
U.S. DEPARTMENT OF TRANSPORTATION 
FEDERAL AVIATION ADMINISTRATION AT 1110.4A 

HEADQUARTERS AIR TRAFFIC EMPLOYEE PARTICIPATION ROUP SUBJ. 

1. PURPOSE. Th i s  o rde r  s t a t e s  o b j e c t i v e s  andeoperat ing procedures  f o r  t h e  Air 
T r a f f i c  Employee P a r t i c i p a t i o n  Group (EPG). 

2 .  DISTRIBUTION. T h i s  o rde r  i s  d i s t r i b u t e d  t o  t h e  branch l e v e l  i n  Washington 
A i r  T r a f f i c .  

3. CANCELLATION. Order AT 1110.4, Air T r a f f i c  Winan Re la t i ons  Committee, 

dated Ju ly  11,  1984, i s  cance l l ed .  


4. BACKGROUND. Order 1110.103, Employee P a r t i c i p a t i o n  i n  Planning and 

Decisionmaking Processes ,  p rovides  guidance and i n s t r u c t i o n  f o r  e s t a b l i s h -  

ment of Employee P a r t i c i p a t i o n  Groups i n  t h e  Federal  Avia t ion  Adminis t ra t ion.  


5. OBJECIVE AND FOCUS. The o b j e c t i v e  of a n  EPG is t o  provide a  l o c a l  forum 
f o r  two-way communication among employees, supe rv i so r s ,  and managers on 
personnel  p o l i c i e s  and working cond i t i ons .  While t h e  primary focus  is  intended 
t o  add re s s  l o c a l  s i t u a t i o n s  and cond i t i ons ,  n a t i o n a l  p o l i c i e s  can  be inf luenced 
by these  l o c a l  i n i t i a t i v e s .  Therefore ,  EPG's may provide t h e j r  views, comments, 
and recommendations on n a t i o n a l  personnel  p o l i c i e s  and procedures  a s  p a r t  of t h e  
normal coo rd ina t ion  process .  These w i l l  be eva lua ted  t o g e t h e r  wi th  those  
rece ived  from a l l  o t h e r  FAA o rgan iza t ions .  

a .  Objec t ives :  T h i s  program recognizes  a  need f o r :  

( 1 )  !lore o p p o r t u n i t i e s  f o r  employees t o  provide t h e i r  views, i deas ,  

and r e a c t i o n s  on ma t t e r s  which a f f e c t  them and t h e i r  work environments.  


( 2 )  ?lore communication by managers and supe rv i so r s  on p l ans ,  proposed 
changes,  o r  d e c i s i o n s .  

( 3 )  New ideas  regarding changes and improvements r e l a t e d  t o  working 
cond i t i ons  and personnel  ma t t e r s .  

( 4) Work f o r c e  involvement i n  problem r e s o l u t i o n .  

( 5 )  llore communica t ion among employees. 

b. The EPG should cons ider  and make recommendations f o r  changes and 

improvements r e l a t e d  t o :  


( 1 )  Working cond i t i ons .  

!2 )  Personnel 2nd o rgan iza t iona l  p o l i c i e s  and procedures .  



( 3 )  Employee response t o  proposed p o l i c i e s ,  o r d e r s ,  and o t h e r  
d i r e c t i v e s  which involve personnel  p r a c t i c e s  and employees' working environments. 

( 4 )  Other mat te rs  w i th in  t h e  genera l  scope of t h i s  o rder .  

c .  While input  i n  t h e  a r e a s  s p e c i f i e d  is  encouraged, c e r t a i n  p o l i c i e s  and 
a c t i o n s  a r e  governed by s t a t u t e  o r  r egu la t i on ,  and t h e  EPG's time can be more 
product ive ly  devoted t o  ma t t e r s  which FAA can in f luence  o r  change. Ind iv idua l  
g r ievances ,  appea l s  and d i sc r imina t ion  complaints  w i l l  cont inue  t o  be handled i n  
accordance with prescr ibed  FAA procedures  and w i l l  not  be considered by t h e  EPG. 

6. MEMBERSHIP. The group will c o n s i s t  of a t  l e a s t  one r e p r e s e n t a t i v e  and 
a l t e r n a t e  from each d i v i s i o n  and/or  s t a f f .  Members s e rve  f o r  2-year terms but  
may be extended fol lowing t h e  procedures  contained i n  paragraph 7. 

7. SELECI'ION OF MEMBERS. Upon completion of t h e i r  representatives/alternates 
term, each d i v i s i o n  and/or  s t a f f  manager will hold a n  e l e c t i o n  t o  s e l e c t  a 
replacement. E l e c t i o n s  w i l l  be held during t h e  month of Apr i l  with t h e  new 
membership t o  begin with t h e  f i r s t  meeting i n  May. Volunteers  w i l l  be s o l i c i t e d  
from among t h e  employees and a  s e c r e t  vote  w i l l  determine t h e  new r e p r e s e n t a t i v e .  
A l l  employees w i l l  be g iven  t h e  oppor tun i ty  t o  vo te  f o r  t h e i r  r e p r e s e n t a t i v e .  
E l e c t i o n s  s h a l l  be held t o  f i l l  t h e  remainder of t h e  term of a member who 
r e s i g n s ,  t r a n s f e r s ,  o r  becomes unable  t o  s e rve ,  o r  when new d i v i s i o n s  a r e  
c r ea t ed  during reorganiza t ions .  

8. TRAINING OF EPG MEMBERS. Tra in ing  of EPG members w i l l  c o n t r i b u t e  t o  t h e  
a b i l i t y  of t h e  i nd iv idua l  and group t o  so lve  problems and develov s o l u t i o n s  
which a r e  more l i k e l y  t o  be adopted. A t  a minimum, each new EPG' member will 
e n r o l l  i n  t h e  Center f o r  Management Development course  number 05569, "Employee 
P a r t i c i p a t i o n  Group P a r t i c i p a n t  T ra in ing  ( s t and  a lone ) , "  a s  soon a s  p o s s i b l e  
fo l lowing  h i s / h e r  assignment t o  t h e  EPG. Addit ional  recommended t r a i n i n g  
inc ludes  F a c i l i t a t o r  Tra in ing  Course (01523) and Work Group F a c i l i t a t o r  Course 
(01528). Members will a l s o  be expected t o  a t t e n d  any s p e c i a l  conferences and/or  
t r a i n i n g  sponsored by t h e  Assoc ia te  Adminis t ra tor  f o r  Human Resource Management. 

9. ROLE OF EPG MEMBER. 

a .  S o l i c i t  i deas  and input  from employees they r ep re sen t .  

b. Provide feedback t o  t h e i r  supe rv i so r s  and employees on EPG a c t i v i t i e s .  

c .  Attend meetings o n a  r e g u l a r b a s i s .  

d. P a r t i c i p a t e  inEPG t r a i n i n g a c t i v i t i e s .  

e .  Designate temporary a l t e r n a t e  t o  a t t e n d  meetings when n e i t h e r  t he  
primary nor  a l t e r n a t e  can a t t e n d .  

10. MANAGEMENT SUPPORT. The Manager, Adminis t ra t ive  and Management Support 
Branch, AAT-13, o r  o t h e r  manager a s  designated by AAT-1, w i l l  provide management 
support  t o  t h e  EPG. In t h i s  capac i ty  he/she w i l l  : 
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a .  F a c i l i t a t e  committee a c t i o n .  

b. Serve a s  l i a i s o n  between the  committee and management. 

c .  Serve a s  t h e  EPG Coordinator with M. 

11. OPERAT I N G  PROCEDURES. 

a .  The Headquarters Air T r a f f i c  Employee P a r t i c i p a t i o n  Group w i l l  e l e c t  a 
Chairperson and Vice-chairperson from among t h e i r  members. The Chairperson w i l l  
a l s o  se rve  a s  t h e  Air T r a f f i c  r ep re sen ta t ive  t o  t h e  Headquarters EPG. The 
Chairperson is respons ib le  f o r  s e t t i n g  the  meeting agenda and leading  t h e  
group. In t h e  absence of t he  Chairperson, t h e  Vice-chairperson w i l l  assume 
these  func t ions .  

b. Meetings a r e  scheduled twice a month f o r  approximately 1 1 / 2  hours.  
Q-langes t o  t he  schedule can be made by Committee agreement. 

c .  The Associate  Administrator  f o r  A i r  T r a f f i c  w i l l  meet with the  EPG 
qua r t e r ly .  Addit ional  meetings may be scheduled a s  requi red .  , 

d.  A i r  Traf f  i c  Executive S t a f f  will provide  s e c r e t a r i a l  support t o  t h e  
EPG. Minutes will be prepared and d i s t r i b u t e d  t o  each Branch and Divis ion  i n  
Air T r a f f i c ,  t he  AHR Headquarters Human Re la t ions  S p e c i a l i s t ,  and Committee 
members. 

e .  Meetings a r e  open t o  any Air T r a f f i c  employee. 

f .  I ssues  w i l l  be i d e n t i f i e d ,  prepared i n  w r i t i n g ,  and a c t i o n  taken a s  
deemed appropr i a t e  by t h e  Committee. 

VOT ING PROCEDURES. 

a .  Only committee members can p a r t i c i p a t e  i n  t he  voting process .  

b, Only one vote may be c a s t  f o r  each d i v i s i o n / s t a f f  off  i ce .  

c .  When both the  primary and a l t e r n a t e a t t e n d  t h e  same meeting, only the  
primary r ep re sen ta t ive  w i l l  vote .  

d .  The a l t e r n a t e  w i l l  vote  only when t h e  primary r ep re sen ta t ive  i s  not  
p re sen t .  

e .  	 Temporary a l t e r n a t e s  will v o t ~only when t h e  primary and/or  e l e c t e d  
a t  a meeting. 

Assoc ia te  Administrator  f o r  Air T r a f f i c  
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