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IMPORTANT INSTRUCTIONS FOR THE INTERVIEWER

» Tick each question which is answered by the establishment itself by using the boxes beside

each question or item on the left-hand side as shown in the example opposite.

 Which OPERATING UNIT OF THE ESTABLISHMENT is to be interviewed
for the survey?

The complete interview should be held with the operating unit or office whose address and number
of employees is indicated on the accompanying address record. Should the establishment not be
in a position to deliver the required information on this specific operating unit, because the informati-
on is available only for a larger or a smaller operating unit, please give a short description of the unit
actually interviewed on the back of the address record.

All information given in the questionnaire must refer to the same operating unit.

Question 1 can be used to verify the proper selection of the operating unit:

— for establishments participating for the first time:

Please transfer the reference figure from the address record to control field A (left co-
lumn under the address field). This figure indicates the the number of employees
liable to social security contributions who are registered with the social insuran-
ce agencies on the reference date (30 June 2016). The number of employees liable
to social security in 2016 indicated in Question 1 must be consistent with this figure.
Otherwise, the reason for the inconsistency must be explained on the back of the ad-
dress record. Control field B is not filled in for establishments participating for the first
time.

— for establishments which have already participated in the survey:
Please transfer the reference figures from the address record to control fields A and B
(left column under the address field). These are the notifications made by the esta-
blishment in the previous year on the reference date (30 June 2016). The numbers
of employees indicated in Question 1 this year must be consistent with these figures.
Otherwise, the reason for the inconsistency must be explained on the back of the ad-
dress record.

» Who is employed SUBJECT TO SOCIAL SECURITY?

Employees subject to social security are workers, employees and apprentices who are subject to
the payment of the health, pension and/ or unemployment insurance contributions or whose contri-
butions to pension insurance is partly paid by the employer. The following forms of employment are
not considered liable to social security: civil servants, self-employed persons, unpaid family workers
and so-called “marginal” part-time workers.

» Who is considered a “MARGINAL” PART-TIME WORKER?

A “marginal” part-time worker is a person who is either
- paid a maximum wage of 450 € per month

- or employed only short-term (i.e. for a maximum of 2 month or 50 days per year).




EMPLOYMENT DEVELOPMENT

1. | Interviewer: Present list 1! Transfer figures from address record to control fields A and, if required, B!

How many persons, categorized according to the employment groups listed, were employed
by this establishment/office on 30 June 2015 and how had these figures developed by 30 Ju-
ne 20167

Interviewer: Also including part-time workers! Please enter “0” for non-existent groups/!

control Total Total
« Employees subject to social security... field 30/06/15 30/06/16

(except “marginal” part-time workers, see explanation on page 2) acc. (address record)

Workers and employees

Apprentices

Subtotal: Employees subject to social security A:

- Employees not subject to social security...

Civil servants incl. candidates for civil service

Working proprietors

Unpaid family workers

- marginal part time workers

(450-€ workers, short-term employees, see explanation on page 2)

» Others

- Total number of employees B:

2. Were parts of this establishment closed down or relocated with other company units between
1 July 2015 and 30 June 2016, or separated and continued as independent businesses?

Multiple answers possible!

Yes, closeddown ...................... Il None ofthese ...................... ]
Yes,relocated ...........coovvviei.t. O
Yes,separated................oollL. O

3. Conversely, were there any organizational developments that resulted in the integration of
other establishments or establishment units into your company?




4. What are your employment prospects for the forthcoming year? Do you expect the total num-
ber of employees to remain constant by June 2017, or do you think it will increase or decrea-
se?

In case of estimated increase/decrease: What is the approximate expected total number of em-
ployees?
By June 2017, we expect that the level of employment...

will be approx. constant................ (]

willincrease..............coiiiia O 10 an aporox. fotal number of emblovees of
willdecrease......................... O pprox. total number ploy

Notsureatpresent.................... O

BUSINESS POLICY AND PERFORMANCE

5. What kind of problems with human resources management do you expect for your establish-
ment/office during the next two years? Please tick where applicable in the list!

Interviewer: Present list 2 and tick where applicable!

A OVErStaffiNg ..o O
B HIgh tUINOVEr . . e ]
C Difficulties in finding the required specialized personnel on the labor market.............. ([l
D Staff Shortage . .. ..o e O
E High percentage of older employed people ... O
F High demand for further training and qualification.............. ... o it O
G Lack of motivation in the workplace ......... ... O
H High rate of absenteeism/high rate of sickness absence ............... ...t O
I High financial burden on wage COStS ... ...t ([l
J  Other problems with human resources management ..............ccoiiiiiiiiiiiiinne... O

No problems with human resources management................c ... O

6. a) How do you rate the pressure from competition that your establishment has to deal with?
Is there.....

no pressure from competitionatall ..................... O
1 /
minor pressure from competition................. .. ... ] go to question 7.
medium pressure from competition................. ... .. O
substantial pressure from competition ....... ... 0o

b) If there is substantial pressure from competition: Could this endanger the continued exis-
tence of your company?



7. The business volume and the value added, which together account for the internal labor of an
establishment, are important determinants of the employment development in the establish-
ment. According to our definition, business volume is expressed...

Interviewer: Please name and tick the applicable designation. Only one alternative is possible here!

in the normal cases by the sales (excluding sales tax) . [J
for banks/financial institutions by the total assets....... U 3 go to question 8!

for insurance companies by the total premium paid
(inclusive premiumtax).........coooiiiiiiiiiii . ]

for non industrial organizations, regional and local authorities by the budget volume (adminis-
tration and property budget) ... [l = go to question 16!

8. What was your business volume in the business fiscal year (normally the year 2015)?

Statements should be given only for the business unit in question (not e.g. for larger units including different
locations). If the value cannot be indicated exactly, an approximation will suffice.

Approximate amount: €

9. Please indicate what percentage of your business volume in 2015 was achieved in the regi-
ons listed below.

Interviewer: Present list 3! If exact values are not available, an estimate will suffice. Please enter “0” if there
were no sales in the region mentioned!

Western German states .. ... ..o approx. %
Eastern German statesincl. Berlin ........... .o i approx. %
Foreign CoUNtMes .. ... e approx. %
Total buSINESS VOIUME ... e e 100 %

10. a) Was part of your business volume in 2015 generated by orders from public clients?
Public clients are institutions of the federal government, states and municipalities as well as public
education and research institutions and public establishments.

YeS. oo A o [l=- go to question 11!

b) What percentage of the business volume in 2015 was attributed to orders from public
clients?

If exact values are not available, please provide an estimate!

Percentage of business volume attributed to orders from public clients ......... about %



11.

12.

13.

14.

15.

16.

Please classify according to question 7:

“Total assets” or “Total premium paid” ticked .....................ooo.t. U = go to question 14!
SalES” tiCKEA . ..ottt e Ol

What share of sales was attributed to intermediate inputs and external costs in 2015?

i.e. all raw materials and supplies purchased from other businesses or institutions, merchandise,
wage work, external services, rents and other costs (e.g. advertising and agency expenses, travel
costs, commissions, royalties, postal charges, insurance premiums, testing costs, consultancy fees,
bank charges, contributions to chambers of trade and commerce and professional associations)

If exact values are not available an estimate will suffice!

Share of sales attributed to intermediate inputs in 2015 ....................... approx. %

Let us assume that there had been extensive demand in 2015: Would your establishment
have managed to achieve a sales increase with the resources then available (personnel,
plant equipment, buildings)? Or would you have required additional personnel or additio-
nal plants?

Multiple answers possible!

An increase in sales would have been possible with the existing resources .................. g
Would have required additional staff ... O
Would have required additional plants. ......... ... e O

Please give your assessment of the profit situation of your business in the last business year
(2015). Profitability was...

1= 7 o oo O
0 00T P ([l
LY=L 1= =T (0] /20 O
SUT IO .o e O
UNSAISTaCIOrY .. e (]

Did you accomplish a positive or negative annual result (net profit or net loss) in the last
business year? Or did you realize an approximately balanced annual result? The annual result
in this context is defined as profits less expenditures.

The annual result accomplished was positive (net profit) ........... ..o, O
The annual result accomplished was negative (netloss)............ ... it O
The annual result accomplished was approximately balanced ............................... O
Annual result is not available, indication therefore not possible ..................... ... ..., g

How do you expect the business volume to develop in the current year, 2016, as compared to
2015?

It is expected to remain constant . .... ]
It is expected to increase............. O
) by approx. %
It is expected to decrease ............ ([ B
Don’t know atpresent................ O



17.

18.

19.

20.

21.

22,

23.

24.

OPERATIONAL INVESTMENT AND INNOVATIONS

Did your establishment invest in one or more of the following areas in the last business year
of 2015?

Interviewer: Read out and tick all applicable investment areas!

No investments made ... [ = go to question 20!
Real estate and buildings . .. ... .o O
EDP, information and communication technology ... O
Production facilities, plant and equipment, furniture and fixtures . ..................... ... ... O
Means of transport, transportation systems ... ... E

What was the approximate sum of
allinvestments in 201572 ... ... . approx.: €

If exact values are not available an estimate will suffice!

What share of total investments made was attributed to the
expansion of your establishment? ........ ... ... ... ...l approx. %

How do you assess the overall technical state of the plant and machinery, furnitures and fix-
tures of this establishment compared to other establishments in the same industry? Please
give your assessment using the scale below.

Interviewer: Present list 4!

“1” indicates that the establishment has state-of-the-art equipment.
“5” indicates that the equipment is completely out-of-date.
The boxes in between give you the possibility to grade your assessment as appropriate.

state-of-the- completely
art out-of-date

O O O O O

1 2 3 4 5

In the last business year of 2015, did your establishment improve or further develop a product
or service which had previously been part of your portfolio?

In the last business year of 2015, did your establishment start to offer a product/service
that had been available on the market before?

Have you started to offer a completely new product or service in the last business year of
2015 for which a new market had to be created?

Did you develop or implement procedures in the last business year of 2015 which have noti-
ceably improved production processes or services?




25.

26.

Modern automation and digitalisation technologies can revolutionise communication and co-
operation between employees, facilities, logistics, products and costumers. These technolo-
gies include autonomous robotics, smart factories, the Internet of Things as well as analysis
tools with big data, cloud services or online platforms, among other things.

Please answer the following 3 sub-questions using a scale from 1 to 10!

Interviewer: Present list 5!
On the scale you can give a grade between "1"(best) and "10"(worst).

a) How intensively has your establishment dealt with this topic so far?

very intensively not at all
O OO O 0O O o o o o
1 2 3 4 5 6 7 8 9 10
difficulttosay ............... O
b) What potential do you see for the application of such technologies in your establishment?
very high none
O OO O o o o o o O
1 2 83 4 5 6 7 8 9 10
difficulttosay ............... O

¢) How well is your establishment equipped with these technologies compared to other esta-
blishments in your sector?

very well very poorly
o 0o o o o o oo o o
1 2 3 4 5 6 7 8 9 10
difficulttosay ............... O
PERSONNEL STRUCTURE

The following questions refer to the personnel structure.

Interviewer: Present list 6! Please enter “0” if an employment group does not exist. If applicable, please
distribute employees indicated under “marginal” part time workers, “other” employees and “unpaid family
workers” in question 1 among the employment groups listed here.

Please indicate how the total humber of employees on 30 June 2016 (acc. to question 1) was
distributed across the following employment groups. And please indicate how many of them

were women.
Total no. of No. of

men + women women
Please transfer the total number of employees
on 30 June 2016 from question 1
This includes...
Employees for menial jobs,
requiring no specific vocational education
Employees for skilled jobs,
- requiring a vocational qualification or comparable
training on the job or relevant professional experience

- requiring a university degree
Working proprietors, directors, managers

Apprentices

Candidates for civil service
Total =
Total number of employees (Please check this figure)




27.

28.

29.

30.

31.

a) Are there part-time workers among the employees on 30 June 2016 mentioned in question
26?

YeS .o O NOoovori [] = go to question 28!

If so, b) please indicate the total number of part-time workers and the number of women
among them. No. of
Total women

Interviewer: If “none” enter “0”.

c) Please indicate the total number of part-time workers which are marginal part-time employ-
ees and the number of women among them. Total of marginal No. of
part-time workers women

Interviewer: If “none” enter “0”.

a) Did the total number of employees on 30 June 2016 reported in question 26 also include
employees with fixed-term contracts? This does not include apprentices!

YeS .o O NOoovori (] = go to question 29!
If so, b) please indicate the total number and the number of women among them.
No. of
Total women

Interviewer: If “none” enter “0”.

Did you have any employees with a gross monthly salary between €451 and €850 on 30 June
2016? This does not include apprentices!
If so, please indicate the total number and the number of women among them.

Interviewer: If “none” enter “0”!

Total No. of women

In addition to the total number of employees reported in question 26, did you also employ
staff from the following employment groups on 30 June 2016?

If so, how many approximately?

Total
a) Freelancers under contract Yes......... O=namely .........
for services No.......... ]
b) Temporary agency workers Yes......... 0= namely .........
No.......... ]
¢) “One-Euro-job” holders (work Yes......... (0= namely .........
opportunities with additional expenses No......... O
compensation)
Were any interns working for you on 30 June 2016? Total
YeS . U=namely .........ccciiiiiiiiiii...
NO . o Il



32.

33.

34.

35.

36.

37.

38.

39.

PERSONNEL MOVEMENT AND RECRUITMENT

Did you recruit staff in the first half of 2016?
Giving permanent contracts to apprentices on completion of training and to temporary employees is
not counted as new recruitment.

Y S et e [ = go to question 34!
N O Lttt e 0o
lf “NOIJ..

Would you have liked to recruit additional staff or did you have no further requirements for
new staff?

| would have liked to recruit additional staff ............. ... ... ... .. ... (] = go to question 38!
No further requirements .. ... e L1 = go to question 39!
Please indicate the total number of new recruitment in the No. of
first half of 2016 and the number of women among them. '
Total women

Interviewer: If “none” enter “0”.

Please indicate how the total number of recruited employees on 30 June 2016 was distributed
across the following employment groups?

Interviewer: Present list 7! Please enter "0” if an employment group does not exist.

Recruitment for menial jobs, requiring no specific vocational training

Recruitment for skilled jobs, requiring a vocational training,
a comparable work experience or a university degree

a) Did you recruit staff with fixed-term contracts in the first half of 2016?

YeS .o O NO.oovoii [] = go to question 37!
If so,
b) please indicate the total number and the number of No. of
women among them.
Total women

Interviewer: If “none” enter “0”.

Would you have liked to recruit additional staff or did you have no further requirements for
new staff?

I would have liked to recruit
additional staff........... Oy No further requirements ........... [ = go to question 39!

a) Did you fail to fill vacancies for skilled jobs requiring vocational training, comparable pro-
fessional experience or a higher education qualification during the first half of 2016?

YeS .o O NOoowvoo [] = go to question 39!
If so,
b) please indicate the total number. ... ... ... .. ...

a) Did you convert any fixed-term contracts into permanent contracts during the first half of
2016? This does not include apprentices.

YeS oo OU NO.oovoii e [l = go to question 40!
If so,
b) please indicate their total number and the number of No. of
women among them. Total women

Interviewer: If “none” enter “0”.

10



40.

41,

42,

43.

a) Did you conclude new fixed-term contracts with employees who had fixed-term employ-
ment contracts that expired in the first half of 2016?

YeS .o O NOoovori e (] = go to question 41!

If so,
b) how manyintotal? .......... ... ... ..

Does your establishment/office use anonymous application procedures?
This means that job applications are evaluated without a photo of the applicant and without name,
age, sex, origin or marital status.

a) Does your establishment/office employ foreign workers, i.e. persons without German na-
tionality?
YeS . o Ny NO. oo [ = go to question 44!

If so,
b) How many foreign workers are employed in your establishment/office?
Please state the total number and the numbers for the following employment groups.

Interviewer: Please enter "0” if an employment group does not exist.

Total number of foreign employees

This includes:
Employees for skilled jobs,
- requiring an apprenticeship or comparable vocational
training or relevant work experience
- requiring a university degree

Apprentices

a) Do these foreign employees include any persons, who have come to Germany in recent
years?

YesJ | go to question 44!

If so,
b) how many intotal? .......... . ... . .

If exact values are not available an estimate will suffice!

11



44, a) Are there measures in your establishment/office aimed at integrating foreign workers or
are such measures planned?

If "No” tick where appropriate!

No, such measures do not exist, because Yes(1 |}

- operational processes do not permitit..[]
- we lack necessary resources forit...... [l

- we do not see the necessity forit....... ] go to question 45!

- we do not or will not employ foreign wor-

If so,

b) Which of the following measures exist and which are planned?
exist planned

Providing internships and trainee positions ........................

Providing apprenticeships ...

Financial participation in occupational language courses ..........
Offering retraining or partial qualification measures ................
Enshrining cultural diversity in the company mission statement ....
Mentoring, coaching and sponsorships for immigrants .............

Promoting and imparting intercultural skills ........................

I O M m O O W>»

Considering cultural or religious particularities (e.g. regarding food)

| Providing support in everyday life (e.g. with visits to authorities) ....

O 0Oooogoodgoo
o o0o4ooo0ooodgaoo

J Other MeasuUres ... e

45. Under which conditions, besides the required professional competencies, do you consider
applicants who are long-term unemployed when you are hiring staff, in other words, people
who have been unemployed for one year or longer?

Interviewer: Present list 9 and tick where appropriate!

A If the applicant makes a good impression ............... U
B If state fundingis available ............... ... ...l O

If the applicant is recommended by the em-

ployers’ service of the employment agency or the

jobcentre ... O
D If the applicant is recommended by third parties ........ g
E If the applicant has successfully completed an internship [
F If no other suitable applicants are available ............. U
G In case of coaching after taking up work ................ O
H Under other conditions ......... ...t O
I They are not considered due to bad experiences ........ ]
J They are generally not considered ...................... O]

12



46.

47.

48.

49,

Are you currently looking for staff (not including apprentices) for immediate employment?

YES o O NOoowoii i [ = go to question 48!

How many vacancies do you have which are to be filled immediately? Please indicate the total
number and also the figures for the individual employment groups listed!

Interviewer: Present list 10! Please enter "0” if an employment group
does not exist!

vacancies available
Total number of vacancies ..........cccvvvvunntn

Of which:

Vacancies for menial jobs,
requiring no specific vocational training ............

Vacancies for skilled jobs,

- requiring a vocational qualification or comparable
on-the-job training or relevant work experience .

- requiring a university degree ....................

Did you have any employees leaving your establishment/office in the first half of 2016?

i.e. dismissals, redundancies, terminations of contracts, transfers to other establishments within the company,
apprentices leaving on completion of training, retirement, expiry of fixed-term contracts, deaths. Please note
that the employment relationship continues during maternity leave, parental leave, military or alternative civilian
service, and during the release phase of partial retirement.

YeS o O NO.oovoi e L = go to question 50!

a) Please indicate the total number of employees who have left your establishment!
How many of them were women?

b) Please distribute the total number of employees who left among the following reasons for
leaving.

Interviewer: Present list 11! Please enter *0” if an employment group
does not exist!

Total No. of women

a) Total number of employees who left ....................

b) Reason for leaving:

A Resignation on the part of the employee ..................
Dismissal on the part of the employer .....................
Leaving after termination of the in-company training .......
Expiration of a temporary employment contract ...........

Termination of a contract by mutual agreement
(also to be attributed to a social compensation plan) .......

F Transfer to another organization within the establishment ..
G Retirement after reaching the stipulated pension age .....
H Retirement before reaching the stipulated pensionable age
I Occupational invalidity/disability ...........................
J Other ...

mo o ®
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50.

51.

52.

53.

54.

WAGES AND SALARIES

Is this establishment bound by...

an industry-wide wage agreement...................... ([l
, go to question 52!
a company agreement concluded by the establishment

andthetradeunions ............... ... ... . il ]
not bound by a collective agreement. . ... e Ol

If this establishment is not bound by a collective agreement:
Concerning salaries and wages, are you acting upon an industry-wide wage agreement?

O
O } go to question 53!

a) If you take the currently valid collective wage agreement as a basis, do you pay salaries
and wages above the collectively agreed scale? Please do not include the group of salaried
employees exempt from collectively agreed terms in your calculations. Their salary is not ba-

sed on the currently applicable collective wage agreement. As their work requirements and
the contractual contents lie above the highest tariff wage group threshold, their salary is
negotiated in individual contracts.

YeS .o Ol I o [] = go to question 53!

b) If you pay wages and salaries above the collectively agreed rates: What percentage of your
employees are paid salaries and wages above the collectively agreed rates?
If you cannot give the exact figure, please estimate it.

FOr approX. ... % of the employees

c) Please approximate the percentage rate by which the salaries and wages paid by your
company exceeds the collectively agreed scale.

On average by % above the collectively agreed scale

Please indicate the total amount of gross pay effected by your establishment in the
month of June 2016 (excluding employer’s social security contribution and holiday

allowance)?
Total gross pay in JUNE 2016 ... .ottt e €

VOCATIONAL TRAINING AND APPRENTICESHIPS

Is this establishment/office qualified to provide professional training in compliance with the
statutory provisions in force, including the provision of competent instructors and an ade-
quate training environment?

o [] = go to question 64!
Yes, the establishment complies with these provisions ........ .. ... ... ... ... .. ... 0o
Yes, in association with other units/offices or industry-wide institutions..................... 0l

14



55.

56.

57.

58.

59.

Has this establishment/office concluded any apprenticeship contracts for the currently
expiring vocational training year 2015/2016?

Please also include apprenticeships

« according to the Vocational Training Law or the Handicrafts Regulation Act,

- according to other vocational training stipulations, e.g. for training occupations in health
and social care or social education,

- and the professional training of candidates for civil service.

The vocational training year 2015/2016 is normally considered to begin on 1 August 2015 and end
on 31 July 2016.

No, the apprenticeship contracts were concluded
by another unit/office or with an industry-wide institution ............... . .. .. .. .. 0o

No, no apprenticeship contracts were concluded
for the vocational training year 2015/2016. . ... ... .ot O

Although you did not conclude any new apprenticeship contracts for 2015/2016:
Did you actually offer any apprenticeship for this vocational training year?

YeS. o L NOwoo U= go to question 58!

a) How many apprenticeships did you offer for the vocational training year 2015/2016?
Please also include vacancies you were not able to fill.

Apprenticeship training positions offered
for the vocational training year 2015/2016 .. ...

b) And how many apprenticeship contracts were concluded? ......................

Interviewer: If “none” enter “0”!

a) Did any of the apprentices, who had concluded apprenticeship contracts with your esta-
blishment, successfully complete their vocational training in 2016?

Please also include apprentices who are still expected to complete their training successfully in 2016!

YeS oo ) NO .o = go to question 60!

b) How many altogether? ......... ..
c) And how many of thesearewomen? ........... ... ... . . . i,

Interviewer: If “none” enter “0”!

a) Is your establishment or another unit of your company offering permanent positions to all
apprentices who successfully completed their vocational training in your establishment in
2016?

b) How many of the newly qualified apprentices are being offered a permanent position by
your establishment or another unit of your company?

Interviewer: If “none” enter “0”!

Number of apprentices who were offered a permanent position ........................
¢) And how many of these are women?

Interviewer: If “none” enter “0”!
Number of female apprentices who were offered a permanent position

15



60.

61.

62.

63.

64.

65.

Has this establishment/office itself concluded any apprenticeship contracts for the currently
commencing vocational training year 2016/2017?

The vocational training year 2016/2017 is normally considered to begin on 1 August 2016 and end
on 31 July 2017.

No, the apprenticeship contracts are concluded
by other establishments/offices or with inter-company training institutions] = go to question 62!

No, no new apprenticeship contracts for 2016/2017 ... Ol

Do you plan to conclude any (further) apprenticeship contracts for the vocational
training year 2016/2017?

If there are or were apprentices in your establishment/office in the current or previous vocational
training year:

Do or did all or some of the apprentices in your establishment/office attend an external voca-
tional school requiring external accommodation?

YeS o NS N o U= go to question 64!

Does your establishment/office contribute towards expenses incurred due to attending an
external vocational school, such as expenses for travel, accommodation or meals?

Y ES, TUILY oo e O
XS, Partially . ..o O
NO, NOt At All. ..o o e e O
No, not necessary, because the expenses are covered or subsidised elsewhere.................. ([l

OPERATIONAL WORKING HOURS

What are the average contracted working hours per week for full-time employees at present?

Working hours: . ... , hours per week

Please categorize your employees according to their agreed number of working hours per
week. Please state the corresponding proportions!

Interviewer: Present list 12! If exact values are not available an estimate will suffice. Please enter “0” if an
employment group does not exist!

Proportion full-time ......... ... approx. %
Proportion part-time >24 hweekly ..................... approx. %
Proportion part time 15-24 hweekly ..................... approx. %
Proportion parttime <15 hweekly ..................... approx. %
Proportion part-time without fixed hours of work............... approx. %
Total = all emplOYEes .. ... e 100 %
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66. a) Did employees work overtime in 2015?
YeS. oo oy o U= go to question 67!

b) Was overtime normally paid or only compensated with time off in lieu in 2015, or were there

both options?
NIy P . . et e ([l

Both - paid and time off in lieU .. ... ... O

Only time offinlieu................... O
go to question 67!
Neither paid nor time off in lieu ... .... O

c) What percentage of your employees worked paid extra hours in 2015?
approx. % Don’t know[]

67. a) Does your establishment/office offer working time accounts such as flexitime or annual
working time agreements? Or are these planned?

Working time accounts are...

pPlanned . ... ..o e ] go to question 68!
neither in operation nor planned. ........................ O
already IN OPEratioN ... ... e O

b) How many employees are allowed to use these working time accounts? Please give a per-
centage.
.............................................................................. approx. %

c) Within what period of time do employees have to compensate for deviations from their
standard working hours?

Interviewer: Present list 13 and tick where applicable!

A Compensation period up to six months. ... ... O
B Compensation period Up t0 1 Y ar. .. ..ot e d
C Compensation period between 1 yearand 2years..........cooiiiiiiiiiiiiiiiiianan.. O
D Compensation period longerthan 2 years ....... ...t O
E No fixed compensation period . ... ... e O

68. a) Does your establishment/office provide an opportunity for employees to accumulate a lar-
ger number of hours on a working-time account, either in separate long-term accounts or
within their regular working-time accounts, in order to take one of the following periods of
extended leave at a later stage?

Interviewer: Present list 14 and tick where applicable!

A Sabbaticals....................... ] NO......iii 1 = go to question 69!
B Periods of further training......... O
C Reduction of the length
of the working life................... ]
D Familyleave...................... ]
EOther.........ooiiiiii g
U
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69.

70.

71.

b) Are these working-time credits for a longer-term period of leave managed as
separate long-term working time accounts?

c) What percentage of the entire workforce is

entitled to accumulate larger numbers of working

hours for a period of extended leave? ............. ... ... ...l approx. %

If you cannot provide precise information, please estimate!

d) And what percentage of the entire workforce
usually makes use of this possibility? ..................................... approx. %

If you cannot provide precise information, please estimate!

Does your establishment or organization have large fluctuations in production/business ac-
tivity during the course of the year?

YesUJy Noll=- go to question 71!

Are these predictable fluctuations, e.g. seasonal, or are these mainly (un)predictable fluctua-
tions?

Mainly predictable . .. ... e O
Mainly unpredictable. . ... ... e O
Both in approximately equal measure. .. ... ... O

I will now read out several mechanisms for working time regulations. Please state for each
mechanism whether or not it is applied in your establishment/office.

Interviewer: Present list 15 and tick where applicable!

Yes No

A Permanent or regular Saturday Work .......... ..o O O
B Saturday work if required ... ... .. O O
C Permanent or regular Sunday Work ... O O
D Shift WOrK ..ot e O O
E Staggered working time (different starting and finishing times for individual

employees or groups of employees) ...t O O
F Trust-based working hours/self-managed working

hours (without operational timekeeping) .............c.cooiiiiiiiiiiin... O O
G Change of duration and conditions of working hours for

part-time employees ...t e O O
H Reduction or extension of contracted weekly working hours in the context

of working time corridors or bandwidth models ........................... O O
I Reduction of working hours to safeguard employment .................... O O
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IN-COMPANY TRAINING

72. Did your establishment/office support training courses in the first half of 2016?
To be more precise, did you release staff for the purpose of participating in internal or external training
courses and did your establishment cover the expense for these in full or at least in part?

No, neither release of staff nor covering of expenses.................... O = go to question 75!

Yes, staff was released and expenses were covered. .........o.iieiiiiiiiii i, O

73. For which of the following internal or external training courses did your establishment release
staff and cover the expenses in full or in part?

Interviewer: Present list 16 and tick where applicable!

A

m m O O W

External training courses, seminars or WorkShops. .........oviii i O
Internal training courses, seminars or Workshops ... O
Further training on the job (instruction, familiarisation training) ........................... ]
Participation in lectures, symposia, fairs, etC..........ccoiiiii i ]
JOD TOtatiON . e g
Self-directed study (e.g. by means of computer-aided self-learning

programmes or reference bOOKS) . ... ([
Quality circles, workshop circles, learning workshop,

continuoUS IMProvemMENt 1eaMS . ... .. o e ]
Other training MEASUIES . . . ..ottt e ettt e e e e e n ]

74. How many participants (individuals) were there in total for the further training courses repor-
ted in question 73 in the first half of 2016?

a) Please indicate how the total nhumber is distributed among the following employment
groups.

b) How many of them were women?

Interviewer: Present list 17! Please enter "0” if an employment group does not exist.

Total number of individuals .............ccvvvvenann..

b) No. of
a) Total women

Including:

Employees for menial jobs,
requiring no specific vocational education ...............

Employees for skilled jobs,

- requiring a vocational qualification or comparable
training on the job or relevant professional experience

- requiring a university degree .......... ... ..ol
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EQUAL OPPORTUNITIES

75. The following question refers to the management structure of your establishment/office. The-
re are often different management hierarchies. The management personnel of each level have
a supervisory function for the levels below.

a) How many persons in your establishment/office have a supervisory position at top management
level (management, proprietor, director, branch manager, works manager)?

b) And how many of these are women? b) No. of
a) Total women

Interviewer: If “none” enter “0”.

76. a) Is there a second management level below the top management level in your establish-
ment/office?

YeS o O NO.ooooi [l = go to question 77!

b) How many persons hold a supervisory position at this second management level?

2
c) And how many of these are women? b) No. of

a) Total women

Interviewer: If “none” enter “0”.

77. This list contains different measures aimed at improving the compatibility of family and work
and promoting the equal opportunities of women and men. Please indicate which measures
are provided in your establishment/office.

Interviewer: Present list 18 and tick the applicable responses!

Yes No

A Support with childcare (e.g. company childcare facility, cooperation

with childcare facilities, childcare during school holidays) or financial

contributions towards childcare. .......... ... o O
B Support for employees with relatives who require care (e.g. cooperation

with care homes, advisory facilities, provision of information) ................ o O
C Particular consideration of the needs of employees with care responsibilities

when organizing working hours (e.g. flexible working hours, working-time

accounts telework,home office, family-friendly, part-time-jobs) ............... o O
D Services for employees taking periods of parental leave (e.g. further training) o O
E Targeted promotion of women (e.g. mentoring schemes, plans for the

promotion of women, special further training, target agreement to

increase the proportion of women) ...... ... .. o O
F Member of a network of family-friendly companies ............... ... ... . ... o O
G O her MEASUIES ..t e e e e e e e o O
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78

79.

80.

81

A
B

C

D

E
F

82

83

GENERAL INFORMATION ON THE ESTABLISHMENT/OFFICE

. a) Does your establishment have a work or staff council elected in accordance with the Works

Constitution Act or the Staff Representation Act?
YeS oo L) NO ..o [1 = got to question 79!

b) Since what year has this council existed without any longer interruption?

If you cannot provide precise information, please estimate!

Interviewer: If a response is impossible, but a works council has existed for a long time, please enter the
Code 9999/

== L o1 g Yo -

Does your establishment have a work or staff council elected in accordance with the Works

Constitution Act or the Staff Representation Act?
XS O NO ..o ]

Interviewer: Please tick according to address record!

Did this establishment/office take part in the employer survey on “Employment Trends” in
the previous year (2015)?

YOS o e ] = go to question 90!

0 Ol

. What is the legal form of your establishment/office? | interviewer: Present list 19!

Individually-owned firm (with full liability of one person)......................... U= go to question 82!

Partnership (limited partnership, general partnership, partnership under the Civil Code)....[J = go to
question 82!

Limited liability company or limited commercial partnership with a limited company as a partner. U =
go to question 82!

Company limited by shares (public limited company, partnership limited by shares) .= go to question

82!
Public corporation, public law foundation, institution, authority or office......... [ = go to question 83!
Other legal form (e.g. association or cooperative)...............cooiiiiii.... U= go to question 83!

. Is your company managed solely by the proprietors or family members of the proprietors or
solely by employed managers, or both?

Solely by the proprietors/family members of the proprietors.............. ... ..o il ]

Solely by employed Managers . . .....o.ou i O

BOtN . o e g

. a) Irrespective of the legal form of the establishment/office: Is the establishment/office mainly
or exclusively publicly owned?

If it is a subsidiary, please report the name of the parent company!

D == OJ go to quesﬁon 84!
UNKOWN . ..o e e e e ]
o Ol
If not public property:
b) Is the ownership of your establishment/office mainly or exclusively...
Western German .............. g There is no majority ownership.............. g
Eastern German............... O Unknown............... O
foreign............ooil O
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84.

85.

86.

87.

88.

89.

The establishment surveyed is ...

an independent company or an independent organization without

other places Of DUSINESS . ... ..o e O
the head office of a company or an organization with other

places of business/offices/branches ............. i ]
a place of business/office/branch of a larger company or organization.................... (|

a regional or specific middle-level authority of a multi-level company
or a multi-level authority/organization .......... ... i e ]

Is your establishment a member of ...

Multiple answers possible!

the chamber of crafts/trades . ... e O

the chamber of commerce and industry ... O

another chamber . ... .. e ]

None of the @bove .. ... ..o O
Is your establishment/office or parts of it a non-profit, charitable or religious organisation
and therefore eligible for tax relief? Tax concession is recognized by the responsible fiscal
authority.

YeS o (] NO .o O

a) Was this establishment/office founded before or after 1990?

Before 1990 ... .o e L] = go to question 89!
A 1900 . .ot e Ol

b) Please indicate the year the establishment was founded.

Is the establishment to be considered a real start-up business or was it spun off an existing
company? Or did the establishment change its proprietor?

= L ] o ([l
SPIN-O . o O
Change Of Proprietor. . ... (]

According to the establishment identification number registered with the Federal Employ-
ment Agency this establishment was assigned to the following industry...

Interviewer: Please read out what was indicated on the front of the address record!

a) Is this still up-to-date?

b) If "No’,
please indicate which industry branch your establishment is nhow active in using the industry
classification table on the next page.

Industry classification No. = go to question 90!
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Manufacturing, Trade, Transport

Service, Administration

Code No.:

01 Agriculture, hunting and forestry, fishing

02 Mining and quarrying

03 Electricity, gas and water supply, water and
scrap, disposal, recycling

Manufacturing Industries

04 Manufacture of food products

05 Manufacture of textiles, clothing, leather
products and footwear

06 Manufacture of wood products, paper and
print products

07 Manufacture of chemicals and pharmaceuti-
cals, coke, refined petroleum products

08 Manufacture of rubber and plastic products

09 Manufacture of glass and ceramic products

10 Manufacture of Cutting, shaping and fin-
ishing of stone

11 Manufacture of basic metals, fabricated me-
tal products (except machinery and equip-
ment) and structural metal products

12 Manufacture of computer, electronic and op-
tical products

13 Manufacture of electrical equipment

14 Manufacture of machinery and equipment

15 Manufacture of motor vehicles, trailers and
semi-trailers

16 Manufacture of furniture and other products
(e.g. jewellery, sports goods and games
and toys, medical instruments and supplies

17 Repair and installation of machinery and

equipment

Construction
18 building construction and civil engineering
19 Site preparation, building installation and
building completion

Trade

20 Sales, maintenance and repair of motor
vehicles

21 Wholesale and commission trade

22 Retail trade, petrol stations

Transport and storage

23 Transport and storage also car parks, railway
stations, cargo handling, postal-, courier-,
express mail service

24 Information, communication
publishing, film production, rental, distributi-
on, broadcasting service, telecommunicati-
on; information technology services and infor-
mation services

25 Accommodation and food services
26 Financial and insurance services

Business support, scientific and other
professional services

27 Real estate activities

28 Legal and accounting activities

29 Administration and management of compa-
nies and establishments,consultancy activi-
ties, consulting

30 Architecturale and engineering activities,
technical, physical, chemical analysis

31 Research and development

32 Advertising and market research, design,
photography, translation

33 Veterinary activities

34 Rental and leasing activities

35 Placement and temporary provision of la-
bour

36 Travel industry, security agencies, landsca-

ping, other business support services

37 Education
38 Human Health and Social Work

Other services
39 Recreational, cultural and sports activities,
lottery
40 Repair of computers and consumer goods
41 Other mainly personal services
(e.g. laundry/hairdressing/sauna)

Non-profit organisations, public adminis-
tration

42 Activities of membership, religious and other
organisations

43 Public administration and defense, social

security

Other
(Please give details)
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ADDITIONAL INFORMATION

90. Was the questionnaire available to you prior to the actual interview?
YeS. oo L NO. .o U= go to question 92!

91. Please tell me wether one or more of the following statements apply to you.
Interviewer: Present list 20 and tick where applicable!

A The questionnaire was used to gain an overview and to estimate beforehand how much time would
presumably be required Yes ..o O NOwoovviii ]

B The questionnaire was required to research details beforehand and to prepare for the actual inter-
view Yes oo O NOooveriiiii O

C Others, namely:

92. Were serveral persons or offices involved in completing the questionnaire?

93. Were you personally the main person who completed the questionnaire last year?
Yes..l No..OJ Establishment did not take part last year. .[]

94. Was a copy of last years’ completed questionnaire at hand while you were completing this
year’s questionnaire?

Yes..[ No..O Establishment did not take part last year..[]
95. Finally, please state the sex, age and role of the main person who completed the ques-
tionnaire.
sex male.............. [0 female............. ]

age underthe age of 30LJ aged 30 to under 501 aged 50 or older]
Role in the establishment

Thank you very much for your assistance!

For more information and resulting analysis, please go to http://betriebspanel.iab.de

INTERVIEWER'S ENTRIES

96. Important information for the interviewer:

Interviewer: Please remember to note the name, function and telephone number of the person inter-
viewed in the address record for further inquiries if the person interviewed is new to the enterprise
or if the function or phone number of the person interviewed has changed. In addition we ask for a
rough estimate of the age.

List No. Serial No. Wave Account No.

| hereby confirm that the interview was performed in a correct and proper manner and that the
“Declaration on Data Protection” was handed to the interviewee.

Place Date Signature of the interviewer
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