participant will have a chance to act as an
interviewer, interviewee, and designated observer. Interviews should last
no more than 10-15 minutes and not less than 5 minutes, followed by a brief
discussion of the technique and the information gathered.

Evaluator Instructions. You will act in the capacity of an evaluation survey
team member interviewing one or more of the following individuals:
- top and mid-management officials
-~ first-line supervisors
- enginears and scientists
- grants managers and specialists
- technicians and draftsmen
- computer programmers and .operators
- secretarial and clerical workers
- minority group workers and women
Record your findings on the interview worksheets provided.

Individuals interviewed may have information to contribute in any one of
these areas:

- staffing

- position and pay management

~ ¢employee relations and services

- training and development

- equal employment opportunity

- records and reports

REMINDER. Be sure to develop interviewing plan, including possible questions,
based on already available data.

Interviewee Instructions. Be sure to act out roles as assigned, Give the
interviewer every opportunity to get at the information you have, Use your
own judgment on when to supply information to keep the interview from
lagging. Try not to let the interview end without having most of the
information out on the table. Make up facts when they are not available, but
NOT facts that don't fit the situation,

IMPORTANT. Be sure to take note of any significant question, issue, or
problem that should be reviewed in the overall class discussion which is to
follow.

Observer Instructions, Critique the interview using the interview critiaue
worksheets. Participate in the team's analysis of the interview, and provide
your critique sheet to the evaluator.
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INTERVIEW WORKSHEE!T
DATE:
POSITION:
ORGANIZATIONAL LOCATION:

MANAGER SUPERVISOR _ EMPLOYEE REQUESTED
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DATE:
POSITION:
ORGANIZATIONAL LOCATION:

MANAGER SUPERVISOR

STUDENT WORKSHEET

INTERVIEW WORKSHEET

EMPLOYEE REQUESTED

T
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INTERVIEW WORKSHEET
DATE:
POSITION:
ORGANIZATIONAL LOCATION:

MANAGER SUPERVISOR EMPLOYEE REQUESTED
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STUDENT WORKSHEEY

INTERVIEW WORKSHEET
DATE:
POSITION:
ORGANIZATIONAL LOCATION:

MANAGER SUPERVISOR EMPLOYEE REQUESTED
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INTERVIEW WORKSHEET
PATE:
POSITION:
ORGANIZATIONAL LOCATION:

MANAGER SUPERVISOR EMPLOYEE REQUESTED
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INTERVIEW WORKSHEET
DATE:
POSITION:
ORGANIZATIONAL LOCATION:

MANAGER SUPERVISOR EMPLOYEE REQUESTED
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STUDENT WORKSHEET

INTERVIEW CRITIQUE

Evaluate interviewer on the items on the left. Give spe i.1ic

examples of both “effective'" and 'needs improvement" areas. Be spe:ific,

Include suggestions which might help interviewer, where appropriate, Cive
completed form to team leader who will 'Tz2ad a brief oral critique. (Teuu

leader should give all critique sheets to interviewer at conclusion.}

EVALUATION FACTURS

EFFECTIVE

NEEDS IMPROVEMENT

I.

Interview Content-Inftroduction

- state name, purpose, and how
selected,

- communicate confidentiality,

- explain rvole in relation to
individnal matters or
Agrievaﬂces.

Interview Content-Body

(Give examples of gocd and

bad qu~.tions)

- pro » areas of potential
proolems identifiec¢ earlier.

-~ questions cover ma or areas
of survey ptan.

- questions relate rtu super-
visory eff{ectiveness,

- interviewer probes for
specific examples (ask
what, when, who, where
questions).,

3.

Interview Content-Conclusion

- summarizes major points
for verification,

- properly handies employee
questions,

Interview lechniques

- style is open, friendly,
business-like,

- interview is planned and
well-organized,

- interviewer guides the
situation.

- avoids expressing opinions.

- avoids argumentative attitude.
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INTERVIEW CRITIQUE

INSTRUCTIONS: Evaluate interviewer on the items on the left, Give specific
examples of both "effective" and "needs improvement' aress. Be specific.
Include suggestions which might help interviewer, where appropriate. Give
completed form to team ieader who will lead a brief oral critique. (Team
leader should give all critique sheets to interviewer at conclusion.)

EVALUATION FACTORS EFFECTIVE NEEDS IMPROVEMENT

1. Interview Content-Introduction
- state name, purpose, and how
selected.
- communicate confidentiality,
- explain reole in relation to
individual matters or
grievances.

2. Interview Content-Body

(Give examples of good and

bad questions)

- probe areas of potential
problems identified earlier.

- questions cover major areas
of survey plan.

- questions relate to super-
visory effectiveness,

- interviewer probes for
specific examples (ask
what, when, who, where
questions).

3. Interview Content-Conclusion
~ summarizes major points
for verification.
- properly handles employee
questions.

4, Interview Techniques

- style is open, friendly,
business-like.

- interview is planned and
well organized.

- interviewer guides the
situation.

- avoids expressing opinions.

- avoids argumentative attitude.
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INTERVIEW CRITIQUE

INSTRUCTIONS: Evaluate interviewer on the items on the left. Give spa. ific
examples of both "effective" and 'needs improvement' areas. Be spec: ic,
Include suggestions which might help interviewer, where appropriate. Give
completed form to team leader who will lead a brief oral critique. (Team
leader should give all critique sheets to interviewer at conclusion.)

EVALUATION FACTORS EFFECTIVE NEEDS IMPROVEMENT

1. Interview Content-Introduction
- state name, purpose, and how
selected.
- communicate confidentiality,
- explain role in relation to
individual matters or
grievances.

2. Interview Content-Body

{Give examples of good and

bad questions)

- probe areas of potential
problems identified earlier.

- questions cover major areas
of survey plan.

- questions relate to super-
visory cffectiveness,

- interviewer probes for
specific examples (ask
what, when, who, where
questions).

3. Interview Content-Conclusion
- summarizes major points
for verification.
- properly handles employee
questions, :

4, Interview Techniques

- style is open, friendly,
business-like.

- interview is planned and
well-organized.

~ interviewer guides the
situation.

- avoids expressing opinions.

- avoids argumentative attitude.
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INTERVIEW CRITIQUE

INSTRUCTIONS: Evaluate interviewer on the items on the left, Give s;ccific
examples of both "effective'" and 'needs improvement" areas. Be specific.
Include suggestions which might help interviewer, where appropriate. G:ve
completed form to team leader who will lead a brief oral critique. (' ean
leader should give all critique sheets to interviewer at conclusion.)

EVALUATION FACTORS ' EFFECTIVE NEEDS IMPROVEMENT

1. Interview Content-Introduction
- state name, purpose, and how
selected,
- communicate confidentiality,
- explain role in relation to
individual matters or
grievances.

2. Interview Content-Body

(Give examples of good and

bad questions)

- probe areas of potential
problems identified earlier.

- questions cover major areas
of survey plan.

- questions relate to super-
visory effectiveness,

- interviewer probes for
specific examples (ask
what, when, wheo, where
questions).

3. Interview Content-Conclusion
- sunmarizes major points
for verification.
- properly handles employee
questions,

4, Interview Techniques

~ style is open, friendly,
business-like,

- fnterview is planned and
well-organized.

- interviewer guides the
situation.

- avoids expressing opinions.

- avolds argumentative attitude.
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INTERVIEW CRITIQUE

INSTRUCTIONS: Evaluate interviewer on the items on the left. Give specific
examples of both "effective" and "needs improvement" areas. Be specific.
Include suggestions which might help interviewer, where appropriate., Give
completed form to team leader who will lead a brief oral critique. (feax
leader should give all critique sheets to interviewer at conclusion,)

EVALUATION FACTORS EFFECTIVE NEEDS IMPROVEMENT

1. Interview Content-Introduction
- state name, purpose, and how
selected.
- communicate confidentiality.
- explain role in relation to
individual matters or
grievances.

2. Interview Content-Body

(Give examples of good and

bad questions)

- probe areas of potential
problems identified earlier,

- questions cover major areas
of survey plan,

-~ questions relate to super-
visory effectiveness,

- interviewer probes for
specific examples (ask
what, when, who, where
questions),

3. Interview Content-Conclusion
- summarizes major points
for verification,
- properly handles emp!loyee
questions,

4, Interview Techniques

- style is open, friendly,
business-like.

- interview is planned and
well-organized.

- interviewer guides the
situation,

- avoids expressing opinions.

~ avoids argumentative attitude.




BEST COPY AVAILABLE

STUDENT WORKSHEET

INTERVIEW CRITIQUE

INSTRUCTIONS: Evaluate interviewer on the items on the left. Give specific
examples of both "effective" and 'needs improvement' areas. Be specific.
Include suggestions which might help interviewer, where appropriate. Give
completed form to team leader who will lead a brief oral critique, (Team
leader should give all critique sheets to interviewer at conclusion.)

EVALUATION FACTORS o EFFECTIVE NEEDS IMPROVEMENT

1. Interview Content-Introduction
-~ state name, purpose, and how
selected,
- communicate confidentiality,
- explain role in relation to
individual matters or
grievances,

2, Interview Content-Body

(Give examples of good and

bad questions)

- probe areas of potential
problems identified earlier.

- questions cover major areas
of survey plan.

- questions relate to super-
visory effectiveness.,

- interviewer probes for
specific examples (ask
what, when, who, where
questions),

3. Interview Content-Conclusion
- summarizes major points
for verification.
- properly handles employee
questions,

4, Interview Techniques -

- style is open, friendly,
business-like.

- interview is planned and
well-organized.

- interviewer guides the
situation.

- avoids expressing opinions.

- avoids argumentative attitude.
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EVALUATION INTERVIEW

ROLE PLAY 1 BEST COPY AVAILABLE

Supervisory Civil Enginee:, GS-810-15
Qffice of Direct Federal Construction

You have this information to provide the Personnel Management Evaluator:

- Your mission, the direct construction on Federal lands of solar energy-t.spe
power plants, is coming along fast and should pass Organization A in 18 :c 30
months,

- Your organization's higher graded positions were filled by people fron
Organization A who are pretty good except for the fact that many still nave
a research approach to what are now purely production problems,

- Complaints about the quality of Phy Sci Technicians should be seen in the
light that it is hard to get any at .all, and still harder to keep them, Think
some get better offers from other nearby Federal agencies, perhaps because
they give out Junior Electrical or Civil Engineer positionms,

- Some of your technicians want to be professionals, sure, but you and your
colleagues t.y to get full journeymen with at least Master's degrees, knowl-
edgeable about solar energy.

- Personnel says they can't get anybody (technicians, that is) with solar
energy experience or training like we want and need. The only ones around
apparently have only experience with conventional fuels (coal, ofl, gas, steam).

- Technician training is accomplished primarily through OJT. We do have one
standardized general technician training package which we put on last fall,

We need to make this more relevant to our needs, but we just haven't had time.
Help from Personnel? Haven't asked for any and they haven't volunteered.

- Personnel Office paperwork is much too slow; not helpful on recruiting
professionals but it is no problem because '"Colleague Referral" has worked
out fairly well.

- Must sey also hard to get anyone from the Clerical Pool when we want them
who can step in and do the job right the first time. Think those Civil
Service tests should be tightened up to do a better screening job.

- You support EEO and believe that you have done well in recruiting minorities
and women into technician jobs.

- You are unaware of any agency policy concerning unions, You personally
don't like the idea and let it be known,

PROVIDE THESE POINTS ONLY IF ASKED:
. Do actual work of setting organization structure, subject to approval of

Regional Director. No problems, other than not fully staffed yet.

Use staff conferences to determine overall skills mix and qualifications.
Have not done a skills inventory. How does one go about this?

Employees are notified of Personnel Office issuances through this office.
Donft need to solicit MPP comments; they are offered voluntarily. FPanel

system working well.

*> EEO problem that you know of; everyone gefs

a
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EVALUATION INTERVIEW m COPY AVAll ABLE
ROLE PLAY 2 AV

Supervisory Civil Engineer, €S-810-13
Chief, Design Unit

Design Division

Office of Direct Federal Construction

You have this information to provide the Personnel Management Evaluator:

»

- Professionals are doing subprofessional work because of the high number of

. technicians in training statvs, but it should be temporary and poses no

serious problem,

- Very much supportive of the EEO program. For example, four of the ten
career-conditional, part-time technician employees are in vour unit, The
"kids" are working out okay, but the heavy OJT workload is a drain on the
time of the other technicians and engineers,

- Also have six women employees (two women technicians - GS-8 and GS-4),
two Spanish-American (GS-6 and GS-1), two Blacks (GS-5 and GS-2). The Black
G5-5 is an EEO Counselor,

- Whatever EEO results there are in the Design Unit are due to your personal
interest and effort, with little direction or assistance from the EEOQC.

- To your knowledge, you have not received any credit or a better performance
rating due to vour EEQ activities.
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EVALUATION INTERVIEW

ROLE PLAY 3
BEST COPY AVRILABLE
Ergineering Technician, CS-802-10 (Black)
Project Offfce #1
Office of Direct Federal Construction

You have this information to provide the Personnel Management Evaluator:

- First, try to get the Evaluator to give you a technical ruling (or geaseral
reaction) on whother your job should be reclassified to either (1) Engineering
Technician, GS-802-11, or (2) Civil Engineer, GS-810-11,

- Tell him your supervisor also feels you should be upgraded to a GS-11
Technician or Engineer and that you understand the classifier says it could

be a GS-11 Technician, but is clearly not an Engineering position. (If
interviewer asks concerning your appeal rights, you sre not aware of any appeal
rights and ask interviewer to explain them to you,)

- Don't argue with the Evaluator on this issue, but do try to get a clear
response one way or the other,

- Point out you have a B.S. degree in Mathematics from Morgan State.

- Also indicate that you believe nothing is being done to develop you pro-
fessionally, to get you in the Engineering series via a training agreement,
OJT, and/or night classes.

- That nothing positive or forward-looking is being done like this for blacks
and other minorities, (Be sure this point {s made with Evaluator.) The only
gains in EEO you're aware of is through the personal effort of one supervisor
in the Design Division and management hasn't recognized him for it to your
knowledge.

- Would go half.way if necessary and take a down-grading to get into the
Engineering series, but you aren't sure what to do since there is no career
counseliing service available.

- Though the "freeze" is over, there certainly is a "frost" on and you don't
want to work at higher level duties just to keep the lid on the average grade.

- Surprisingly, when not asked to work at higher level duties, you get stuck
with duties an experienced clerk could handle. Understand many other
technicians are in the same boat.

PROVIDE THESE POINTS ONLY IF ASKED:

- Competitive promotions seem to be fair. Promoted to GS-10 competitively.
They use a panel made up of supvy and non supvy employees, You have not
served on a panel yet.

- You are not aware of your rights concerning Federal employee labor
organizations.

- Performance ratings are done annually on anniversary date. We discuss
rating, but there isn't much talk about training needs or anything else.
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EVALUATION INTERVIEW

ROLE PLAY 4 BEST COPY AVAILABLE

gggn:s Specialist, GS-1101.11

Grants Application Branch

Grants Division

You have this information to provide the Personnel Management Evaluator:

- First, try to get a strict pledge of confidentiality about the information
you will provide as you do not wish your name to be used,

- Much turnover in the Grants positions, both your branch and the Compliance
Division,

» Turnover is due to friction between Grants people and scientific and
engineering types,

- Crants experience is little valued as it is seen primarily as a paper-

shuffling function and no "real" knowledge. i.e., scientific and/or engineering

subjects, is required.

- Since Grants experience doesn't qualify for advancement to higher managerial

positions reserved for scientists and engineers, few people file for vacancies

iisted in the merit promotion plan,

- Advancement opportunities for Grants people seems to lie outside the agency.
A few opportunities exist in HQs, but no one from here has been selected.

- Vacancy announcements give more weight to engineering or scientific
experience or education.

- Work relationships are all confused. All the time in the world is taken to
review the basic grant request from a technical standpoint, but then the
administrative processing is rushed--the part that involves examining for
correctness of format, appropriate signatures, funds availability, proposal
status, and procedural compliance generally.

~ Lots of times grants proposals are turned back because the Branch Chief says
we haven't done a good job, If we knew what he wanted and had some time, we
would have much fewer rejects.

PROVIDE THESE POINTS ONLY IF ASKED:

- Not detailed at all but would like to be, How do details work?
Received orientation from co-worker,
Recruited via grapevine, just lucky.
No career counseling received.
Little credit for the kind of work you do.
No opinion on opportunities available for minorities and women.
Don't know how a grievance would be received; otherwise might file one
on the merit promotion selection criteria.
Performance evaluation is accomplished, but it is perfunctory.
- Awards ﬁo to engineers and physicists
- Do not know rights concerning union membership.
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EVALUAT ION INTERVIEW

ROLE FLAY 5 BEST COPY AVAILABLE

Civil Engineer, GS-810-13
Team 2
Solar Energy Research Division

o You have this information to provide the Fersonnel Management Evaluator:

- Technicians hired aren't competent so engineers and scientists either redo
the job, or do it themselves to get it right the first time,

- Work as Project Team Leader assigned to work up grants propoisals, but don't
get any recognition as & supervisor; others are in the same bind,

- Requested supervisory training twice but Personnel turned it down even
though the Division Chief approved it each time,

- Was sent once to a five-day course in Chicago on "Report Writing" when you
didn't want to go, You feel you and your colleagues already have the knowhow
to write up research findings but no officially~approved report formats exist,

- Think Grants Division slows things up with unnecessary administrative paper
work since grants types don't understsnd the technical asspects of the work,

- Feel asked to do too much technical review of proposals for the Grants
Division (Peer Review Approach) since you want to spend more time on solar
energy research,

- Glad to help Personnel Office out by referring experts you know (Colleague
Referral). Feel it is a good way of getting experienced people as you don't
want to train anybody,

PROVIDE THESE POINTS ONLY IF ASKED:

- Set work assignments when working as Project Team Leader,

- Position description not accurate because of the supervisory duties.

- Wonder if it is a detail when you are assigned to review grants proposals
processed by the Grants Division,

- Maybe the EEO program has watered down the qualificetions for the
technicians,

- Merit promotion okay. Served as panel rater for a GS-13 position in the
Compliance Division, Personnel Specialist explained working system,
Used experience and training (ACE quality), performance appraisal, awards,

- Not aware of rights concerning unions,
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EVALUATION INTERVIEW
ROLE PLAY 6
BEST COPY AVAILABLE
Supervisory Civil Engineer, GS-810-14
Project Office #3
Office of Direct Federal Construction

You have this information to provide the Personnel Management Evaluator:

- There 48 a recruiting problem with regard to the technicians, Have worked
with Personnel Office to recruit at the neardby community college but without
much results, Salaries offered or something doesn't seem to reach them,

Kind of resent spending the time on this when you don't see any results to be
gained and then, too, you much prefer working on the professional aspects

of the work,

- There isn't enough time for anyone to do the necessary training of the
technicians, Therefore, we are gesring our recruitment approach to GS-5 and
above technicians--the more knowledgeable individuals,

- Have been a supervisor for the past six months, Have not had any supervisory
training . Glad of it because you don't feel it is necessary, These people can
supervise themselves,

- Don't see EEO as a vital issue since everyone is treated fairly ana equitably.
Women in technician positions create a problem because the work involves
activities at a construction site, ocutdoor work, travel varying hours, No
question in your mind as to their ability to perform the technical aspects.
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EVALUATION INTERVIEW

ROLE ELAY 7 BEST COPY AVAILABLE

Engineering Draftsman, GS-818-4 (Female)
Drafting Unit, Design Division
Office of Direct Federal Construction .

You have this information to provide the Personnel Management Evaluator:
- Feel there well may be discrimination against woman employees, or at tne

least, disinterest on the part of management,

Engineering Technician jobs because they involve outdoor work, travel, weekend
work, and work around constructfion sites where there may not be washroom
facilities,

~ For example, you are denied access to both Phy Sci Technician and \\\\\\

- While management officilals did not give any direct evidence that they
didn't want women, one senior Engineer (while serving in en acting supervisor
capacity) did raise the above points with you.

- While you feel you haven't got the chance for a technician job because you
are a woman, you don't want yet to file a forsal complaint of discrimination,
Haven't complained bacause you aren't ready to put up with all the fuss it

" would entail.

- Point out that there isn't even a Woren's Program Coordinator you could

talk things over with, If interviewer asks if you have talked to EEO Counselor,
respond that you don't know who the counselors are and that they are probably
on management's side anyway,

- Have a two-year diploms from nearby Central Cfty Community College in
drafting.

- You would like to know what the Evaluator is going to do with the information
you have given.

PROVIDE THESE POINTS ONLY IF ASKED:

-~ Notified of work-related changes,

- Position description is accurate, Never been detailed.

- Don't know rights concerning unions. Our Chief is down on them so 1 think
they might fire you if you joined cne. Can Federal employees belong?

-~ Would like counseling on how to get into technician series,

-~ Haven't filed for technician jobs because it seems you don't meet the
qualifications,

- Recruited. Just dropped by the Central Region Personnel Office since
the FSPA building was right at the bus stop,

-~ Ne orientation at all,
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RVALUATION INTERVIEW

ROLE FLAY 8 BEST COPY AVAILASLE

Card Punch Operator, GS-356-3
ADP Branch
Technical Services Division

You have this information to provide the Personnel Management Evaluator:

- Must go to the Administrative Assistant (Division Chief's secretary) on
all personnel matters before you are permitted to go to the Personnel Office.

- While the Admin Assistant is usually helpful, there are times when you want
to say things or find ocut about things you don't want spread around the
Division later.

- Complain of unfeir Lreatment by professionals in your Branch and in the
other Divisions: little personal respect shown, called by your first name,
treated as if you didn't know anything, even asked to go for the coffee.

- Professionale take long lunch hours and coffee breaks and come and go as
they please.

- Overtime not divided up in a fair and consistent manner, Not given any
choice about having to work rotating shifts and weekends and given little or
no notice about shift changes, Others in the Branch very upset about this
overtime issue,

~ Also, no training program to help you move on to better computer jobs, ones
you know you can do, You don't want te be a Card Punch Operator forever,

PROVIDE THESE POINTS ONLY IF ASKED:

- Classification: You think you should be higher graded, but you have never
asked about it, You are unaware of your appeal rights. Your position

~ description is accurate, .

- Merit Promotion: You believe promotions are not fai., Supervisors
promote their favorites but you don't know any specific examples. You do
not know how the promotion system operates.

- Performance Evaluation: You are rated annually. Your supervisor discusses
it, and it is fair. Haven't talked about training needs.

- Training: You haven't had any training in the 1% years you've worked here,

- Found out about government jobs through your trade school.

- Supervisor doesn't inform anybody of changes; no need, no changes.
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FSPA SUMMARY OF OTHER INTERVIEW FINDINGS
ORGANIZATION A BEST COPY AVAILABLE

4 managers
6 supervisors
9 employees (2 employee requested)

A few GS-11 and above physicists/engineers from several divisions servz on

a panel which classifies physicist and engineer positions in the Solar Energy
Research Division (SERD). They use the CSC Research Grade Evaluation Guide.
The personnel specialist serves as technical advisor. They like the system
and have few problems with it, However, they believe some engineers and
physicists in other divisions resent the fact that their positions are not
classified by panel.

Several professionals in the Grants and Compliance Divisions alleged that
favoritism 1s used in SERD. They believe a high number of promotions are
made without announcements due to that classification panel, (One or two
confused classification panel with the merit promotion panels.)

Five engineers and physicists and three grants managers in the Grants Division
say proposals are delayed because the real final approval authority rests sole’:
with the Division Chief and not the Project Team Leader.

Engineers and physicists, primarily in Solar Energy Research Division, complcin
that they are sent to general management and writing skills courses unnecessarity,

Complaints from professionals in all divisions that clerical help is hard to
get. The girls in the steno pool are capable but they seem overworked and
are never available when needed.

Steno pool supervisor states that volume of requests for help has doubled
over the past year. Yet she has only been authorized one additional slot,

The Chief of the Grants Division states that quality of work is good, but
lately quantity has been slipping. Attribuces this to high rurnover rate in
grants specialists and grants managers, Knows there is some feeling of
second-class citizenship on their part but doubts that is reason for turnove-.
Has discussed with Director of Administration,

The Chief of the Compliance Division has been experiencing heavy turnover
recently, Doesn't know what's causing it, Hasa': discassed it with anyoro.

Two managers and four supervisors stated they suppcrt EEO but they are not
aware of any assigned responsibilities. Enplovess are sware Lut apathetic.
including minorities.

209

&L )Y
N




BEST COPY AVAILABLE

ORGANIZATION B

7 managers
7 supervisors
14 employees (3 employee requested)

Nine professional scientists and engineers, GS-9-12, state that:

Work is routine,
They must spend a significant amount of time in technician-type duties,
They are receiving very few opportunities for professional training.

Most high grades are in the Federal Aid side, and those divisions recruit
from outside the Region rather than taking people from the Direct Federal
Program,

First-line supervisors complain that the Personnel Office is not moving fast
enough to £ill their vacancies.

Two civil engineers, GS-12, Project Office #2, claim to be supervising each
other,

Seven employees, GS-9 and below, said merit promotion application forms were
too complex and too long and that vacancies weren't posted long encugh,

Three physical science technicians say they are working on job assignments
cutside their position descriptions. '

Lower-graded employees, mostly in the Project Offices, say supervisors bad-
mouth unions even though there is now no recognized union in the Regional Office.

Technicians complain about quality of the "canned” technician training program
they all are required to attend., It isn't relevant to job,

Technicians generally complain about unofficially high (and artificial)
standards which prevent them from crossing over into the professional series--
a degree is the "entrance fee,"

STATEMENTS COMMON TO ORGANIZATION A AND ORGANIZATION B
Ten supervisors are unaware of FSPA pelicy statement on LMR,

Fourteen employees said merit promotion seems fair. Panels are used and that's
good. Of course, everything £s up to the supervisor. A few employees fee!l
there is "preselection,”

Several supervisors (at various organizational levels) say they need training
in how to desl with marginsl and troubled employees. They say apparently
Personnel knows about this but hasn't done anything about it,

Two managers and four supervisors are not aware of any assigned responsibitite
for EE0, If they are rated on it, they are nc% gﬁﬁrc of {t,
g
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BEST COPY AVAILABLE
An Introductory Workshop 4in
THE ONSITE SURVEY METHOD OF PERSONNEL MANAGEMENT EVALUATION

PROGRAM REVIEW
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UNGED STATL S CIVIL SERVICE COMMISSIGN

CSC OPERATIONS LETTER  BEST COPY AVAILABLE

“.u‘\/‘-.‘h:/f‘u:g_ Ir.s AR AN
May 1, 1%/3

LETTER NO. 273-702

SUBJECT: Revised guidelines for regulatory coverage of
CGlassification and Staffing

The attached guides are for use in evaluations covering classification
and staffing., Draft versions of these guides were provided to regions
with Operations Memo 273-57. The prasent guides have been revised
based va regional comments and suggestions to the drafts.

Before their final incorporation into the evaluation handbook we will
want to thoroughly test the guides and incorporate further suggestions
based on actual use, For example, we have not specified the actual
numbers of cases to be included in regulatory review samples, pending
further study here in the central office of resource and coverage
implicati ons of various sampling appxeaches, In addition, findings

of a task force now underway on developing possible improvements in
the Commissfon's use of its enforcement authority may well have an
impact on ovr reviews,

Also attached are advance copies of worksheets designed to assist
in the review of major types of personnel actions. Regions should
feel free to modify these forms and utilize them as they see fit.
Fiaa. versions of tie fo.us will be issued sfter a thorough test

of their avility, .
DR, Sk

Gilbert A, Schulkind
Director, Bureau of Personnel
Management Evaiuation
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Attachment I to CSC OL 273-702 (.

BEST COPY AVAILABLE

General yjuides -- where the primary interest in the survey is to .- .iin

brcad coverage of posftion classizicacson, the folluwing guides tc scelect-
ing the "iuds of positions for reviei’ ~ii: wormally appiy:

o]

Primucy selectacus shouic o aaue Xrxom GS and WG positions

in prircipat miss.iou~-ré:octa weapations. The sampie should
include sutficient uumbers of journeyman or full performance
level wositiovns iu mairstream occupaticns to verify classi-
fication accuracy or citassification problems generally within
these key jobs.

In addition to journeyman or 1uil performance level positions
the sample should include sufric.ent numbers of higher level
supervisory and mu.age:.ar posicions above the mainstream
cecupations to test *ne classiticatfon soundness of the
vrganizationa: literarchy.

Samples need not ordinarily inciude lower level or develop-
mental positions below the journeyman level where no signi-
ficant problems are identified at the full performance level,
or no other indications of problems at ltower levels are
apparent.

where appropriate, samples should aiso include new positions,
positions where new classifirat:on standards have been applied,
aud positions classificd on a projected basis.

Samples should include positicns where other review techniques
(e.g., review of organization charts, questionnaires, interviews,
etc.) indicate that signiricant problems may exist.

Special 'nstructions ~-

Q

Attcrney wusiriors excepted under Schedule A, Section 213.3101 --
whea ‘ncluded 1n the audit sanpie, a determination must be nade
not only on the appropriateness of the classification, but also
on

- Wy . tpe tacumber C L 1~ fact o member o tae R

~ Wwietpe. the azency has suvurd sdmiuistrative reasons for
combining pr.ressivnal iegal duties vequiring admission
to tho bar w!th subataniia: amounts of non-attorney
dut.e.. (where this is the case with the position audited)

Ft -ings shoeld be reported tu tne Bureau of Personnel Management
fve luaLL1ON iN & memorandun irancmicting the survey report. Any
furiieyr action required wouid be concerned with protecting the
merit ssstem and amproving manporer utilization and would be
fact'oted v the Bureau.

Pu:1:oioas ia Grades 16,17 aud 18 -~ will be reviewed opty when
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a: e ot l to C8¢C OL 273:02 ({#) BEST m “MLABLE

requested by the Bureau of Personnel! Management Evaluation,
Findings (e.g., the position is functioning as described in
ne official récord, or a statement of the difference between
the position of record and the actual duties and responsi-
vilities) should be reported to the Bureau Dirvector in a
memorandum transmitting the survey report.

v Hearing Examiner Positions -- Unless specifically directed,
hearing examiners will not be subject to post-audit. (Hear-
ing examiner positions are classified by the Office of Hearing
Examiners, Civil Service Comnission,on a pre-audit basie.)

o Personnel Officer Positions -~ Need not be audited unless
required by & specific survey plan. If a personnel officer
position is audited on an optional basis and a grade change
is proposed, the case should be referred to the Bureau of
Personnel Management Evaluation for prior review, together
with a statement giving the reasons for the change. The
proposed change should not be discussed at the local level.

(onducting audits -- Where possible, position descriptions should be
reviewed in sdvance of the site audit and initial determination of

« asunification accuracy baded on this documentation made. For many
tvpen of common occupations, the advisor!s knowledge, background
intormation on the organignation, and the descriptions' content should
provide an adequate basisjﬂor grade determination, However, where

the description does not* dntain information necessary to distinguish -
one grade level from anotHer, this should be noted for later deter-
mination of corrective action.

A+ o general rule, actual an-site audit of a position will be conducted
vith the incumbent and tha immediate supervisor. When it {5 not possible
'+ interview the incumbent, the sudit is conducted with the immediate
cupervisor, Sufficient time should be spent during the interview to

pet. all significant informdtion. It is important to insure that the
cmployee and supervisor clgarly understand that a desk audit is being
pertormed and that any significant error in the description or classi-
tication will require correction. The interview should not be hurried
x.d the incumbent should be encouraged to talk fuily about the job and
the job situation,

Audit selections may be bajed on findings from general purpose employee
~r supervisory interviews, In fact, potential position asudit selections
aav be purposely included in the general employee interview sample be-
~nsuse f possible classifidation problems. 1n instances where general
(nterviews suggest classification problems or reinforce doubts as to
decuracy of classificaticn an immediate decision may properly be made

.o shift the focus of the inteérview from a general employee interview

. a classification audit, 1t is important however, to clearly inform
the incumbent at the point when the interview becomes a classification
audi.

Where the advisor determinds that the incumbent is not performing the
dutie . Jescribed in the position description, a double check should
. 218
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BEST COPY AVAILABLE Attachment T to CSC OL 273-702 (5)

be made to assure that all the facts ahout the job situation ave known,
The position should then be discussed fully with the supervisor; 1f
the advisor determines that the job is misclassified this should be

. made known defore the on«site survey is completed.

Review of classification program administration

Findings from position reviews should be related to information about

the classification program to identify causes of present or potential
problems and develop solutions. Classification program elements which
should be reviewed include:

o Establishment and maintenance of an effective classification
review program,

o Systematic review of positions which were classified on a
projected basis,

o Routine verification of duties before upgrading of encumbered
positions. -

o Routine recheck of classification of vacant positions before
refilling.

o Spot-checks and controls to assure that supervisors are report-
ing and terminating details and correctly certifying for annual
(Whitten)review.

o PFreparation of evaluation statements for supervisory positions
and positions where the basis for classification is not readily
apparent {rom the description.

0 Application of new standards within a reasonable period of time
(1.¢., within six months unless the Commission has approved a
longer period of time.)

o Effecting controls in connection with salary retention cases,
including:

- Determination of employee eligibility for salary
retention in demotion actiona,

- Consideration to employees with reteined rates in
appropriate promotion actions,

- Control of expiration dates of retained rates

© Prompt action on clessiffcation actions and previous classi-
fication reviews.
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Ailtachment I to CSC OL 273.70¢ (6

Ik:tefminftsg coupliance BEST COP\' AVMLABLE

Review of the propriety of agencies' posit:on ciassification actions 13

a legal responsibility of the Commission., 1ne omly rea! test of compltance
'tth legal and regulatory classiffcatioi 1eyat . ements is the accuiacy of
the classification of individual posttica:. Therefore, whenever possible,
advisors must make fimm classification decisivas on positions reviewed.
Any survey finding which results in the cuncli.xion that an agency deter-
mination is not correct and is due primarcil, Cv improper spplication of
classification standards rather than positivn management considerations
will be treated as a classification vioiation gequiring corrective action,
Findings which indicate uneconomical positiun structuring, although not
in viclation of classification requirements will be ureated as substantiatl
evidence of problems within the agency's juvtadiction and reported to-
gether with recommended corrective actio::

Besides basic classification accuracy, the 1o!lowing elements should
be considered f{n determ:lning YegULELoTy oMl AN

Determining accuracy of position descrip:iug -- ir general, position

descriptions do not meet regulstory roiu rewsnts when:
o The description omits one or moras of the major duties, or

¢ The description includes one ov wore mo ior Juiies which are
not actually performed; or

o The major duties, superviscry © .o ¢ .. .. voring relationships
are not described clearly or wpecit.cusily caough to permit pay
method category, title and grade sereraran*ion then:

- considered by one familiar o1l re aacgpntional
field involved, and gop'instic 1 periineat lob
evaluation standards =1~

~ Supplemented by resc: 'y avalio .. cad yureedt
information on the ougent. wto aovting,
programs and proceduiazs oo

o Information obtained on aud.. [ . . - the deseription
does not reflect the superv :v - ' oessiop relations
ships currently affecting cive .. . :

Accuracy of determining coverage .ni-: ¥ oe- e (on AU e
veneral guides for determination oo < ...~ . - . {izssification

Act may be found in FPM chapter .-

grompiness in classifying and ceclusc:: - - ason no¢ vimely basis --
Agencies are required to implemenc - © .- Lt a ruasonable
period of time. Practical cons:dors: . 0 - 2o advisor in determining
what 1s reasonable might inciud- 4o - . - vre elessification

TR
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standards on positions in the organization; number of positfons in the
organization which ars affected; whether the agency has, in actuality,
applied the standards, but has delayed effecting administrative action
of a title or grade change, etc., because resources have been applied
to higher priority matters. Generally, six months is considered a
reasonable period, unless the Commission has approved a longer period
of time,

Proper control of details -- Agency responsibilities when using details
may be found in FPM Chapter 300 S-8.

Sala tention operations -- Criteris for agency salary retention
operations may be found in FPM 531 S-5.

Taking corrective action

Where a determination {s made that a position or positions have been
improperly classified, corrective actfon is requi red. Agency position
classification practices and systems may also require correction to
the extent that they resuit in actual misclagsification of positions,
illegal details, improper salary retention determinations, ete.
Therefore, it is important that the review of cases be thorough and
fully documented.

The Commissfon's purpose in directing corrective action is not merely
to resolve those violations which have been discovered, but to correct
the situations which have resulted in violations and to eliminate
present and potential causes of violations, It {is highly likely that
such causes may be linked as well to other problems in position
management and work organization which seriously affect the efficiency
and economy with which the agency carries out its mission without
violating specific classification requirements. Such linkages should

be made fully explicit in analyzing and reporting on the total personnel
management climate in the agency. However, required corrective action
which i{s within the Commission's jurisdiction should be clearly identified
and distinguished from those matters which arc within the administrative
jurisdiction of the agencies.

Mregtiry fuvcher veview by the agency -- Corrective action should not
be lamited only to pesitions determined to be incorrectly classified
during the review, Where survey findings suggest that classification
problems are widespread either within a specific occupation, the super-
visory heirerchy or the organization as a whole, a thorough review
shaouid be directed to determine the full scope of corrective action
requirced.

Inplementing classification findings -- The Commission has stated that
4 classification tinding - whether made by the employing agency or

the Comurssion -~ relates only to the position and not to the incumbent,
(FP Chapuer 752, Appendix A)
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Whi.e coosification downgraa. oy .. .. nondisciplinary corrective action,

The eXLew M thie employee can be a:verse since he may suffer loss or

stat.is and veduction in pay (either immediate, or following a two-year
sdlery-recention period). Because of the problem of an employee suifer:. i

o loss for something that is not his teuit®, the Commission hgs instrucr .
Lhe agencies Lo take action wherever possible to avoid demoting the emp; yuu,

" The kands of actien possible necessarily vary with the number of empiloyi.as

iavolved as indicated below.

scting & single empioyes -~ Even though a
position is found to warrant classification at a lower grade, the
agency may be able to avoid downgrading by assigning additfonal duties
and responsibilities and training the employse to prepare him for such
additional duties and responsibilities. If the agency cannot avotd
downgrading the position, 1t still must make a positive effort to avoid

demeoting the employee by assigning him to another position with no loss
in pay or minimum loss, or it must: ‘

© Consider the employee for resssignment to vacancies for which
it is recruiting and for which the employee 18 qualified (when
the qualifications requirements appropriate in reduction force
are applied),

o Consider the employee for vacancies for which it i{s recrufiting
in intervening grades where there are no appropriate vacancies

at his present grade and classification downward more than cne
grade is involved.

o Consider the amployee for vacancies in the same competitive
area as that used in reduction in force.

When an employee's position {s downgraded as a result of a gradual erosion
of duties, the downgrading must be treated as a reduction-in-forece action
(FPM Chapter 351 S, 2-6) which will sautomatically give the employee re-
assignment rights commensurate with his retention standing,

When an employee’s position is to be downgraded because of the issuance
of new standards, or thc correction of classification error, and efforts
to build up the job or reassign the employee have been unsuccessful,
there mav e no recourse but to demote the omployee, Permitting the
improper cilussilication to rewain withour correccion would be unfair

to all other emproyees who are performing the same work at a lower grade.
The demotion action must then be processed under Part 752 of the regu-

e

lativns (FPM Chapter 752 §. 2.1); whether the classificatior determination

* Lo improper classification typically has its origin in some change or
sction for which the employee is not responsible. In some instances,
however, where the position has been gradually modified because of the
empleoyee's inability to do the work, he may be responsible.
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vas made by the employing agency or the Commission is not materia’

Clagsification decisions ifﬁecttgg a Egg?-g of employeas -~ The actions
described above may also followed & number of employees ace
affected; however, #t is not always possible to work out solutions for
all cases in a short periocd of time. In such a situation, FEM Chaptex
511, 8.7 providas that the agency may consult with ths appropriate
Commission office on & plan to bring positions into complisnce with
standards wilhin a reasonable period of tiae -- up to one year -- in
order to minimize downgradings for the employees involved. The plan
developed by the agency must meet the requi rements spelled out in the
FPM, and any agency propossis of this nature must be presented and
approved before formal classification action is taken.

Classification decisions affect very la number of employses --
The above procedures are usually workable when only a few jobs are
involved, but they may be of limited use when many jobs are affected.
For example, as positions are converted to new standards, there may

be instances where large numbers of positions will have to be down-
graded. In some of these situarions, the number of jobs being down-
graded may far outnumber those potentially available for reassignment,
and individual jobs cannot be bdbuilt up as the workload does not justify
the number of high laval jobs now in extstence. In addition, the agency
may have priced itself out of a competitive position vis-a-vis agencies
performing similar work, and may not wish to postpone correction by

the procedures outlined in FPM Chaptar 511 §.7, even if it were possible.
To continue the status quo could bring further decline in work load and
necessitate reductions in force. Downgrading of positions and demotion
of employees may thus be unavoidable, Since, in the example cited,

the downgradings result from the application of new standards, demotions
must be processed under Part 752, In order to insure as much equity

as possibls, determinations as to which individuals will be demoted
should follow reduction-in-force principles.

Consultation with the Co sio o 4on

large blocks of positions -~ Agencies are required to consult with

the Bureaw of Personnel Management Evalustion concerning proposed
classification changes (efither upward or downward) affecting a signi-
ficant number of jobs., While a rule-of-thumb guide is 50 or more

jobs, consideration should first be given to the possible overall
impact of the proposed action both within and outside the agency,

In some cases, therefore, the Buresu should be informed when fewer jobs
are involved. (FPM Letcrer 511-6).

Reporting on classification review ~- In all surveys where position
classificetion has been a coverage item, any determinations that

classification changes ars required must be supported with a case
l{sting attachment to the veport:

o The case !sting should begin with the following standard
peragraph: "Whenever ciassification action i{s directed on
a pesition in the following list and the agency or establish-
mapt has establi shed otﬁggétdenttcnl positions, the agency

Y
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or establishmant {s responstble for: (1) determining
whether such other positions are, in fact, identical

in duties and vesponsibilities to the subject position;

and (2) applying equally the action directed on the position
veviewad to all other postitions."

o0 Each individual classification cese which requires & change
in classification or documsntation, or for which any Com-
mission directed action $s fndicated, should bde iisted,
ftdentifying:

- Position number and organisationsl location

~ Name of incumbent (1f vacant position, so state)

-~ CQurrent agency classification

= Required change

- Brief statement indicating the basis for the change

Cases the evaluator finds on review to be adequately documented and
classified consistently with CSC position classification standards
should not be listed in the report. Such findings, however, should

be reported to the Dircctor, Buresu of Personnel Msnagement Evaluatfon
as an attachment to the memorandum transmitiing the veport {n the
following two situations:

o Cases specifically designated for veview as part of the
nationwide plan for coverage in the agency; or

© Cases selected to meet a special occupational coversge
requirement

As noted esritier, the terms "suggested action" or '"recommended action®
should not be used in reporting & finding that an agency decision is
incorrect. Actions seeking changes in the position description or
any of the associated reedily available records which the agency
employs as an integral part of its posfition documentation also will
be listed in the report as "required actions.” When the evaluation
develops sufficient information to quastion an agency determination
but the local situation prevencs the sdvisor from making & fimm
classification determination, "review and report" may be ordered

as a '"required action.” The direction to review and report on
positions actually audited during the survey should be kept to a
minimum, since a Commission determination should be made in such
cases. However, where reviaw of additional positions will be
necessary to determine the full scope of classification problems,
the agency should be dixecred to do so.
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Feedback on clesstificattion standards -- In reviewing position classi-
fication, evaluarion offices should be alert to the need to identif,
and report to RPME findings that indicate that standavds neead to ve
clarified, revised, or developed. This {nformation is needed in
planning the Cotmission's standards Program and in the conduct of
individual standards projects,

Instances such as the following should be Teported:

~ Ambiguity of standard creates difficultias n arsiving at
decisions on cases,

- Application of standard results {n apparent or claimed inequity.

= Absence of standard or of criteria for certain types of work
results in inconsistent ciasssification of similar jobs.

= Obsolescence of standsrd makes it difficult to apply, or results
in appgnls from decistions,

- Rigidity of requirements in standard preclude needed staffing
flexibility or exclude well qualified candidates.

= A new occupation needs to be identified and defined.

Followup

Whenever the Commisston requires corrective action on position classi-
fication as a result of en evaluation, followup action will be initiated
to insure compliance, Evaluation offices will report in the six months
assessment of evsluation impact:

© Whether the reported compliance action was in fact effected;
reasons for any lack of action to correet the situation; and
plans feor further followup or other Commission sction needed
to secure full compliance,

o TIn those cases where the agency has other positions with
fdentical duties or responsibilities, and in those cases
where the agency was directed to review additional ques-
tionable positions or blocks of positions, whether (1) the
sgency has made the review necessary, and (2) appropriate
corfective action has been taken on all positi{ons.

Where gereral and widespresd classification problems were found in the
initial ceriew, followp should include sufficlent addftional position
audits to verify corrective action and resolution of classification
problems,
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Review of St‘fitg&_g Bm m A'MMBLE
Background

The CSC veviews agency staffing programs to:

(1) Assure that agencies are conducting internal and external

staffing programs in accordance with existing laws and
regulations.

(2) Determine the degree of conformity with the principles of
merit, including equal employment opportunity.

(3) Evaluate the extent to which the total staffing process,
including recruitment, placemsnt, mexit promotion, and
carecr development programs are being managed te support
the achievement of the organization's overall objectives.

(4) Motivate improvemant in the staffing process where neaded

to mora effectively achieve mission and public policy
objectives.

The first two objectives listed above must form an integral pert of
every review of staffing programs. When it is found that staffing
programs are not in conformity with regulatory guidance and/or
merit principles, the cormsctive sction must be required.

At the same time the regulatory review {s being conducted, the adviso.
should be sensitive to the broadar and more subtlie issues involved .
staffing, such as responsivencss to management neads and mission accom-
plishment, and look for aveas where improvements should be made. Sub-
chapter 2.3 provides guidance in the reviaw of agency staffing programs
in terms of relating them to successful mission accomplishments,

Contents of the regulatory review guides

These guides ars prima-ily concerned with the review of agency staffing
programs to:

o Assuce compli. i1ce with existing laws and regulations in conduct-
ing recruitmen., selection, and placement activities.

¢ Determine the degree of conformity with merit prineciples in
carrying out staffing programs.

They have been divided into four subsections:

(1) Preparation

(2) Determining compliance
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(3) Reporting and follow-up

{4) Corrective action

Preparation

Before attempting to review staffing the advisor should become
thoroughly familiar with the policies and regulations which impact

on agency staffing programe. At the same time he is reviewing pro-
cedural correctness of staffing actions he should be looking for
fidicators of possible problems in substantive compliance with merit
principles and whether or not actions are contributing to organiza-
tional effactivenass. To do this the advisor needs to be intimately
fam{liar with and understand the interrelationships between guidence
contained in the appropriate FPM chapters and FPM letters and Book 11,
Subchapter 2.3 of this Handbook.

Advance information on the number of personnel actions taken during
the period under review should be obtained from the installation.
This data should be used {n selecting the sample of actions to be
reviewed and in identifying areas of particular concern. The sample
of personnel actions to be raviewad should include the following:

o Career or career conditional appointments (including conversions)

o TAFER and temporary appointments outside the register

o All other temporary appointments

v Excepted appointments

o Transfers (accessions)

¢ Refnstatements

o Reemployment actfons

o Detalls

o Promotions (competitive and non-competitive)

¢ Reassignments

227
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Guide tor Sampling Personnel Actions -- Evaluation offices have full
discretion in determining the makeup of the parsonnel action sample
based on advance information and information produced during the
review. In determining the number of different types of actions to
be reviewed ({.a., promotions, reassignments, temporary appointments,
etc.), consideration should be givan to the number of actions taken
tu each category. For example, if an actfvity shows an unusual
number of temporary appointments, this may be an area deserving of
particularly careful review. As a minimum, & sufficient number
from each category should be included in the sample to insure that

there is compliance., or to clearly identify the extent of regulatory
frobiem areas, '

Other factors which need to be taken into account in constructing
the person: el action sample include:

- The composition of the workforce (i.e. the sample should
be designed to provide coverage of the major occupations
at the activity.)

- Known problems, empfoyee complaints, etc., at the particular
activity.

- Information developed during the review.

It may be necessary io expand or modify the initial semple based on
findings during the review. The extent to which this is required
must be based on the fjudgement of the tesm leader. The decision to
expand or modify the ssmple will normally be based on the need to
verify whether or not a clear pattern of compliance, or of violation
of regulations.evists. For example, where several violations of a
particular type are discovered in the initial sample it may be
necessary to expand the number of actions reviewed to establish the
existénce of a consistent problem. The need to expand the sample
will also depend upon the agency's willingness and ability to under-
take a complete review of such cases and fully correct its practices.

Determining compliance

Procedural steps for processing personnel actions and msintaining
personnel records are contained in FPM supplements 296-31 and 293-31
and substantive considerations in taking personnel sctions arve found
in appropriate portions of the FPM and {ts supplementary issuances.
CSC forms may be used {n reviewing samplas of
personnel actions to help assure systematic review.
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Iypes of regulatory deficiencies --

o Violation - an action taken contrary to Commission regulations
or reaquirements deriving from a law or Executive order pub-
lished in the Federal Register (see section on Corrective
Actfon),

o Significant I utagity - an error which if permitted to
remain uncorrected, could adversely affect the Government or
its employees (e.y., improper determination of service com-
putation date, veteran preference, prebationary period, ete,,

- failure to secure required documents such as health benefit
forms, investigative forms, or appointment affidavits).

- Normally can be correctad on-site by calling agency
attention to error.

~ 1f action or lack of action results in subsequent action
detrimental to the amployes, the original action should
be counted as a violation for reporting purposes.

o Irregularity - the action taken is substantively proper,
but not in accord with prescribed method or procedure
(e.g., incomplete or incorrect data on §F-50, where correct -
decumentation i{s available elsewhere in the folder or files;

onission of dates and signature on supporting documents for
the action).

= Normally can be corrected on-site by calling agency
attention to error,

Evaluating conformity with merit principles ood sment
practices -- This £s a much more difficult and complex area. It
requires that' the advisor axercise considersble sensitivity and _
judgement in looking at actions in terms of whather or not the end
result of the action, even though it may be procedurally correct,
essentially conforms with merit Principles and makes good management
sense. To do this, the advisor must have a good understanding of
the activity, its workforce, its missfon, the availability of man-
power in the local arsa and good personnatl menagement practices,

as well as a thorough understanding of the spirit and intent of
merit system requirements.
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Some examples of considerati{cns applicable in carrying out this part
of the review {nclul. -

o 1Ia placement actions, is full consideration given to the
availabiiity ¢f manpower, internally and externally, in deter-
mining the level at which positions are filled? For example,
ig the activity £ilitng positions at the journeyman level
when {t woirid b= vessonable and beneficial to lower the entry
level in the interest of providing upward mobility opportunities?

0 Are thers -~ iarng .o appetntments where it appears the activity
tas limited {ts recruiting activities unnecessarily to one
pact.ooal o seccce 10w retired military., a particular college
erouniversitn o etc.s or to sources which are not likely to
produce minority caniidates? (See guidance on raview of EEQ),

o Are there un'iv dela,» in effecting personnel ictions, consider-
1ng the naturs of the aetion?

These are obvinesiy *ust a tew examples of possible problems advisors
may find. But thev <o illustrate that to identify such problems and

trends the advisor must go beyond the procedural aspects to evaluate

the effect and value of staffing actions.

Reporting and follow-up

Regulatory reviow findings should be covered in the report, and
inifvidusl caxe iistiigs attached to the report when violations

ave found. OCuidelines for directing corrective action are found in
the section on covvective action which follows. In all reviews
covering tegulatoiv .nmplierce a statement characterizing the degree
of compliance should be included {n the report summary. When it is
found that the taking of personnel actions essentially meets merit
requirements, thi{s summary statement will be sufficient and need

not be supported with separate narratives for each category of
action.

Specificully:

v Report all viclati-sn- in a2 case listing attached to the
report repardiess of whether or not corrective action was
taken prior o the close of the survey; if corrective action
has been taken the repurt should so indficate. If corrective
action has not already been accomplished, a reasonable date
should be established by which the agency must take action
(pcrmally nc amure than three months) and a follow-up date

escablisted. The [oliowing information should be shown for
each case:
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- Name of employee
=~ Nature and effective date of personnel action
= Nature of violation and required action

o Include in the report findings on excessive numbers of
irregularities or errors for which follow-up action is
required (staff training, closer review, etc.,); dascribe
in summary or detail depending on extent and nature of
irregularities, evidence of agency understanding, avail-
ability of guidelines, etc. Also, & definite date for
follow-up should be established.

o Irregularities or minor procedural exrrors corrected during
the survey may be summarized briefly under the case listing
or in the report, if considered necessary.

Followup is required to insure compliance whenever corrective action
is directed. Evaluation offices should report in the assessment of
evaluation impact:

o Whether individual case and program corrections were in fact
accomplished; reasons for any lack of action to correct the
situation; and plans for future followup or other action
needed to secure compliance, and

o The extent to which the agency has carried out directions to
extend the review on an internal basis to correct all violations
similar to those discovered in the review and taken action to
insure future compliance in all such cases.

Where agencies have been directed to review all actions in specific
categories or in specific organizations to insure all violations of
the type identified in the Commission review sample are corrected,

fellow~up should include on-site spot-checks of a second sample of

such cases where necessary to insure full compliance.
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Generai Erinciples Coverning Corrective Action

{t.. rollowing policies generally will be applied by the Commission* in
divecting corrective action when individual personnel actions are found
t. be in violation of governing requirements. Cases of suitability,
loyaity, employee misrepresentation, or fraud, are not covered as they
are subject to correction through the Commission's Investigation program.

Because the Commission's authority to enforce its regulations extends
over a number of different areas of personnel management, different means
are used to effect corrective action when it is necessary. The type of
correction imposed depends upon the kind of irregularity involved.

Timing Corrective action in individual cases found to be in viclation
of requirements generally will be directed as follows:

(1) If prior to the discovery of a violation, circumstances have
operated to correct the action initially in vielation, the Commission
nomally will not require further action. '

(2) If the improper action has not been corrected by the time it
1s aiscovered, the Commission will require the agency to take appropriate
steps to bring it into conformity with requirements. Such correction
may be made by various means, up to and including removal of the employee
from the position, depending upon the nature of the violation and other
pertinent circumstances.

(3) 1f the viclation was not discovered until after the employee
lett the agency, the Commission will direct action to nullify any pro-
spective benefits to which the employee might appear entitled as a result
of the erroneous action., For instance, when a former employee had been
accorded status through erroneous appointument and as a result he appears
t have acquired reinstatement eligibility, his file will be corrected
fiat he will be so notified. Adoption of the above policy does not
necessatily require amendment of other personnel actions contingent upon
an action which is found to be erroneous, In the case above, for example,
cortective action would not necessarily require adjustment in the ex-
eipivyrets retirement status or the retroactive correction of any past
stivns involving this employee and other empioyees.

Directing Corrective Action

Wheie the Commission directs corrective action which will affect an
cuployee adversely, £t will instruct the agency to use part 732 procedures
{cr cnployees covered by part 732,

* (Current delegations of authority specify the cfficials who direct
.orrective action
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If the employee has been separated or furloughed for military service

when the separation order is received from the Commission, the agency

should take no action except to return the case to the Commission with
& statement of the facts. The Commission should be informed when the

person 1is restored to his job,

Whenever the Commission finds that any officer or employee in the execu-
tive branch has failed to follow established policies, regulations, or
standards for personnel menagement over which the Commimsion has jurisdic-
tion, the Commission shsll {nstruct the agency head to take corrective
action,

In those cases where analysis of parsonnel management activities indicates
the need for disciplinary action against responsible officials or employees,
the regions will send their analyses and recommendations to the Bureau

of Personnel Management Evaluation.

“he recommendation for disciplinary action should include in addition
to the justification for the recommendation:

- The name, and the identification of the position held by the
official or employee.

- The length of time the person has been in his present position,
and 1f & supervisor, how long the person has held a supervisory
position,

The Bureau, in making its review, will determine i{f the recommended action
should be taken, and if the action should be taken by the Commission or
the agency.

Enforcement Procadure

1f the appointing officer fails to carry out the Comnission's instructions
requiring discipline, change to lower grade, or separation of an employee,
the Commission certifies the facts to the head of the agency concerned.

If che head of the agency fails to csrry out the instructions of the
Commission within 10 days after receipt of the certification, the Commis-
sion certifies the facts to the Comptroller General of the United States,
and furnishes a copy of this certificatfon to the head of the agency.

When this has been done no payment {s made of the salary and wages accruing
to the employee.

Invalid Incymbency of Pogition

Whanever the Commission finds that any person has been appointed, or is
lolding a position in viclation of civil service laws, rules, or regula-
tions, or that any offficer or employee in the executive branch has
violated any of the laws, rules, or regulations sdministered by the
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comfi-$sion, the Cammission 1a authorized to certify the facts to the
proper appointing officer with specific instructions about discipline
or separation or other corrective sction. This is done only after due

woice and opportunity for explanation by the officer, or employee, or
tue agency concerned.

Commission Authority to Vary from Regulations*

The Commission is suthorized by rule V to permit varistion from the strict
tetter of the regulations whenever precise compliance with them would
impose practical difficulties and unnecaessary hardship. Such variation
may be granted if it is within the spirit of the regulations and if it
adequately meets the objective of the regulation as far as the Govermment
and the competitive service are concerned.

Whenever such variation is granted, the Commission records in its minutes

(1} The difficulty or hardship involved;
(2) what is permitted in lieu of the requirement in the regulation;

(3) Wwhat in the variation adequately serves the objective of the
regulation and accomplishes its purposes; and the limitation
of the variation to the existence of the conditions which gave
rise to the need for ity All minutes approved which pemmit
variations are published i{n the Conmission's annual reports.

Similar variations are granted whenever similar conditions exist.

Authority Granted by E.O. 10826 To Correct Administrative Oversight

A agency which has failed, through error or oversight, to make a timely
determination or recommend that an employee receive some benefit for

which he was eligible by an an Executive order, may request that the benefit
be conferred by the Civil Service Commission., If the agency has made

the required determination or recommendation, the Commission, under authority
of 5.0, 10826, may, in order to avoid imequity in individusl cases, confer
the intended benefit upon the employee or former employee. No action by

t..« Commission under E.O. 10826 may be made effective prior to the actual
dar2 on which the Commission grants the benefits.

*Authority reserved for the Commissioners.
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TABLE OF CORRECTIVE ACTIONS IN CASE VIOLATIONS

The following table 1ists the action ususlly directed for some of the
more common violations. The table is to be used as a guide, and not as
the final determinant in all cases. Under ordinary circumstances, first
consideration should be to regularigze the action, if possible. The
appropriate corrective action for individual ceses must, however, be de-
cided on the basis of the total situstion in which the violation took

place, with recognition of the spirit as well as the letter of the require-
ments.

Part A concerns violations of specific requirements, externally imposed;
Part B concerns violations of specific requirements, imposed by the
Commission. Each part indicates the normal corrective action tsken if the
employee is on the rolls and the situatfon is still in violation of
requirements. (See above discussion of Gemeral Principles.)

VIOLATION CORRECTIVE ACTION

A. Specific requirements externally
imposed

1. Improper selection

a. Rule of 3 not followed a. Agency must regularige selec-
tion within reasonable time by:

1. Appointing available
eligibles improperly passed
aver,

2, Objecting to available eli-
gibles and being sustained

by CSC.
3. Removal of appointee from
position,*
b. Vetersn passad over b, Same as a.
c. Applicant supply category ¢. 1If records are not clear enough
selection procedures not to determine whether a viola-
followed. tion occurred, CSC directs pro-

gram correction,

d. YMon-veteran appointed to posi- d. Same as c.
tion restricted to veterans,
an¢ veterans available,

¥Must follow part 752 procedures if employee is affected. I1f employee not

Q
E :fected, program correction only. 235 .
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CORRECTIVE ACTION

——

w, N ific uire e
imposed (continued)

2. Appointment from certificate not
appropriate to the position.

Veterans preference determination
not made, or made incorrectly.

L P8

+  lembers of family law violated.

5, Appeintment of non-citizen with-
out legal suthority.

* Must i1ollow part 752 procedures if employee is covered.

affectad, program correction only.

a. 1f appointee not qualified for

position, agency must cancel
status gequired as a result of
this sppointment, and remove
appointee from the position.*

b. 1If appointee now quaified, he
may stay on as a TAPER if CSC
office permits, but status must
be cancelled as in a. above,
since original use of certifi-
cate was improper.*

¢. 1f appointee has moved to new
position on basis of supposed
status granted by improper use
of certificate, agency must cance.
status and remove appointee from
position.* (CSC office may
approve original TAPER appoint-
ment and noncompetitive move-
mcnt)under part 335.102b of part
335,

CSC order correct determination made
and directs program correction. (gase
correction follows the action required
for the particular kind of violation
that hes resulted from the error in
preference determination.)

)

Agency must remove appeintee.

CSC calles case to agency's attention
and if necessary, advises the Conp-
troller General, Violation cannot
be regularized, since bar to salary
paymant exists,%*

1f employee not

*+ This corrective action is necessary even if the emplovee was separated befcre

the vioclation was discovered.

Q
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CORRECTIVE ACTICN

_ Specific iremants externall
- imposed (Continued)

6 Service requirements for specified
' - purposes not met.

a. for promotion under Whitten
Amendment (See also page 21
of these instructions)

b. for status conversion under
P.L. 380 and 836, 84th Congress

¢. completion of training under
approved agresments. (see sec~
tion 300.603 (a)(1) of part 300,)

7. Prior CSC approval not obtained.

&. exception to Whitten Amendment
 (J cases and training agree-
ments),

b. for supergrades and saction
5361, title 5 (Classification
of position and qualifications
of 68'16. 17' and 18 ‘ppointlll).

¢. for conversions (section e,
3304(a), title 5, and section
317.602 of part 315 » White House
service) '

d. tor reemployment of persons

saparated under Sec. 7, E.O.
10450,

237

b.

a.

b.

Ce

d.

CSC advises agency and, if necessary
certifies to Comptroller Ceneral.

CSC requires cancellation of status
and placement of employee in status
quo if he remains in same position.

Where violation {s found corrective
action would follow policies as for
other Whitten violations. (See sub-
chaptexr 6 of FPM Chapter 300,)

CSC advises agency and, if necessary
reports to Comptroller General. Viol
tion cannot be regularized retro-
actively so long as bar to salar
payment exists but agency may submit
for approval as prospective case.**

CS5C orders actions voided and reports
to Comptroller General, Violation
cannot be regularized retroactively,
hut agency may submit for CSC approval
as a prospective case,**

CSC requires submission of case for
approval; if disapproved, dfrects
cancellation of status and, if nec-
essary removal of employee.

CSC requires submission of case for
approval; if disapproved, directs
ssparation of employee,

hie corrective action is necassary even {f the employee was separated bafore the

1otacion s discovered,

Q 4 “")
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T Spacific requirements externally CSC orders agency to reg: larize
‘ imposed (Continued) appointment (by reinstatement or
removal {£ necessary) and to re-

8. Reemployment after military move any undeserved supexsenfority.
service despite faflure of Additional corrective actions may
employee to file within time be required to amand other viola-
limits. . ‘tions that have resulted from the

error.*

9, Failure to observe pay statutes. An obvious or apparent violation
is called to the attention of the

a. Ervors relating to Service agency or reported to the Commission
. Requirements: Periodic and for further reference to the Comp-

longevity step increases and troller General.
leave category.

b. Errors relating to pay fixing:
rate increase upon promotion
and salary saving upon demotion.

B. Specific requirements imposed by
Civil Service Commission

1. Incorrect or incomplete documen- CSC requires correction of records
tation and records. and, if necessary, the installation
of procedures by the agency to comply
with requirement,*

2. Improper use of reemployment 1f records show violation at time of
priority 1list; e.g., selaction selection, agency must correct error
from it in improper order, fafilure on basis of current availability of
ro use it ahead of other sources. applicants on file at time of improper

selection.

3. Appointment below age minimum. CSC requires removal of the appointee
from situstion {n violation unless he
wiil have met the age limit within
three months after the violation is
discoveread.

* vyt follow patt 752 procedures 1f employee is affected. 1f employse is not
affectes, program correction only,
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VIOLATIONS CORRECTIVE ACTION

Specific ents imposed

ghesilis requitessncs impoted by
Livi} Service Commission (Continued)

4. Appointment on non-citizen (See
also Item AS).

4. career or carear-conditiona} a., CSC requires change to proper type
appointment to continuing of appointment, {f possible, Other-

position.

Temporary appointment of a
non-citizen without attempting
to recruit citizens.

wise non-citizen must be removad.

CSC raquires program correction
and change to proper type of
appointment or removal of non-

citizen.

5. Failure to observe apportionment
in the transfer or reinstatement
of non-veterans to apportionad

Agency must submit justification to
Commission for a waiver for Commission
action thereon. If waiver disapproved,

positions, agency must remove appointee from
situation in violation.*
6. Failure to sutisfy college and " &, CSC requests agency to make deter-

licensing raquirements. mination and report within specified
time limits to Commission if find-
ing is in pegative. If so, and if
effort to complete vequirement is
not under way, CSC directs reassign-
ment, or separation if reassignment

not possible.*

a. Failure to determine "com-
pletion of college.”

b. Appointee does not have b. CSC requires removal of appointee
required [f{censes or motor from situation in violation.* (under
vehicle operator's identi- Motor Vehicle Operator Regulations,
fication card. 930.112 or part 930, agency may

issue identification cards for par-
poses gpecified. Where vicolation

is failure to obtain Commission
approval ‘for exceptions to Regula~
tions, e.g., Secs. 930.111b, 930.114b,
and 930.116b agency is required to
submit case to the Commission for
consideration of exception.)

* Must follow parc 752 procedures if employee affected. If employee not affected,
progrem corrsction only. 239
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VIOLATIONS CORRECTIVE ACTION

Specific requirements imposed b
Civil Service Commission (Continued)

7. 1mproper promotion actions
(See alsc page 13 £f.)

a. Promotion made without
proper authority

a. CSC approves promotion only if

it is clear that the person pro-
moted would have been amoug the
best qualified if an adeguate
promotion plan had been in effect
and applicable when the promotion

was made.

I1f promotion is disapproved,
employee is returned to position
from which improperliy promoted,
or placed in another position
for which qualified.*

Promot ion action fails to
conform to specified con-
ditions of governing plan.

Employee must be removed from
position and placed {n position
for which requirements are met,

unless violation has been or can
be corrected to conform to con-
ditions of plan,**

* Must follow part 732 procedures if employee affected.
program correcticn only,

1f emplovee not affected,

R

ter example, a plan provides for rating employees in broad categories of qualifi-
cations designated as A,B,and C and speciffes that empiovees in group A will be
promoted before employees in group B, The violation discovered is that an
ewployvee in Group B has been promoted althcugh several employees in group A have
not, If at the time of discovery, all of the remaining employees in group A had
recerved promotions, the promotion of the group B emplovee could be approved.
fver when an employee who was unqualified at the time of promotion meets the
governing qualification standards at the time the violation is discovered. de-
mution is ordered unless the action can be made to conform to the provisions of
the promotion plan by showing that the employee {s currently among the best
yialified for the position and that all qualified candidates who initially competed
with him have subsequently been promoted.
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VIOLATION . CORRECTIVE ACTION

-~

¢. Promotion plan itself fails to Action directed depends on specific
meet the standards and instruc- circumstances. Most situs.ions of
tions of CSC, , this kind are rectifisb.e by pro-
gram correction.*
d. Failure to give certain d. Give the employees priority conside-
employees proper consideration ration for the next appropriate
in a promotion action, vacancy (see pages 15 and 16).
: 8. Failure to meet experience and Agency is required to submit the case to
- . training standards for position the appropriate office of the CSC, 1If
; changes other than promotions the requirements are not waived and if

the employee is not qualified, agency
must remove him from the position in
violation,**

9. Failure to meet physical standards. Agency has authority to determine that
spplicants or employees meet physical
requirements ({.e,, that they can do &
particular job satisfactorily without

: hazard to themselves or others), but
. only Commission can determine them not
' to be qualified. If agency wishes to
determine them not qualified it must
nonselect or submit an objection to the
eligible.

*Some examples of the kinds of violations possible here are:

- Specified qualification requirements do not meet the competitive requirements.

- Qualtfication requirements are so highly specialized that they are unreslistic
in terms of the duties of the jobs to be performed.

- Methods of evaluation are inappropriate.

- Area of consideration is limited to a very small organizational entity.

- Bmplovees and employee groups were not congulted.

- Docuwentation of records is inadequate to produce the information required on
promat ion procedures and actions under the plan.

+*Mys: Inllew part 752 procedures if employee affected., If employee not affected,
pr¢ gram correction only.
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.I0LASION : CORRECTIVE ACTION
e Spe. s - ivquirements imposed by
C o Civ _eovice Commission. (Continued)
10, 7 iiure to meet service requirements--
ran. and length,
a. for conversion to career tenuyre a. Correct conversion date or if not yet
etigible, cancel the conversion action
. for position change within b. CSC requires case correction if dis-
three months after competitive covered during the pertinent chree-
appointment, month period. Also, CSC requires
program correction.*
¢. for status for reinstatement. ¢. CSC requires removal from the situa-
tion and cancellation of status
appointment,
11. tailure to request prior CSC Corrective action will be consistent with
spproval, Examples are-- action which would have been taken 1if

prior USC approval has been requested. .
Qualifications standards;

illing positions in the
excepted service,

Dircet recruiting authorities
and exten51°ns .

Advanced in-hiring rates (See
section 5333(b) of title 5);

Appuintment of persons separated
for cause.

e
r

Mher {mproper wses of delegated sauthorities.

a. Lmergency appointment authority. a. CSC requires termination of appoint-
ments which cannot be regularized and
requires program correction,

b.  Noncompetitive position change b. €SC requires agency to rectify action
of temporary or excepted or to remove employee from position
euplovee to competitive posi- in violation,.*
tion,

AMust foilcw part 752 procedures if employee is affected. If ewployee not affected, .
progran correction only. '
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VIOLATION CORRECTIVE ACTION
E - e t—
B. Specific requirements imposed by
- ' Civil Service Commission (Continued)
13. Failure to make positive effort 1f records show violations at time of

- to f11l restricted positions selection, agency must correct error on
with veterans. basis of current availability of appli-
cmts on file at time of improper selec-

tion,*

L 1f thorough review does not establish -
b specific case violations, program cor-
. rection is directed.

14. Failure to observe pay and leave An obvious or apparent violation is called
regulations: to the attention of the agency. Or re-
ported to the Commission's central office .
a. to recredit sick leave upon for further reference to the Comptroller
! reemployment within three General . *
‘ years.,

S | b. to reduce leave accruals for
¢. to apply highest previous
rate rule in salary fixing.

d. to apply additional annual
' rate in lieu of premium rate,

e. to have agency regulations for
uncommon full-time tours con-
sistent with Civil Service
Commi ssion Regulations.

f, to apply hazard psy.
g. to apply severance pay.
h. to grant salary retention.

1. to cut off salary retention at
expiraticn peried.

1S. Failure to complete probationary CSC requires program correction.
aid performance evaluations.

.*Must: follow part 752 procedures if employee affected. If employee not affected,
program ccivection Oniy.
243
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Eiements of Correction Action

The corrective action directed by the Commission has three basic elements.
. Corrective action affecting the employee who was erroneously promcted.

. Corrective action affecting employees who did not ceceive proper conside-
o ration.

Corrective action directed at the causes of the violations to prevent
their reocurrance. .

Corrective action, therefore, is concerned mot only with the employee whos
promotion is under question, but also invelves the effect promotion program
violations have on other employees.and the causes that lead to the violations.

Reconstruction of Promotion Actions §

In directing corrective action in individual violations, it may be necessary Lo .
reconstruct the promotion under proper procedures to determine:

. Whether the promoted employee could have been selected under these
procedures.

Whether any employees were denied proper consideration by the violation,

Reconstruction of the action should begin at that point in the processing where
the violation has occurreqd. For example:

. 1f the wiolation involves a failure to properly locate qualified
employees by posting a vacancy as required by the plan, reconstruction
of the action will involve advertising the vacancy, evaluating qualifica-
tions as of the time of the oxiginal action, and establishing a best-
qualified group.

- 1f the violation involves a faflure to rank employees, as required by
the plan, who were otherwise properly located and evaluated, reconstruction
will be made from the point in the action where ranking should have been
made to identify the group for selection.

if a promotion action is inadequately documented so that a determination can

not be made as to whether the action was proper, reconstruction consists

of reporting, if necessary, the steps not documented, then determining

whether the action should stand. ‘

L
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Procedural or regulatory errors may involve an extensive number of promwtion
actions over a period of time. A case-by-case reconstruction to determine

whether the promoted employee could have been properly selected for the position
would constitute an operation of such magnitude that it would seriously disrupt

the accomplishment of the organization's mission. The more appropriate corrective.
action in such situations is program correction with a review directed to determine
whether promoted employees currently meet all qualification and regulatory require-~
ments for the position, and directing removal from the position for those employees
who do not currently meet regulatory or qualification requirements.

. 1. torrective Action Involving the Promoted Employee

Generally, the erroneously promoted employee should be removed from the position
unless the promotion eaction can be corrected to conform essentially to all
Commission and agency requirements as of the date the action was taken.

Regulatory Violations - If the employee failed to meet qualification or regulatory
-requirements both at $he time the promoticn action was taken and currently, the
agency will be required to remove the promoted employee from the position.
(However, 1if, for example, there are no other qualified candidates available that
met either the regular qualification standard or the CSC approved modified standard
and the retention of the pmmoted employee in the position would not otherwise be
considered inequitable or an injustice to other employees, a request for a waiver
of qualifications would be considered appropriate.)

If the empleyee did not, but now does meet qualification and regulatory ( including
tima after competitive appointment) requirements, judgement will be exercised

in ordering corrective action based on such factors as how far the employee was
from meeting regulatory or qualification requirements, how much time has elapsed,
the extent to whtch the qualified employees who were improperly disregarded from
consideration or improperly passed over for selection can be located and identified,
whether they have been subsequently promoted, and whether the promoted employee
could have otherwise been selacted had he met the quelification or regulatory
requirements,

Procedural Violations - When it 4s obvious a promoted employee could have been
Froverly selected, as in the case of many procedural violations, normally no ‘
aztion will be taxken to upset the promotion and remove the employee from the
position; program correction by the agency will be ordered.

If it appears that the promoted employee could not have been sclected under the
reconscrncted promotion action, generally he will be ordered removed from the
position and priority consideration will be directed for those employees, who
were considered among the best qualified. The erroneously promoted employee
will be eturned to his former position or to another position for which he
qualificd that {g at the same grade level as hés former position. If he is to
be placed in a position at a higher grade level than his former position, the
plocement action is subject to the requirements of the appropriate merit
proemat.on plan,
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2, Corrective Action Involving Employees Who Failed To Receive Proper
Consideration

A significant part of the corrective action taken by the Commission will
be the requirement that priority consideration for promotion be given

to those employees who failed to receive proper consideration as a

result of the violation. Priority consideration should be a conscientious
attempt to correct or minimize any injustice resulting from the violation,
When nonselected employees have not actually been adversely affected by
the violatiun, they are not entitled to priority congideration,

Determining Who 1s Affected.- The original promotion action or the
reconstructud action may show the following employees to have been
adversely affected:

- Enployees who were placed in the best-qualified group but
not selected, because of the selection of an unqualified employee.
Such employees should be considered as adversely affected and
entitled to priority consideration.

- Employees who were not in the best-qualified group in the original
promotion action but were in the reconstructed action. These
may include: '

o Employees originally identified as basically eligible but
improperly excluded from the best-qualiffied group. Such
employees would be entitled to priority consideration for
the next appropriate vacancy although the promotion could be
permitted to stand.

o Boployvees who were not considered at the outset but should
have been. Such employees would be entitled to priority
consideration only if reconstruction of the original promotion
action shows that they wouid have been in the best-qualified
group.

Ordering Priority Consideration

If the promoted employee is removed from the position under review,
priority consideration applies to this position.
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1t the promoted employee is mot removed, an employee who was not given
proper consideration in the original promotion action, and who has not
baen since promoted, should be given consideration for the next appro-
priate vacancy before candidates under a new promotion action or other
action to fi11l the position are considered. Selection of the employee
may be made as an exception to competitive promotion procedures.

Priority consideration is granted once for each time proper consideration
was denied. When priority consideration is directed, the agency must
provide as part of the merit promotion process a means for identifying
the next appropriate vacancy. This vacancy:

- Has to be one for which the employee is qualified.

- Should be one for which the employee would be a reasonable
candidate.

- Should be at the same grade level and have the same area of
competition as the position for which consideration was lost.

An employee entitled to priority consideration must be referred ahead of
all other candidates not also entitled to the same or a higher order of
vonsideration. ln other words, his name must be referred alone, not
atong with others, unless., of course, other candidates are alsc entitled
to the same or a higher order of consideration.

The term “appropriate vacancy" means the next one at the same grade level
for which the priurity candidate meets or exceeds qualification require-

‘ments including any appropriate selective placement factors, with due

regard to the factors of area of consideration and the employee's own

job prefer:nces, Priority consideration consists of many steps beginning
with fdentifying an employee entitled to priority consideration, deter-
mintng that he meets the estaolished criteria for placement, and referring
b= name to the selecting official who completes the process by giving the
catntiuate bena (ide consideration., 1f, during the consideration process

i« is Jdotermined that the employae dous not meet the qualification require-
awente fer the position, then the candidate should not have been referred
to tne selecting official for this vacancy and the conditions of an
“apprupriate vacancy' have not been met. In such cases the employee

woitld not have been given priority consideration within the intent of
vhe rooviremend.
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Nor will a priority candidate have been given priority consideration waen
his name is referred to a vacancy but management decides not to £1ll the
vacancy at that time. In this situation it f{s considered that there was
no bona fide vacancy for which the employee was considered. Consequently,

he must be given priority consideration to the next bona fide appropriate
vacancy.

A candidate entitled to priority consideration does not have to compete
with, nor should he be considered with, any candidates who are not entitled
to equal priority consideration. If there i{s a large number of priority
candidates, the employing activity could adopt procedures which would
resttict to a manageable number the group actually referred to the select-
'ing official. For example, such procedures could provide for a relative
ranking of the candidates entitled to priority consideration and referral
of the best qualified first, However, any procedures adopted would have

to provide that all qualified and available persons entitled to priority

ccnsideration for a vacancy will be considered before any other efforts
are made to f£ill the vacancy,.

Based on the circumstances surrounding the erroneous action (for example,
where employees have complained of pre-selection,favoritism, ete.), it
may be necessary to require that the agency document fully its reasons
for passing over the employees in the priority consideration group or
that the action on the next appropriate vacancy be reviewed at a higher
organizational level within the agency or by a Commission office.

Directing the Corrective Action

The corrective action ordered by the Commission must be explicit and
Jirected toward all aspects of the violation. This would include
directing the action to be taken with respect to the erroneocusly promoted
employee, assuring that employees entitled to priority consideration

are properly identified, and determining as far as possible the cause
of the violation.

Need for Specificitv in Case Listing - For each violation or group of
viclations, the case listing should, whenever possible, cite the law,

rule, regulaticn or proccdure and the specific part that governs the
violation,

For example, i{f the review discloses several cases involving the promotion
of vmployees {rom nonsupervisory to supervisory positions as career promotions
and exceptions te competitive procedures, the nature of the violation might
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read: Violation of provisions of FPM Chapter 335, subchapter 4-2d,
“career promotion may not be made to a supervisory position on the basis
of addition of supervisory duties to a nonsupervisory position."

In addition to the above, the case 14sting should include the employee's
name, his title, series and grade, the organization in which he works,
and the date the improper action took place.

The Commission should not direct the removal of the 1o the case

isting unleas the ca s_at the point where this decision can be made.

In some cases of procedwral violation and all cases of regulatory violation,
the Commissfon must approve the retention of the srroneously promoted employee
in the position, The final decistion affecting the erroneously promoted
employee must be delayed until sufficient reconstruction of the case has been
accomplished. :

The agency should be told at what point reconstruction should begin, and
under what circumstance the agency is required to obtain Commission approval
or when the agency may complete the action without prior approval from the
Commission,

Union cements and Corrective fon - The avaluator should be aware of any
provisions in the merit promotion plan that have grown out of negotiations
with a labor organizaticn., This is particularly true if the negotiated agree-
ment makes modifficatfons in the agency plan that have not been incorporated

in the plan at the time of the evaluation.

‘For purposes of reviewing promotion activities, those elements of the agree-
ment that modify the premotion plan and which are not in conflict with
requirements of the Federal Merit Promotion Policy should be considered as
if they were part of the plan itself.

Thus, if a promotion action is a violation of a provision in the negotiated
agreement, ‘he evaluator should consider the violation in the same manner as
if the agency plan were violated.

Al Meed [0 Aralysis of dexit Promotion Viclations

A thorough analysis of merit promotion violations will be necessary to determine
the cause of the violations, The pature and characteristics of the violations
nay be reflections of the merit promction plan or the agency guidelines. In
tals regard, promotion progiam violations may be viewed as symptams of the
problemg tuventiijed through the normsl evaluation coverage, i.e., the ability

of the program to meet the neceds of the agency.

Ti« apalyetis process may fidentify instances where the objectives or mechanics
a¢ the promocion vrogram have rot been adequately communicated throughout the
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agency. This may favolve the management, or the employees, and in s. .. cases
both. Thus, the evaluator's responsibility includes getting the ind .. iual
case errors corrected to the best of his ability, plus recommending rhe
training necessary to eliminate the problem, When asked to do so, he suould
be prepared to assist the agency in developing the needed training materials
and in conducting the training (either personally or through arranging for
Regional Office help).

There may be occasions when the analysis of promotion program violations leads
to the conclusfon that there has been careless operation of the promotion
plan, or willful and deliberate violation of the law, regulation, standards,
promotion plan or guidelfnes. In such cases, Civil Service Rule V gives the
Commission the anthority to take or require that appropriate disciplinnry
act{on be taken against the responsible agency official or employees. The
particular circumstances and conditions surrounding the violation will deter-
mine the type of disciplinary actfon to be taken; however, the action mey
range from an official reprimand to withdrawal of authority, from suspension
to removal from the service. A recommendation for disciplinary action should
be thoroughly supported by the analysis, with sufficient factual information
to justify the recommended action., (Sce page 2.)

In addition to achieving the corrective action required in individual cases,
the case listing is also an fmportant part of the analysis aimed at identifyis
and correcting the cause of the violations. While not to be made a part of

the case listing, the cause of each violation should be determined and r--corded
for future reference and analysis.

Also, 1t may be important to know the frequency of violations, i.e., tiw
relationship between the number of violations and the number of promotions
made. Considering both the cause and the frequency, the seriousness of (he
violations may be viewed in the following manner.

- Inadvertent violations occuring infrequently affect few vinployees
and would rot normally be considered a basis for disciplimary action.

- Inadvertent violations, or violations because of ignorance, occuring
frequently affect more people and would ve considercd scrious. a
vorrection in the plan or procedurc, or instructing the guilty par-y,
rav achieve the desired correction.

- Deliberate violations occuring infrequently affect fewer people, but
would be considered serious., Disciplinary action would be indicated if
motivation #s venal, or indicates a disregard for the ageney's or
Conmigsion's policies and regulations, '

- Delivecate violations occuring irequeﬁ:ly affect larger numbers of
people and would be considered very serious. In this event, severc
disciplainery action would be indicated.
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Acthority to Take (orrective Action

Regional directors have the autiiority to require the corrective action

. ecassary 1in individual violations of merit promotion policy and proceduie

and to insure program improvement.

etroactive Promotions t be U or Corrective Action (Except Under
isfons of Public lLaw 92-261, the Equal lovment reunity Act of 1972)

Comptroller General Decision B - 165571, January 31, 1969 affirms past CC
dectsions that promotions camnot be retroactive, In doing s the
Comptroller General holds that the back pay law does not provide any

basis for retroactive promotion. He points out that it is a well settled
law (Ganse v. United States, 180 Ct, Cl, 183 (1967) that Feders! Government
employeas are entitled only to the salaries of positions to which they are
appointed regardless of the duties they actually perform. This ruling has
been modified as & result of the 1972 EEO Act. Additional guidance on :
processing retroactive promotions is contained in the guidance on the revie
of EEO in this bandbook and in Chapter 713 of the FPM,
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BEST COPY AVAILABLE

PROCEDURES WHEN VIOLATIONS OF THE REGULATIONS
UNDER THE WHITTEN AMENDMENT ARE DISCOVERED

When an evaluator discovers that an employse has been promoted in violation
of the Whitien Amendsent requirements only, he will call to the attention of
the agency, by means of the evaluation raport or a letter, that a violation
has taken place. The agency will be reminded that it 4is legally obligated
to take corrective action in accordance with the Comptroller General's
decisions.

As a rule, the General Accounting Office insists that either the action or

the effective date be adjusted to conform with the literal requirements of

the Commiseion's regulations. (See 31 CG 564, 32 CC 465, 32 CG 394, and

33 CG 541.) The Commission does not have suthority to imterpret Comptroller
tieneral ‘s dscisions for agencies. Therefore, Commission personnel should care-
fully avoid giving agencies any instructions or advice concerning action
required by the Comptroller General's decisions.

The agency will also be asked to notify the Commission office within 30 days
of the sction that has been teaken with respect to the Whitten Amendment viola-
tion, If the agency does not take action in accordance with Comptroller
General's decisions within the designated period, the Bureau of Personnel
Management Evaluation will notify the General Accounting Office of the facts
in the case (unless the agency has submitted the case to the Comptroller
Genersl for a decision). Regional offices should report to the Director

of the Bureau of Personnel Management Evaluation cases where no action has
been takan, giving all the facts.

Corrective actions which satisfy the Genersl Accounting Office in Whitten
Anendment violations do not necessarily constitute adequate corrective
actions from the Commission point of view.
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SOME SUGGESTED PROCRAM COVERAGE QUESTIONS

1. Personnel management and classification. Do supervisors and menag.r-.

have and use the authority to restructure, reorganize, and change position
content when vacancies ocecur, or do they tend to £111 in behind at the same
grade and series? Are opportunities for career progression built in? Does
professional/technical mix make sense? What is the record on classification
maintenance surveys? annual review of pesitions? Do supervisors and employvees
know the basis for classification of positions? What kinds of controls exisc?
Any relation to budget? Any studies of work organization? Evaluation state-
ments? Limit of classification authority?

2. Staffing, Are future manpower needs based on operating program changes?
What kinds of studies on retirements, turnover? Does recruiting cover all

‘available sourcesa? Minorities? Women? Youth? College relations? Dees the

promotion program get the best qualified? 1Is real consideration given? Do
employees believe this? Are appraisals meaningful? What is the tie-in between
performance evaluation and training?

3. Rolicy formulation and issuance: communications. Do issuances really

have an effect, or are just so much paper to file? How are issuances distri-
buted, who sees them? How well kept are FPM, agency supplements, manuals,
local issuances? s there a positive climate of trust and frankness, or an
atmosphere of secrecy and reticence? What communications devices are used?

4. Performance evaluation and motivation. Is it a true individual employee-
supervisor experience of goal setting, performance improvement counseling,
progress measurement, or is it a once-a-year routine exercise? What motivators

are used (awards, commendations, quality increased, job enrichment, training,
etc.)? '

5. Emplovee relations services, Do employees really feel free to grieve,
appeal, ask questions? Are top manager's, administrative officer's, and
personnel officer's doors open? What is the quality of services?

6. Training and development. Is the "> a systematic identification of training
needs, meshing organizationai and emp.uyee requirements, or is the initiative
left up to employees? Is there a proper variety of training taking place by
grade, occupation, organization, sex, age, race? Any upward mobility programs?
Training evaluation? Orientation programs?

7. Equal Employment Opportrnity. Is rhere real commitment and action? Any
breakthroughs? Is the program understcod and accepted at all levels?

Community contacts? Is EEOQ counselor system established and publicized?
Status of discrimination complaint?

8. Labor-management relations. Do supervisors and employees really feel free
to join or not to join? 1s management trained, aware, knowledgeable? What is
the nature and extent of unfon activity? What is management's basic approach
to LMR?

9. Personnel records and reports. OPF's maintained in accordance with FPM?
Regulatory accuracy of personnel! actions?
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A PROGRAM REVIEW —
ROGRAM REVIEH  preT GOPY AVMILABLE
~ Fred Jones

. Equai Opportunity Officer, GS-160-13
Administrative Division

%%~-{09 have this information to provide the Personnel Management Evaluator:

This data is intended to present an incomplete picture of the EEQ posture of
FSPA. In addition to the following information, volunteer only that which
. is already available in materials., Qualify that information with "1 think,.."
= or "I guess,,." Only if asked, respond that neither a Federa! Women's
~-  Program Coordinator nor Sixteen-Point Program Coordinator have been selected
and that the EEO Committee has not been established.

~ About one year on job,
‘--Spending practically all your time on EEO contract.compliance work.
i - Little time available for the FSPA Region internal program.

- Could really use a live~-wire assistant, maybe a grade 9.

© - Have only three EEOQ Counselors. Seems adequate to handle light complaint
. work load. No complaints have gone formal,

- Still, would like to see a counselor for each of the divisions and project
offices.

- Upward mobility, though a non-existent program, is a high priority item if
the time available., Also would like to see a good career counseling program,
Have discussed both ideas briefly a few months back with the Personnel Officer.

- Think you have made recent gains in recruiting. You think Personnel Officer
and a supervisor in Office of Direct Federal Construction were inscrumentel
in setting up work-study program of some kind with the Community College.

- You work through the Director of Administration, Rarely see the Regional

Director, RD seems interested. H- signed off on the policy letter and the
action plan,

277




PROGRAM REV{EW BEST COPY AVAILABLE

KOLE PLAY 2

- Ira Sunspot
- Personnel Officer, GS-201-13

Fersonnel Branch

. Administrative Division

You have the following information to give the Personnel Management Evaluator
as requesied. While this date should cover the major points, not all items
can be anticipated. If reference to already available materials does not

‘resvive the issue, use your own judgment as how to proceed, When stuck,

respond, "I wasn't aware of that, but 1'11 certainly check it out." The

- information may not be discussed with you in the order given below.

Staff - three generalists (Volunteer this information)

Glen - Solar Energy Research Division, Technical Services, Division,
and Solar Emergy Division in DFC.
Strengths: Classification grievance and appeals
Weaknesses: Staffing, training

Pete -~ Design Division and four project offices, Office of DFC
Strengths: Classification and employee relations
Weaknesses: Training and staffing

Mary - Grants Division, Compliance Division, Administrative Division
Strengths: Staffing
Weaknesses: Classification, employee relations,
training

You cover LMR and training personally, "I want to see my specialists become
more involved in training as we go along, Frankly, I don't think we'll ever
be averworked or require a great deal of sophistication in LMR."

Position Management and Classification

Classification maintenance reviews are up to date. Supervisors write position
descriptions; you assist them on a continuing basis, Your specialists are
quite active in position management advisory services. You may have some
weaknesses in Mary's area (Grants, Compliance, and Administrative Divisions)

 because she is new to classification and still feeling her way.

Standard rosition descriptions are a convenjence but this policy needs
ccexaminat iol, because it may be creating artificial similarities among
positicns and qualifications,

IThe Project Proposal Team approach has been very successful in the past though
it is time-consuming, Perhaps more approval authority should be delegated,
but this would require reorganizing the Grants Division, and perhaps the
Research Division in part,
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on dnapement and Classitfcation tcontinued!

Luid've heard rumors that there may be sowe grumbiaing among professionais - -
. 9eRP concerning classification using the Research Grade Evaluustion @ ) le;
cowe ver o vou dontt ochink {t's serioves, You've asked vour specialists to .

w. .« L o it and ask supervisors to explain the vationale for it, Frankly,. u
w »u you could use such a system for all positions. It would simplify 3.

t2xe consaderably,

Differences in technician/engineering positions are clear but Superviscr . way
ve unaware of the classification impact on how they assign the work,

..erical pool complaints are standard ones. All clerks are officielly
certified as competent. Some. employees reluctant to take refresher tiraining.

We prucess requested classifications within 30 davs, implement new standards
wtihin 90 days,

regional Off{ce management has tended to have excessively high qualifrca’ion
standards, and Leyond the techniciap restructuring. little has been done Lo
- cregte bridge or career ladder positions.

siafting

Your office couperates with the Budget Officer in masintaining manpower statis-
tics, completing uwtilization and other kinds of studies on_request of managyers.

“elicit one-and five-vear manpawwer projections from uperating divisions as part
i Che annual budget process,

Yoo work for maximum iavevempent of superwvisors in actual recruiting cantacts,
tmiv resistance is the Oftice of DFU Director and two or three project orsice
Plellapet b,

Reerurting contacts well established with colleges and NAAUCP, There are
Awcrican GI Fortum and LYLAC chapters in town, but we haven't had much to do
witn them,

bew physlesl science or engineering technicians in the ltabor marker with solmy
enei gy know-how, & massive home-grown prodect spproach 18 necded but aoss
seen bought DY managesent as yer, Offlce of Direct Federal Construction is
currently relving on piceemeal OJ1 end standsrd general technicvian training,

Top management prefers scientific/engineering background for its mid and upper
mgnagement jobs, and grants experience has been deemphasized. Management has
apparently been willing to pav the price so favr in turnover and lowered morale
that may come about, You haven't discussed tite specific situation in Crants
and Compliance Divisions with the Administrative Officer or the Regional
Director, Yeu have briefly tailked to the chiefs of Gronts and Compliance, but
they were not very receptive.

Kealize ¢ "plovee opiniuvn iow re merit promotiovn, but it is improving.
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- the merlt promotion plan application may be too long and complex, but present

system is better than the old skills file approach.

- Specialists sit in as technical advisors on each panel, Specialists alsc
handle GS5-5 and below for their areas.

= Jradning

- Yuu are responsible for the training program, Most activity revolves around
(1} basic supervisory training, (2) "state-of-the-art" professional and
technician training, and (3) routine clerical skills training, No funds
-- available for other types of training in any major categories, Training needs
<.-ave ldentified at division-level staff meetings and individual employee requests.

N supervisov has made an official request for training in counseling marginal
. ewmployees, If made, it would receive serious consideration.

Agree that clearer definition of supervisory duties is needed since Project
Team Leaders seem confused about their roles--they are not, in fact, supervisors.
That is why their requests for supervisory training were turned down,

Have no real system of assessment of training effectiveness, Supervisors and
employees usually keep you informed.

Technical training is the supervisor's business, You worry about general
management and clerical training,

Employee-Management Relations

All computer workers are asked to sign a statement agreeing to overtime,
rotating shifts, and weekend and holiday work., It doesn't prevent them from
~hanging their minds later. The Administrative and Technical Service Division
(hicfs are working on it,

Haven't got enough staff for career counseling. Worth looking into, but
erployee counseling, including debt and retirement, might take priority.

Feci policy that employees should go through an administrative assistant is a
workabie ope because (1) routine inquiries are handled inmediately, and (2)
Personnel Office ig given more time to handle the more complex questions,

supervisors haven't really had much exposure to LMR, They have the policy
s-atement in their Admin Manuals, but you haven't stressed it in training.
You know of no complaints, Employees' handbook, which is given to all new
(aployees, covers LMR rights,

Lrvsaenal Bvaluation

formel personnel management evaluation system exists because no HQ
. .ildance and assistance beyond a policy statement exists at present.
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Reiterate your comments to Team Leader in his memo to the team in the Prisurvey
Situation Statement.

You consider major breakthroughs to be: two black engineers (College R.-:. ral

zrom Design Unit supervisor) and the werk-study program with the Commun:
Loilege.

- You personally feel more would be done 1f the RD exhibited scrong commi ment,
None of the action ftems in the plan have been implemented to your knowiedge,

;o o supervisory performance evaluation is made although FSPA policy requires i<,

=

282

Al
O ‘ ""\".%?




BEST COPY AVAIRABLE

FSPA VACANCY LISTINGS (43)

Grants Applications Branch (3)
2 - Grants Manager, GS-1101-12
L - Grants Specialist, GS-1101-11

Compliunce Division (8)
5 - Audicor, GS8-510-13

3 - Grants Administrator, GS-1101-12

ADP Branch (6)

1 - Supervisory Computer Specialist, GS-334-13
1 - Computer Operator, GS-332-5

Card Punch Operator, GS-356-3

Caid Punch Operator, GS-356.2

Computer Aid, 6S~335-4

o 1,
E B

4

Office of Direct Federal Construction (3)°
1 - Clerk-Typist (Trainee), GS-322-1

1 -~ Clerk-Steno, G§-~312-4

t -~ Clerk-Typist, GS-322-3

Design Division (3)
! - Supervisory Civil Engineer, GS-81v-13

2 -~ Clerk-Steno, GS-312-4

Drafting Unit (&)
2 - Engineering Draftsman, GS-818-3
2 - Engineering Draftsman, GS-818-2

Solar Energy Division (6)
2 - Physicist, GS-1310-12 (Team 1)

3 - Phys Sci Tech, GS-1311-9/8/6 (Team 1}
1 -~ Phys Sci Tech, GS8-1311-5 (Team 2)

Project Office #1 (4)
!} « Phys Sci Tech, GS-1311-9

2 - Engineering Tech, GS-802-6
i - Clerk-Steno, GS-312-4

Project Office #2 (3)

t - Phys S i Tech, GS-1311-9

! - Phys Sci Tech, GS-1311-7

1 - Engineering Tech, GS$-802-6

*

Project Office #4 (3)
1 - Phys Sci Tech, GS-1311-9
2 ~ Phys Sci Tech, GS-1311-7
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from issuance

=\ii!‘§ m
i 1 3
, & .

FEDERAL SOLAR POWER ADMINISTRAT ION

TINLE, SERIED & GRADE: VACANCY LOCATION:
Grants Manager, GS-1101-12 Grants Application Branch
~ Grants Division
AREA OF CONSIDERATION: Central City, USA

Central, Southern, Western Regions

DUTIES, QUALIFICATIONS, AND SELECTIVE PLACEMENT FACTORS (IF ANY):

Plans, establishes, formulates, and reviews programs, policies, and procedures
relating to a regional program of grants to States and localities to construct
and maintain power stations which directly convert solar radiation into
electricity. This covers pre-application consultation, grant application
processing, and grant approval, May perform engineering and scientific services
in connection with the negotiation, administration, and monitoring of more
complex grants., Evaluates the reasonableness of price proposals through an
analysis >f direct and indirect production costs,

Must have successfully completed & full four-year course in an accredited
college or university leading to a bachelor's degree, with major study in
business or public administration, accounting, engineering, and/or the physical
sciences, Preference given candidates with education or experience in solar
energy principles and procedures. At least one year experience directly

related to the specific position to be filled. Candidate's record of experience
and education must demonstrate the ability to successfully perform the duties

of the position,

FACTORS WHICH WiLL BE CONSIDERED IN EVALUATING QUALIFIED CANDIDATES:

Evaluation will be made of appraisals, experience, education, training, awards,
and outside activities with proportionate weight given to them in the order
shown,

NOW TO APPLY: ANY EMPLOYEE OF FSPA  may apply for this vacancy regardiees of the ares of consideration.
Submit a completad Merit Promotion Interest Statement. (A complsted SF 171, Per-
msmmmmmuwummmmummm
which maintains your Official Personnet Foider. See Instructions on Form FSPA 279,

APPLICANTS NOT EMPLOVED By FSPA must submit only & completed Standsrd Form 171,
Persons! Quatifications Statement.

WHERE TO APPLY: By the indicated closing date, completed form(s) must be sent to:

Personnel Office
Central Region
FSPA

NOTE: The FSPA is an equal opportunity employer. Vacancies are filled in accordance with non-
-1 | ~discriminstion policies of the U.5. Governmmnt: 8

285 See raverse side for additional information, if any.
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Closing Dete:  Ten working days
Announcement Number: from issuance

1 Pregram
Y ANNOUNGEMENT

FEDERAL SOLAR POWER ADMINISTRATION

TITLE, SERIES & GRADE: ' VACANCY LOCATION:
Physical Science Technician Solar Energy Division
GS-1311-9 Central Region
AREA OF CONSIDERATION: Central City, USA

Central, Southern, Western Regions

DUYIES, QUALIFICATIONS, AND SELECTIVE PLACEMENT FACTORS (IF ANY):

Provides normal support duties for overall multi-disciplinary physical sciences
projects, Assigned specific tasks involving the setup and operation of special
solar energy equipment, including & number of monitoring devices. Serves also
as a member of an interdisciplinary scientific "team" assigned the task of
developing procedures to enable the team to vacuum-coat a 100-inch mirror to be
utilized as a standard for other similar pieces of equipment, Searches various
texts and articles previously published relating to similar projects, devises
unique fixtures and shutters to aid in the coating application end participates
with other members of the team in simulated coating operations. Aids in
weiting the technical report for publication concerning the construction,
ocperation, and results obtained from the project.

Must have successfully completed a full four-year course in an accredited
college or university leading to a bachelor's degree, with major study in an
appropriate field of physical science. At least one yeear experience directly
retlated to the specific position to be filled, with specialization in solar
energy principles and techniques. Candidate's record of experience and
oducation must demonstrate the ability to perform the duties of the position.

FACTORS WHICH WILL BE CONSIDERED IN EVALUATING QUALIFIED CANDIDATES:

Evaluation will be made of appraisals, experience, education, training, awards,
and outside activities with proportionate weight given to them in the order
shown, _

NOW TO APPLY: ANY EMPLOVEE OF FSPA may apply for this vacancy regardiess of the ares of consideration.
Submit & completed Merit Promotion interest Statement. (A complsted SF 171, Per-
mmmmsmmumummnmmmbmummm
which maintains your Official Personnel Folder. See Instructions on Form FSPA 279,
APPLICANTS NOT EMPLOYED BY FSPA must submit only a completed Standard Form 171,
Personal Qualifications Statement.

WHERE TO APPLY: By the indicated closing date, completed form(s) must be sent to:

Personnel Office
Central Region
FSPA

NOTE: The FSPA is an equa! opportunily employer. Vacancies are filled in accordance with non-
U __fiscrimination policies of the U.S. Government.
ERIC #:0

287 See reverse side for additional information, if any.



STANDAZD FORM 50 - Rev Decomber 198!
.8 Cued forvice Commapon
Choy, 208

NOTIFICATION OF PERSONNEL ACTION
(EMPLOYEE ~ See Gonerol information on Reverse)

", BEST COPY AVAILABLE

FOR AGINCY USH)
1. NAME (CAPS) LAST ~ FIRST - MIDDLE MR -MISS—MRSE. | 2. (FOR AGENCY USH
OMEGA, RAY MR. 0000-00
3. VITERAN PREFIRENCE . TENURS GROUP
2 1328% 2210 ot Come. $-10 1. OTHIR 1
ITRE: nacﬁuuﬂﬁf
| 2- mnmmg.wm o-%m ;:?ca :
tzcnnt NATURE OF ACTION ‘*'ﬂEﬂﬁ?%ﬁ?
702 PROMOT ION 10-27-73
[T5-TRON:; POSIION TITLE AND NUMBIR 16. PAY FLAN AND
OCCUPATION CODE
Physical Science Techn: cien
FSPA-CO-173DFC GS-1311
19, NANG AND LOCATION OF EMFLOYING OFFICE
FSPA Central Region
Central City, UGA
[20.70: SOSITION TiTid AND NUMSER 21. PAY PLAN AND
OCCUPATION COD.
Fhysical Science Technician GS- A
34 NAMI AND LOCATION OF EMPLOYING OFFICE
FSRA Central Region
Cenitral City, USA
26, LOCATION COO#
Central City, USA 00-0000-00
57, APPROPRIATION 39, POSITION GCCUPIED| 29, APPORTIONID POSITION
1 - COMPITIVIVE SERVICE | FROM: his) STATE
2=EXCEPTID 1 =MOVID -~}
SERVICE 2+ WANVID-2
30. REMARKS: A SUNICT TO COMPLETION OF 3 YEAR PROBATICHARY (OR TRIALS PERIOD COMMENCING
B. SERVICE COUNTING TOWARD CAREER (OR PERMANENT) YTENURS FROM.
[:::}cuuun
SEPARATIONS: SNOW RIASONS BELOW. AS RIQUIRID. CHECK IF ABPLICABLL: PROBATION
Selected from promotion cert #73-187 Work Sch?du!o:
(Vacancy Ann CS 6B-3-2) Pay Rates Det.
Special Program Id,
Educational Level
Date Degres Attainad
Academic Discipline
Competitive Level

31, OATS OF APPOINTMENT AFFIDAVIT (Accossions saly)

FOLDER (W diiorant fram

—

33.CODE LMPLOYING DEPARTMENT OR AGENCY
L FSPA

35.0AT)0.27-73

34. SIGNATURE (Ov athar svthantication) AND TITLE

Personnel Officer
FSPA Central Region
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STANDARD FORM 50t Owcomter 19 NOTIFICATION OF PERSONNEL ACTION  BEST COPY AVAILABLE

Civid Service Commiteion
Chap. 298 (EMPLOVEE — See Generc! informanion on Reverss)
FOR AUENCY USD
T. NAME (CAPH) LAST ~ FIRST~ MIDOLE MR -MISS-MRS. |2 o.RactvcY Uy | 3. RIRTH DATE 4. SOCIAL SECURITY NO.
SOL, VIOLET MISS 0000-00 117-45 000-00-0000
amm 7. SERVICECOMP. DATE NN
1 |icth. MY 3-100T. Onen 1-7-73 SR
T mm
1|37 IRRIORE S WANED - COVIEED ten §.0m) N =™
T27COBI  NATURE OF ACTION o ww 14, CIViL SHAVICE OR C
702; PROMOTION 10-6-73 Reg. 335 102

FSPA Central Region
Central City, USA

{30, TO: POSITION TiTLE AND NUMBER 1. PAY PLAN AND
Supervisory Clerk-Stenographer OCCUPATION CODE
. Supe y ograp as- 312

T [2CNAME AND LOCATION OF EMPLOYING OFFICE
FSPA Central Region

Central City, USA

00-0000-00

26. LOCATION CODE |

[35. DUTY ETATION (City-county-Siete)
Central City, USA
57 AVROFRIATION o PORTTION GCCUMTID] 39, APPORTIONID PORTION

1 ~COMPITITIVE SERVICE | FROM: TO: STATE
- 1 -t
ot d-WANED-

20. REMARKS: A. SURHCT TO COMPLETION OF © YEAR FROBATIONARY (OR TRIAL) FERIOD COMMENCING

§. SERVICE COUNTING TOWARD CAREER (OR PERMANENT) TENURE FROM:
SIPARATIONS: SNOW REASONS BELOW. AS MIGUMID. CHICK IF APFLICANLE: Dcwﬂﬂ

Career promotion resulting from position being Position, Bupv'y

reconstituted at a higher grade beceause of unplanned Work Scheduls

accretion of additional duties and responsibilities Pay Rate Det.

(FPM 335, Reg. (b)(1)(b) Special Program Id.
Educational Laval

Date Degrea Attained
Ascademic Discipline

CompetitiveIavel .

3¢. DATE OF APPOINTMENT AFFIDAVIT (Aceessions enly) 34, SIGNATURE (Ov ether suttunticetion) AND TITLE
Personnel Officer

TTOFICE MANTARNNG TERSONNTL FOLOER(N diierent rom smplering oficel FSPA Cntral Region

95.0ATE 10.6-73
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FSPA REGULATORY REVIEW SUMMARY ... . . .
BEST CO%Y AVAILABLL

STAFFING

Excepted appointments - of 15 appointments, 7 were reviewed, OPFs of 5 VRAs
did not contain written training agreements,

Transfers in - of 25, 2 were reviewed and were in compliance.
Reinstatements - of 5, 1 was reviewed.

Promotions - of 40 promotions, 5 competitive and 10 career were reviewed.

- 2 competitive promotion announcements erronecusly used positive
education requirements.

- 2 career promotions made as a resuslt of accretion of duties not a
result of planned management action were, in fact, a result of
planned management action., Ther should have been competitively
announced, '

Removals - of 2, reviewed 2, Both were :: compliance.

Details - identified 7 3-month details !. DFC operations; 2 were to higher
graede positions., All were undocumented, Of 5 officiel details to higher
grade, reviewed 5. All were in complfance.

Qualifications - unrealistic quals imposed on all internal placements.
CLASSIFICATION .

1 Public Information Officer, GS-1081-15, Office of the Regional Director,
Desk Audit. Position is overgraded. It is a weak GS-14,

1 Engineering Technician, GS-802-7, Solar Energy Research Division, Dask
Audit, Position is undergraded. Should be GS-8, Two IA positions were
not desk audited.

] Physical Science Technician, GS-1311-7, Desk Audit. Position is properly
allocated. .

1 Technical Services Manager, GS-301-15, Technical Services Divistion Chief.
Position description review, No evaluation statement available. It is
questionable if grade is accurate based on Part 2 of the Supervisory Grade
Evaluation Guide,

1 Office Services Manager, GS-32-9, Administrative Division., Desk Audit.
Position as operating will not support the grade level. Proper grade is GS-8,

1 Supervisory Civil Engineer, GS-810-13, Design Division, Office of DFC.
Desk Audit. Position is properly allocated.

.
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An Introductony Workshop 4in

THE ONSITE SURVEY METHOD OF PERSONNEL MANAGEMENT EVALUATION

PROBLEM SOLVING
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PROBLEM IDENTIFICATION -- SOLUTION MODEL

‘he problem identification -- problem solution process idea’'ly operates in
this pattr-ni

¥

ldentification and Description of Problem .

<k

Analysis to Determine Cause(s) of Problem

<K

Considering and Choosing from among
Alternative Solutions

<k

Dealing with Possible Adverse Consequences
of Solution

<K

Taking Action

<L

Evaluating Results of Action
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EXPLANATION OF THE MODEL

BEST COPY AVAILABLE

ldentificat ion and Description of Problem

Problem Identification

~ 'fhe word "problem” is used here to represent the reasons for fellure veo

- meet expected perform -2, That is, something is happening when it shouid
not be, or it is .ot pening when it should be., Because of our tendenay
.u, generalize or to s;cak in global terms, symptoms of a problem are often
cunfused with the specific statement of that problem. Recording symptows
15 not problem identificetion and, unless we can keep these concepts
separate, much of our problem solution effort will be misdirected 1if it
focuses principally or symptoms.

'|'l|£',i{

Wby
o

ER !

For example, a review of an organization discloses an undercurrent of
aiscontent among a number of employees about the Mevit Promotica Program,
‘his discontent is particuiarly strong et the lower grade levels and amoirg
winority and women employees. As a prohlem statement, such a gepevalize: ion
vannot be regarded as more than a first step. It is not a wirkable probienm
statement but rather a descriptive statement of the atmosphere withiin to:
organization. It incdicates the existence of one r more specific problews
which must be {dentifi.d and resoived to improve the functi-ning of rhe
organization. It is & general problem statement which is symptomatic of

a number of specific problems.

the objective in problem identification is to sort oul or separate individua?
problems from broad generalizations, Since our example is not a workable
praoblem statement, what would appropriate, spectfic probiem statements

took like in "breaking down™ our example? A variety of deticiencies oOr
reasons for employee discontent might ue idertified in this organicarion.
They could be stated in the foliowing mannpe:r:

(1) The agency has not adhered to the requirements of itr
promotion plan,

2}  Euwployees do not understand how the Merit Promotion Plan
is supposed to work or now il does wory.

(3» Supervisurs practice favoritisa in seleciting employees
for promotion,

(4) Minority group and {emale employces gre rerely selected for
prometion although gqualified candidstes.

98
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soit et e of Lhiese pocblem stacemenis is related to or comes from
i gelielay dlalcitedl O. discontent with the Merit Promotion Plan,
cach is difterent from the original statement because it is specific
enough to permit further analysis, The problem statements are manageabi.
further problem description, cause analysis, and solution are possibile
and probable, The general! statement does not lend itself to careful

anulysis and may cause much wasted effort if it is used as the basis fc-
problem solution,

troblem Deseription

Once the problems of the organfzation under review are identified, they
should be described in as much detail as possible. If we choose from

«tir examples the statement that the agency has not adhered to the require-
ments of its promotion plan, how could this statement be further described?
Ve could hegin Ly asking what this statement means, What procedures of

the promotion plan is the agency violating? 1Is it evaluating and correctly
ranking its employees for promotion? Are the merit promotion records and
files properly documented? 1Is there competition for vacancies to the degree
described i{n the plan? We are trying to describe the problem in terms of
deviation from expected or normal behavior. What is this agency doing that

it should not be, or not doing that it should be in.terms of its Merit
Prosotion Plan?

Analysis to Determine Cause(s) of Problem

Once a problem has been identified and described, the evaluator begins a
scarch for causes of thar problem, To continue with our example, the
evaluator must determine why the Merit Promotion Plan is being violated
v supervisors whos

‘s use selective placement factors to unduly restrict the number
of eligible candidates for prumction,

2. 1initiate non-competitive details for higher level positions
which result {n promotions, and

3. szslect employees for promotion without regard to the requirement
for competition and appropriate vacancy announcements,

“he failure of supervisors (as managers in a given agency) to follow their
own Merit Promotion Plan by engaging in such inappropriate behavior is

3 serious matter, and one which must have a cavse. 'The evaluator shculd

mike ecvery effort to determine the cause of such behavior with great accuracy,
£ his statements of cause will in effect celimit the solutions he proposes
for this problem,
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Wisat might be the cause(s) of the behavior described in eur v#éméfe?

There &8 considerable deviation from what is expected by the promotiica
pian, and there should be some explenation for such behavior, 1s the pien
tvo cusplicated or too complex to be workable? Does it take an inordinate
amount of time to £i1l vacancies? Do supervisors vnderstand.their
responsibility to make the plan work? T¥s there a question of biar and a
Jeliberate sttempt to restrict the entry of certain segments of the work-
force into particular positione? The evaluator must test each possible
cause in a critical way to determine if it fully explains the problem, and
if what appears as the most likely cause is indeed the real cause of the
probiem.

Considering and Choasing from among Alternative
Solwticns

wma

After a given problem and its ceuses are analyzed, an eveluatror turos to
the decision that he must recommend to resolive the problem, The fnitial
step 1s to construct several appruaches which might eliminate the causes of
the problem, and the problem itseif. 1f he has anslyzed the cause(s) of
the problem correctly, it will not be difficult to formulate solution
propesals. These proposals way be simple or they may be elaborate; they
may be achieved quickly or cuntinue for months. In any case, toe evatuatov
should consider caretully what the afternative approaches to solving the
proolem may be snd sound out wanagemen' befor: he recommends one spec.fi-
approach.

Une caution at this stage: the tendency in the r=1' world {5 co Jook at
problems in a fragueuted perspective, During tha course of a wokdur. am
evaluator is confronted with a series of problems fa a iinear way. Each
of these incidents needs attention, but they can distort the evaluator's
roblem-soiving perspective, that is, if an evaluator begins 10 sec
problem-solving as a series of small crises which must be dealt with ac
they arise, he may fail to understand how thrse individual oroblem. celale
tu a weakness that s wivespread in @ parlicular orgaunirac. o Gk 2 s
~anging prodlem may requir: a solution that eddicsrer 1osedf o the =niove
Ywystem" rather than a serfes ¢f inaidents.

An example of thig difference wourtta he the 'nwcage’ tha: n seriee oF
Jiscrimination vomplaints shonld gave "o agene, masagenent.  Mach compinint
wes: be investigated and rescived indinidunil.; evever, the fnciden's
w1ght be indicative of a situation that neeos cortection throughout . he
agency. This would require @ prustza solu' for Tienique o iha muek
proader approach to correct a system defect tather than continuing to deal
on an individual basis with an ever jarger volume of cemplaints, ‘The
iwpact on organizational effectiveness is far greater if managers keep
their perspective and understand the relatfonsiip thart individual problems
have to the entire management system,
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Dealing with Possible Adverse Consequences
of Solution

Evaluators should take time to consider the consequences of their propowed
problem solutions, Sometimes "solutions" create more advecse conseque:.ces
than the original problem, A systematic review of the proposed plan i
action -- before a final decision is made -- may reveal circumstances
which will prevent the objectives of the proposed solution from being
attained. The situation may change or important items may have been over-
looked in the rush to take action.

In addition, there should be & contingency plan developed to overcome
thuse difficulties that might reasonably be foreseen in implementing the
preblem solution, The resistance of staff to change, or the reluctance
to admit that current procedures are not effective can prove to be
formidable obstacles to even the most carefully constructed problem
folution, The evaluator must anticipate such difficulties {f he is to
have strong follow-through in assuring that results are being achieved.
If the action plan is to be directed toward positive change in the
organization, the final assessment of the proposed problem solution must
include a consideration of the consequences of the decision as well as a
preparation for the obstacles that can be anticipsted in its implementation,

Taking Action

Wien the final assessment is completad, the action plan is ready to be
applied to the agency's internal organization and external environment.

il ~e i~ where effective performance is directed toward positive change in
the crganization, Here is where managers, supervisors, and staff carry out
responsibilities for action plan items and here is where the manager must
have strong follow-through to assure that results are being achieved.

Evaluating Resuits of Actior

‘the last step in the problem solution process deals with the evaluation
wf *he results of the implemented plan of action., What happened? Did
arything happen? Just how effective were the decicion- that werce made in
tplementing this plan of acticn? To what extent were the objectives of
ihe plan achieved?
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Muoaget s and evaluators should place heavy emphasis on cva.ua. ave i an
ancegral pavt of the problem identification-sciution process. Evaluais v
actuslly begins with the identification of problems and continues i
woviae teedback to managers throughout the solution process. What a)

« regarded as the last step in the problem solution procvess may aluo

» considered the £irst step in the ensuing cvcle of probitem identitication

3o
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STULENT WORKSHLE.
PRUBLEM ANALYS 1S WURKSHEE:

Problem Description (Be specific, make ~tatement of problem managesble

boundaries of problem (organizational, program, ctc,:

dimensions of problem (impact., numbder, kind, publicity, ete,

Pussible Causes (Under line most likely. Does it fullv explain the provien?
Do you know who as well as what?)

Alternative Solutions (Does solution have advantages? Disadvantag-? Is
it right for particular environment? (truei tine
most appropriate.’

Possible Adverse Consequences (Are there or will there be risxsy van
potentisal risks be minimized? How)

Recummendation (Fix responsibilitv, Explain potential risks, 1f anv, ai.i
provide coningency plan, Can followup procedure be buii:
in?:
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STUDENT WOKRKSHEET

PROBLEM ANALYSIS WORKSHEET

Problem Description (Be specific, make statement of problem manageab

boundaries of problem ‘organizational, program, etc.)

dimensions of problem (impact, number, kind, publicity, ete,)}

Possible Causes (Underline most likely. Does it fully explain the problem?
Do you know who as well as what?)

Alternative Solutions (Does solution have advantages? Disadvantages? Is
it right for particular environment? Underline
most appropriate,)

Possible Adverse Consequences (Are there or will there be risks? Can
potential vrisks be minimized? How?)

Recommendation (Fix responsibility, Fxplain potential risks, if any, aud
provide contingency plan. Can followup procedure be buslt
in?)

305

' B

ivn—-




BEST COPY AVAILABLE

STUDENT WORKSHEET

PROBLEM ANALYSIS WORKSHEET

Problem Description (Be cpecific, make statement of problem manageable)

boundaries of problem (organizational, program, etc.)

dimensions of problem  (impact, number, kind, publicity, etc.)

Pogsible Causes (Underline most likely. Does it fully explain the problem?
Do you know who as well as what?)

Alternative Solutions (Does solution have advantages? Disadvantages? Is
it right for particular environment? Underline
most appropriate.)

Pussible Adverse Conscquences (Are there or will there be risks? Can
potential risks be minimized? How?)

Recommendation (Fix responsibility, Explain potential risks, if any, and
provide contingency plan., Can followup procedure be built
in?)
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STUDENT WORKSHEET
PROBLEM ANALYSIS WORKSHEET

Problem Description (Be specific, make statement of problem manageuab.e}

boundaries of problem (organizational, program, etc.)

dimensions of problem (impact, number, kind, publicity, etc.)

Possible Causes (Underline most likely, Does it fully explain the problem?
Do you know who as well as what?)

Alternative Solutions (Does solution have advantages? Disadvantages” 1Is
it right for particular environment? Underline
most appropriate.)

Possible Adverse Consequences  (Are there or will there be risks? Can
potential risks be minimized? Hou?)

Recomsendation (Fix responsibility., Explain potential risks, if any, and
provide contingency plan. Can followup procedure be buiit
in?)
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STUDENT WORKSHEET
PROBLEM ANALYSIS WORKSHEET

Problem Description (Be specific, make statement of problem managea!
boundaries of problem (organizational, program, etc.)

dimensions of problem (impact, number, kind, publicity, etc,)

Possible Causes (Underline most likely, Does it fully explain the problem?
. Do you know who as well as what?)

Alternative Solutions (Does solution have advantages? Disadvantages? 1s

it right for particular environmen:.? Underlinc
most appropriate,)

Possible Adverse Conscquences (Are there or will there be risks? Can
potential risks be minimized? How?)

Recommendation (Fix responsibility, Explain potential risks, if any, anu

provide contingency plan. Can followup procedure be built
in?)
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An Introductory Workshep in,
THE ONSITE SURVEY METHOD OF PERSONNEL MANAGEMENT EVALUATIUN

CLOSING CONFERENCE
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SAMPLE CLOSEOUT NUTES

UBJECTIVE: To assist management in making the most effective use of
civilian human resources in accomplishing base mission requirements -- %1
operational mission requirements and public policy mission requirements.

Approach is problem-oriented rather than to provide a rating as to
how well you are adhering to personnel policies and procedures in
each separate personnel program area.

Primary problem identified by Base Commander: Adverse impact of personnel
ceiling cuts, average grade controls and funding limitations on the local
command in planning for, controlling, and directing the civilian workforce.

Findings based on:

Interviews with: Managers - 15
Supervisors - 30
Employees - 119 (including 18 employee requested)
Union representatives - 4
Technical staff

Analysis of 190 employee questionnaire responses.
Analysis of base records, reports, guidelines, and personnel actions.

Review of positions for classi{fication accuracy (19 desk audit, 4u
position description review),

General climate for personnel management:

1. The base personnel management system {s resulting in gemerally
effective utilization of the civilian workforce for operational
mission accomplishment -- few problems exist in the technical
adequacy of classification of individual positions and the
processing of personnel actions,

2, Effective identification and action on potentiaelly serious
problem areas through the c¢yclic persconnel management assistance
review programs as well as day-to-day service.

3. Generally, employees feel the base is a good employer and morale
is high, Exceptions exist in specific organizations. These have
been identified in assistance surveys, and efforts are being
wade to improve these situations.

a. Iransient Maintenance Section and Corrvusion Control Shop, _ th
Bomb Wing - dissatisfaction in classification, underutilized
skills, etc.
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b. < mmissary Branch, Services Division, __st CSG - tueakdow
tn supetvisory-employee relations and resulting mangg.emen-
union conflicts,

¢. Food Service itranch, Services Division, __st (536G - break
in supervisory-employee communications as a result of ra; ¢
turnover of mititary supervisors,

d. Procurcvment Division, _ st CSG - breakdown in supervisory-
emplovee communications.

e, Structures Section, 0 & M, Civi: Engineering Squadron, __ st
CSG - breakdown in supervisory-employee communications as a
result of rapid turnover of military supervisors,

Employees have confidence in overall management poticy and
practice in:

a, Merit promotion,

b, EKO

¢. Labor-management relations.

Areas of employee concern:

a. Breakdown in supervisory-employee communications in soie
organizations as a result of rapid turnover of militlary
supervigors,

b. Adverse impact of ceiling and fund cuts and average grade
controls on recruitment, tceining, position classification,
and incentive awards,

¢, Inconsistency of supervisory involvement in evaluating
performance, determining training needs and use of informal

and formal recognition.

Majority of managers, supervisors, and employees feel there has
been steadv jmprovement in the quality of CPQ personnel services,

Additional actions can be taken at each leve! of personnel management
responsibility in your continuing effort to impicve the effectiveness of the
base personnel management system in accomplishing mission requirements,

l.

Some supervisors and managers rely on CPQO and ___ __staffs to carry
out pos.ticn management functious required by HQ's policies and
guidance. As a result, they may be misaing opportunities to

improve effectivencss and economy of their operations to restructure
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jobs Lelow UDL and identify career patterns to develop employeer
to full potentfal, This lack of involvement is resulting in
strong supervisory and nonsupervisory resistance to proper
ciassification principles and is causing general dissatisfact.o.
wili grades.

Revommendations:

Top management should place additional management emphasis on
supervisory responsibilities for position management.

Increase supervisory responsibility for explaining and upholding
classification decision based on published standards.

The CPO staff should expand training on policies, techniques, and
expected results of effective position management and the
supervisor's role during the SACMET and classification portions
of Management I training,

In EEO no discriminatory actions or attitudes were found, and some
positive actions are being taken, Managers and supervisors are
aware of base policy; however, none viewed EEQC as a continuing
personal responsibility, As a result, managers and supervisors
are not taking positive steps to promote upward mobility through
career counseling and position redesign.

Recommendations:
Managers should:
- Reemphasize line responsibility for EEO.

-- Increase emphasis on EEQ responsibitities in performance
evaluation,

-- Establish award system for supervisors and managers taking
innovative actions to promote EEO,

- Uti'ize EFO committee as planning and evaluative body and inform
managers and supervisors of committee actions,

Supervisors should:
. Review positions and people to determine who has the potential

Lo advance and how it can be accomplished through established
pevr=sonnet system,

317



CPO shiaul d: Bm m “vm

- When possible, continue increased emphasis in recruiting an-
comuunity relations contacts with the Indians which are the
largest minority group in the area,

- Place more empnasis on upward mobility and career counselir z
during PMA visits,

3. Some supervisors are not identifying specific strengiths and
weaknesses based on established performance standards, providing
specific guidance on arees needing improvement, relating training
needs to performance, and exploring career development alternatives,

Recomnendations:

Managers and supervisors should:

- Place mure emphasis on reviewing positions and people tou assure
optimum utilization in current jobs and to determine who has
potential for advancement and how it can be accomplished within
the personnel marnagement framework,

CPC shoutld:

- Put more emphastis on interrelatiovnships of performance evaluation
on current job, evaluation for promotion purposes, use of informal
and formsl recogniiion, and determination of training needs
during Management i training, persvnnel management assistance
visits and other staff assistance contacts,

- Continue to expand dicect involvement of managers and supervisors
in vorking with recognized union representatives to solve any
management -employee trelations problems atr the lowest operacing
xﬁ\'et -

- Generally the merit promotion system is providing highly qualified
candidates for vacancies and is assuring employee equity through
competaition, Howeve:, position vacancy announcements do not
contain sitatements un guatification requirements, and as a result,
empluyees expressed confusfon on whether or pnot they should apply.

Recommendation:

- CPO should include a brief statement on minimum qualification
requirements in vacancy announcements Oor incorporate practical
information guides on minimun quelifications and ranking
procecures,

38




Reguirted classification action:
Citnical Nurse, GS-610-07 to Clinical Nurse, ¢5-610-00
Will affect six positiuns

Nurses provide comprehensive nursing care consistent wath
the CS-09 level in the standards.
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STUDENT WORKSHEET
CLOSING CONFERENCE QUTLINE

I. MAJOR ISSUE OR PROBLEM RECOMMENDATION OR REQUIRED ACTION

11. METHOD OF PRESENTATION

111. [ERESENTATION AIDS
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CLOSING CONFERENCE CRIVIQUE

INSTRUCT1ION: Evaluate presentation on the items on the left. Place ywu:
' comments in the appropriate colummns, Be speeific, OCGive
completed form to team leader who makes presentation,

A\

EVALUATION FACTORS EFFECTIVE NEEDS IMPROVEMENT

1, CLOSEQUT FORMAT

a. Appropriateness to
subject matter

b. Sequencing

c. "length

2. MAJOR ISSUES

a. (learly defined

b. Factual supporting data

¢. Fix area of responsibilicy

d. Strong recommendations

e, Justify reconmendations or
interpretive data which
were questioned

3. BRIEFING QUALITY

a. Subject matter knowledge

b. Relevant, concise message

¢. Effective briefing
techniques which motivate
positive response

de Quslity of visual aids

323

o 0)

PR g 2




BEST COPY Avat apy

An Introductory Wonkshop in
THE ONSITE SURVEY METHOD OF PERSONNEL MANAGEMENT EVALULATION

WRITTEN REPORT
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THE WRITTEN REPORT
(Personnel Manapewenc tvaluation)

-ntroduciion -- lhe one reature that most complicates the production of

an effeccive evaluation report is the number of different audiences botn
withii: und outside the Commissfon to which the report is directed. These
audiences may include the estabiishment manager, establishment personnel
stari, nigh echeion agency management, agency headquarters personnel staff
officials, USC regional oftice program, tne Bureau of Personnel Management
Evaluation, amd CSC central office program mAnAgers.

Becavse: ol vie many objectives of the evaluacion program, the varied
awdseive s wuich support these objectives, une different needs of each of
tuese auaiences and the dicferent repurcing spproach necessary to satisiy
eacu ol tue weeds, {t is very difficult to meet all ohlectives weli with
«t ON@-pArL CHMPUrpose report.

Tiere a.e thiree maxn objectives that our reports must meet: (1) to moci-
vate improvement, (2} to inform ahout program status, and (3) to estap-
1ish a basis [or future agency/commission cooperative improvement erforts.
The following reporcting format is designed to meet each of these require-
ments by separate segments of an oversli report that includes:

- Au agency 1cport in two parts -- one part directed to the instal-
iation top manager and his hey starit, the second part directed to
the tecanical personnel statl. Appendices may be added to transmit
needed background information and case listings.

- A CS¢ anternal report attachment that includes specially requested
wrogram information neot »ertinent tc the evaluation or informat.on
tnat is for CUC use excirusively.

ipency Report «- tae primary nurpose ot the agency report will be Lo
an-tivate change. Tt should be oroblem o {ented with the overriding foc's
un the local manager. Cenerally, it wil: consist of a letter of tianc-
retial and & Lwo-nart report with Appendi:ces i1t neeged.

- lart 1. rart 1l is a ealf.contained renort te the establishment
head drscussing the hasfc proviemws :o savsonnel wanapement to
»nich hie should audress ads a.tention. 7+ discusses the wole of
WAy 8, SULEIVEIEOTS, &4Td tio perzoauel Ctudl and tie avtion
uted 4 Ly each to improve personnel marepenent ip tne orpanization.
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The purose ol Jart L is €@ molivale Lac maueager to take action for
suiving the personnel management problems that the review has fdenci-
t{ed. The thrust and dircction of the report will be on the lucal
manager. it should tell him how effectively managers, supervisors,
and personnel staif are cacryiug out tireir renponsibllity in mensgyac
people, what ace the impediments to eifective management and how they
can ue removed,

The character c¢f the findings and recommendations; the local environ-
mant, including delegations of authority; type of personnel staff
asgictance; and the program emphasis of the evaluation will have some
influence on how Part 1 is constructed. Flexibility will be required
to structure this segment of the repovt in such a way to best achieve
the primary objective. However, as a minimum, Part I of the agency
report should:
0 Include a brief statement rthat gives the evaluation team's
concise overall summary of personnel management at the instal-
tatton. The overall statement should not be a detailed statement
of findings nor should it be an amsigam of findings pleced together
from the remainder of the report. 1t savuld present a brief
characterization of the most cign.'icant schievements and problems
with personnel management at the installation, highlighting the
team's assessment of the comizrbu.i . of che personnel function
to accomplishment of the manager's mission,

o Contain an evaluation of how tly three levels of personnel manage-
ment responsibility «- manageis, pioervisers and persomnel staff
-- are gware of and carrying out thelr nersonnel manggement respone
sibilities. The mafor oroblems thut rlie:cuct the accom)!ishuwen:
of the installetion’s migsion shon.d be related to the resvonsibility
of these three rersonnel wmanasgement “agents.” and action to correct
Lthese problems sinould be cleacly anelled ovt, Reference to Parc I1
should be made where ap wonpriate t¢ tis-{n perconnel management
agants' rusvonsibility to deficieucirs in personnel system operations
rainer than discuseing cuch ¢-it- fromies in Part I.

O

Clea: iy lahel cach recromendmiicr ~r -cunired action. Thase ftems
should specify not only what neads to be done, but also indicate
who needs to tece action and whe*ha. © -y are actualiy reguired

or recommended. fecommendations pirovide assistance to the meanuger
on how to selve problems it .ave btecn Llertified, while requared
actions specily actions needed or vegulatury compliance. Broad,
vague recoumendations or required actfone with little or no
direction on the specific tyne of asction to be taken are of little
help te the manager and tend to confuse .bu solution of the problem,

-~ It f8s fmvortant tc recogniz¢ the ¢omncept vehind the reporting process
in Fart 1: that the overall resvonsibitiiy 1or nersonnel managepent
witnin toe organizeticr rests vith the ton mnager. To achieve his
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£ 53200 VD EC..ves e generally manages the workforce through turee
iue.de .i.8ui@ atvels or centers of personnei i anagement, each of which
has a dif.erent but complementary role. Problems in the management
vi NUMEN rescurces may stem from action or inaction at each of these
levels. dnaiysis of the findings and reporting in Part 1 should tie
duficiencies in personnel managewent tv a failure of one or more

of these versonnel management centers to effectively carry out their
assigned management role. '

Lt summary, the conclusions and recomuendations in Part I provide
an overall picture of personnel management at the establishment ami
an evaluacticn of how each jersonnel management center is carrying
out avs assigned role; &t identifies probiems that are created by
deficiencies in the way these responsibalities are being met; and
;. proviaes 1ecomaendations for action at the level where respon-
sability is mot being met.

Part I1. Par:c il of the report is aimed at personnel and ocher staff
ofiices concerning technical matters over which the personnel staff
has program responsibility. The objective of this part of the agency
report is to assist the personnel staff in correcting personnel
system deficiencies that may detract from good management practices.
Part I1 will be problem oriented; it is not intended to provide a
comprehensive discussion or all personnel management programgé. In
fact, it will cover only tiose parts of the personnel management
process where information and recommendation need to be communicated
to the agency technical staff.

Kecommendations and required actions, as in Part I, should be clearly
labeied and differentiated. They shouid provide the personnel staffi -
witis nelpful and constructive direction on how to correct the program
deficiencies descrived.

Anpenuzces:
Baunground information may be included in an appendix rather than
it Lne repor. yroser. The iniormation included here would cover
tne nature anu scope of the review, factrinding methods used,
number ot futerviews, questionnaires, etc., and any special
circumstaicsy surrounding the review.

»n e reguisiocy and classification case listings should be attached
a3 an aprendix to the ageney ceport.
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LSC lnternal Report Attgchment -~ This segment of the report s for
CSC internal use exclusively and provides a vehicle for bringing
sigmiicant personnel management program information to the sttention’
of CSC staff. The information attachment should include major findiays
develuped in the review that are not pertinent to the local evaluatior,
but which are needed by CSC program managers or which are specificall-
requested by the nationwide plan or other directives.

The informmtion attachment siaoculd generally provide a discussion of

each personnel management program reviewsd in the evaluatsion. Significant
finformation that is not discussed in other parts of the report should be
included in this attachment. The fnformation included in this attachmant,
together with the program information in Parts I gnd II of the agency
report, should give a complete response to the program coverage for each
area under review,

Using Different Formats.

The above reporting formst is designed to achieve the objectivas of a
"problea~-solution"” approsch to evaluation which fixes responsibility at
the appropriate lavel and clearly outlines recommendations for improve-
ment, There are times when situations warrant use of a different
format, either due to the nature of the recommendations, untique local
situations, ete. It is expected that the advisor will use mature judg-
sent in deciding when a different format is necessary and the correct
approach that should be taken. Regardless of reporting format taken,
it 18 essential that our reporting objectives be met: motivating change
through problem identificatfion, fixing of responsibilities, and recom-
mending courses of action.

Letter to Activity Head.

The report should be transmitcad to the activity head by a letter signed
by the Regional Director. The ie:ter should be more than a mere trans~
uittal, however. It should succfnctly and accurately convey the tone
of the narrative report, highlight major conclusions, and discuss the
action expected of the local mansgement, the mssistance available from
the region to help the establishment bring about desfred changes, and
the time frame in which such action should be accomplished.

Letter to Higher Headquarters.

A letter to the higher headquarters of the activity should also be pre-
pared which transaits copfes of the evaluation report, highlights the
major conclusions, and discusses any action that should be taken by the
higher beadquarters., If there are areas that are beyond the control of
local management or problems related to agency policies which the eval-
vation team wishes the Bureau of Psrsonnel Management Evaluation to
disecuss with agency headquarters, some indicatfion of the problem and
the fact that BPME is being alerted should generally be indicated in
the transmittal letter.
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STUDENT WORKSHEET
REPORT QUTLINE

I. OBJECTIVES TO BE ACHIEVED THROUGH REPORT

1I. FORMAT TO BE USED

III. REPORT OUTLINE
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STUDENT WORKSHEET
WRITTEN REPORT CRITIQUE
INSTRUCTION: Evaluate presentation on the items on the left. Place your

comments in the appropriate columns. Be specific. Give
completed form to team leader who makes presentation,

EVALUATION FACTORS EFFECTIVE NEEDS IMPROVEMENY

1. Report outline

Report_objectivea

2, Format is appropriate for
content and intended
audience

3. Provides for separate
segments tailored to
special audiences

4, Anticipates format
limitations and
compensates for
obvious format
pitfalls
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An Introductory Wonkshop in
THE ONSITE SURVEY METHOD OF PERSONNEL MANAGEMENT EVALUATTION

FOLLOWUP
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FOLLOWP PLAN

METHOD OF FOLLOWUP

FOLLOWUP ITEM

3.

FORMAL FOLLOWUP SURVEY PLAN (OPTIONAL)

(A ) -‘

STUDENT WORKSHEET

T
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An Introductory Workshop in
THE ONSTTE SURVEY METHOD OF PERSONNEL MANAGEMENT EVALUATTON

COURSE EVALUATION
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An Introductory Workshop in
THE ONSITE SURVEY METHOD OF PERSONNEL MANAGEMENT EVALUATION

Course Evaluation

INSTRUCTIONS. 1In our efforts to make this a more meaningful training
experience, we would appreciate your opinion on the extent to which

the training objectives were attained. Be completely frank in checking
your cesponses and in making your comments, Use the space provided
and/or the back of the sheet. Evaluate only in terms of the stated

objectives.

UVEKALL PRUGRAM EVALUATION. As fer as you are concerned, was this
objecLive achieved: "Upon completion, the participant will be able
Lo apply commonly used evaluation procedures, under the guidance of
senior team leaders, in completing carefully selected evaluation
assiguments onsite."

{ ) Definite.y () Mostly () To Some Extent ( ) Not at All
(Excellent) (Very Good) (Satisfactory) (Unsatisfactory)

IRAINEE OBJECTIVES. In your view, were your overall objectives reached?

If not, please explain.

( ) Derinitery ( ) Mostly ( }» To Some Extent ( ) Not at All
(Excellent) (Very Good) (Satisfactory) (Unsatisfactory)

COMMENTS.

NAME (optional)
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An Introductory

UNIT OBJECTIVES

» Workshop in THE ONSITE SURVEY METHOD OF PERSONNEL MANACEMENT E\V.IUAT10W
Course Evaluation

Ma jor Training Objectives

(Refer to objectives
statements,)

Were objectives

1f objectives were not achieved,

or only partielly, what

achieved? CHECK factors were responsible? -
‘» o
P € ! P -
v 9 2 03 galal3lala COMMENT
ot n“ (4] & - /7] Q &d [~ &
AEIEIER H S IR M EE
L ° L1812 uw|x2| o]~ |« {(Use back of sheet
Gd ] m & v ] [~ g M @ W [ ] o« o
1815 | B35 |8 |EE2 |5 (8|8 [E |8 1f reutredd

Governmentwide Personnel
Management Evaluation
Program

Methods of Evaluation

Evaluation Team Roles
and Responsibilities

Planning Onsite Survey

Planning/Cunducting the
Opening Conference

Onsite Factfinding:
Evaluation Interview

- Z1EVIVAY AJOD 1539

Onsite Factfinding:
Program/Regulatory Review

Prcblem ldentification
and Solution

Prepare for/Conducting
the Closing Conference

Methods of Organizing &
Presenting Written Repts,

Fo! lowup/ Impact Assess-
ment Procedutes
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An Introductory Workshop in
THE ONSITE SURVEY METHOD OF PERSONNEL MANAGEMENT EVALUATION

Self-Assessment Questionnaire Il

‘his is a self-assessment questionnaire and we will ask you to complete
this before and after the course. The elements 1isted will be covered

in the course. We would like your reaction to the imgortance of each
element for successful performance as an evaluation team member and what
you feel to be your present level of understanding or skill on each element
now and at the completion of the course.

Please indicate beside each element the importance of the element for
successful performance as an evaluator by marking in the appropriate box:

- 1if that element is of no importance or of only minor importance
o if that element is of some importance but not essential
+ if that element is essential to effective performance
In addition, please circle 2 number value on the scale beside each element

which best indicates the understanding or skill you fee! you presently
possess. You may circle any number on the scale. The scale is as follows:

No understanding Moderate understanding Completely
or skil) ' or skill adequate
V4

o 1 2 3 4 5 6 7 8 9 10
U'nderstanding is evidenced by the ability to define, describe, or cite the
ma jor aspects of the element.

bkill is evidenced by the ability to apply the major aspect of the element.
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Importance

Understanding or skill in to job Number value which best indicates present
the following fundamentals Mark one understanding cr skill., Circle number.
- O 4

1. Define personnel management and
identify the three major centers of —
personnel management respousibility. T4 o 1 2 3 4 5 6 7 8 9 10

2. Describe the three elements of effective __
agency personnel management. 1/ o 1 2 3 4 5 6 7 8 9% 10

3. Explain the overall purpose and
expected results of personnel
management evaluation.
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4, Explain the minimum requirements
for agency evaluation systems.

10

5, List and describe the uses and
limitations of the five standard
evaluation methods.
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6. Explain the five major roles of —
personnel management evaluation. 1.7 0o 1 2 3 4 5 6 7 8 9 10

7. [Identify tae core knowledges needed
by evaluators for professional —
development. /7 o 1 2 3 4 5 6 7 8 9 10

8. Describe the role of the team leader
in managing and coordinating the —
survey. !/ 0O 1 2 3 4 5 6 7 8 9 10

cunme

9. Give examples of appropriate professional
conduct during the planning, onsite, —
and post-onsite phases. l / 0 1 2 3 4 S5 6 1 b
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Importance

Understanding or skill in te job Number value which best indicates present
the following fundamentals Mark one understanding or skill. Circle number.
- o +

10, Cite and explain four types of
evaluator-client relationships, and
possible difficulties in the use of

each. 11 6 1 2 3 4 5 6 7 8 9 10
11, Describe and explain the basic

interrelatfonships among the major —

phases of the onsite survey process. 1.7 6 1 2 3 &4 5 6 7 8 9 10

12, Identify commonly used advanced infor-
mation sources, and analyze information
in presurvey problem fdentification. /

10
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15. Assist senior evaluators in determining
areas of coverage and evaluation
procedures tc be utilized onsite, /
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14, Assist senfor evaluators i{n planning
and conducting the opening conference.
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15. ldentify/describe the 4 basic onsite

factfinding methods., 1 0 1 2 3 4 5 6 7 8 9 10
16, Use the appropriate method to obtain
clearly specified information to be
used by the team in assessing personnel
management effectiveness. 1./ o 1 2 3 4 5 6 7 8 9 10
17. Describe the process steps used in
identifying and aralyzing problems
which edversely impact on personnel —
managenent effectiveness, 11 6 &t 2 3 4 5 6 7 @& 2 id
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Importance

Understanding or skill in to job Number value which best indicates present
the follcwing fundamentals Mark one understanding or skill, Circle number.
- o +

18. Define the process steps in decision
analysis used in requirirg and
recommending actions to improve
personnel management effectivess.
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19. Apply these processes with the aid
of senior evaluators in the fdenti-
fication and solution of simple
problems,
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20. Describe alternative approaches to
organizing and presenting evaluation
findings. /
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21. Assist senfor evaluators in planning
and conducting a closing conference. /
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22. Describe the uses and limitations of
commonly used techniques for organizing
and presenting written reports.
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23. Explain the purpose for followup and

impact assessment, 10
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24, Describe the major uses and limitations
of these followup and impact asscssment
procedures (action item reporting:
personnel assfstance visits; followup
surveys) and perforn typical followup
assignments., /
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