SUPPORTING STATEMENT – Part A
REQUEST FOR APPROVAL UNDER THE PAPERWORK REDUCTION ACT AND 5 CFR 1320
OMB 0412-XXXX

Collection Title: USAID/BHA Workplace Culture Survey


PART A.  JUSTIFICATION

1. Explain the circumstances that make the collection of information necessary. Identify any legal or administrative requirements that necessitate the collection. Attach a copy of the appropriate section of each statute and regulation mandating or authorizing the collection of information.

Following the transformation of the Office of Foreign Disaster Assistance (OFDA) and Food for Peace (FFP) into the Bureau for Humanitarian Assistance (BHA) in 2020, BHA enlisted the support of USAID Staff Care organizational consultants (Training Resources Group, Inc. (TRG)) to assess the cultures of OFDA and FFP and then engage staff in the design of a BHA culture that melds the best of both offices. The proposed voluntary culture survey will allow BHA to gauge its process to date on developing a culture at the bureau.

2. Indicate how, by whom, and for what purpose the information is to be used. Except for a new collection, indicate the actual use the agency has made of the information received from the current collection.

BHA Leadership will use overall survey results to assess and gauge BHA’s processes for developing and improving a more cohesive BHA culture. 

BHA intends to use the responses at an aggregate level to examine where pain points in BHA’s approach to work may be. Collecting information about how employees feel about their unit and BHA’s culture, office, and leadership will allow BHA leadership to better focus and prioritize efforts related to culture change going forward. 

Demographic information will be requested so that survey responses can be analyzed in a variety of ways; however, this information will not be attached to individuals who respond and TRG consultants will be the only ones with access to the raw data. The survey also asks employees about workplace culture, leadership, and morale to help identify how staff feel about their workplace culture and what factors are affecting their morale. Understanding this information will help leaders at all levels of the bureau create a better culture and improve conditions for groups where needed through follow-up actions and culture improvement action plans. 

3. Describe whether, and to what extent, the collection of information involves the use of automated, electronic, mechanical, or other technological collection techniques or other forms of information technology, e.g., permitting electronic submission of responses, and the basis for the decision for adopting this means of collection. Also describe any consideration of using information technology to reduce burden.

The online survey’s collection of information involves the electronic submission of responses. The online form is unavailable for public printing. The results of the information collection will not be made available to the public over the internet. Results of the information collection will not be shared with any other entity or source (other than USAID) and will not be used for any other purpose beyond what it specified in the survey. Collecting results electronically will allow for quick data collection and analysis and will reduce burden on those participating in the survey.

4. Describe efforts to identify duplication. Show specifically why any similar information already available cannot be used or modified for use for the purposes described in Item 2 above. 

There are currently no workplace surveys being administered to staff that collect the information being asked in the proposed BHA Workplace Culture Survey. 

5. If the collection of information impacts small businesses or other small entities, describe any methods used to minimize burden.

N/A. The collection of information does not impact small businesses or other small entities. 

6. Describe the consequence to Federal program or policy activities if the collection is not conducted or is conducted less frequently, as well as any technical or legal obstacles to reducing burden.

BHA plans to conduct its culture survey annually to help leadership understand how staff feel about their workplace (by tracking this information year over year) and help leaders create better culture practices and improve conditions for groups where needed.

Less frequent collection could impede leadership efforts to enhance BHA culture (due to changing opinions and staff turnover).

7. Explain any special circumstances for the information collection.

N/A. There are no special circumstances that would require respondents to report information to the agency more often than quarterly; requiring respondents to prepare a written response to a collection of information in fewer than 30 days after receipt of it; requiring respondents to submit more than an original and two copies of any document; requiring respondents to retain records, other than health, medical, government contract, grant-in-aid, or tax records, for more than three years; in connection with a statistical survey, that is not designed to produce valid and reliable results that can be generalized to the universe of study; requiring the use of a statistical data classification that has not been reviewed and approved by OMB; that includes a pledge of confidentiality that is not supported by authority established in statute or regulation, that is not supported by disclosure and data security policies that are consistent with the pledge, or which unnecessarily impedes sharing of data with other agencies for compatible confidential use; and requiring respondents to submit proprietary trade secrets, or other confidential information unless the agency can demonstrate that it has instituted procedures to protect the information’s confidentiality to the extent permitted by law. 

8. If applicable, provide a copy and identify the date and page number of publication in the Federal Register of the agency's notice, required by 5 CFR 1320.8(d), soliciting comments on the information collection prior to submission to OMB. Summarize public comments received in response to that notice and describe actions taken by the agency in response to these comments. Specifically address comments received on cost and hour burden.

The agency’s 60 day notice was published in the Federal Register (Vol. 89; No. 26) on 2/7/2024; page number 8396; Document Number: 2024-02463; Document citation: 89 FR 8396. 
 
No public comments were received in response to the notice. 

The agency’s 30 day notice was published in the Federal Register (Vol. 89, No. 67) on 4/5/2024; Document Number: 2024-07240; Document citation: 89 FR 23961. 

9. Explain any decision to provide any payment or gift to respondents, other than remuneration of contractors or grantees.

N/A. No payments or gifts were made to respondents. 

10. Describe any assurance of confidentiality provided to respondents and the basis for the assurance in statute, regulation, or agency policy. If the collection requires a Systems of Records Notice (SORN) or Privacy Impact Assessment (PIA), those should be cited and described here.

The survey is implemented and analyzed by the BHA’s consultant partner, TRG, to ensure confidentiality of responses. No PII will be collected or shared. Two individuals in TRG will have access to the raw data only through two-factor authentication. Further, raw data will be deleted after one year. Confidentiality information is outlined in the survey’s Privacy Act Statement. 

11. Provide additional justification for any questions of a sensitive nature, such as sexual behavior and attitudes, religious beliefs, and other matters that are commonly considered private. This justification should include the reasons why the agency considers the questions necessary, the specific uses to be made of the information, the explanation to be given to persons from whom the information is requested, and any steps to be taken to obtain their consent.

BHA intends to use the voluntarily-given basic demographic information along with responses gauging morale and workplace culture at an aggregate level to examine where pain points in BHA’s approach to work may be. With information about how employees of different genders, sexual identities, hiring mechanisms, disability statuses, and racial or ethnic groups feel about their unit and BHA’s culture, office and bureau leadership will be better able to focus and prioritize efforts related to culture change and improve conditions for groups where needed. The survey’s Privacy Act Statement states that this information is voluntarily-given. 

12. Provide estimates of the hour burden of the collection of information.

	Collection Name
	# Of Respondents
	# Of Responses Per Year
	Average Participation Time (in hours)
	Total Annual
Burden
(in hours)

	Institutional Support Contractors (ISCs) (members of the public)
	400
	1
	0.25
	100

	Totals
	400
	1
	0.25
	100



The culture survey’s total annual burden is 100 hours. This number was calculated by multiplying the number of respondents (members of the public) (400) by the number of annual responses (1) by the average participation time (15 minutes (or 0.25 hours)). 

13. Provide an estimate for the total annual cost burden to respondents or record keepers resulting from the collection of information. (Do not include the cost of any hour burden already reflected on the burden worksheet).

There is no cost burden to respondents or record keepers resulting from the collection of information. 

14. Provide estimates of annualized costs to the Federal government. Also, provide a description of the method used to estimate cost, which should include quantification of hours, operational expenses (such as equipment, overhead, printing, and support staff), and any other expense that would not have been incurred without this collection of information. If there will be no costs beyond the normal labor costs for staff, state that here.

TRG has an existing contract with USAID’s Disaster Assistance Support Program that includes all work associated with the culture survey; there are no additional fees to the Federal government. The cost for reviewing the ISC portion of the survey is negligible since the contractor already created the survey and was to analyze information collected by direct hire and PSC staff. No specialized equipment or software is required. 

15. Explain the reasons for any program changes or adjustments reported on the burden worksheet.

As this is a new collection, the program changes equal 100 hours (the survey’s total annual burden). 

16. For collections of information whose results will be published, outline plans for tabulation and publication. Address any complex analytical techniques that will be used. Provide the time schedule for the entire project, including beginning and ending dates of the collection of information, completion of report, publication dates, and other actions.

As this is an internal USAID survey, results will not be published externally. 

17. If seeking approval to not display the expiration date for OMB approval of the information collection, explain the reasons that display would be inappropriate.

N/A. We will display the expiration date for OMB approval of the information collection. 

18. Explain each exception to the topics of the certification statement identified in “Certification for Paperwork Reduction Act Submissions.” (See Pg. 2 of the OMB 83-I form)

N/A. There are no exceptions to the topics of the certification statement identified in “Certification for Paperwork Reduction Act Submissions”. 
















1 

