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MEMORANDUM TO ALL NSA EMPLOYEES:

Cooperation is vital in our business. It is vital to our progress
as a group, and to our individual pesce of mind. Willingness of a group
to work cooperatively toward job objectives spells the difference between
job satisfaction and frustration. Yet cooperation is but a meaningless
term unless provision is made for the timely interchange and disseminstion
of ideas and information of policy significance, particu?>rly as they
affect NSA employees.

The Personnel Newsletter is merely one endeavor in the NSA family of
cormunication media. It will provide NSA employees at 8ll levels with
official information of a personnel nature. I firmly believe that the
Personnel Newsletter will be o welcome addliion to the NSA cooperstive
effort, and I trust that all NSA ewployees will regard it in this manner.
Malke it a practice to consult it regularly for information concerning youu
and your position with NSA.

Approved for Release by NSA on 11-07-2005, FOIA Case # 47295



Trds information bolloetin 1s
rublichod as required Lo provide
sonrat dnformation of interest to
1ititery and civilian psrsonncl of
U fEngey .

NS AGRAMDS
COLOYTET, DINCAN SINCLAIR, USA,

van acsigned Chief, Personnel Divi-
aton on 12 October vica CAPTAIN JAMES

B, FORTUME, USH. Captain Fortune
was reassigned to PrOD.

The ficst issue of the "MOVEMENT
NEWS" was aisteibuted on 23 October.
Hereafllter., it will be included in
the NSA Personnel Rewsletter.

The MNSA School Indoctrination
Course for new employees has been
revised and now includes more in-
struction on securivy regulations.
Critique sheets of new enmployees
reveal many favorable commznts about
the new course.

Safety observers have bzen ap-
pointed for all activities. They
will make periodic inspections of
areas assigned to report on safety
hazards which might result in dam-

age to property and injury to em-
vloyees.

FIRTEYE ATEIXIE STRTE TR
TLITARY AFPAIRS

ATR FORCE OFFICER EFFECTIVENESS
REPURT

" Air Foree Regulation, 36-10 has
established a new policy pertain-
ing to effectiveness reports on

i1 Force Officers. Effective

imm>diately, the Effectiveness
Report of en Air Force Officer
will be signed by his immediate
supervisor regerdless of his
branch or service. Civiliens may
also sipu this form as either
retine or endorsing officers, as
appropriate.

Ratinge officers, other than Air
Force, should know thorcughly Air

“
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Force standards 1o aveid depriving

an officexr a promotion hy thinking

in terms of Army or Hevy standerdis.
Before rating an officey, obtain

explicit instructions from the

Military Personnel Brench, Ext. &0106.

ENLISTED PERSONMEL

ABSENCE FROM DUTY

NSA Form E-1779, "Absence from
NSA Duty Permit for Enlisted Personnel,
will be used when enlisted personn=l
are required to attend to official bussd-~
ness during duty hours.

Supervisors may use this form when
an enlisted man is ordexred by his
Commanding Officer to return to his
company to attend to pay matters and

the like.
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MISCELLANEOUS

MILITARY PERSONNEL POLICY MANUAL

This manual, published in May 1953,
provides guidance and instruction for
all NSA supervisors who have the
responsibility for supervising military
personnel. Supervisors of military
personnel should be thoroughly acquainted
with its contents. Questions about the
policies and procedures contained in
this manual will be answered by the
Military Personnel Branch, Code 131,

Ext. 60496,
HAHAHHHHANHHHHR

SAFETY

ACCIDENTS ARE EXPENSIVE. THEY COST:

YOU

- YOUR ASSOCIATES

YOUR FAMILY

YOUR AGENCY

YOUR NATION
TO PREVENT THEM: THINK ABOUT WHAT
YOU ARE DOING WHILE YOU DO IT.

ORI
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NSA CIVILIAN FROMCTTON TOLICY

'Nfglnd of tha conlinning eflort
Yodimprove dhe n{v111ﬁn prrsonnal

cvam For bhe Aconey, noonew promge
Py poliey heg %~”n agtablished and
Yoo now in effect.  The pollcy provides
Cor a firm cayeer service snd should
a3d in the full uiilization of employee
#kills and abilities by providing
ndimmm promotional opportunities.

Under the new policy, operating
officials and supervigors £t all levels
Are urged to £ill their vacancies from
vithin their opsrating oreas if qual-
ified applicants are available. It is
a well-vecopnized fact that serious
worale problems arise i1f the bigher
cinded vacant positions are tilled by
"outeslders"” when they could have been
filled by promction from "within.™

The new policy provides for the
zsinblishment of a Civilian Promotion
Revizw Ponrd.  This Board will review
ang approve all promotions to GS-13.

“aon no qualified applicent is
svailable for prowmotion to a vacancy
in the FIRST AREA OF CONSIDERATION -

{a Divisicn) arplicants from the SECOND:
AZEA OF CONSIDERATION (the remainder of

of the Agency) will be considered.

A vacancy list of positions open
Tor Agency-wide competition is publish-
ed every two weeks by the Civilian
Fersonnel Branch. Employees should
censull these vacancy lists which are
posted on bulletin boards. Applica-
vions for consideration should in-
clude the following information:

(1) Job number and title of vacant
pestition, (2) Employee's name,
organization, and telephone number,
(3) A stotement to the effect that
he has notified his supervisor of
his interest in the vacancy.

Applications should reach the
Civilian Personnel Branch, Head-
quarters Bldg., Room A-110, AHS, or
Bldg., 17, Room 207, NSS, by the
close of business on Thursday of the
week in which the vacsncy list was
Viished. All spplications will be
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aoratully voviewved. Appliconis oo

FeapOn hic Lo having an ap-io-dote
Sw-L7 on Tile for review.

ATter all applicotions heve Doon
reviewad, the Civilisn Tarsonnel
Brench wlll forward to ovperating
officials applications of tboae con-
sidered elipgible for promotion.
Operatiug officiels may requeoct In-
terviews with epplicents. Zelecitions
of operating officinls are zubject to
review by the Persconnel Division.

Only after all possible sources
of applicamts withln the Agency have
been exhousted will the vacancy he
opened Lo externsl recruitment.

Questions about this new promotion
policy should bLe directed to persormel
rapresentatives of the Civilian Per-
sonnel Branch assigned to various
operating segnents of the Agency.

FHAFHNH

ANNUAL AND SICK LEAVE ACT CHANGES
Pending issuance of the revised
Civilian Personnel Regulation on
leave, the following points are noted
for your information:
a. Maximum accurmulation of annusal
leave 1s reduced to 30 days for employ-
ees within the United States and U45
days for employees serving overseas.
b. FEmployees who have accumulatlons
in excess of those rermitted by a,
above, will not be required to for-
feit this annual leave
c. A prohibition is made agalnst
malzing lump-sum leave payments after
31 August 1953 for more leave than the
employee's maximun accumulation figure
30 and 45 days for employees in the
United States and overseas respectlve-
ly, or such greater smount as the
employee had at the beginning of the

current year.
Scheduled use of annual leave 3holl

be suthorized or directed in such men-
ner as to cause the least disruption
to essential functions and so as to ob-
viste the necessity for overtime or re-

placements.
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SCTEDULE A

w'33"75~ﬁ55 1953 all employees of
the Vational Security Agency were
converted from Schedule B to Schedule
A. Since therce have been many in-
quirvies from military and civilian
personnel about Schedule A the
foilowing typical questions and

the answers are included here for

the general information of all Agency
personnel. Further questions on this
subject may be forwarded to the
Civilian Personnel Branch, Attention:
Chief, Employee Relations Unit

Lxt. 480, AHS)

Q. vhat is the Excepted Service?

A. The excepted service comprises
all those positions within the
governmental system which have been
excepted from the competitive service
by statute, Executive order, or by
Civil Service Rules and Regulations,
apd which are made without reference
to certificate of eligibles from
registers established for the com-
petitive service. Those employed
in such positions occupy 'excepted
appointments. "

Q. Then, what is the competitive
service?

A. The competitive service comprises
all those positions within the civil
service system which are filled by
conmpetitive examinations. This re-
quirement may be waived by the USCSC
during a state of emergency, but
those who may occupy positions with

a temporary tenure, are required to
be removed from their positions after
an emergency, in order that their
vositione may be filled by a civil
service status (or, '"career") employee.
Q. What is a "Schedule" under the
Excepled Service?

A. A Schedvle is simply a means used

by Civil Sorvice Commission to categorize
“wd identif; positions in the excepted

ervica.
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There are three such Schedules st
the present time -~ Schedules A, B,
and C.

Q. What Schedule is employed in NSA?
A. Schedule A.

Q. Why was Schedule A secured and
suthorized by the Civil Service Com-
mission for positions in NSA?

A. To increase the significance of
agency experience and training in
the evaluation of qualifications.

Q. What is the basic difference be-
tween Schedule B and Schedule A7

A. The Civil Service Commission
exercises review suthority over the
minimum qualifications standards which
are established to qualify individuals
for appointment (and promotion) to
positions under Schedunle B. The Civil
Service Commission exercises no review
authority over the qualification
standards established and the qualifi-
cations of individuals for positions
under Schedule A.

Q. Who, then is the qualifying auth~
ority?

A. The Director, NSA, who has dele-
gated this authority to the Civilian
Personnel Officer and to certain
members of the latter's staff.

Q. I have heard it saild that those
occupying an excepted position are
"outside the civil service system.'

Is this correct?

A. DNo. An individual occupying an
excepted position is within the ecivil
service system, but is '"outside"” the
regular civil service competitive
service.

Q. Does this mean that all of the
basic laws, such as the Veterans Pre-

ference Act, Retirement Act, Pay
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Ave. Uleasification Act, et cetera,
oot edicetive dn occupying a
Golovdule 4 appoivtuent with HISA?

4. That js correct: Schedule A
marely alfects the m2thod which is
chiployed in effecting the appoint-
m:nt (promotion, reassignment) of
individuals.

Q. T notice that my "Official Per-
sonnel Action” (SF-50), under item,
"Nature of Action' reads: "Excepted
Appointment” with each new personnel
action effected for "Promotion," and
in som2 cases reassignment. Does this
m2nn that my job with NSA is temporary?
A. Employees of NSA do not occupy
"temporary"” positions. With each new
personnel action issued, the incumbent
of the position occupies such position
“without tima limitation." Accordingly,
the position is permanent in so far as
NSA is concerned.

3. I occupied a position in the com-
petitive civil service system and some-
time during my employment was converted
to competitive civil service status.

I later resigned my position and accept-
ed a position with NSA, without a break
in service. Does this give me any pro-
tection rights in the event of an adverse
action?

A. One who has acquired a competitive
clvil service status in the competitive
civil serviece has protection rights to
adverse actions in the competitive
service only. However, he does not
have any protection rights when occupy-
ing a position under Schedule A, unless
the employee is & veteran. A veteran
must be accorded the rights of protect-
ion to adverse actions as prescribed by
the Veteran's Preference Act.

Q- How does the granting of Schedule

A authority affect the classifying of
positions?

A. None whatsoever! The classification
of positions is governed by the Classifi-
cotion Act of 1949.

NSA PERSONNEL NEWSLETTER
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LEALTH ARD VELT/RE

—— ¢ o

wATCH YOUR DEALTH

vrin;s the faii and wvinter months
there is alwoys a noticcable increase
of 1llpess resulting in a great amount
of absenteeicm. Such illness frequent-
1y results in personal. expenses for
medical care as well as inconvenilence
to yourself and to fellow employees
whose efficlency is interrurted by a
break in your normal routine.

It follows then that you help your-
self as well as the Agency when you
take extra precautions to guard your
health.

INGURANCE: All employees are encourag-
ed to participate in some hospital-~
ization plan which will provide medical
services and financial assistance which
may be neceded in case of prolonged ill-
ness or serious accident. A large
numbexr of NSA employees are now par-
ticipating in the Group Hospitalization,
Inc., plan. Information about this
plan and others providing more benefits
may be obtained from the Employee

Relations Unit (Ext. 379)

SUPERVISORY STRATEGY

* No man can serve two masters.

* Orientation of employees never stops.

* High morale--high produwction.

# Learn to like people.

¥ I will pay more for the ability to
handle people than for any other
ability that man has.

~--John D. Rockefeller
* Einstein's formula for SUCCESS:
S=A{B4C

A 1s WORK. B is PLAY. C is the

ABILITY TO KEEP YOUR MOUTH SHUT.

¥ It pays to look well; it may mean
a promotion.

¥ You paid for the government property
you handle; take care of it accord-~
ingly.

¥ Few words uttered mean few words to
take back.

* Leadership is not "drivership."

November 1953
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WHOLE BLOOD STILIL NEEDED

Summer and fall vacation perilods
are over. Many of us are quite
refreshed from stays in the country,
at the seashore, or in the mountains.
Son= of us enjoyed our vacation even
though we had to remain at home or
on the Jjob.

But there were some who spent
weeks In the hospital or who hed
friends faced with disaster and
tragedy in some psrts of the world.
The paralyzing impact of tornadoes
in many of our home states, and the
stories told by our prisoners of war
released from meny months of imprison-
ment, has vividly brought to us the
need for blood. As long as one shot
is fired, one airplane is in the air,
one train is in operation, and one
careless driver is on the highway,
blood donors will be needed.

The need for whole blcod for
militery snd civilian hospitals con-
tinmies to be great. Do you know
that there is absolutely no substi-
tute for whole blood? Plasme and
plasma substitutes are only volume
extenders for use until a person can
be given further care. Plasma sub-
stitutes are the least effective
since they contain no nutritional
value whatsosver.

Tt is interesting to know that
serum albumin, the concentrated
shock fighter, is used in large
quantity by our srmed forces. It is
packed in 100cc bottles, needs no
refrigeration, but it takes four
pints of whole blood (500cc's each)
to meke one vial of 100ce's of serum
glbumin. This powerful blood frac-
tion has saved many lives and will
continue to do so if the whole blood
is available from which to process it.

Gamma globulin, a blood derivative,

is also obtainable in small quantities.

It takes one pint of whole blood to

produce one dose of gg for a small child.

Bere again, there 1s no substitute.
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The military and civilian per-
sonnel of both NSA and ASA have made
large contributions to the blood bank
during the summer months.

After deducting those, who, be~
cause of their medical history or pre-
liminary tests, were unable to give
their blood, the personnel of NSS gave
a total of 174 pints. At AHS 485 pints
were collected, and at NSA School 475
pints were contributed. The Navy
Medical Center, and the Arlington Red
Cross Chapter furnished the personnel
and facilities for the collectiou of
this blood.

During this period several of
our employees and members of their
immediate families, who were in need
of blood, received 1t through the Red
Cross in hospitels of several cities.

In October 252 military and
civilian personnel of NSA gave blood.

What was the date of your last
donation? Make an appointment now!
Call extensions 654 or 379 at AHS;

at NSS, 60458; at School, 60178.
FAFARHHE

NSA CREED OF SERVICE

We as members of the National
Security Agency accept our oblige-
tions and our opportunity to serve
the American people well and in full
measure, doing our best to further
the free and democratic institutions
of our country.

We believe it is our duty to:
carry out loyally the will of the
people as expressed in our laws,
service the public with fairness,
courtesy, integrity, and understand-
ing, help improve the efficiency,
economy, and effectiveness of our
work ... and thus do our part in
performing the great services of
the geovernment.
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QUESTIONS AND ANSWERS

This 1s the first of a series of
articles on this important subject.
To simplify the explanation of it,
articles will be presented in ques-
tion and answer form. If the answers
given here 4o not give you the
specific information you need, don't
hesitate to call the Civilian Person-
nel Branch (Ext. 4L80) for further de-
tails. Your specific questions will,
no doubt, be of general interest and
can be included in future articles.

Next to SECURITY and RECOGNITION,
PAY is an incentive determining BHOW
WELL an employee will perform his
duties. For morale purposes, even
more important than actual pay re-
ceived is how the Department of
Defense policy of "equal pay treat-
ment for equal work" is being fol-
lowed. This series of articles will
explain how this policy is carried
out in NSA.

Q. What is Position Classification?
A. It is the grouping of positions
according to the kind of work, the
level of difficulty, and the respon-
sibility and qualifications required.

Q. What is the framework for Position
Classification? _
A. The "Classification Act of 1949."

Q.- Who is responsible for making it
work?

A. a. The U.S5.Civil Service Com-
mission writes the rules and regula-
tions and prepares standards to be
used. The NSA uses the CSC standards
which are applicable to jobs in this
Agency It has authority to prepere
standards for specialized positions
for which there are no CSC standards.
b. The Director of NSA is responeible
for classification policies and their
application within this Agency.

c. The Personnel Division is responsi-
ble for making studies of work assign-
ments and the application of stand-
ards to arrive at correct titles and
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grades for positions.

d. The supervisor determines and
assigns tasks and duties.

e. The employee is responsible
for the effective and efficient
performance. of assigned duties.

Q. In evaluating positions (assign-
ing grades) why isn't everything
taken into consideration which appears
to have a bearing on how much ean
employee should be paid?

A. The evaluation of & position ie
based on actual work assigned.
Factors ndt considered are: (1) the
employee's efficiency, (2) qualifi-
cations possessed and not required
for a specific job, (3; personality,
(4) financial need, (5) length of
service, and the like.

Q. If a supervisor delegetes some
of his responsibilities to subor-
dinates, will that result in a
reduction of his grade?

A. No. This will not weaken his
position. A good supervisor is
expected to delegate some of his
responsibility "down the line."

Q. How can I properly describe my
work when I don't know the "magic
words" the Position Classifier uses?
A. Simple factual statements are
all that are required. The defi-
nitions found in a recognized dic-
tionary mean the same thing to a
classifier as they do to a super-
visor. The supervisor and the
classifier Jointly agree upon def-
initions and terminology used in
position descriptions.

e
PROMOTING HIGH MORALE
¥Let each employee know how he is
getting along.
#Point out ways to improve.
%¥Give credit when due.
#Tell employees in advance about
changes that will affect them.
#Make the best use of each man's

ability.
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MOVEMENT NEWS

The rash of rumors rampant in NSA
about the Meade move can now be sup~
presseds We are moving~-so PROD
employees think after seeing, at the
new site, the barracks buildings (not
the G.I. wood tyme, but concrete--no
more sagging floorsi), now 30% com-
pleted and due for occupancy by Sep=-
tember, 195,

Since 1 September, a representative
of the Civilian Persomnel Branch has
been amassing facts of every sort that
will assist everyone in making plans for
the move, The fact-finding job isnt't
finished and won't be for some time,

As the information is gathered, it will
be reviewed and presented oan a continuing
basis in the "Newsletter.V It should be
clearly understood that all information
is relatively current and that varying
circumstances will result in changes,
for example, in housing costs, tax rates,
plans for new roads, schools, and the
like. Utmost effort will be made to
revort changes as they occur,

HOUSING

0f primary interest to everyone is
the housing situation. The picture seems
to grow brighter every day, and there is
good reason for considerable optimism.
Surveys are not completed, but some en-
couraging information is now available.

The building of FORD CITY, to accom-
modate a population of 50,000 has been
announced, The city, to be built along
the new BRltimore-tAshington Parkway
between Taurel, Maryland, and Fort Meade,
will be commletely self-sustaining, it is
revorted, and will be within three to
five mimutes driving time from the new
Agency headquarters,

The WHERRY HOUSING PROJECT for NSA
personnel 1is still 1n the discussion
stage~~-more about this later,

At FORT MEADE-POST a limited number
of quaTrters for single persons, male and
female, will be available,

HOUSING DEVELOPMENTS are mushrooming
all around the Meade area, More than
twelve ars under construction or have been
completed within a 20 mile radius of the

bedroom precision built, %11,god for “Uyrce
bed-room asbestos, - to $20,000 or more fov -
larger brick homes. P
IF YOU FIAN TO BUY

“Employees contemplating the purchase
of a home in Maryland at some future time
should become thoroughly familiar with
tax rates (which vary greatly among
counties in Maryland), the ground rent plan
and a host of other important items involv-
ing the purchase of a home. Be wise, plan
carefully, and don't act too hastily. It
1s suggested that the prospective home-
buyer study the excellent pamphlet, "TO
THE HOME-BUYING VETERAN." This can be
obtained free by writing to the VETERAN!'S
ADMINISTRATION, Washington 25, D. C.

Maryland tax rates, the ground rent
plan, lists of apartments in the Meade
area, lists of real estate brokers, maps,
and other housing information will be
included in future issues of the "News-
letter.%
EXHIBITS

Large scale maps of the Meade area will
be posted in strategic locations at AHS,
NSS, and the NSA School. The maps will
show the locations of schools, churches,
roads, housing developments, shopping
centers, and other things of interest
within a radius of aporoximately 50 miles
of the new NSA site.  On display with the
maps will be a variety of reference
materials such as booklets and pamphlets
on tax laws, schools, churches, roads,
housing developments, recreational facili-
ties, and literature on apartments.
TRIPS TO TFORT MEADE

On 30 October and 5 November, groups
of PROD employees were taken on guided
tours of the new building site and the
main post of Fort Meade. After seeing
the chain and rodmen at work surveying
the new headgquarters building site, the
30% completed barracks, and participation
in a question and answer session, all
skepticism about the move vanished.
Several more trips are planned for key
personnel who can bring back to their
employees vital information about the
move.

R ]

new NSA site. Homes are now for sale ,
ranging in price from $5,000 for the two BUY DEFENSE BONDS
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