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Employee Questionnaire

 



	Please indicate the area of the

business in which you work by 

entering a code from below:
	
[image: image104.wmf]
	Please indicate your management 

responsibility within the company 

by entering a code from below:
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	Manufacturing/Production
	P
	I have no-one reporting to me
	1

	Engineering/Design
	E
	I have people reporting to me
	

	Sales/Marketing
	S
	  but no-one reports to them
	2

	Finance/Commercial
	C
	I have at least two levels of
	

	IT/Other Administration
	A
	  people reporting to me
	3

	
	
	
	


The responses to this questionnaire are intended to provide focus and impetus to xxx's (please search and replace xxx with the name of the organisation to which this survey applies – then remove this section in brackets) improvement programme and will used solely for this purpose, as such we hope that you will benefit from a working environment which better meets your needs.  Your reply will be treated in confidence.

The questionnaire comprises 100 statements grouped under 10 headings:

We ask you to rank each of the statements according to the following scale by ticking the appropriate boxes:

0
You believe the statement is, as near as possible, totally false - in fact the converse is true

1
You believe the statement is largely false though it may contain an element of truth

2
You believe the statement is, on balance, slightly more false than true

3
You believe the statement is, on balance, slightly more true than false

4
You believe the statement is largely true though not entirely so

5
You believe the statement is, as near as possible, totally true

X
You have no views on the truth of this statement, and would prefer not to comment

We would also ask that you indicate the statements which you feel are a particular issue for you in your work by circling the relevant numbers in the left hand margin.  We estimate that the questionnaire will take 15 minutes to complete, and would ask that you return it in the enclosed envelope.  Thank you for your time and effort in this, we hope that both you and your company will benefit from the information in the near future.
Glossary of Terms used in this Questionnaire

In compiling this questionnaire we have endeavoured to use words that are in common business usage.  However we are well aware that not all businesses have a common understanding of what is meant by each of the terms.  For this reason we have provided this glossary of what is meant by the terms in the context of this questionnaire:

	automated


	happens automatically by means of a machine or system
	integrated


	linked together so that both support and benefit each other

	behaviour


	the actions of an individual and how they treat others
	leasing


	gaining use of something without incurring the liability of its full purchase cost

	benchmarking


	comparing how we do things against how the best organisations do them
	leverage


	putting things together to achieve a greater force or impact

	business partners
	companies and organisations we work with (e.g. suppliers) to serve customers
	market intelligence
	information on customers and competitors and what they are doing/planning to do 

	capital equipment
	fairly expensive pieces of plant, equipment and machinery
	measure


	quantify; evaluate in terms of a number

	commercial


	how successful we are and in what markets
	modularity


	a design of something, where its parts (or modules) are interchangeable

	commissioning


	ensuring that the equipment runs without problems and works efficiently
	monitor


	to regularly compare what is happening against what is expected to happen

	company


	xxx
	objective


	(n.) goal or intended achievement  
(adj.) rational and well considered

	comprehensive


	taking account of all the relevant factors and influences, taking a wide view
	objective information
	impartial information that is based on accurate unbiased data

	consciously


	thoughtfully and intentionally reaching decisions or taking action
	organisation


	xxx 

	context


	the circumstances that provide meaning and background to the information
	performance


	ongoing rate of achievement, or ongoing rate of delivery/output

	customer


	the person who is intended to benefit from your efforts, and often to pay for them
	process


	a sequence of activities or tasks that collectively deliver a result or output

	department


	the specific part of the company that your manager has responsibility for
	requirements


	outputs, achievements or qualities that are needed or have been requested

	deviation


	an unexpected or unwanted effect or result, particularly in terms of performance
	senior managers
	the managers who lead and control the organisation; members of the board

	disciplined


	intentionally following a well-defined and agreed approach
	shareholders


	the people who own xxx, either via shares or directly

	equipment


	the tools, machinery and physical systems required to do your work (incl. software)
	social


	the impact the company has on society and the local community

	expectations


	the results, outcomes or conclusions that the recipient expects or desires
	specifications


	requirements defined in specific, unambiguous and quantified terms

	facilities


	the environment, plant, furniture and working area for doing the job
	SPC
	statistical process control; disciplined trend analysis, used to predict problems

	facilities management
	the role of maintaining facilities and keeping them in working order
	strategy


	intended plan of action; clear goals and the initiatives intended to deliver them

	fulfilled


	content that you have found a worthwhile role and that you are doing it well
	systematic


	methodical and analytical; considering the whole system

	fundamentally


	from the outset, and in respect of every important decision
	system


	automated means of providing and handling information, usually computers

	goals


	intended achievements
	target


	specific numerical representation of a goal or objective

	implications


	the knock-on effects and influence that one action may have on other areas
	upgradeability


	the ability to upgrade; achieving a higher specification by exchanging components

	IT / MIS
	information technology and management information systems (i.e. computers)
	values


	the behaviours/actions that are rewarded and encouraged by the organisation

	initiatives


	projects and programmes of work intended to result in change and improvement
	vision

	defined picture of what the company wants to be/achieve in the longer term


Concerning the Company and what it is trying to achieve

Please indicate the extent you agree with with the statements expressed below by ticking the box that most closely represents your perception:
	
	In the areas in which I work ...
	
Totally
Largely
More False
More True
Largely
Totally
No



False
False
than True
than False
True
True
View



	00
	Everybody understands who the customers of our company are, and how we help them to serve their customers
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	01
	Everybody understands exactly what the company is trying to achieve, and how we need to work with our customers to get there.
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	02
	We will all know when the company has achieved its goals because they are specific and unambiguous
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	03
	There is universal understanding and commitment to the company's goals and to what it needs to do to achieve them
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	04
	The requirements of our customers are consciously built in to the design of our products and services
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	05
	People are regularly provided with objective information as to how well the company is serving its customers .
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	06
	There are clear short and long term targets for increasing our customers' satisfaction and raising their expectations.
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	07
	We are well equipped to meet our customers current and future needs
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	08
	There have been previous successful efforts to increase customer satisfaction
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	09
	I believe customer satisfaction is the key to achieving our business goals
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Please provide additional comment as required:

	

	

	

	


Concerning your department, its purpose and its role

Please indicate the extent you agree with with the statements expressed below by ticking the box that most closely represents your perception:
	
	Concerning the areas in which I work ...
	
Totally
Largely
More False
More True
Largely
Totally
No



False
False
than True
than False
True
True
View



	10
	People in this department clearly understand how they can affect the satisfaction of the end customer
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	11
	The role of this department/section in supporting other departments is clearly understood and agreed by all those involved.
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	12
	We have clear targets for the performance of this department, in terms of its effect on other departments and the end customer
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	13
	Internal differences are not allowed to come before the interests of our customers (internal and external)
	
[image: image16.wmf]1

2

0

3

4

5

X




	14
	The activities of this department are regularly reviewed in terms of how they meet our customers' (internal and external) needs.
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	15
	The performance of this department (in fulfilling its role)  is regularly measured and used to drive improvements.
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	16
	We have clear short and long term targets for improving the performance of this department.
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	17
	This department has the facilities it needs  to fulfil its role and to pursue our stated goals
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	18
	We have previously been successful in transforming the performance of this department
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	19
	I am personally committed to improving, still further, the performance of  this department in fulfilling its role.
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Please provide additional comment as required:

	

	

	

	


Concerning targets and objectives

Please indicate the extent you agree with with the statements expressed below by ticking the box that most closely represents your perception:
	
	In the areas in which I work ...
	
Totally
Largely
More False
More True
Largely
Totally
No



False
False
than True
than False
True
True
View



	20
	We know what our 'shareholders' require in terms of financial, commercial and social performance.
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	21
	The way individual and team targets build up into the goals of the company is clear to everyone.
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	22
	Clearly defined behavioural targets/values are used to assess the performance of individual managers.
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	23
	Everyone has regular direct contact with senior managers who reinforce through their questions and decisions the vision and values of the company.
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	24
	There is a clearly defined process for managing departmental performance.
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	25
	People are regularly provided with objective information as to how well we are progressing toward the company's goals
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	26
	We believe the organisation actively learns from the progress of its current strategies, and uses this in determining new ones
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	27
	Our systems and facilities support and reinforce our values, and encourage us toward our goals
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	28
	We believe that, as a company, we have previously been successful in achieving the business goals we have set ourselves
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	29
	I believe the stated goals of the organisation are realistic and worthwhile.
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Please provide additional comment as required:

	

	

	

	


Concerning people and teamwork

Please indicate the extent you agree with with the statements expressed below by ticking the box that most closely represents your perception:
	
	In the areas in which I work...
	
Totally
Largely
More False
More True
Largely
Totally
No



False
False
than True
than False
True
True
View



	30
	We actively seek to select and train  in a manner which supports our values and drives us toward our goals
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	31
	Everybody has clearly defined and agreed responsibilities which can be related back to the vision and to the customer 
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	32
	A company-wide code of behaviour is explicit and supported at all levels of the business 
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	33
	We believe that here is a high level of trust and the different parts of the organisation work well together to make best use of peoples skills and abilities.
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	34
	Managers equip people to develop in their role, and guide and support them without interfering
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	35
	There are clear and objective measures of the extent to which individuals and teams develop their capabilities
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	36
	Everybody has a current plan of personal and/or team development
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	37
	Repetitive or tedious tasks are automated wherever possible.
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	38
	People are open and supportive to change, and readily embrace new ideas
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	39
	It pays to be open and honest, and nobody gets ahead (in the longer term) by being self-centred.
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Please provide additional comment as required:

	

	

	

	


Concerning the way in which work is structured

Please indicate the extent you agree with with the statements expressed below by ticking the box that most closely represents your perception:
	
	As seen from the areas in which I work...
	
Totally
Largely
More False
More True
Largely
Totally
No



False
False
than True
than False
True
True
View



	40
	We are aware of our core competencies and work with a range of business partners to fully leverage them
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	41
	Our processes are consciously designed to achieve our vision efficiently and effectively
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	42
	Our processes have defined target performance levels or qualitative success criteria
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	43
	Everybody knows how their job fits into the overall process, and the requirements of their internal customer in that process
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	44
	Our processes are actively designed, managed and developed to reflect changing needs and opportunities.
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	45
	Process performance measurements are regularly used to avoid and prevent future problems.
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	46
	Effort goes into improving processes and systems even when results are satisfactory
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	47
	Our plant and equipment is fully capable of producing the quality our customers' would like
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	48
	We have responded well to previous attempts to improve the control of our processes
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	49
	We would benefit from the discipline of designing, and then adhering to, our processes
	
[image: image52.wmf]1

2

0

3

4

5

X





Please provide additional comment as required:

	

	

	

	


Concerning information and how it is used

Please indicate the extent you agree with with the statements expressed below by ticking the box that most closely represents your perception:
	
	In the areas in which I work ...
	
Totally
Largely
More False
More True
Largely
Totally
No



False
False
than True
than False
True
True
View



	50
	We make good use of market intelligence and benchmarking as a context for our internal measures.
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	51
	The information process fully supports people in executing their responsibilities
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	52
	Decisions are based on fact - not opinions
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	53
	Authority to make decisions is clear, and people have been trained in the tools and disciplines to make them correctly.
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	54
	Important decisions are made using a disciplined, rigorous process
	
[image: image57.wmf]1

2

0

3

4

5

X




	55
	The company measures the effectiveness of its information and decision making processes.
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	56
	Data is collected to help make improvements in all aspects of our work
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	57
	Our IT / MIS System meets our information needs
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	58
	Data on the performance of past change initiatives gives clear indications of where we can learn for the future
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	59
	I believe that my own decisions would benefit from a more disciplined approach to making them
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Please provide additional comment as required:

	

	

	

	


Concerning how things are improved

Please indicate the extent you agree with with the statements expressed below by ticking the box that most closely represents your perception:
	
	In the areas in which I work ...
	
Totally
Largely
More False
More True
Largely
Totally
No



False
False
than True
than False
True
True
View



	60
	We endeavour to learn from the experience of other companies (books, articles, visits etc.) wherever possible.
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	Our improvement strategy is integrated with our business strategy and our annual planning cycle
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	62
	Everyone knows what our improvement priorities are and are committed to supporting them
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	63
	Management time is focused on improvement and this is seen to be management's primary role 
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	64
	We use a systematic approach to identifying and making improvements
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	65
	The effectiveness of improvement efforts is monitored and used as a basis for appraising both managers and teams
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	66
	We believe the organisation strives to improve the process by which it undertakes improvement
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	67
	Our equipment and facilities are designed to facilitate change through the modularity and upgradeability of their design.
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	68
	Other departments enquire where they might improve their service to us
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	69
	I personally find the concept of always seeking for new ways to improve stimulating
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Please provide additional comment as required:

	

	

	

	


Concerning facilities and equipment

Please indicate the extent you agree with with the statements expressed below by ticking the box that most closely represents your perception:
	
	In the areas in which I work ...
	
Totally
Largely
More False
More True
Largely
Totally
No



False
False
than True
than False
True
True
View



	70
	We recognise opportunities to exploit leasing and facilities management options
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	71
	All requests for new items of capital equipment are reviewed for their compatibility with our long term business strategy
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	72
	Clear performance specifications are derived for all new items of plant and equipment
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	73
	The people who work with the equipment are fundamentally involved in its selection and specification
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	74
	We use a clearly defined process for specifying, installing and commissioning new plant and equipment
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	75
	We use SPC to ensure the continued quality of our plant and equipment
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	76
	Our facilities are continuously improved in terms of their effectiveness
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	77
	Operators have easy access to the tools or service they need to inspect, calibrate, adjust and maintain their equipment
	
[image: image80.wmf]1

2

0

3

4

5

X




	78
	The equipment we have had in this department has been fit for its purpose
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	I would like to see the routine aspects of my work automated in some way
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Please provide additional comment as required:

	

	

	

	


Concerning previous change initiatives

Please indicate the extent you agree with with the statements expressed below by ticking the box that most closely represents your perception:
	
	In our experience of recent change initiatives ...
	
Totally
Largely
More False
More True
Largely
Totally
No



False
False
than True
than False
True
True
View



	80
	We sought outside help and assistance in areas where we were weak in skills and experience
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	81
	Everybody could see clearly the reasons why the proposed changes were needed
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	82
	There were clear and specific objectives for the changes
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	83
	People at all levels of the business were involved in thinking about the implications of the proposed changes on their area
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	84
	There was a clear, detailed and well considered plan for implementing the changes
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	The progress of the change programme was monitored and any problems or deviations were quickly resolved
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	People were given  the time and encouraged to find ways to make the changes work even better than was originally foreseen
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	Equipment and systems were made available to support the changes and increase their effectiveness
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	88
	The implementation of the changes were actively supported by managers at all levels
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	I welcome opportunities to rethink the way that I and my department operates
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Please provide additional comment as required:

	

	

	

	


Concerning your own personal aspirations and working style

Please indicate the extent you agree with with the statements expressed below by ticking the box that most closely represents your perception:
	
	As far as I personally am concerned ...
	
Totally
Largely
More False
More True
Largely
Totally
No



False
False
than True
than False
True
True
View



	90
	The experience I am gaining in my current role will further my career
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	I have clear reasons for wanting to work at the role I have currently (apart from the money)
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	I have set myself clear targets for my performance in my current role
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	I find opportunities to coach, develop and support others in their roles
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	94
	I have a written plan for developing the effectiveness of my role
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	95
	I routinely measure my own performance in my role
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	I consciously plan my personal development through seeking new experience and studying appropriate literature
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	97
	I am equipped with the tools and equipment to do my job effectively
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	I do all I can to contribute positively to change initiatives
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	I am fulfilled by my work here
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Please provide additional comment as required:
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