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1. I keep getting a “Recoverable Error” when I try to use the ADMIN software. What does this mean?

An additional file has to be loaded on your workstation in order for the software to work correctly.  Please visit the POC section of our website, click on Software/Instructions under ADMIN, and print out the Recoverable Error Solution.  Have someone with Admin rights to your workstation add the additional file.

2. Will the survey be available for viewing prior to the survey collection period?

Yes, the survey will be available for viewing prior to survey kickoff.  We will e-mail POCs when it is ready.

3. Who needs to be ADMIN certified?

All Command POCs and all Primary Installation/Wing/Center POCs (for Guard, these are MPMOs and PSMs) need to be ADMIN certified.  It is a good idea for the Alternate Installation/Wing/Center POCs to be certified as well.

Due to feedback from the field, Unit Administrators are no longer required to be certified.

4. How will our contacts receive Participation Rates?

Contacts that are entered into ADMIN to receive Participation Rates will receive an e-mail with a link to their unit’s participation rates.  The participation rates will be updated daily. The link will remain active throughout the entire survey, so contacts should save the link in their Favorites.  

Participation Rates for Commands, Wings and Centers will be posted on our website.  

5. What happens if we gain a new commander during the survey?  

There is a cutoff date of 15 Sep for commanders to be rated.  The participants will refer to the commander that was in place prior to 15 Sep 03.  

6. Who has automatic access to Participation Rates and/or Final Reports?

Command and Installation/Wing/Center POCs receive access to Participation Rates and Final Reports for all of the units and subordinate on their ADMIN list.  The links to both Participation Rates and Final Reports are in the Main Menu.  

7. Who should get Unit Administrator rights?

We recommend that Installation/Wing/Center POCs grant this privilege sparingly and only to POCs with units larger than 200 assigned. Unit Administrators will be responsible for logging in to ADMIN and creating subordinate units, entering numbers assigned for each unit (optional) and entering contacts to receive Participation Rates and Final Reports. If the I/W/C POC chooses to have Unit Administrators, the I/W/C POC will be responsible for their training.

Due to feedback from the field, we have removed the requirement for Unit Administrators to be certified.  Unit Administrators will receive their logins from the I/W/C POC.  

8. The ADMIN instructions are large.  Why should I download them?
The ADMIN instructions are very important, as they include step-by-step instructions for every function within ADMIN.  Please note that the instructions are so large because they include a lot screenshots.

9. If there are personnel from Army/Navy/Marines within the units, may they take the survey?

The Air Force Climate Survey is for Air Force members only.  Other services have tools in place to capture feedback on organization climate from their members.  It should be noted that Air Force members serving in Joint organizations are encouraged to participate; their feedback will be rolled into the Air Force aggregate report to the CSAF.  

10. Who receives the Personal Leadership Feedback Report?  Is it a separate report?
A commander’s Final Report consists of three parts: the 13 organization climate factors, the written comments from survey respondents in their units, and Personal Leadership Feedback.  Contacts that are identified as Leadership in ADMIN will only receive a Final Report with the organization climate factors and written comments.  Only the unit Commander or Commander Equivalent will receive the Personal Leadership Feedback.  

11. Will CENTCOM and SOCOM be participating?

Air Force members in all AORs (including CENTCOM and SOCOM) will be encouraged to participate in the survey.  

12. Where are Matrix personnel counted?

Matrix personnel are counted in both the number assigned and participation rate for the unit in which they work everyday.  

13. Where are deployed members counted?  Do deployed members select their home or duty location?

At the beginning of the survey, deployed members will be asked to select both their home unit and their deployed unit.   Deployed members will refer to their deployed location when responding to the questions. 

Deployed members will be counted in both the number assigned and participation rate for their home unit. The deployed member’s home unit will receive a report for the deployed personnel from their unit if the reporting criteria are met.  For reporting criteria, see the POC web site.  

14. Can we delete units that are not on our installation?

Please do not request to delete units that are not located on your installation.  You should only request to have a unit deleted if the unit PAS code no longer exists.  For units on your ADMIN list that are on your installation but do not fall in your chain of command, make contact with them.   Work with their unit POC to get their unit structure and contact information and enter it into ADMIN.   As the host POC, you will also be responsible for distributing marketing material to them as well.  

If you cannot locate a POC for a unit, sort by Unit Name and Filter to find it’s servicing MET (servicing Manpower Office).  Contact the unit’s servicing MET, they may be able to point you in the right direction. If there is still uncertainty about your role and interaction with a tenant unit, please contact Survey Support for more guidance.

15. May I delete units with zero assigned?

If you have units with zero assigned but whose PAS codes still exist, click the No in the Done column to change it to Yes, then select Don’t show done units.   If you don’t know whether or not the PAS code exists and have no way of finding out, leave it alone and click Yes, then select Don’t show done units.

16. New commanders and/or leadership would like to see the results to the previous survey.  Would this be possible?

Yes.  Please review the Rules of Engagement and make sure the recipient has been briefed on the Rules of Engagement before e-mailing the report.  Commanders and leadership may only view a report for the unit at the level at which they work.  For example, a Squadron commander should only receive the squadron’s Final Report, not the Final Reports for the subordinates.  

17. Why is there a restriction that does not allow a commander to look at reports from subordinate units?

The Rules of Engagement prohibit commanders and leadership from viewing Final Reports of subordinate units.   The Final Reports are to be used as a tool for improving the unit as a whole, not for “report cards” on subordinates.  Commanders should take action at the unit level, while subordinate leadership should take action at the subordinate level.

The Rules of Engagement also work to enhance anonymity.  For example, members of a subordinate may fear giving honest feedback if they believe the commander will see and compare the subordinate to other subordinates.  

18. I have a unit on my ADMIN list but it’s parent is located somewhere else.  Will the parent take care of it?  Can I delete it?

No, please do not request to delete the unit.  If the PAS code still exists, you will be responsible for this administering and marketing to this unit.  It is important to note that their results will not affect the participation rates and results of their host unit.  Results are rolled into the their parent chain of command aggregate report.  

Remember that units are only displayed on one ADMIN list, so if the unit is on your list, it is not on the parent’s list.  This is why it is very important that you do not delete the unit.  Contact Survey Support if you have any questions.

19. Is there a suggested timeline for entering Unit Contacts? 

Our suggested date for having your contacts entered is 28 Sep.  You will be able to enter contacts throughout the survey period however, it is best to have most of the work done before the survey begins.

20. Can Unit POCs be used to help in the marketing and getting the word out to “take the survey?”

Yes!  Besides documenting unit structure and contact information, the Unit POC’s responsibility is to market the survey to every eligible member of the unit.

21. Do I have to administer the reserve wing on my ADMIN list? 

No.  The reserve wings will have their own Wing POC that will log in and administer the wing. It is important that as the host POC, you contact their wing POC and partner with them on certain marketing strategies to saturate your installation populous to maximize survey participation.  Furthermore, by partnering, you may be able to answer each other’s questions and build a support infrastructure that will help all POCs regardless of unit affiliation.  
You will, however, be responsible for any tenant groups or squadrons (Active Duty, Reserve, or Guard) that does not have a parent wing co-located on the installation.
22. Do I have to administer reserve groups or squadrons on my ADMIN list?

Yes.  You will be responsible for any tenant groups or squadrons (Active Duty, Reserve, or Guard) that do not have a parent wing co-located on the installation.

23. Do I have to administer GSUs, OLs, and Dets that show on my ADMIN list?

Yes.  You will be responsible for administering the GSUs, OLs and Dets that are on your ADMIN list.  The only exceptions to this rule are ROTC, AFOSI and AFRC, units.  

24. There will be students TDY here in session during the survey.  What will they choose as their duty location?  What unit will they refer to when answering the survey?

The students that are TDY will choose your location as their duty location, since that is where they are physically, but will also identify their home unit and subsequently reference their home unit when responding to the questions in the survey.  The students should be reflected in their home unit for numbers assigned and their participation will be reflected in the home unit as well.  The TDY students’ participation rates and survey results will not affect your wing's participation rates and survey results.  

25. Will TDY students be counted in their home unit or their TDY unit?

TDY students will be counted in their home unit for numbers assigned and participation.  TDY students will select the TDY location as their duty location but will reference their home unit when responding to the questions within the survey.

26. When does ADMIN close?

ADMIN closes for unit structure changes, editing unit names, and entering subordinates on 19 Sep 03.  POCs may enter contacts throughout the survey process, but we encourage everyone to have them entered in NLT 28 Sep.

27. Does the marketing material we receive need to be shared with other wings on my installation (Active Duty, Guard or Reserve)? Does the marketing material we receive need to be shared with tenant groups and squadrons?

Active Duty, Guard, and Reserve wings will receive their own marketing materials.  You will be the Central Distribution office and provide marketing materials to tenant groups and squadrons that do not have parents co-located on your installation. 

28. Do the numbers assigned for each unit include military and civilian?
Yes, the numbers assigned for each unit include military and civilian.  You are responsible for ensuring this number accurately reflects the current number of eligible participants.  It is important to note that included in your count should be both appropriated fund and non-appropriated fund civilians.  Contractors are NOT eligible to take the survey and should not be reflected in the number of assigned personnel.

29. Do the numbers assigned for each unit include students?
Students that are TDY should be reflected in their home unit’s number assigned - not in the number assigned for the unit where they are TDY.  Students in PCS status are not eligible to participate in the survey.  You may have to edit the number to reflect only those students that are eligible. 

30. If we have organizational structure changes, can we perform these in ADMIN?  If not, who is able to change the organizational structure?

These changes are performed by the Air Force Climate Survey Team at Randolph AFB.  If you have organizational structure changes, please forward relevant information (old/new PAS codes, old/new unit names, old/new numbers assigned) to the Air Force Climate Survey Team as soon as possible.  

31. Do all NAF employees participate - even part-time employees?

Yes, all NAF employees should participate.

32. Will the commander be able to view subordinate units?

Per the Rules of Engagement, the commander will not be able to view the Final Reports of subordinate units.  However, commanders and leadership will be able to view the participation rates of subordinate units. 

33. When will we be able to access the https://afclimatesurvey.af.mil site from home?
We are currently working this issue and will have it resolved by late August.

34. How are ART positions counted in numbers assigned?  Is their participation counted twice?

ARTs are counted only once and will only complete one survey.  Once a respondent identifies himself or herself as an ART, it is understood they are both military and civilian and work in the same chain of command. 

35. I know some of my units have several Dets and OLs in different states.  What should the members of these Dets and OLs select as their duty location? What unit will Det and OLs reference as they are completing the survey?

Members of these units will select the location at which they physically work every day. Det and OL members will reference the unit in which they work from day to day.

36. Who do Unit Administrators get certified by?

Due to feedback from the field, we have removed the requirement for Unit Administrators to be certified.  Unit Administrators will be designated by and receive their logins from the I/W/C POC.  If the I/W/C POC chooses to have Unit Administrators, the I/W/C POC will be responsible for their training. 

37. I have units standing up/standing down around 1 Oct but I don’t have all of the information.  What should I do?
Please e-mail all the information you have about these units to afclimatesurvey@randolph.af.mil as soon as possible.  Then keep us updated and send information as you receive it.  

38. Do Reserve wings’ and tenants’ participation count against us?

Reserve wings and tenants’ participation roll up by their chain of command.  If they are not in your wing’s chain of command, they will not affect your participation.

39. What is your goal for participation this year?
Our goal is always 100% participation!  However, we would definitely be pleased with over 65%, the participation rate for the last survey.  

40. Should we try to partner with the Communication Squadron?  What for?

It would be a great idea to partner with your Communication Squadron to ensure there will be enough computers available for work centers that do not otherwise have access to them.  Try to set up computers in areas such as libraries, Family Support Centers, and the Education Office for those that may be uncomfortable responding at their work center or do not otherwise have access to a computer.

41. I have AIA/OSI/ROTC/AFRC units on my ADMIN list.  Do I need to do anything with these units? 

No.  AIA, OSI, ROTC, and AFRC units are handled functionally.  You may click the No to change it to Yes under Done for these units.

42. I have AFIT students on my ADMIN list. What do I do with these units?
These will mostly be ‘onesie and twosie’ type of units, typically OLs.  Ensure the numbers assigned to these units accurately reflect the number of eligible participants to the best of your ability.  Keep in mind, only students that are TDY are eligible to participate.  Students that have PCS’d to attend training are not eligible.  AFIT students have PCS'd to attend their training and are subsequently ineligible to take the survey.  

43. Will any assistance be provided to Commanders after the survey results are released?

Just before Final Reports are released, a Computer Based Training course will be available on our website to help Commanders understand the results.  A downloadable handbook discussing the survey results and interventions for improving results will be available on the website as well.  

