2003 Reports


Always consult the Air Force Climate Survey Rules of Engagement before granting access to a unit’s Final Report. Make sure the person to which you are granting access has been briefed on the Rules of Engagement as well. 

Rules of Engagement

· Specifics of Subordinate Unit Data Not Releasable

· HQ, Command, Wing, Center Staff agencies must not ask for a subordinate’s Final Report or any part of the report.

· Reports Are Actionable at the Unit Level

· HQ, Command, Wing, Center Staff agencies ensure feedback is provided to unit personnel by unit leadership within 30 days.

· HQ, Command, Wing, Center Staff agencies should request results of actions taken for unit improvement by the unit’s leadership.

· Developmental (versus Administrative) Use

· Not to be used for evaluations of any kind (reward or punishment)

· Confidential responses -- No "Witch Hunts"

· Anonymity of survey respondents essential for integrity of future survey data

· Report results are anonymous up and down the chain

· Authors of comments should not be sought out regardless of theme

WARNING: The comments have not been reviewed or edited, except for vulgarity. If you choose to send these to anyone, it is highly recommended that all comments are examined prior to being sent.  Names and sensitive issues should be removed to protect those individuals.  The Air Force Climate Survey assures anonymity, and a release of comments without a review violates that assurance.

NOTE: Certain accusations may require the attention of the MEO or JA offices. Legal action cannot be taken based on anonymous comments from this survey. 

Legal Advice: If a commander uses or references the survey data in any evaluation, adverse action or disciplinary action, that specific data may then be subject to release under FOIA or the Privacy Act. The data may inadvertently become part of a Privacy Act system of records for that individual. 

2003 Reports


The link to 2003 Reports will display the Final Reports for all units on the Unit List. Final Reports should only be sent to leadership in the unit.  Senior leadership must NOT be granted access to subordinate units’ Final Reports.  This would violate the Rules of Engagement.  In summary, “You can look up, but you can’t look down.”

The role identified in ADMIN for a contact determines the type of report the contact receives.
	Contact role listed in ADMIN
	Comments
	Web
	PowerPoint
	Personal Leadership

Feedback*

	Commander or CC Equiv
	X
	X
	X
	X

	New Commander or CC Equiv
	X
	X
	X
	

	Leadership
	X
	X
	X
	

	POC
	
	X
	X
	


*Personal Leadership Feedback:

The Personal Leadership Feedback contains results to survey questions regarding commander behavior and personal leadership traits.  The Personal Leadership Feedback (PLF) is only provided to commanders and commanders-equivalent.    

2003 Reports


2003 Reports Step-by-Step

1. Log in to ADMIN, then click on the 2003 Reports link.
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2003 Reports


2. By default, all options are checked.  If you do not wish to see aggregate totals, uncheck that option.  When All Chain of Command is selected, you will be able to see units that are not on your ADMIN list but are subordinate to one of your PAScodes (i.e., units at different duty locations).  If you would like to see all units, regardless of whether they had enough participation for a report, uncheck the But, only units for which there is a report option.  
3. Click on the unit name.
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Click on alink below to see the associated report.
Units to Show

Show Aggregate Totals (rollups)

Show All Chain of Command.

But, only units for which there is a report

Update the Display | | Review Custom Combinations

Unit Name Completed Surveys

18

14 WEAPONS SQ (HURLBURT, EE1CFK3L)

334 TRAINING SQ (DET:1) (HURLBURT, EEQJE24N)

373 TRAINING SQ (DET-7) (HURLBURT. EEOJFPK1)

412 AIRCRAFT MAINT SQ (OL:AE) (HURLBURT, EEIMFGHB)

23

30

12

Total for: 823 RED HORSE SQ (HURLBURT, EEICFWV8)
823 RED HORSE SQ (HURLBURT. EE1CFWV8)

SUB: Airfields Flight (HURLBURT, EE1CEWVS)

SUB: Contonments Flight (HURLBURT, EEICFWVS)

245

194

@) Inbox -Miro, sacim.. | @hpresentatont | @ presentaton2 & ) 3:58pm




2003 Reports


4. Select the type of report you would like to see, then click a display option.  The Web option will display the report in your Internet browser.  The Power Point option will generate a presentation that contains the results.  The Comment option will display comments in an MSWord document.
5. To e-mail the report, click the E-mail This Report link on the menu bar.  
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2003 Reports


6. Click on the appropriate report.

	Contact role listed in ADMIN
	Comments
	Web
	PowerPoint
	Personal Leadership

Feedback*

	Commander or CC Equiv
	X
	X
	X
	X

	New Commander or CC Equiv
	X
	X
	X
	

	Leadership
	X
	X
	X
	

	POC
	
	X
	X
	


*Personal Leadership Feedback: The Personal Leadership Feedback contains results to survey questions regarding commander behavior and personal leadership traits.  The Personal Leadership Feedback (PLF) is only provided to commanders and commanders-equivalent
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7.  Address the e-mail, then hit send.



2003 Reports


Occasionally, you may need to create a combination report that includes two or more units.  Only use this feature for units that should be considered one unit.  For example, the XX Squadron has Flight A, Flight B, and Flight C.  Flights A and B perform the same function, which is different from Flight C.  You may be asked for a report for just Flight A and Flight B.  You may also create a combination for units that have merged.
Custom Combinations Step-by-Step

1. Log in to ADMIN, then click on the 2003 Reports link.
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2. Click Review Custom Combinations

3.  Follow the instructions on screen.
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You may also e-mail a Final Report through the Contact Review screen.  

E-mail Final Report Step-by-Step
1.  Log in to ADMIN, then click on Contact Review.
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2.  Click on a contact’s name.
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3.  Click on “Click here to email the final report link” to generate the e-mail.  Enter the e-mail address and a subject, then click send.
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