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SUMMARY
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,

'Module Title: Ai" '
, =. .

.
. v i

...

ea l .
.1)Personnel

o

..._\ . ' a o

Submodvle Title: . .

.

1. Work Planning
2. Superyisor'Responsibi ity

. .3. Employee, Management '& Evaluation
A. Pripinyep Tr4ining

Approx. Time:
4 . 1. 1.

.
.

24 flours < .

.

. a

5. Contractor_Supervision
---iu C -

.

. '
;

J,

Objectives: , .

' -------
Upon completfOn of this module the parxicipant will be abt,e to
name and describe the means by which -a supeO4Aor,gets a job
done through -others! ''planning,,oxganizing, staffing; direc-'....,-

ting_and controlling.
,

.
a \

_ / f i
(

/ le -A .

4 .f .
'/

' /
.

. . . . .

.'
.

.

Instructional Aidse ' .
.

,

Handouts,' Transparendiii, Film & Hollow Square Experiment.

Instructional Approach: L..

,
, . 1

'Lecture, Discutsion, Small Group Interaction a-Film q
References:'' .

, A .,
is Hainion 4 Hilgert, Supervisfon: coirCepts and Practices of
. Management, Southweftern, 977. .

2.' Boyd, Man #gement Mifided Superiision, McGraw-Hill, 1976.
' 3. Bittel, What Every Supervisor ShouldKnow, MCGraw-Hill, 1974.
"4. Newport, The Tools of Managing, Addison-Wesley, 2..
5. Film.-The Time of Your :Life - Available-from Iowa State .

Library Association'thru your local Public Library-no charge.
6.-Lakein, Allen, How To Get Control o'f YOur,Time.&'YourLife.
7.,:'J'. William Pfeiffer and John E. Jones, A Handbook of Struc-

tured Experiences for Human.Relations Training, Volume.II:
4 1

.
. . .

# t.
.

.

----- ,
.....,..

.

.
F.

-glass Assignments; ,
. .

.
,.

,WOrysheets and handouts ; f. -
,

. -

,.:

.
, .,_ , .f.
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Module,"No:

.

I :.. .
. ,.,

. ,
. .

Module Title:::
)

.

Personnel ..

1.

,

.

Submodule Title:
.

'Wor,k,Plahning-
.

,

-

.
L

: .

, ,
,,
N

.

. .
_

Appmix. Time: .
,.. .

''.

. 2 hoursil

.
.

CA Topic': :-

N.

. The Planning Process
.

: Objectives: -
,

... . , .
,

UpOn Completion of this module the participant will be able
to discuss the pl-snning process and the types of planning
a,supervisor becomes involved in. ,

: ,
. .

. , J.

Instructional Aids: f
,

4 .

Handouts PH7=1 and PH-2 ,.

.
,

, , .

=Transparencies PT-1, PT-2, PT-3 and PT-4

. . . -

,

.

.

,

Instructional Approach:

.

Lecture ,

.,

. .

Discussion :
/. ..

_ . 0. :
,

. ,

,
/

,,

v.

References: .
1 4 ,,

1- flaimon & Hilgert, Supervision?)Concepts and Practices of
.Management, Southwestern, 1977. ,;v.

,2. Boyd, Management Minded Supervision, McGraw-Hill:1,1976.
3. Iiittel, What Eve Supervisor Should 'Know, McGraw -Hills 191,
4. Newport, The To s of Managihg, Addison-Wesley;

,
f972-.4'

-
.-

Class Assignments: . . ,.
, , .

- .
.

.

i -I.
.I

.
..' e .

...
,

. .

..

.

.. .

1
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Mbdule No: Topic:. .
,

The Planning Process , ,

Instructor Notes:
-

,

. .

Instructor Outline:

.

- .

'QUestion: Who has the responsi-
bi"lity for planning?

Questi,on: 11ty should the super.-
visor plan?

Handout PH-1 \.
Transparency PT.- l's, '

1

-Handout PH -?
Transparency PT-2

!.

Transparency PT-3 .

, ? rr"
, . \

Transaren PT-4 .

. .
. \. . .

. ,

.
.

.,

. z,,
.

.
.. .

. .. .
,

.
4 / .

,, i /// ,
, .

,

4

,
..

.

2.

.

4.

Discuss the-importance of
planning.

-, /
't

.
,

.
,

. ,, .

Discuss the benefits of
good planninf..

''\ "

Discuss the types of plan-
ning a supervisor gets
involved in.

/ .
Discuss the key planning
questions' a supervisor
needs to consider in the
planning process. .

-----.
.

..
.

,
.

.

.
4 - .

. .
.

, r
. .

4

.

4 ..
, ,

.
. .

.

. ,
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I°

fiodUle No: .
.. .

: .

.

.
, .

.

, .

.
.

. ..

Module Title:
.. ' .

.

Personnel , . . 4.

.

. .

.

.

,

151.1bmo'dule
. .

w ork4lahning

. . .

_

, l ,
.Approx. Time:

1
.

, , 1 hour .. \

. - ,

Topic: . ,
Long-Range Planning and Goal

Setting
I ,

.
Objectives : ,

.

. ,.. . ,

'Upon completIon of this Module. the participant will identify
the supei-visors role in long-range planning and goal setting.

,
. ,

. .
. , . : . ., . . .

Instetictional Aids: , ,

, .

Ha' naciut PH-3
. .

<
,

.
,

. ,. .
Transparency PT-S. , ' ,

, ,
, ,

.

.
Instructional Approach:

, .

Lecture . -2.,
biscussion. . . 4

Small group intera.cwon . .

.. /
. :' , .

. . .
References: \ ,-.-- .-

.

1. Haimon & Hilger Superv,ision: 'Concepts and`Practices of
Management, South estern, .1977.

2. 13oyd, Management 'Minded Supervision,. McGraw-Hill, 1976. . ,

3. ittel; What Every Superviscir Should Know,' McGraw-Hill, 1974
4. Newport,-The Todls of Maira.ging, Addison-Wesley, 1972.

. .. . .

Class Assignments: ,

'4.. T

.\i .
.t

-

1

," .

/I\ I

b.

/
."-*

40.

t.
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Mod6le No: Topic:

.

Long -Range Planning Goal Setting '

10.

Instructor Notes:

'

Instructor Outline: `

Handbut PH-3, - Divide he
class into small groups to',
discUssthe role of the super-
visor in planning and some of
-the problemsthey'face.

Have d'repres:ntative..from
each snail group report,back
to the class. '

. The r le of th,;'supervispr
in pl nning and the prob-
lems hp superirisor faces.

. Discuss the role of the
supervisor in planning.

.Transparency PT-5 3. Discuss tyke difference
Question: What is the ,role of between long-range planning
the supervisor in long-range qnd shoft -range planning.
planning? , ! .

-,
, . .

.

;?,

N

a.

r.

a

4

.!..

1
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.
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tloclule No:
,

: .
. ; ..

. ...

.

.

. ,

. _
,

Module Title: ' .

, ..

Personnel .

,
.

, 'Submodule Title:
.

.

, Work Planning .

.

.

,

.- Approx. Time:

1 hour .

... . .

0

Topic: ,.. :

.
. ,

Short-Range Plans
a

4
,

Objectives: . . .

\L'Uponcompletion of this mo ule the participant will be able to4x
'identify the benefits of for the supervisor.

. .

, .
..

. 1
.

:
.

\ . .,

Instructional Aids: ..
. . .

. . ., 0Handouts PH-4 and PH-5 ,
. .

.
0

. , .

-Transparencies PT-2; PT -6, PT-.7 and PT -:
.

i
. .

,
.

7 4.Instructional 'Approach:

Lecture 4p
o .

, ,. . ., ..

Discussion
) -,

.

,.. .

. t.
References:

1. Haimon & Higert, Supervision: Concept- and Practices` of
. Management, Southwestern, 1977. '

2. Boyd, Management Minded Supervision, draw-Hill; 1976:
3. Bittel, What Every Supervisor Should 'now, McGraw- Hill',
4.. NewPort, The Tools of,Managing,-Addisbn-Wesley, 1972.

k
, '. -

1974

Class Aesriign7nts.:

.

- .
.

.
.

*
. .0.,,

.

.

act

11.
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.:Moclule No:
-..

,

. Topic:. .

. ,
/ . .

Sort-Range Plans
.

h
- .

Insthictor Notes:

.

-

Instructor Outline: ,

,

..,

Transparencies ' -6 &

. -,

.

t.

Transparency PT-8
Handouts PH-74.& PH-5

Transparen,cy, PT-2

.
, .

,

.. .
.

. .

.

.
. .

PT-7
/

.

.

-

.

.

._

.

.

V

t
..

.

.

^

1! Discuss the ldhgth /of the
planning period.

a: 5 year plans
: b. yearly .

t. quarterly
d. monthly

wee ill .weekly.e

f. daily
. ,

2. Discuss the reldtionshiti of
standards and objectives to
the planning process.

. .

3. Review and discuss the
benefits of good planning.

- .e

.

s
.

il . - ,

-

1.

.

.,

. l

r . .
.

1
/

4
i

N.' ' .

a. .
.

'

.

5 .
..

) ' °

.

. ,

t% .

9

4
,
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Page

. 'Module No:

a
-

?

.

, .
'.

Module,Title: ,

.
.

Peisohnel ,
.

. ,

.

,

Submodule Title: '.
)

Work Planning

, .,Approx. Time:

3 hours
.

Topic: , i
.Time Management

Objectives: .
..

-\,..

Upon the completion of this module the participant -will be
able to implement the principles of time management on his

* or her job. , .

. . .. -t - ,
. . . .

.

. .

'

.

.

Instructional Aids: .

H1i4Futs PH-6 -',PH-l2
;-e- ok, ._....

? , .

Transparency PT-9 . , .

.
., . .

.

. .Instructional Approach: '.
.

, .

Lec t.ure
,

- ..
.Fim . . .
Discussion . '

) .._,-- . . .

fi ,

.

References:

Film'-- The\Tite_of Your. Life Available from Iowa State
Library'AssociatiOn.

Lakein, Allen,'How To Get'Control of Your Time &-Your Life.

. ..

,
.

Class Assignments:

. ,

Work TSheet' .

. . .

. ;

. ,. ..... . ,
.- . . .

. .

A
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Mddule No:

. .

Topic:'
.. . ,

.
.

.

Time Management' 4 . .

.

. -
..

Instructor Notes:

#

,

,

Instructor Outline:
..

i

.-

. Handobt PH-6
.

.

.

. '

.

r 4 *

4 .

2. Handout PH-7
, ,

.

.

/
.

3. Hilidout.PH-8 ,

.

.

,

. ,

A

4. Available through State
LibTary. Association and other

-.- ,sources. .

Handout PH-9
A

S'. Handout PH-10
ATransparency PT-,9 ,

.

6. Handout PH -1,1

..---4r
' .

7. Handout PH-y (optional)
. ,

.
, .

,
. .

,

.

i
k

p ,
.

...., ,

.. 1 ....f .. , .
.

.

. .

..

, I 1

.

: Handout rand 'discuss "A Day
In The Life of a Super-,.
.market Manager" \

. ,

.-Handout and disuss the
Time Management Inventory.

'

.

1,-;
3. Handout and discuss the

ThIcime Masters, Possible
Causes'and'Solutions."

1R
4. Show and discuss the film

"The-Time of Your 'Lillie."
.

J
'

.

;

bisuss-the impOrtance of
setting priorities for good
time management.

i.

. Handout and complete the'
Time.Analysis Work Sheet.

'?.-
v . .

7. (Optional) and dig-
cuss the "Working With Your
Secretary" worksheet. 1 ,

r,
. 4 -

fN
.

. .

' P . .

11.7

/ .

. .

, ,

1.
.
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Module tio: ,

yk
.

.

.
.

.
",

.
.,

ModuleIltle:- . ..
. .

'
.Personnel . . -.

7 , ..
1 I

Submodule Ti 11: , ',..,

SupervisorySuperviory s 4, s

- :.'

,

.
., .

Approx. -Timq:

J 3 hours'
. ,

Top,i c;
.4

_ ;-1

.. ," , s # 4
Delegating . ,_

.
.Objectives: % . .-

. ,. ,

Upon completion of Phis module `ihe 'participanti'wifl be: -"able
.

to
distinguish between the kinds- of joip- functfons to assign to -,

those he supervises and those - activities he should perform
himself and why.

._ -
,

-, ' . .. ..

i,7 ,,- .- .. .' . s t. a
. . A

''.
Instructional Aids:

..,
, I

Handouts PH;134- PH-'16 - , .
,,

...t.
,

. ..Transparencies P'1-'10 - .-PT,, -20

-... . .
4 k

Instructional Approach: ..

t_ . -
, , . . ,

Lecture .
. , IDiscussion ,

#
Worksheet .

,. s .
, . . ..,.

. ..
. .

Reference4: - .. , .

1. Haimon & HiIgert, Supervision:. Concepts and Practites 'of,
: Manakemeht ,- Southwestern, J ul

.

2. Bittel, What' Every Supervi.sr" Shourd, Know, McGraw-Hill, 1974
. . ,

- A

Class Assignments: .
..

, . .
. .

Complete handout PH-.21.-,° .

At

- , V .-
. .4 -.

lio-

. .. .

,#

'1.2
f

rI

_

t.

.
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Module No:

. .

Ntes:

Topic: . .

,

'Delegating. ia 41 , .

Instructor
.,/

.

.

Instructor Outline:

,s, " -/

1: Transparency PT-10

.

p,.

2. Handout PH-13 -'Have partici-
pants complete the question-
paire, then diicUss'
Transparency PT -13

.-
3.' Handout PH-14

,

,
.

4: TransparencyTT-12

Transparency Pt- S . "5..
. C

.

6.s.Transparency.PT -14 ''

*00
...0,3,..___

. - ,

.; Transparency PT-15 .

,

.

.
.

8. Transparency PT-16

9. Transparencies PT-17 & PT-18
4.

,-
, 4

(.."

10. Transparency PT -19

11. Transparen4,PT-20
.

Handout PH-15,to be complei-
*

r
. ed on the job anti -returned

...r.

next week. z

: Handout. PH -16 , s\...,./

.

.

,
.

.

1. Define delegation,and di-s-
cuss the characteristics of
'delegation..

2. Discuss the reasons w1 a
supervisor should delegate.

i

,!!.

..,-r. 4 .

3. MeasUre your ability as a
delegator -'complete and
discuss. .

: Discuss the three aspects
of delegation. .

Discuss whjr.super,visors
'don't delegate.

6. Discus-g basic attitudes the
supervisor needs-tos'be able
to delepte.

7. Discuss When the supervisor
should delegate.

.

S. Discuss what to delegate.

g. DiscUss what not to defe7
gate and when not to dele-
gate.

.

-,

10. Discuss how to delegate.

Al. Discuss how the upervisor
can. learn to del gate:
-t/-/- , -- \

..

,
".

,

.

t' '
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Mddule No: ... ,
, ,

'
..

,.
7,

\4
t

- ..

.
ModJle Title; t

:.-

, Personnel / ,.
.

Cx4
.

. , .. .

Submodule Title:, - ,

.

- Supervisory Responsibility,
- ,

. ..
. ,
. App'rox. Time: .

/
A.

,l,hdur, c)

-,_)

Topic :. . . ,. .
,

.,Organizing
Objectives; .

l l , .

it.Upon comple ion of this moducle the participant will be able to
identif t e organizing duties that he isto perfcm as a °

super sor.
,

. ..

)

Instructional Aids:

Transparencies PT-21, PT-'22 and PT:23 .

,.' . r
.

1 ,. '. ,

Instructional Approa&i: . -

,
0Lecture . . .

. sDiscussion ,
4.

$ . .

1.

2.

References:;
,-

H4mon & Hilgert, Supervision: Concepts and Practices of
1977.

Supervision, Mc, raw-Hill, 1976;

,

Management., Southwestern,
Boyd, Manlement Minded

1

1

Class Assignments:
s .

f 0
. ......._.1

I
.

.

.

o
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. Module o:. t
..

-...11%- ,

Topic:-

\Organizing ..

.

Instructor Mptos: Instructor Outline:

f
.

1.

' 2.

3.

.

.

.

Transparency PT-21
o.

TTanfpa'iency4PT-212

Transparency PT-23
,

.

,

'

t ''

c.
. '

.

.
, ,

; - .,

.
.

.

. . A.

%

.

-"

w .'
% ..

%.

c

.

------

%

.

.

'S

: Define organizing.

2. Discuss the supervisor's
responsibiliiy for organ -

izing. ot

,.

.

. Discuss the purpose of
organizing.

. .
.

.

.

.

*

, .

,

f .

,( .
/*".

.
.

.
. .

ihr . ."

.

.

15
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- 4

Module No: , ,

s

1

9

..,

Module Title:
. i

I.
., .

Personnel
4 .

.

Submcidule Title: ,
.

, Employee: Management & Evaluation

. ..,

Approx. Time:-

21/2 hours
.

Topic: ,

-9- -,...44.

Hiring & Orieniing:/New Emplo,yees -

Objectives:

Upon completion of this module the participant able to
i' identifythe procedures for hiring and orienting a new
employee. .

. .1.,. .
.. .

. ,

ok, \ -Si 4 c

. . . ,

C.

.
. , I

Instructional' Aids: .
.

. - . ,
Handout PH-17 ..0 . - 7
Transparencies PT-24 - PT-30 . ) i.,

Film- - Man or Woman for the Job - available- through U of 1 film
library, Rental, fee $5. or Pace-to-Face Payof Dynamics, of'
the Interview-available through Iowa State Library Astoc.through
Instructional Approach: , /

. -.
Lecture ,

_

Discusipion . . . .
Film & Discussion . --

, .. .

.

References: .

1. Haimon & Hilgert
..),

2. tittel
3. Film 1.,.

.
. ._

. .
I .

0
10

.-- Class Assignments :.---: , ..
t: ,.-

44

. .- .

4,

fr
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Module No 4-,£
P

:

`Tpoic: .
i

t i\
° Hirdng & denting New Employees

structor Notes:

) , )

,

. -

.

. In4:structor Outline:
--

...

-
.

, 4 4
,

.

,

.

.

,
4

Film

---._

.

Transparency PI-24
44"S-

.
.

.Handout PH-17
Transparencies PT-25

.

,
1

,

.

.

.

. ,,

.

.

_..

.

0
,

.

.

u
,

,

PIP-30

.

N

.

.

s

.

-

-

I Discuss how the s pervisor
'should .prepare for the .

interview:
a. packground information .

(application blank, tests,
etc ).

.

b. Interview plan c :

c. Proper physical setting
d. Pdtting the applicant at

ease.
.

_ .

. Discuss how to conduct a -

legal interview. Ddn't
discriminate.

3.. Discuss the importance .Of
knowing fighht kind of persoh
you ,want for the job.

,

4. Discuss the procedures far
-Orienting the new employee.

_

. .

.

. -

.

.

, ,

.

.

,

.

..

-.

.

.

,
,

.

.

17
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Module No,:

,

. ,
.

, .
-...01`.

,

,' ,':`
, , .#4

Module Title; .
..

0.
Personnel, / .

. .

SUbmodule Title:
,.. t,-,

*-- -,,

Employee Managemerkt & Evaluation
. ,

, .e Apprit. Time:

3 hours

r ,

Topic:
. ..

s.'
Giv4g Directions to Employees

-".. Objectives:. ,

Upon completion of this .module (the articipant will be able, to
identify the factors which,promot r prevent' effective )

-communication within a work unit. i
;

,
.

. , ,, , , ,

Instructional' Aids:., .

Handouts PH-18,r PH-19 and PH-20 . ,,,

, ..
Transparencies 1:7-31 - PT-3g .

.-

Instructional Approach: ''*
, ,..

, 1

Lecture . .

Discussion
.

References: , ,;.,- ;

e1, 2, and 3,
,

-

,...
. , -

Cl ass. Assi gnments : . .

Work sheets.
,

, .

.

ID
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Module No:

,

Topic:
. a

Giving Directions to Employees ..

Instructor Notes:

..
Instructor Outline:

. .-,

: Transparencies PT-3 & PT-32

2.. TransparentIPT-33 lK
.

3. TranspArency PT -.34

4.'Transparency PT-36
. -,

-
.

a .

5. Transparengy,PT-36
. , .

.

6. Transparencies PT-37, PT-38
and PT-39 . .,.

. .

.'Handouts PH:18, PH -19'$ PH,720

r
) 1

.

. , --\

# .,..

. *).
,

...

i
.

.

.
I -

.

.
, .

,

. "
..

.

1.

.

3.

4.

5.

6.

7.

-,

.

.

Define and cli4cuss
directing function.

Discuss the characteristics
of a good direction.

Discuss the typ
ections and where
appropriate.

-..........-

Have the participants
divide into groupsof
and discuss how_they
ate as supervisors.
(10 mi tes)

Have t e groups report
the concltsions they
re.--_reached.

. .

, .

Riscuts leadership
communication styles.

Complete and discUssthe
handouts .

, /

.

.

4.

.

' -.

. . .

.

.

.f

.

. .......

.

,

. . r

the.

.

of dir-
each is

three
oper-

.

PV

on,,
I

and .

.

.

0..

4'

19
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.

Module` No:'

,.

. 0 , .
i,

,
i.

,

. d
;.

.

\Module Title:

,Personnel 1----
.

. ,...
- Submodule Title:

.

.

,
Employee Management.& Evalumtion.*

Approx. Time:
. .

, .

2 hoUrs_,AN

;.

Topic: "
Disciplinary Procedures -

0 ectives:

. , ,,,

Upon completion of this module the participant will be able ,to
d scribe employee disciplinary prcicedilres.

. r,. .

.

. _

, . .

., ...., .
.

-
..

Instructional Aids: . . . ,

-
liandout-Pti-21 0

, .
.--

Transparencies PT-40' PT-45
4

.

Instructional Approach: ..

Lecture a

., ), 44 ... . .Discussion
.

References: . .,
-

- , .
and 2 , ,., ,,,._,,.

t.....

.
.

a . .

Class Assignments: .
- , /---,

Worksheet.

,
. .

20
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Module No: .
Y---i

Topic: , -, - "
4

.s.

* Disciplinary Procedures

Instructor Notes:

-

, \1
, .

Instructor Outline.: ,
''',.

.

...., ,

.'Handout PH-21: Opinions may
vary. 1-T, 2-T, 3 -F, 4-F,"5-F,
6-F, 7-T, 8-F and 9--F.

I,
.

2. Transparency PT-40
,

,

, . . -
3. Transparency PT-4/_,_

*.
,

, .,

4. PT-2

,. .

5. Transparency Pt -43 *

, : . ..

6.. PT-44

.

.

, ..Transparency PT-45

--,

,

.

.

-
.

, .

- .
. r

..% _

.
, , . "

.

, .

,

.

,
..

.

. ,,
t* v

.'gskife participants complete
thNquiz on Maintaining'
Discipline. Discuss each.
question._ , -

, ,., e,
2. Discuss the.major causes-

of misconduct.

: Discuss the role of self-
disciplIne. .

DisCUss deluidelines for
effective.,discipline.,

.,DiScuss the' supervisor's
guidelinesindistipline

,, --'----
..4

6.. 'Discuss the S-stage dis-
ciplinary procedure,

7. Dischss the guides to 4,
Vui1ding positive disci,
..plint.' 1

:

.

.
.

% -

...... .

.s
...,,

,
. .

... 1 .

.

. - . - .,
. -

. .
- ;

Nj

.
, .

..°- ,

..

.
.

,
.

..

1

, I

'2i

e:
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Module Na. ,
:v.

. l

. .

.

.

C

iiodureTitle: :%

perionn.ei . o
,, ,.- .

., i 5(3- 0, ,...4.

Subrnotlule.Title: . -=:.-.. .

. .. ,
Empl eq.:Mqntagement VEvaluation

... i
.Approx. Time:

.
2 ho4s

18',. ',I...L....,

.0,,Iopic: \ . .

I
, 0 .

-I-Cs-Evaluation Procedures.

Objectives:
,

Upon completion of this
Conduct an employee evaluation
not punish.' )

.

module

, .
.r v., : . ,

the part1;cipant will -be blet,o
that is de 4gned to rEward,

., .,,,,,/,
.. .

.
..

...".....
. e .

Instructional Aids: .

e,
: .

..

Transparencies PT-46 1- PT-56 -''
.

- 1.. . ....
. ,,

- ,

. instructional, Approach:
. . .0,

Lecture ' i' : --\ .
. . . ,

Discussion .
--

.3.Film (optional) . _. .,,
. C.

454
. .

References: ....
.:...

and 2 k`° A..-.--

..

.
li .,-- -

#

,

Class Assignments: ..
, \., ''- .

*. 1 .'.

,-.. , .
' ., o.. ,- ., ,-

2.2
-a
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_Modul N

Page 8 of 8

Instructor Notes:

0 ic:

valuatidn Procedures

1. TransparenCies PT-46 PT-51

2. Transparency PT-52
. f

, '

. Transparency PT-53

4: Transparency PT-544.

5. .Transparency PT -55

6. Transpare 56

.F

I

I

InstructOr Outline:

..Introduce the concept of
performance evaluation and
appraisal.

. Discuss why many sivervisor
avoid appraising employee.
performance.

. Discuss why, employee eval,-
. uation is important to the

supervisot.

. Discuss the key uses oill
performance appraisal.

. Discuss formal and informal
evaluations and. the impor-
tante of performane*
standards.

/

. 4Discuss.the guidelines for
conducting' an employee
valuation 'interview..

.

23

4
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-PAide 1 of 6

- Module ,No:
'\ ,-

,
0

II'

Module Title:
. .

Personnel
.)

.Submodule Title: .

Employee Training
.

. .

:

1 .

Approx. Time: /
, 1 hour

.

.
Topic: _t ,

Assessing' Training Needs
, .

,..
'Objectives: . .

Upon completion of this -ttnit the participant will be able to
identify 'Several ways to assess training, needs.

,,,

,

.

.. .
.

c,

,

, .

Inttructional 'Aids: . . . .

\
Transparencies 'PT -57 'PT-59 .., '

, . .,
,

. . 7,

,

t

Instructional-Approach: ,
.Lecture .

Discussion
.

Reference-:

Land' 2 . .4
. .

.

.
,

.
A

)

Class Assignments:

. *
. - ---

. . .
.....

24
,

3
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Pape 2'of 6

Module No:
. ..

S .

.,

Topic: .

. ,

Assessing Teaining Needs

Instructor Notes: Instructor Outline:
.

.
.

° -
,

1.. Transparency ?T-57

'

2. Transparency PT-58
.

3. Transparency PT:59

. .

,

6
. ..

... .

. ,

.. .

I

. .

t

, ,

.

a

1

.
/

.

,

_
.

.

.

.

-

.

Jr

.
.

.

,

.

1. Discus's the supervisor's
role in training of his

, workers.

2. Discuss who needs training
and why employees eeed
training.

3. Discugl>haw to determine
.training needs.

.....

!

t.
I

\

t.
e

. .

s. .

' a
. ,

.
,.

J.

. ,
,.. -

-,

.

.
.

A
.

* .

a

>

25
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Page , 3' of 6
,-

1

Module No.: .

S
-, .

. s'
..+.

voule Title: ,
.>..

. ',,,I
PersOnnel 1. 4 .

'alb olUle Tit e: 1

N \
Itmployee TraininI ,

. -kpprox.'Time:
9) '.

.
11/4 hour

Topic,: - '
,. - .

Types of 'Trining
<

Objectives: te;"---- 4 . .... , ,-.
'Upon completion of this dule -the participant will be able

to identify and descri, e the types of training methods that
can be 'utill-zed. -, ...

,. ,_______.___.--9
,, .

. . . . s,

.

Instructional Atis: . .
P',,\

. .Handouts PH -22, PH-23. and PH-24 ", ,

- ''Transparencies PT-60 and PT--61 ..
.

, r *
, 4

Instructional Approach: ., \,...--
. .

.i Lecture
i

Discussion
--4,, . . .

,

-; , ____:!---) *, .. , \ .

.

.'

References:
4' ".1' _ .

1 and 2 _.=
- /- - ' .1 s: ,

\.,
, .

A , c . ,
-------

:Class Assignments: .

-

.: . ' . .0.

, . ,
, - . .9. . , .

- . ,. ,
.

,-:

26::
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Module No:

A

Topic: . . .

A

Types of Train4ig .

.Instructor Notes:

'

r Instructor Outline:
_

. .. ,-
, .

1.. TranspareAcy PT-60

,..

2. Transparency PT-61-

3. Handout .PH -22

.

.

4. HandoUt PH723

..
5. Handout PH-2.4

,,

.

.

.

.

, .

3 -

,
. .

.

. .k. .

\\
r.-

.

t

. -

-

,

?

,

,

.

.

.

n,-I. Discuss the types of train
big the supervisor may be

e,to use with his
rbyees,

.

,
t

2. Discuis the characteristics
of a good trainer.

3. Discs the process "the
supetvisor needs to go

.

through in getting ready
to train eitiployees.

-4. Discuss conditions favor-
'able.to learning.

1S. Discuss the' Foui-Step
Method of Training.

-

,
.

.

-

.

.le ,

.

.. .

.

.
0.

.
'.- ,

.

.
.

. .

. . .

27. .
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Module No:

,

. . .

Module Title: ---

. ,,
/

i

'Personnel

. Submo,u e Tit e: v

,Employee Training ,

., .
Approi. Time:

11/4 hour , .

.

Topic: ., ...-4:

The Hollow Square Experiment --/.

Objectives:.
..J,

Upon completion of this module theArticipant will be:
1. More awareof the"-crucial role of communications when

giving or receiving instructions` for carrying out a task.
2: More aware of the dynamics involved in,planning foi the

accomplishment of a task which will be.carried out by
others. 4

. .

. Instructional Aids: .

.

Ilriefing sheets
Hollow square puzzle pieces

'Instructor's directions
r ,

Instru,ctionla Approach:

Experiential . . , . .

.

. -'

. ,
. .

A
.

.

Refewces:
.

.

J. Williams Pfeiffer and JOhn E. Jones, A Handbook of Struc:
'tured Experiences for Human Relations Training, Volume II.

.

.

/

Class Assignments:- .

`a

.
,

.

_ __
,

. ... , ..
.

.
.

28
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Module.No: ,
) .

Topic:. .
.

Hollow Square Experiment.

Instructor Notes:

,

. , Instructor Outline:

.

1.

.

The instpm-tor should thor-
oughly familiarize himself
with this ekrcise4 Instruc-
tion sheets gee provided in
the packet. , ,

..

.

.

-

°
. ,

1,
'1.,

.
.J .

a

IP .
!

.

)-

,

.

.

, ,

.

.

.

1. Introduce the Hollow
Square Experiment.

. i ,,

.

. ,

,
-.

,-. .
. .

. r -
.

E

.

-

e
1

e

.
S

. ...

.

.

_
_

.../

.

.

,

.

d

29
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46-

,.Module No:

1

.

,

. '

Module Till-el
.

.
Pertonnel __'_)"

Submodule Title:

Contractor Supervision

g .
Approx. Time: --

/

1 hour 7.
Topic:-

Proper Supervision of Contractors

Objectives:
,

Upon completion of this module, the participant will be able
to identify' his role aid respontibility for the proper ..'

supervision of service or work contracts.
. ,

. .

4, ,

. .. .

. .
, .

Instructional Aids:
.

. ,

. .

TransParencies PT-62, PT -63, PT-64 and 65.
.

. .

Instructional Approach: .
.

.

..
_

. o
,

.

Lecture

.

.
.

Discussion .

-

,

,

References:

Construction Inspection Guide, Vo lime I, 1976. -., v -

. ,
.

..

. ,

..,/' . .
Class Assignments: -

.
,

. , .
- .

_
0

.

--

. .

/ . . ,

1 .

30
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Module No:, Topic:
,..

-Proper Supervision of Contractors :

,.,

Instructor Notes:-

1 ,

Instrucitor Outline:
.

.

1. Transparency PT-62
.

. ,

2. Transparency .PT-63

3. Tr'nsparency PT-64

4. Transparency,PT765

..,

A ,

. .

.
.

.

.

,

.

..-:
. . ,.

. -. , .
,

,,

.

.....

/

.

.

. . Discuss the role of the
supervisor in contractor
supervision.

2. Discuss-the responsibilit
of the uspervisor incon4-
tractor sdpqrviscon.

3: Discuss the authority of
the supervisor in contrac-
tor superviSion.

4. Discuss the questions a
supervisor should ask him-
self ih dealing with the
contractor. 4 ._.....

,-B-

.4 .

, ,

v ,
-

,

,
,

*: '4;,, k :.'

. 't,
-.

-.

, ..
- ...

r>

f

31
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5

PERSONNEL

EXAM QUEkBIONS.

i. Name the five functions.by which a supervisor gets-a
job done through others. 4

,r
2; List ,some of tihe'benefits of-careful planning by the

supervisor.
/

3. Discuss the difference betwee n.lonvrange and short-
range. planning and the supervisor's rolein each.

4. Vhat.is the significance of the Pai6to Princii6le?gs

5. List three time management pibblems that you have an d
briefly describe a possiblessolution,44K

6. Why should the supervisor learn,tai delegate effectively?

7. List three reasons why many supervisors do not.dele-
gate effectively..8. Discuss how the supervisor should prepare to inter-

. view a prospective new employee.

9. List three benefits of a good orientation program for.
new employees. '.

10: Discuss the Characteiistics of a good'directive.

11. What are the four types, of diiectives?

124 What is the best kind Of disciltine?

13. Name three ways the supervisor can build positive
,.' discipline.

14. Name three' key uses of employee performance appraisal.

15. List two reasons why presbnt employees may need training.
/^

16. What are the foursteps.of the four-step method of.
Araining/ i"

17. What is the role of thesupervisor in contractor
.supervision?

ft

,

32



'THE' "HOLLOW SQUAR4", aPERIMENT
ff

,

.
.:4.-. -

GOALS' .. 4"

I. To be'ceme'aware. of:the dynamics' involved in planning for
the( accomplishment of a. task which will,be.carriedout
by.-others. .ok ' . y .

.

,II."To become aware of the dynamics involved in carrying out
. the planned instructions of others in accomplishing a task.

Ire

III. To become aware of the crucial roke of communications when
giving, or receiving instructions for carrying out a task.

GROUP SIZE . ,\

. No more than twenty -three members in a single experimental -.,
group. Two or more groups of up to twenty-three members each may
be used if a competition situation is desired.

. TIME REQUIRED

Approximately on hour..

MATERIALS UTILIZED'

I. Planning 'team Briefing She
planning team.

for each individual ,on a

In Hollow Square Patterns for each individual on a planning
team.

0
.

III."Hollow Square' Key for each individual on a planning team.
.

IV. Enirelope containing four of sixteen puzile pieces 'for each
individual oli a planning team. Each envelope contains
pieces with the same code letter, as designated on the Key
(four envelopes). ,

.

V. Observation eam riefing Sheets and:Observer Notes for,
. . ,,,

each indiir dual n an observing team. .
.

VI-. Operating Tea Briefing Sheets for each' individual on an
. . .operating team.

i

i.,-...

. VII. Penc
l
jIs for all group members:

NIII."Small table (card table sie). for each.eXperimentak grpup,

ft,
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PHYSICAL SETTING

Roograarge enough to accommodate the experimental groups
comfortably with-access to other rooms where the planning and
Operating teams can be isolated. If two or more experimental
groups are competing, choose the size.ofothe room in proportion
to the number of participants. Tables should be set up to become
the center of activity; individuals should be able to move freely
around them.

PROCESS
,

I. The facilitator selects four people for the planning team
and sends them out of the room to be isolated. *.

II.' The facilitator selects our peoplefor the operating team
and sends them to another room. Thisroom should be com-
fortable, since this team will have a waiting period.

III. 'The facilitator designates those4embers left -'(up
teen) as the observing team. He gives each individual a
copy of.the Observing Teal...Briefing Sheet and allows them
time to read it. Each member of the.observing/teamchooses
one member of each of the other teams -to obseTive.*

IV. The facilitator explains to the obserVing team that they
will gather aroundthe table where the planning and operat-
ing teams,will be working, and that then= job will be to
observe, take notes, and-6e ready, to disCUss the results 4;1

of the expelkment after the operating team has finished.

V. Thelacilitator then bringsin the planning team, gathers
thei aroUnd the table., and distribUtes puzzle pieces.
envelopes, Planning team Briefing Sheets, Hollow Square.
Patterns and KeysOto each individual on the team.

VI. Following this distribution of materials, the facilitator -

explains to the planning team that all the necessary
4: instructions, are On the Briefing Sheet 'but that he will

be there to answer questions. The facilitator answers -.

all questions, if raised, with the phrase, "All you need,
to know is on the Briefing Sheet."

VII. The facilitator then cautions the observing team to
remain silent and not to offer clues. -

VIII.. The experiment proceeds of its own accord, including sum-,
moning of the operating team without further instructions,
from the facilitator. If-acompetition situation has' b en
established,the facilitator has the responsibility of t m-

-ing the experimental groups from the moment Step Seven s

been completed until-the experimental groups have compl ted,
the assembly of the/hollow sqUares. If an operator team
is not finished at(the end of 10 -12 'minutes, you may.need
to call time in order to have time left to discuss, the
exercise before, the session must close.

14.

3 4'



IX. Discussion of the Exercise

t Call upon the -observer's' forlcommpnts,'the planners an41P-
,0..,

. ,

operators for their reactions, aud add your own bservat,ions. '

.Thete are several points which can be,drawn out f this
exercise which may, not be raised by others. ii,planners-
build axtifitial constraints; that ist.they assume there

.. are things they cannot do, which, in fact, are not forbidden.
For example, it, is permissible for them to draw e

f,

detailed-
design .on the Pattern Sheet of . aw a template bn the table y' ,

or on another sheet of'paper. 7 is only'the Key Sheet
,

..

, .
which they cannot show the ope,a ors. 'Seddndly, planners .,;,- .,

usuall wait until most of the twenty -five minutes is gone 71,-

e ore they bring in.their operators to instruct them. r

When planners choose to bring in the opAatorsearlier (or
when the operators come in on their own, as.they sometimes

''do) often moreeffective instruction'occurs. Thirdly, -very-
. often this exercise demons rates the differencee'in effec-

tiveness of various method ofinstruction:10 Some'planners
will choose: to write out detailed ,knstructions, Others will
use oral instructions, others will visually dtmolgtrate the
instructions by positioning the pieces of the puzzle on,

their work surface in some fashion, and still .others will ,

use sketches to reinfdrce their ...instructions. Often there,
is a dramatic difference in the ectiveneis,of the methods
(demonstrated by how the operato perform), and this helps
to emphasize the point that it important to select a

,,- method of instruction which0.s propriate for the task. '.

\ S
,-

-k. -, Summarize the exercise by tying back into the majbr
.

-

x
points of . directing and training which this experience'
has illustrated. , -

* .
r

-.:

-.00,`.

(it
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HOLLOW SQUARE PLANNING,TEAM BRIEFING SI E

_ .,, -' . . c,,- ,
,

'Each of you will be given a packet containinglourcardboard;Pieces
which,.when propefly assembled with the,other piecesheld*y mem-

I
bers of your team; will make alhollow.Square des gn. 1

--(.

r .1YOUR TASK
. if

..,

-Miring a period of twenty-five minutes you'ate to do theCfolldW7
ihg:

-- ,

'

1. Plan how thi'sixteen plebes distributed among` u should. be
;

assembled to make the design., ,
, 4._

. . , .

2. Instruct your pPERATING TEAM on hoW'to plement your plaft _
. (you may begin instructing your OPERATIIQG TEAM at any time
during'the planning period--but no later than five minutes
before they are to begin the assembling process), °

GENERAL RULES .

1. Iriftl must keep all. pieces you have in front of you at all
nmes.

2. You may ilot touch or trade pieces with other member of
your team during the planning Or instructing phase.

. I., You may not show the KEY at any time,
./...."

4. You may not assemble the entiTe square at any time.(this
,..., . . fiS to be left io your4tating.team) .

. ..'S. You are not to mark on any of the pieces. ,
,..

,,
,

6. Members of your operating teakilust also observe the
above rules. .

,,,
...

.
.

7. When time is called t your team to begiriatselibling the
pieces you may give o further'instructiohs; but you are
tp observe the operation. . .

'
.

1

ro 6'

0

F r,t's

,

,

,

_____

,

,

s

.
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V

to
+o,

HOLLOWWARE OBSERVING TEAM BRIEFING SHEET

.

You will be observing a situation in which a planting team decides .

how to solve a problem-and givesAinstructions to ari.opefating team
' for impleitntation. The problem ,consists of assembling sixteen
pieces of cardboard into the form of a,hollow square. The planning
team is supplied with the'general layout of the piecsg. This team.
is not to assemble the parts itself,u is to inst!uct the operat-
ing team on how to assemble the parts in ,a minimum -*Mount of time.
You.,will be silent observers throughout the process

SUGGESTIONS:

3

1. Each member Pf the observi eam should watch the general ,

pattern of communication but give special atteitionjo one
member of the planning team (during the planning phase), and
one member of the operating 'team (during the asserining
period).

2. During the planning period watch for the following behaviors:

a. Is there balanced participation among planning team
'members?:.

b. What kinds of. behavior block or\facilitate the process.?

) c., How does the.planning team. divide its time. between
planning and'ingtructing? (How nearly does it invite
the operating team to come in?1

. ,

3k During the instructing period wa ch for the following
behaviors:

.

a. Which member of the pla g team gives the.instructions?
How was this decided?

b.) What Strategy was employed in orienting,the operating
f team to the task? \.

,
t

.
,

...

c. What assumptions made by the planning team *re of com-
municated to the operating teamh ' ',-,-,

-.

, 3

d. .How effective were the instructions? ' :,

, 1-.r _ , ,
,

e. Did the operating team appear to feel free'to ask-
.n

...,,,, qu \tio1s of, the planners? .
. _.

e ..

'.

/ 'T

-4, During the assembly per' d, watch for the following behaviorsf
- ,

-

r'

1

4

What evidence do he operating team members M.1Ustrate
that-instruction were clearly understood ovmisundei-
stood?

b. What non-verbal reactions did planning team members'ex-
hibit as they watched their plans-being implemented or
disle*ted?

37
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1. You will have responsibility for cartyi4 out a` task for four,
people according to instructions given by your planning team.'i
Your planning team may call,You ip for instructions at any
time. If they do not' summon yo, you are to report to them
anyway., Your task is scheduled to begin exactly twenty-five
minutes frOm now. After that, no fu)her instructions will

) big permitted. .
. ,

.

*2. You are to finish the assigned task as.rapialy as
,

.
3. During\the period when you are waiting for a call from you

planning' team, .it. is suggested that you discuss and make notes
on the following questions:

OdOW SQUARE OPERATING TEAM BR4FING SHEET

a, What feelings and concerns do you experience while waiting
'for instructions for the unknown task?

HoW can the four of you organize a5.a team?'
A .4

4. The notes recorded on the above-will be helpful during the.
*discussion folloWing the completion of the task.

4.1

9

O

o

,

8
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An example of that is the farmer who set out'to plow his "south for Y",
one spring morning. That was an esSential job? But listen to.howhe went
about dging it.

"He started early to fuel his tractor. Then he found he needed more
fuel so he went to the barn to get it."

"On the' way he notices the pigs hadn't been fed. This sent him to the'
corn crib,' where he saw some sacks. This reminded him that the potatoes were,
sprouting. So he starte$ for the potato pit. As he passed the wood pile,
he remembered that his wife wanted some wood for the house. While he was
picking up some sticks, he spotted a chicken -that was ailing. Sohe dropped
the wood and went to the aid of the chicken."

"When noon arr , the tractor was still.in thebarn and the /outh.
forty' was still unplowed."

Poor fhrmer. He worked hard-all morning and yet he didn't accomplish'
a single thing,

7

,.
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BENEFITS OF GOOD PLANNING

1. Higher production

2. Lower costs

3. Satisfied employees
c.

,

4. Decreases misunderstandings and confusion
.

5. Lessens press ure from above

6. High quality work

7. Improves safety- - decreases accidents

8. Increases chance for promotion and.advanceMent

9. Better coordination

10. More effective control of operations

Easier delegation

12. More economical use of resources

13. Inci sed pefsonal effectiveness

14: Tend ncy toward improvement

15. Othef

42-
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THE ROLE,,,OF THE SUPERVISOR IN PLANNING
.

What are your Major
responsibilities
as a supervisor
for .planning?

What ';.re some problems
you have in fulfilling
these planning respon-
sibilities, .

4T41'

'1 0

43

4

- 4

rp

i=



P11-4

. ,

GUIDELINES FOR WRITING PERFORMANMOTANSARDS

1. Base standards upon results which are related to, tasks
and respohsibi'lities of the pOsition.

2. Base standifft,updii-meaningful and iiiiporeght elements
of those tasks and responsibilities.

3. State Standards in measurable or observable terms.

4. Be specific about target dates and quantity and quality
of performance, as appropriate. a .

.5. .Indlude referenc6s to applicable manners 'or conditions
of performance, such as policies, standards, or.procedures
of the organization..

6. Use a form for expressing measurement which is suitable
for the standard: positivei4negative or zero expresSions.

SaMple. ari-da'rds

%

1. Prepares for posting by end of workday, with no.more
than one corrected error per page, all letters received
to within one ,hour of closing, unless given other
priorities by supervisor.

2. Completes orientation Of new employees according to the
city's orientation checklist within one week of
employee's beginning date for at least.95t,of the new
employees.

3. Places orders for all office supplies, using the city1s
. :approved procedures, so that there are no instan6es.

where the regular supplies are exhausted.

-4. Follows all federal and state guidelines for hiring--!
practices so that the city has rio more than one domOlaint

,per year of discriminating practices from job applicants.

4

o
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GUIDELINES FOR WRITING ,OBJECTIVES

1. Be' brief ana to- the point; intrude only one major item,
in each objective.

. .

gv I .

2. Use an action verb to describe the expected result.
.

-

3. Specify a time fraie or targett'date'for completion.
1.

4. Specify limits in use of resources (money, personnel,
equipment, its appropriate).

5. Specify results to be achieved in measurable geobservable
.

terms.

'6. Choose areas over which you have,direct influence or
control; don't write objectives that qnlyother units or ,

people can accomplish. ,-
.

.
. .

,

: Make Objectives realistic #_terms of previous Performance,
total responsibilities ofe-the unit, and existing resources.

8. Include enough challenge in an improvement or change
Objective to make it worth formulating.

-9. Select objectives which are supportiveandsconsistant
overall organizational missions and objectives. .

Sample Objectives
. t

, .

1. To, incr Ae by' 15% the average number of chuck holeS which .'
the cre fills per hour, measured over a,three. month
period, ith no increase in crew size.

2. To decrease by 20% the amount of loit work time due to
on -the -job injuries during the next 12 months.

3. To decrease by 12% the total dollar amount of tools which4
are lost or stolen dur,ing the next 12 months.

4. To increase the quality of building cleaning Service by
scrubbingand waxing each floor surface in the building
once every three weeks with no increase in personnel or
jequipment and no decrease in-other services.

45
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'"A Di'§` THE LIFE
0 F. A

SUPERMARKET M'ANAG R"

-1

PRESENTING. A BUSY DAY TYPICAL AND TRUE IN THE'LIFE OF ONE TODD
ROBERTS. 4

IT'S A BAUTFUL MORNING ON.E.OF THOSE "GREAT7TO8E4LFVE" DAYS.
TODD IS RARIN.I.0 GO. HE HAS BIG PLANS. THIS IS THE DAY WHEN HE'S "
GOING TO LATCH UP ON ALL THAT PAPER WORK. HE LL DO THAT SPECIAL REPORT FOR
SURE TODAY. HIS INTENTIONS ARE THE BEST. BUT WHAT TODD IS OVERLOOKING IS
THAT.. FEW DAYS'GO. AS PLANNED. ,

.p4#0WE SAY SOMETHING.'ABOUT "THE BEST LAID PLANS?"

THATI'S BOB, ONE OF HIS ASSOCIATES. HE LOOKS FLUSTERED. SOMEBODY
DISCONNECTED THE FROZEN FOOD CASE.

WHAT A STAIITt WELL:, TODD'S REAL COOL IN EMERGENCIES. HE'LL HANDLE
THIS ONE ALL RIGHT. BUT WAIT THIS IS NOT E ONLY EVENT INTERRUPTING TODD
AT THE MOMENT..

HERE COMES A. CUSTOMER ...e. AND SHE ,GETS TOP PRIORITY.

.MAY'HE HELPOERP; YOU SHOULD HEAR THAT WOMAN TALK.
,

'SHE'S TELLING HIM ABOUT LOSING HER'BRAND NEW HANDBAG. 1.4HE:HAD t4825
IT. WHEN SHElfAME INTO THE STO. a

THE TROUBLE ALL STARTED' WHEN SHil STEPPED OVER TO GET,A JAR OF THAT.
SPECIAL ON RASPBERRY PRESERVES. WHEN SHE GOT BACK TO THE CART, THE BAG
WHICH SHE HAD LEFT INTHE SHOPPING CART WAS GONE.

4

NOW SHE WANTS TODD TO DO SOMETHI)IG ABOUT IT AND QUICK.

TODD WILL.-BUT SITUATIONS LIKE THIS HAVE AWAY OF TAKING TIME.

CUSTOMERS ARE WONDERFUL; BOTe.S0 IS-STORE PERSONNEL.. AND,'ABOUT NOW,
ONE OF HIS ASSWATES.WANTS'HELP AND A .BIT OF COMFORT. YOU SEE, THERE WAS
A CRASH.

SOME KID TAKES A.BOX OFF THE BOTTOM OFIJHE STACK.

SWEEP IT UP . .'OR BUILD,JT UPI. TODD- HAS TO MAKE ,A DECISION. YOU
SEE, TODD'S JUST HAD A MOONE CALL_ SOME OF THE VISITINGWASS-ARE ON THE .

WAY OUT TO'SEE HIS STORE...-'

"THANKS 'FOR SHOWING US AROUND:"

1
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A

TODD IS PROUD OF THE ORGANIZATION. HE SHOWED THEMTHE STORE FROM TOP
TO BOTTOM.-- STEERING THEM AWAY FROM THE SCENE OF THE ACCIDENT, OF. COURSE..

.

AFTER THE GOQD-BYES4 TODD HEADS BACK TO HIS OFFICE AND THAW SPECIAL.
REPORT. REMEMBER( TODD;S BEHIND SCHEDULE NOW., SOON HE'LL BE 'RUNNING TO
CATCH;UP.p c74.

ME'S HARDLY STARTED WHEN HE HEARS TWO'GIRLS ARGUING WHAT'S IT ALL
ABdUti IT SEEMS THAT.PAT IS TRYING TO TELL ANN HOW TO DO HER WORK. AND ANN
DOESN'T LIKE IT ONE BIT.

ABOUT THLS POINT, TODD PROBABLYWISHES'HE WERE RUNNING, ALL RIGHT,.
ONLY THE OTHER WAY., BUT THAT'S ,NOT REALLY,OUR TODD, BECAUSE HERE HE COMES.'

TODD HAS TO I;,E BOTH JUDGE AND JURY. IT'S NOT GOOD TO HAVE EMPLOYEES
QUARRELING. TODD LL DO HIS BEST TO GET THIS STRAIGHTENED OUT BY SEEING THAT
THE TWO GIRLS GO OUT OF HISOFFItE FRIENDS AGAIN.'

THE DAYS NOT STANDING STILL. LOOK AT THE CLOCK AO THEN AT THE PILE
OF WORKTHAT TODD STILL SEES ON HIS DESK.

AN]? JUST WHEN TODD THOUGVT'HE HAD A SMOQTH-WORKING TEAMi.' KNOW ,PF ANY-
ONE WHO S 'LOOKING FOR A JOB IN A SUPERMARKET!

.

THAT'S TODD',S. WIFE. SHE'S CALLING TO TELL HIM THAT THE BABY 'IS MISSING.

WHAT SHOULD SHE DO?

COULD ANYTHING ELSE POSSIBLE HAPPEN? OR IS TODD TEMPTING FATE?

WELL', I CAN SEE SOME OF YOU SAYING TO YOURSELVES; "THAT TODD ROBERTS
HAS NOTHING ON ME. YOU SHOULD SEE SOME. OF MY DAYS. .

\,/
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Fre-
quently

Some,-

times '

Sel-,
dom

.

r
,

4 .

' TIME MANAGEMENT INVENTORY f;

1 - Scheduling work your like to do ahead of work
44-....you need to do. , .

.

.

,

_

2 - Starting a job befbre thinkinvit through.

.

.

3 - Doing things that can be delegated to others.
. ,,

.

"--------... i

I '
4 - Doingthings that actually aren't,part of your
j ob,. "-c e

o

.

.*

5 - Doing things that can be better handled by
modern equipment. ,

.

6 - Reading trade journals, newspapers, etc% during
prime business hours.

.

.

4

...

7 - Doing marginal things from sheer habit. ,

, -

.

_

,

8 - Keeping too many and too complicated' over-
lapping records.

. .

.

9 - Pursuing projects you probably Can't achieve.
_ .

.

- . 10 - Paying too much at-tention,to low, yield projects.

.

.

414 11 - Faili\h o anticipate potsible crises.
.

I
. "

12 _,Handling too wide a variety of duties. 4.

'I.
.

.

.,.
13 - Shrinking from unfamiliar duties. :

,, ,

(

.

.

14 Failing to buifd barriers against interruptions.

.. ,

. .

15 - Allowing conferences and discussions to wander.
. 4

.

'

0;

16 - Allowing conferences and discussions to Con-
Una after-purpose is fulfilled. ,

.
,

48
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Fre-
quent1

some-
itimes

Sel-
dom

.
,. . ,

.

.

,
. .

17 Conducting unnecessary or marginal value
meetings, visits phone calls. % ,

-

.

18 Chasing qttivial data after the maik.facts
.

are in.
\

,

. ,

.

19 - Engaging in"personal work oricbnversations
' before starting business work.

,.
- 4

. .

.
.

4.%

20 - Socializing at length 14tween tasks.

15(

points,
1045

points points

.

\ ..-.

TOTAL SCORE
,... d .

.

4
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"Time Was ers; Possible Causes .and! Solttionsk'.-

--encotintered by management persoiinglran4 tension workers, -In.addition to
The following "time wasterave.rfound to be the= most commonly .

these time,wasters, possiblecausesandsolutions are listed'asyays of
correcting the problems. This list is not complete but rather a list of
those more.frequently encbuntered.

° '4111r

SolutionsTime-"Waster r Possible Causes

1. Lack of planning Failure to see the bene-
fits

Aption orientation

Success without it

2. Lack of priorities Lack of goals and
objeCtives

3. Overcommitment Broad inter

4. Management by
crisis

5. Haste

0

0

Confusion in priorities

Failure to set priorities

Lack ofdplanriing

UnriOistic im ebtima6

Prohl m orientatioe

Reluctance of su ordii ate

)

-.. to break bad ne,ff:-

* 0

Impatience with det

...Responding to-th

Recognize that planning
takes .time but saves' time
in the end: .

Emphasize results, not-

Recognize that success is
often in spite of, -not
because of methods.

Write down goals and
objectiveS. Discuss pfigir--,
ities with subordinates.

Say no.

Put first things fir t.

Develop personal philosophy
of time. .Relatepriorities
to a schedule.of events.

-

Apply'the-same solution's
as-for lack oeplanning,

Allow more time. AflOw
for interruptions.

Be opportdnitiorielited.

Encourage fact transmission
of information as. essential
for timely corrective
action.

Take time to get it right,
'Save the time of doing it
over.

uAgent DistinguiS1 between the
." important: ,,.

Lack of planning ahead Take time to.idan. ,It
repays itself many times'
over.

50
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Time Waster

6. aperwork and
reading

7. Routine and trivia

8. Vis*ors

p

9.,Telephone

10. Meetings

Possible Cau§es

Attempting too much'ih too
little time

Knowleate explosion- r.

Computeitis

Failure to screen

-Lack of priorities

Over ,surveillance of
subordinates

Soluti ns

Attempt less Delegate
snore .

Read selectimgy._
tearn,speed reading:'

Manage computer data by
exception.

Reiember the Pareto
- principle. Delegate read=

ing to subordinates.

Set and concentrate on'
goals. Delegate nonesSen--
tials.

Delegate; then give sub-
ordinates their head.

results, not de-
tails or methods.:

Refusal to delegate; Recognize that without
feelpg of greater secur- delegation it is impossible
ity dealing with operating, to' get anything done

4 detail- through others.

EnjoyMent of socializing

Inability to say no

O

Lack of sell discipline

Do it elsewhere. Meet
visitors outside. Suggest
lunch if necessary.' Hold
stand-up conferehdes.

Screen. Say nO. Be un-
available. Modify the open-
door policy. )

Screen And group, calls.
Be brief.

Desire to be informed and Stay uninvolved with all .

4-involved but essentials. Manage
by exception.

Fear- of responsibility Make decisions without
411, for decisions meetings'.

NI.

.
egovf

Indecision Make decisions even when
some facts are missing.

Over communication / Discourage unnecpssary
meetings. 'Convene only
those needed.

Poor leader, ship Use agendas. Stick to ','the,
subject...* Prepare ,concise =-

minutes, as SOQDI as possible.

51
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Time Waster

11. Indecision

Possible Causes

Lack of confidence in the
fact \

Insi tence,bn all the
facts-paralysis.of
analysis

Fear, of the consequences
of a mistake

Lack of a rational deci-
sion- making process

z

12:J Lack of delegation Fear of subordinates'.
inadequacy

Fear of subordinates'
'competance

Work ov rload on
subordinates'

Sourte: Adapted from,The Tdme Trap, McKenzie, 1972

C. W. Lifer -*Ohio

52
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Solutions

Improve fact-tinding and
validatingprocedures.

Accepts risks. as inevit-
able. Decide without all
facts.

Delegate the right to be .

wrong. Use mistakes as' a:
'learning process.

Get facts40,, set goals,
investigate alternatives,
and negative consequences
make the decisibii and
implement it.

Train. Allow mistakes.
Replace if necessary.

t

D 1 ate.fully. Give
it. Insure".COrpoi'ate

groyth to maintain
challenge.

Balan5e the worklloadj.
Staff up. Reorder
priorities. ,
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116

The Time Of.YoUr Life - Film

Lakeim's suggestions forbetter using time Include:

1. List4goals and set priorities.

,2. Mak4 a daily "To Do" list.

3.Start with A's; not with C's.

4. Ask Lakein's question, "What is the best
use of my time right now?"

'5. Handle each piece, of paper only once.

6/ Do it now!

r-- .

Additional Notes on the Film . . .

3
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SETTING PRIORITIES

,

i'

Group A - Must Do's - Those ttsX's you Fust'dO:Or- seriou
,consequences mad"" occur. Sojne vpf

-,these, can be delegated.

/Group B - Should Do'S)-2\Thdfse tasks you should (lets:

, $

4 keep the normal wheels of progress
moving. Many of these should be

#

delegated. A Should po may becole'
a Must Do afteva period of timoMust

.o
e

completed.
=

-Group C - Nice To Do'"1- If yOu rarely did them or never
did them, no serious conSequence4
would occur.

ti
al/

.
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"TVE ANALY§IS WbRK SHEET"

What items am I spending too much
tine

4

at am I doing that does not
need to be chine at all?'

0

What items am I spending too
little time on?

z

What am I doin thaicould be
done better ore'-economically,
more eff. tively)Jy others?

Items in which I can make my most
important savings.

s

Ways by which I canconsolidate
my available time.

r

A.

Other ways in> tihich"I can make
effective time 1avings.

,

,

-Other suggeltions.

55.- _
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Working With Your Secretary*

. ti

There is nothirigthat_can save time for a department cliairman,mare than
a good secretary. Today's effective secretary must be.knoWledgeable,and
,effective in the management of people as well as of-paper and pushbuttons.

How does your secretary rate? la

* -.r.>

1. Does your secreatry know the full range of your respon-
sibilities and activities in your"organization? Does
she understand your'personal geals and ambftions and how
they fit in with the department'sfobjectiN'reS"?

2. Can you leave the office loi..as much as three or four
weeks, confident that' you business and personal affairs
will be conducted responsibly and expeditiously In your
absence?

...-

,
#

3.-Does she help you Organize your time, coordinate. yclir
appointments and schedules, meet your deadlines - 411

without nagging and pestering yoU? Is she herself a
5well-organized person?

,

.
.

,t1 Does she.initiateop.handle and follow through on projeas.
without yodr havin& remind her about them?

4
.

.

5. Is she courteous, helpful; respectful and solicitous of
your business associates,,visitors, clients and custo-
mers? Do they sp4ak of her favorably?

6. Is she imaginative? .Creative? .Does she present ori-
ginar.ideasfor your consideration? Does she suggest
new ways to .improve your work? Does she suggest new
systems or procedures?

7. I& she resourceful. ? DOes she show initiativein getting
past a problem without running to you with her trouble?

Yes No

. .
, .

8.. Does she move paper efficiently? Can she tactfully pry
.. loose papers and projects that have remained on your
desk, too long - and that other exec tives are-waiting',

...........

wailing fo 9*-

-'for? Does.she shake loose data oth r executives are
holding and that you are

'--.._.,

,9. Are her -basic secretarial (such as filing,
stenography and telephone tanner) beyond reproach?, _

. .

Pea

. JO: Is she calm in a crisis? Gracious when tenon mounts?
When the pressure is on and you foe your temper or'
self-composure, does she shrug it off and continue to
function is well. as before?

A

e
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11. Do you have her.absolute loyalty and confidence?
Can you trust her with confidential infotmation, both'
personal'and.business?

-12. Does she read widely and knowledgeably, bringing to
your attention published items pertinent to your
.business or personal affairs?

.13. Is she a valuable source of department information,
obtaining facts that would bc,difficult, -awkward or
.impossible for you to obtain on your own?

I, 't

14. Does she have a, personal self-impTdvement program?
Does she try to learn more about your department, yOu/i
particula.job, your students or your type of work?

15. Is slie articulate? Does she ex ess herself well in

Pl'

summarizing information for you, both verbally and in
writing ?\' Does she give instruct ns clearly and
precisely? Does she know how you feel about certain
policies or practices, and does she communicate this
to others as well as you do? .

16. Does she work every day until her job is done,' regard-
less'of the hour or the many interruptions without
giving up?

17. Is'.she a manager inthe sense that she can farm out
her work to others when necessary?, .That is, can she.
delegate, Supervise and'take responsibility for work
not completed by herself? Can she train or help. train
other members of your staff? ..

%
18. Can she handle routine matters and projects for you on

a day-to-day basis without your intervention?

19. Does she keep track of vital dates for you, dates
needed by your boss, or his office (meeting .dates,
deadlines, vacations and such).

20. Can she do basic research for'you.- gather information
for a report, for example, or,even write a rough draft?

'or

-Source Adap
b

C. W. Lifer -"0

4

from The Time Trap, McKenzie, 1972
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DO YOU D LEGATE AS MUCH AS YOU SHOULD?
.

-,
There 's:7;10 easy way* to det ermin how much of his work a supervisor should
delegate to his subordinates. The amount will vary with the job and the
capabilities of subordinates. But you can get a rough idea of whether
you are delegating enough --,and properly by asking yourself the fol-
-lowing questions? .

'., ' , --.', -
tMceDo you have to work home.almost-every. night?

,
.. . .

Do you often have unfinished work piling upl: \

Do you have several long range_ prOjects postpones until you. "get time?"

Do you feel it's a sign of we s tq'need subordinaties assistance. to
keep' up with your work? ,..J

.

.._
. .. .

Do you 'believe that to really earn -his salary manager has to.
1r
be over-

' worked? . . . , .

Do subordinates often interrupt you for help and advice?

Do most of them feel they should bring problems to you rathei an make'
decisions themselves?

Do'you spend part of,your working day doing things for TA -hers they could
do themselves?

Is as much'of yolir time s on details as on planning and supervising?

Do you ,reserve those details for yourself.that you particularly. enjoy,
even though someone else could do them?.,

you feel you must keep a close tab on details to have a job done
right?

,

Do you lack confidence in subordinates
giving them more responsibility?)

yot afraid to risk

,Are you a perfectionist about details that ao not affect the final 'outcome
of a project?

.

In delegating a lob,'do you ,often withhold full job information?
,

After delegating a project, 'do you ,grow appr ensiVe and hover over the
,v

.
subordinate who's- doing the job?, .. , ''

, . ....., ,.
.

Are lour employees unprepared totake.on re responsibilities either
because of lack 'of training or self-confidence?

ti

z

"YES" answers indicate the need for more delegati g.
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MEA REYOUR ABILITY AS A:DELEGATOR

A)
4.

You can check your skj.11 in delegation simply by studying the Oper-
ations of your department and then answering the following questions. If
you say "NO" to nine ofthem, you have trained a competitiworking team
that accepts its responsibilities -- is thriving on them. Buif you'
must honestly answer "YES" to three or more the f011owing questions,
it's time to 'reappraise your 'supervisory metho s. Better training; better

° communications, better individual coaching of subordinates'may help you,
solve your delegation problem., .

4

A

1. Are'unexpected emergencies constantly occuring in e
operation you supervise4 Ares No

2. ,Po you find you are' so pressed for time t1 get
daily job done that you have no time to plan? Yes No

I. Is there a great -deal of frictipn or ditsatisfaction
among the members of your work group?

4.. Are you always bogged down in detail ?.
04

S. Do simple jobs take forever to gpt done?

6. Do operations slow..dain,or halt when you areaway
film 'the job?-

7. .Da you complain or criticize Oth.erswhen the work of
your group doesn't goat you.had planned?

8. Do subordinates or employees always wait for you to
,.. -give the slim before-they begin a job? ,

,

9. Have subordinates stop5ed coming to you toiget yoUr
reaction to tteir ideas? . , Yes No

'5

,10. Are your employees poker faced,,displaying little or no
humor or spontaneity in their work? Yes No... -.

, .

Yes No

Yes Nsi`

\\ Yes

Yet

Yes

No

N
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DELEGAT:ION --

. t
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\ 7..
,

Revie4 your job responsibilities and select those tasis,which you'Chn delegte to others. '
Notejtay often the task occurs and how lOng it takes per day/week/or month. Select the'.
person to whom you will del gate the task and record the preparation or.training which
the person wi11 need. Note what new authority (decision making).the person will have.

'Estimate mlen youlwill be able to delegate the task. Make note of any other,person you
should consult concerning the pro sed delegation. .'

. .

. ,.4 1 . 4

.

.

,

-

,
.

,

, Task
.
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How Long To Whom

New Authority Needed
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.
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THE INDISPENSABLE MAN

.

iSometime when you're feeling important,
Sometime when your ego's n bloom,
Sometime wEien you take it for granted, .

You4re the best:qualifie in- the room.

Sometime when you feel that.your going
Would leave an unfillable%hole,
-.Just follow this simple,instruction
And see how ,it humbles you soul.

or
Take a buCket and fill it with water,
Put yodr hand in- it, up, to youlp,wris.t;
Pull it out; Snd the hole that's remaining,,
Is a measure of howyou'll be-missed.

You may.splash alryou.please,when you_ enter,
You can stir up the water galore;
But stop, aid yoelI find. in a. minute,
That it looks just :the same as before.

The moral in, this Oaint-example,
Is to do just the best that-you can.
'Be proud of yourself, but remember,
There i's,no indispensable man.

r.

Anonymous

62-
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FOR-INDUCTING THE NEW EMPLOYEE

. NAME: DEPT:*

TITLE: DATE REPORTING:

PURPOSE: This list provides an outline to follow in welcoming and
systematically inducting new employees. The induct on- period

; offers a great opportunity to 'win the employee's loyalty,
stimulate his intbrest, and accelerate his'effective productive
date.

1.

,1. GET READY TO RECEIVE THE NEW EMPLOYEE DATE COMPLETED

() Review his work experience, education, and

( Have ,an up-to-date job description, or list
of duties.

( ) Have ready his work station, equipment,` supplies,
\ etc.

.2. WELCOME THE NEW EMPLOYEE

( ) Put hii at ease., .

) Indicate rAationship to,new employee.

( ) Assign workplace, etc.

3. SHOW GENUINE INTEREST IN NEW EMPLOYEE

( ) Discusibackgroundand interests.

tires

( ) Inquire about housing.,

( ) Inquire about-transportation-.

) Inquire about any possible fin4ncial diff-
iculties due to pay lag, etc.

4. EXPLAIN THE WORK OF THE DEPARTMENT

( ) Describe the function.

( ) ,Outline the organizat on.

( ) Explain relation of work to that of other
employees.

( ) Explain to whom he reports, and who reports
to him.

to

I .

J

4.



J

SHOW-EMPLOYEE THE LAYOUT ANDAVAILABLE'.
FACILITIES

Explain layout.
-

Show locationo washrooms, lunchroom, etc

0 as

, , ,

INTRODUCE EMPLOYEE TO CO-WORKERS AND MEtpERS
OF MANAGEMENT,

( ) Indicate'toeach the new .emploype's duties:

( ) Explain duties of-eath person to whom
introduced.

( ) Make lunCh arrangements for first day.:

7. EXPLAIN RULES AND REGULATIONS,

( ) Hours of work.

( ) Punctuality and good atkeNfiaance
Unable to work).

( ) Lunch.periods, re periods, etc.

( ) Use of telephone-,

) Other: (smoking, safety appearance; etc.)

8. COMPANY POLICIES:

41* ) Vacation.a

( ) Sick leave.

( ) Pay periods.

( ) Insurance.
.,

( ) Pay scale.

( ) Evaluation.

GIVE JOB INSTRUCTION OR ASS-IGNMENT TO A
QUALIFIED. INSTRUCTOR ' ,-------

( ) Give step by step.inStruction.
..r

. i ,

( ) Explain quali.ty-and quantity-standards.

Availability for future assistance.

Provide :learning aids,

Use 4nd care of equipinelt and supplies.

Security aspects.

64,
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10. FOLLOW; UP

( ) -Check frequently on progress.

( ) Encourage, questions.

) Make corrections

(.) Give encouragement.

%.

A

tl*

**tow

a-

:11

.40.'
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DATE COMPLETED
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KNOW YOUR EMPLOYEES

'7
INSTRUCTIONS:

Do y-oi really know your employees? 4Tike
few minutes to work with this checklist.

DO YOU KNOW THE FOLLOWING INFORMATIOM,FOR EACH EMPLOYEE?

YES
Full name

2. Nickname

3. Age
,

4. Marital status-

5. Number.of children

6. Approximate ages

.;;

7. Education and experience'*

.8. HObbies

9. Special Interests
. *4'

10. Length dl''service With the organization

NO

THINK ABOUT YOUR EMPLOYEES' ATTRIBUTES AND THEN WRITE THE NAME-
- OF THE ONE WHO BEST ANSWERS THE ,QUESION ASKED ,

)

1. Who is your most organized employee?

2.-Who has the most seniority?

3. .Who isphe- ,Uest natures?
'

4. Who is the most. stable?
4c

5.. Who is the. Aost defensive?

6. Who is the most dependable?

7. 'Who is the best

.00

y
I

ea by co-workers?

8:Who is the most productive?

9. Who is the mast enthusiastic?

10. Who is most likely to'stkceed?

7 /-

Pr

17
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WORKINGLWITH SUBORDINATES .--

.,,

, 4
1. Do you an d your subordinatestagrqeon what results.are expected

,of them?,

-2. Do you and your. subordinates agree On measures of performance?'

3. Does each If your s,ub4rdinates feel that he has sufficient
authority over his personnel? /

%

4. Does he feel that he has suffiCient authority concerning finances,
facilities' and -other resources?

. Within the past six months what add,itional authority haVe you
delegated? .

6. What more does each.:of your subordinates think should,be dele-
- gated to hie-.

7. fsaccduntabilitY.5xed for each of youT 4elegated responsibil-
ities? Is your follow-:up adequate?

4*.

8.' Are you accosibletwhen your sybordin tes need to se.e you?

: Do your subordinates fail to seek or accept additional respon-,"
sibility? , .

10. Do you bypass your subordinates by makingdecisions which' ar
part of their job? ,

-..,

14 What interferes with the effective use of.Your managemen time?'
se

12. Do you do things your subordinates should do? Why?

13. HoW could yolab'est improve yourdeleotion?
,. ,

14. If you were incapacitated for six months; who would take your
place? .

, .

-. 7 '4
.

15. Do you ask each.of your subordinates -individually, -"What could
I do, refrain- froth doing, or do differently 'which would kelp
you do3a better job?" .. 4,_

to,

a
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LE S FROM

;.HOW.TO` WIN FRIEND'S AND -IN'FLUENCE rE9PLE
. .

I

FUNDAMENTAL TECHNIWES IN HANDLING PEOPLE '

AP

it

1. Don't criticize, condemn or complain.

2. Give, honest: sincere app eciationt

3. Arouse in -the otfier'Rer an eager want.
*

4. Become genuinely intereited in Other people.

5.
.

Smile.

r

14t

a .

6. Remember that a man's name is to him the, sweetest and most impor-
tant sound in any language,

7. Be a good listener. .Encourage other-s t6 talk about themselves.

8. Talk in term's of the other men's interest,%.

k
. 4

9. Make th. person fetl important and do it sincerely.

10. The onlnway to get the best of an argument is to avoi

11. ShOw reslect for the othtr man's olkinion. Never tell, a man he
'14

is wrong.

ti. If you are wrong, admit it quickly and empilatically.

13. Begin in a friendly way.,

,

14; Get the other person saying,- "yes, yes" immediately'

15. Let the 'other, person do a great deal of the talking.

16. Let other person feel that.the idea is hip/. w

17. TO one tly to see things frOm the other p rson's point of
view. A

'

18. Be'sympathetic with the other person's ideas and desires. .

w
. ,

19. Appeal to. the nobler motives.

, 20: Dramatize your ideas.

21. Throw down a.challenge.

.,68
4
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BRAINTEASER

a

TRUE.. OR FALSE? MAINTAINING DISCiPLINE.
4

1. Discipline starts with the very beginning of a new employee's
training.

2.- ManyAisciplinapy Rroblems can be prevented if the supervisor
explains ther1-es'and regulations carefully.

3. Employees who violate the rules should always-be punished.

4. Discipline that controls..is the T7-.1..1,DAry preventive discipline
.availablc to. a supervisor.

5. The chief purpose of a warning is to punish the offender.

6. "Ignorance Of the law"lis never an excuse when an employee,
violates a department regulation. ,\"

7. An employee'ss past record should not influence tHei4Ysciiilina y
'actions of the supervisor.

8. %.tt good supervisor punishes an offendel- to , make, an example
out of him and to thereby deter %thers from breaking rules.

9. The supervisor should not be swayed by the man's reasons for
breaking a rule.

4'440:k-

.4
*

,
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* 4-

I

GETTING READY TO TRAIN

1.
',Step I U-se a Training Time Table

1.' List yobs to be performed
2. List worker's names
3. Check ,jobs agginsternames

Identif9' training needs .

S; ,Plan training

'Step II - Make a Training Outline
1. List major points
2'4 List spedial points

16

Step III -..Prepare to Train
1. Hay" necessary supplies, equipment

teaching material on hand
-2. Reviw training outline
3. Arrange work place

.4

O

4;

4

I

/1

,
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o.

CONDITIONS FAVORABLE TO-
.

is NEED AND DESIRE ON 'THE PART OF THE LEARNER

o .1

A PLEASANT LEARNING SITUATION'

A f'181 G

3, A GOOD FIRST IMPR SION-

INFORMATION".THAT CREATES INTEREST

5. 11VORMATION RELATED 'TO, WHAT IS 'ALREADY KNOWN

6. INFORMATION PRESENT, D IN SMALL. AMOUNTS'
.

7. ..APPEAL TO'MORE THAN ONE OF THE FIVE SENSES

8; ',"REPETFTI.ON WITH VARIATION

Orl.EARNER'S'AWARENESS OF OWN PROGRESS
.. , .

.,

( o - . .
.

v-3:0.--; OPPOR TON I Vic TO P,UT LEARN I NG I NTO I MM ED I ATE USE
:

w
''.

'
.

.
.

\
A

n f 4

I
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'FOUR-STEP ,METHOD OF TRAINING

Step 1 - Prepare the trainee.
o

ut him at his ease; he'll learn faster.
. ind out what he already knows.
stirgulate.his%interest in the job.
show purpose ofjob-.
place ip correct position to see.

.
,
1.

Step 2 - Present the job.

showillus Tate, step by step-7mo more
than he can mast,0 ,
stress key.point (see job.breakdown).i
be clear, thorough, patient.

Step'3 - Tfy but performance. \
test by having the traiAe perfoTm. 46*
have
have-trainee.explain keywoints.

4

t1 trainee TELL and SHOW you.

'correct errors; reteach -if necessary.
continue pltil.YOU know tiat HE knows.

Step,4 Fellow pp andevalUation.
.

.
.

. \

check frequently; encapage questions.
. correct errors; reteach if necessary.

put trainee 'son his own.°
designate-to'whom he 'goes fdr help.

.

evaluate whether, he is meeting work standards.,

2

-"

A

4

4
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WIT,H ICILLsFUL ,PLAANING,
THE SUPERVISOR WILL -CO,NSERYE:

,

T I-M E SAVING WASTED MINUTES, HOURS, DAYS.

MATERIALS SAVING WASTE,,SPOILAGE OR UNNECESSARY

INVENTORIEt.
*V.

MACHINES BECAUSE THEY WILL BE `OPERATED TO THEIR BEST

CAPACITY.

r

'SPACE ELIMINATING OVERCROWDr AND POOR COORDINATION OF ,''

'INCOMING SUPPLIES AND OUTGOING PRODUCTION.

r.

M A N. P. 0 W E R BECAUSE EMPLOYE WILL BE FULLY OCCUPIED.

FACILITI,ES WILLBE OTILIZED:TO THEIR BET ADVAN1AGE.'
.11

ENERGY BECAUSE OF INCREASED EFFICIENCIES OUR NATURAL

RESOURCES AS WELL,AS THE SUPERVISOR'S ENERGY.(STRESS)..

WILL BE CONSERVED.

4

*

b

,

cc,

-
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a

O

'TYPiS OF .P.LANNING A SUPERVISOR
GETS INVOLVF--D IN:

1. PARTICIPATION IN SETT I NO GOALS.

2', IMPROVEMENT POOGRAMS

3., PERSONNEL MANAGEMENT( NTH DEPARTMEZ
AP

\.>

PRODUCT' I ON PLANNING.

5 ORGANIZATION OF WORK IN THE DEPARTMENT.

.

MAINTENANCES

PAPER WORK & REPORTS\

CHANGES.

9. COMMUNICATIONS.

, .r.

10. OTHER.

a

75

11
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KEY PLANNING QUESJIONS.,
-J

WHATPIS-TO'BE DONE, (GOALS, RESULTS1, OBJECTIVES)?
0

WHENL. WHEN WILL'IT BE DONE?

. WHERE WILL LT BE DONE?

WHO "WILL DO IT ?-

a

HOW WILL IT BE DONE?

4

0

ra

1

4

4



LONG RANGE PLANNING BY4THE MANAGER

SHORrRANGE PLANNING BY THE SUPERVISOR
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A

DO YOU: ,PLAN FOR'---
i`'

5.YEARS

1 YEAR

QUARTERLY''

MONTHLY

WEEKLY 1.1

DAILY.

78

I
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REPORTS OR''kECORDS1 ARE E N E)cr

2, WHAT RE'GIIA'R' WEEKLY ACTIVITIES, DO Y

TO GET DONE?
-

3; DO YOU4-H,AVE ANY IMPORTANT.Pi
WITH- ANlY OF' YOUR.PEOPLE?

PLANN.ED
r

0.1HE.1(1-?4P.ORtANT ACTIVITIES DO YOU' KNOW
NOW THAT YOU MUST,GEtDONE
AHEAD.?.

74 er



MEA-UREJIENT Of SUPERVISORY TASKS

'<:4 a.
CJ4/ 4/

to I NOV'AT I
4'7

41-

&' TASKS,'

, 3=T

)N ;),..1.

PROB-.LEM

SOLVI4-0 TA-SKS
e

4

'1

4
1

IOU-TINE TASKS
ti

tl
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IT YOU' PUT 'A SHEET OF
P.A P,E.0 L OF THE WORK/
TASK'S r u THOSE

WILL. PRODUCE 80%OF
YOUR PROaUCTIVITY.

io

4

4.

3
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I.

DE GATI0N

DtFIgITION: GIVING AN ACTIVI-TY-TO ANOTHER
C

PERSONRSON TODO

stk

CHARAtTERISTI:CS:'

rF

FREEDOM OF ACTION-,

.

SHARED DECISIONS

SHARED RE5FONSIB,ILITY

GRANTING OF icUTRORTY

.

I

. :.,*(

83
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WHYD.EL0 EIATE.,

e,

s PROVIDES TIME. FOR THINKING "AND PLANNING,

B. EPSES JOB PRESSURE'.! . a a

4

s

a

a. A,

'C.:; PERhilTS DECENTRALIZATION OF ADMINISTRATION,
1 / Y.

)..... , k

a

1:), DEVELon-AstisTXNTs, ,

.-/ . .

7-a . lk
Z

4 E'. 'MAKES ROUTINE 'JOBS MORE, SATISFYIWO EMPLOYEES!

.... F, NiovibEs"GRou GOALS AND FACILITATES GREATER TEAMWORK.

I.

o

G. ..I.MPROVES OF'.PER'FORMANCE1

f

v,

Hk',BECAUSE A SUPERVISOR'S giSPONSIiILITY I-S OFTEN GREATER
. i ,

THAN HIS ,PERSONAL CAPACITY TO. CARRY IT b,UT.,'HE- MUST:
. ;) ', " t 4 r

4
DEGATEITO BE SUCCESSFUL..Lt

' ,

.

, tk:

I

-
o 4

.7

.0-

I

4

F
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4

. 1

'r-
THREE'

.

1.

ELE.GATIbN

7_' .J., "ASSIGNMENT;OF
,

. . , ,.

- GRANTIN,G OF AUTHORITY,f0,MAKE. COMMITMENTS, USE
,

: RESOURCES OR- fAkE ACTIOtc,
. ., ,

.

7;. ( kt:
ONRESPOTiSIBILITY CREATION 05 AN OBLIGATION DN THE,

I

PART,. OF It-SUBORDINATE FOR -SHE SATISF4TORY PERFORMANCE

OF tHE ASSIGNMENT',

)

2
JI

a *.

;

r.

O

I

i

,

' 4
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tt

.
,

w-

'WHY \D :D E.CE.G A T E

1.'

REASONS
GINIEN-D

BY MANAGERS-AND.SUFERVISORS. FOR NOT DELE6ATI

1. SUiORDINATES,LACK'EXPEk ENCE.
I Q

4 ) e . ., , . 0 / -

,40 2. (IT TAKES- MORE .TIME TO EXPLAIN THAN ,TO :150 THE JOB MYSELF.
r

`....

\-. ..
, . ..

,

.3. EXtiER IMENTAT ION AND MISTAKES CAN' BE tO0.-COSTLY t. ,
..

,, ,

,. .. ' '' ." kc, l _ ,-, ..,

M. MY IIS'IT ION ENABLE AE, TO GET AU I dKER
.
AO*

6 .
.,,

. i ./ ' ,

CT f N .

, t ... , . 1 .....

THERE ARE SOM,i A ONS-, FOR WHICH I RESRONSIBLE. THAT' I
, '' ,

' . ' , ,
( . .

. C'AtI ' T DELEGATE TO NYOkE ; ; 4 y a

\60 MOST .OrMY1-SRORISINATES ARE SPECIAISTSMITHOUf THE

OVERALL KNOOCE MARYDECISr0 S 'REQUIRE,

°

/ . . . .,

7, MY P PLE ARE" ALREADY Tootupc. .
...

. ..
7 ,

1

. ..

e. ,- 4
*

%

8. ' MAN 10F4 PEOPLE ,JUST AREOT 'WILLING TO ACCEPT kgSPONSf

' %,.. e ' 46 %
/

9, WE L'ACKADEAUATE-0 fR LS AND 'PERFORMANCEMEASUREMENTSi
_

1.

g

'

- 10 ; . I: : LI KE 'KEEPING AND, MAX I NG we; OWN' DEirS IONS .,

. ,

1 ,

t
,

' LOSS OF PRESfNE; : . ' 4V
,:,

.

. * ).,,
1.3'.., PEAR OF.:LOS'ING tONT6L *Fr A N - sACT IrTY .-' ':: ''.,

. , ., 4' -

FEAR OF

'

120, RELUCTANCE TO SiVE.UPACIIVITIES'TIOAT A- SUPER 401,!,

''PERFORMS WELL.

4

,P.1.

./
.fc

1
41.
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4,

I

- A 4

- .

404 "

B 4S 'LC A-ti I VU 0,E Y- OU NEED T,0 D. E L E G'A'T

A. BE RECEPTIVE' TO,. THE OF OTHERS,\ ti

/- , .
B. BE WILLING tO,ENTROST DUTAS AND:AU:MORI

. I!

4 #
O. i '. ..t

(
'C. TO t ,REED6m,awAcjioN.

. .._ . ...

.. , ..'\--4, .- .4. ,

Di / ,I .1G T 1),ELkkATE T,O STRENGTHEN THE -OROoizATI.6+4
c N.,., 7 0 - ,

O

;._

t.

so

BE, WILLING TO START93Y.,-EASY STAGES:

t# 0
, 4

BE LINt TO FOREGO T E- LUXURY OF 'BLOWING YOUR TO.

,

.
p

-.761

4

4
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,e

4"

,

A
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4
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'WHEN TO DELEGATE
0,

HEN Y9U AND YOUR. SUBORDINATES ARE .MENTALLY READY.

#

:.'

.

,WHER 'YOU ARE:Z rVEN NEW riLki_'/IIES-. , t --/ , ,,,

'4 ' 1'
;

A

1(
F. WHEN. YOU' MUST. BE ABStNT.i3O'fi 01' VICAT I o'14 .

. ', ( .. . ', . 4
. ..

. l
'

.,
...

. . - ".: #.

.0 ) . .

.1* _.:...)4P: . .

1
5 . # * 1 1

t. I- .1h. WHO' REn REMENT HP PROA..CHES .
' .-

..,
, ...

\ }, $ i #. ''.. - - -
, ,

. ti.. .,.. .. ,-
. 1. . . ,., .,`-` / ' ...,L

,, .

. i 1, ,141,14E-144.. YOU WANT -TO' DEVELOP: AN EMPLOYEE .. ..; ,_

#

,

'NE)! EMPLOYEE I S ADDED I.a
WHEN tA SOB.OR INATE;A's \

, 4

WHEN A NEW ACTIVITY -IS DDEiji
5

N.,

I

11141.:

-c#,t
t4.. .-`

I N EMERGENCY SI TUT ,I ONS', . -41

4

es

6

K. \WHEN OVERBURDENED . 1'

1

(

"e

. d * ; N./17

4. \
4

'
J Ta. I

('

---, ' .

2., . .
s r . ck,

'' }I i I . '.,t
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1.

4a

IP

'IS .

O.

WHAT TO D.E.LEGAJ

j

DEL THAT- W ICH CAN BE ROUTINIZED:,

.

.

". B. 'DELE;6ATE THAT WHICH WILL INCREASEkJOB SAT I§FACT ION .
I '

T

C. DELEGATE THAT WILL DEVELOP SUBORDINATES .

/

4

.*

A

DELEGATE THAT WHICH WILL CHALLENGE..

DELEGATE 'A. SUCCESS SEQUENCE.

'v

. ..
F.'.,...2:

. "j t \ .,_ a ,
.4.DELEGATTHOE AATTERS OF LEAST IMPORTAN E WHICH WILL.

1...,IGHTiN 'YOUR LOADt, /ik
,,. ' I,

/ 4: . 11. . ,,E I LL I NG > 0,liT., ROUTJ NE REPORTS'i ,
, t - .

v .

--1.

:i, . le
e

S .
N

sLZ, I ,/e. :if' . i
4 `:`,

7

A 0

'" o elo ,.
'2, CH4KING,.MATERIALS,' StiPPLI ES,

6
ETC";

.. ._

3. RUNN Ni ERRANbS I

4. MAKING CALCULATIaNS AND

5.' ETC.

0

4

d

isES .

a

0'

a

t



EXECUTIVE AUTHORITY

1,11ILICY MAKING,

TO:DELEGATE

,2, :ORGAhIZING WORK GROUP.

3. DIMMUNICATING VIITH SUBORDINATES.

4.' EVALUATION pF RESULTS.

a.

B. A DUPLICATE OF
,

YOUR JOB. 4

:

c. FINAL DISCIPLINARY AUTHORITY.' ,

e

D. RESPONSIBILITY 'CAN BE.HARED/gUT IT CANNOT. $E.
-

W-H E N 11.0

4

Va . e.

4 .

'T0 D EL-1 6. T

46WHEN WORK-GROUP IS INEXPERIENCED.

\,

WHEN IT WOULD DIVERT EMPLOYEE FROM HIS,MAIN

'WHENITAMIfiHT tAUSE,FRICTION'IN WORK-GROUP;

t

a

,

f I1

S.

,

4

1/

9Q

.
A

It .

4,

..

;

I

I , .1a 4,

*IMO
44' o ,

1,



r

SUPERVISOR'S TASK & DELEGATION CHART

4
5. OTHERS MUST DO

s-

. 4. OTHERS 'SHOUL 0, BUT,Yb
HELP OUT IN AN ``EMERGENCY

YOU .00 DO:, BUT OTHERS COUL
QLIf GIVEN AN OPPORTUNITY

. YOU SHOULD.DO,
I

BUT SOMEONE ELSE
COULD HELP,.YOU,

I

x

ti

91

4

4
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2.

4

-HOW TO DELEG;ATE

ASSIGN AS. MANY TASKS AS YOU SAtELY.CAN1

-EXP EC AND ACCtPTSOME MISTAKES.

'GIVE ENOUGHAUTHORITY TO.COMPLETE THE,TASK. "BACK UP"

ME EMPLOYEE TO WHOMAOU'VE DELEGATED A TASKS

c,

4. 'DELEGATE RESULTS AND NOT METHOD. DEFINE WORK4AND-7-----

.OBJECTIVE.. 4

LET OTHgRS KNOW TO WHOM THE TASK HAS BEEN:DELEGATED.

C OMMUNICATE YOUR CONFIDENCE IN ,HIS ABILITY TO SUCCEED.,

7 aLL FOR PROGRESS REPORTS AND SCHEDULE' REVIEWS,
.

e

11-

92 O )

4, 4



PT-20
4 , A

4
t

a

0

4

-NOW CAN YIrt1 LEARN1TO DELE6AtE,? (.\

ANALYZE YOUR PRESENT WORK HABITS.

RADURLLY WORKJO CHANGE-YOUR HABITUAL RESPONSES,

ei

3. -TRAINOTHERS TO DO NEWAOBS, EVEN YOUR

4

JI

,

93
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3'ORGANIZING MEANS DESIGNING THE' DEPARTMENTS STRUC-

TURAL FRAMEWORK WITHIN WRIeR THE 'VARIOUS DUTIES/ARE-

PERFORMED AND DECIDING HOW THE DUTIES SHOULD/BE PERFORMED.

ORGANIZING ANSWERS THE QUESTION HQW WILL THE

WORK-BE DIVIDED AND ACCOMPLISHED? t

1

a

94

1: I
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Ng *0, t.

;:.

1 ,

4 c,41:11f:,

st

. .

tlfPERIISOk;--ilESP.ONSIBIL,ITY TO,:

1, ETE .2..E AND AtIMLRATE THE VARIOUS CTIVITIES WHICH.

ARE RE.QUIRED.

dir

2, ASSIGN Tt-IEtE ACTIVITIES-J.

./.

GIVES SUBORDINATES THE AUTHORITY 14EEDED TO CARRY

.54 5-0IfTs4HE ACTIVITIES ASSIGNED.'

ti

I

``'.1 r

p.

0*

tit

INs

640-7-7

b

.0.

w

, -ere

elf
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S.

THE 'BASIC PURPOSE OF 011GANIZING '1S' TO mii, THE:

WOi.T0 PERFORMED TO ,UTI1IIE PERSONNEL MOST 'AFF I e'

\- CIENTLY. i THIS. IS DON AT THE SAME TIME AS THE fkliN-
,,

fs 6

N I kp FUNCTION, (- ...,.

.\ ,--- \
1\ 1

0.

, THE /SUPERVISOR

"
<is IN ;THE\ i3EST., POSITION TO MN 1.

WHEN A SHIFT IN JOB ASSIGNMENTS ,WILL ACCOMPLISH TAE
4 I \ c, ,. ,, :

WORK OF- THE DEPARTMENT, MOST EF -CIENTLY.

4
at"

r

1

r

aa

is

14

4

II;

'1 " n
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PT-4

I

--P

K.N 0 W H A T k D

1.

a-

'PERS'ON y,o 'WANT.

D.0 N T,--,DESCRIBE IVIMAER AS "A GOOD WORKER' WHO.WILL

STICK ON'THE

D 0 MAKE A CHECKLIST OF NECESSARY OR, DESIRABLE QUALITIES

E X A

E X P E R I E N C E THIS PERSONJUGHT TO HAVE WORKED A

PRESSES.COUPLE OF; YEARS ON- MULTIPLE' -SO DRI-L

'BLUAPRINT READ'IN'G-- THIS PERSON WILL HAVE

JO BE ABLE TO WORK DIRECTLY FROM, MINTS. A

S P-E'E D THIS JOB DOESN'T REQUIRE A FAST:PERSON SO
ft)

MUCH ASIT. REQUIREA STEADY; CONSISTENT WORKER.

NITIATIVe CAN-THIS PERSON WORK ALONE ON HIS/HER-:

OWN WITHOUT CLOSE SUPERVISiON?
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Sa

4'

7
&

S-U P E ,11 V I R ' S. /1*E KL:I'S.T

INDUCtIN.G. THE NEW EMPLO.YEE"

"1

r

, r 1

. . . ,

. : I !
GET READY To RECIVE'T.HE NEW EMPLOYE-E :1

,

t T

I



PI:12 6.0 ,

o

WEL C M T E NEW1 EN1iPL0YEE'
J

o .

,

1.

I

4)A '
1.

I

SH,014 ',GENtri.NE'il-N.TEREST. IN' NE E.MPLOYCE,

v.
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(
t-EiC:P<LAIN THE

Pep

,e

WO,RKOF TH.E, DEP'ART'MENT

'SHOW EFOLOYEE THE LAYOUT
'AND 'AVAILABLEFACILIfIES..

/

0

100'



INTRODUCE Et4.PLOYEE.:T.0, -W.oR,KERS

.1"
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ur .1 it

J'OB IASTRU,CTION .OR

T A. GI LIFIE D I N S et C TO*11

r

\

FO-ILLOWU,i; ON JD-R.OGRES''

1



TIRECTING IS THE'MANAGRIAL FUNCTION WHICH INITIATES .

ACTION -DJRECTIN6 BASICALLY MEANS ISSUING INSTRUCTIONS;-

ASSIGNMENT^S, AND ORDERS AND GUIDING. AND OVERSEEING'EMPLOYEES.

'DIRECTING MEANS BUILDING AN. EFFECTIVE WORK .FORCE AND 4.

MOTIVATING EACH WORKER. IT MEANS GETTING EMPLOYEES -TO°

WORK WILLINGLY AND ENTHUSIASTICALLY TOWARD THE ACCOMP-

LISHMENT OF THE COMPANY'S OBJECTIVES.-
a

.

4

C

1

. 104
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I PT- 32

6
r

It is the responsibility of all 'executives and

superNisors to. see that the work in ,their

assigned areas of responsibility is done. as.
J

efficiently aspossible.

4

4

X;

')

R.

9



A *G.0 0 D -p T I ./ E 1 S:

REASONABNL:. O

, ,

'2. UNDERSJANDABLEcLEA &NSONCI§.E

a STATED IN A :136,1..ITE
,ERA.TE TONE -OF' VOICE

COMPATIBLE OBJEC
TIVES OF: TWE ORGsANIATION.

°SPECIFIES THE TIME 'E:.EMEIT
" IN WHICH TRE EMPLOYEE IS

,TEXPECTE.D TO C0,1134,C(TE THE
'TASK

r.



PT-34 .74

TYPES OF DIRECTIVES
.4

.

.Requests

-''Stiggestions

Askfor:VOlunteers'

-Corrimands:

1

t

107
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,,;-
k

00.

6

h*

.

-HO tviDo you OPERATE.

SUPERVISOR?AS A SUPERVISOR?,, /
..

, 0 6

a e

1 08-'"-- 4
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.AP-21-liC6ACHE5, TO ISP.ERVISOR'Y

t.

AUTOCRATIC

LOSE SITERV I S I ON

-r-

4

. N.

r

. I

/ CONSULTATIVE
\

GENERALSUPERVISION'

H .A h°D-' W H E R.E I-G H T A C-H___J TYLE 13.E ,

APP1ROP1IATE?

'2, 'WHERE .DO ro u :FI. ?

109

r



. h-37'

'B0'S*S

.A I3'.0 S S

C M.M. U N I, C T 'E'S
-.

'F
-E A R-

P "E S. Si I M § M

WORK /A5_ A .DRUDGERY

11

M A B E

LACK. F H

DOUBT

r T A SK S

LEADER?
..1
t

.

A

E T PASM

i

P T /4 I'S M
r

r.

WORK- AS EXCITINA

r

"P0 -5 I. TI V,E "

CO,NFIDENCE

EAXPE.CTAT.I0NS

GOALS
\ Ott

I\ r

-R 0 4 L E M,S ,S 0 L,U, T Il N S

"I DON T_ HAVE: T.IME"

K-

4

WILL _MAKE THE I_M

" I W

110
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" LEADEVIS IP IS THE.

E.L.SEOF GETieltle SOMEONE

TO Dp SOWIEMINp YOU \NAI.

\i
BECAUSE. HE WANTS TO

Do
IT ,!7

4

4



PT-39,

. .

.

1'

. Do we let each 6rriployeektiOw.

Where thp:::*4..COrties'frorn,

Why it st*Old.1*-clone.,
,

Where, it ,goes.:.apci

I What becorr it.
...f.

tt ,

3.-



PT-40
4 'P

vof

PLAI0-11,,tr."C.A411 SES OF MIS C-0 T

1 BOREDOM -"

. .

2. Di SCONTEN:r

4

3. IDLENESS
4,

4. LACK OF INTEREST IN THE JOB

5. lACK OF WORK AND:ASSIGNMENTS RESULTIG FROM

ADEQUATE SUPERVISION

6.. MISUNDERSTANDING OF POLICIES AND THEIR 'NEED

AND PURI'S E

7. LACK. OF UN I FORM. ENFORCEMENT, AND REGULATIONS

8. RESENTMENT

POOR COMMUNICATIONS

10. EMOTIONAL STRAIN

$





.G'11IDELINkS\ FOR CONSTRUCTIVE DISCIPLIiIE

1, MAKE. SURE THE EMPLOYEE U.NDE117
,STANDS THE 'RU-LES

2, ,ENFOR,CiLRpLs C'ONISTENTLY,
I

3, DISCIPLINARY TION SHOULD
F I T. I H'E Q F F'EN S E -

4, DISCAP-L,INARY ACTION SHOULD
.CORRECT, NOT -1)uri 1-s H

5, GryE .CREDIT
I D UE

115

(.3

WH-

EN CO.ED IT

4

4.
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v ,-/

W.H-E,N D I SC I Pl. :NA NG AN '':,E MPLO TE.E ,
so -` THE SUPEI.VISORSHOULD,:, n

I,

1

a.

.:C-1ON LR11,1. HIS OR HER TEMPER

.1.

BE SURE OF THE FACTS-

,
3.,-TALK TO T HE E1115.L'OYEE IN,

PRIVATE

GET THE OFFE DbER S. SiI)E\ OF
THE .PR0BL1E

4

,

5. BE F I RM BUT AA R

6. EX,P,RESS .CONFIDENCE IN THE
EMPLOYEE'S ABILITY TO
IIIPROVE. k..

. fr . .

4

116 .

3

I,

,

-..



4

5-StA.E DISCIPLIN
,

P R IV

AR 11)- ROCED E

r,

,TAL

k'N'I N G

'WRITJEN WARNING
S

DISCIPLINARY LAYOFF

4

DISCHARGE:

ES"

v.

A sv

4

11.7

I

.

.0.1111.
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°
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_

* G 11.14. ' wT 0 IYli 11: P 1 N .6 .

P O S I I V E J),.'fs C I 0 LI N 'E

1. THE SUPERVISOR SHOULD SET A GO D.DCAMPLE

2. LET tHE EMPLOYEE,KNOW THI PECTEb STANDARDS OF CONDUCT. AND

PERFORMANCE AND WHY THEY ARE REQUIRED.

C

3. CREATE A GOOD WORK ,ATMOSPHERE THAT IS ENDLYW1900rEN TO

SUGGESTIONS., .

6

RECOGNIZE EMPLOYEE INITIATIVE AND GIVE'CRED1T FOR IT.

i%
b

5. OFFER COUNSEL G TRY TO 'PROMOTE UNDER;TAND/NG'AND-CONF
.

DENCE. LISTEN TO THE EMPLOYEE'S. SIDE-OF THEfSTORY.

V.;\;

6. HANDLE PROBLEMS IN A FIRM:\UNIPORM AND IAMrARTIAL MANNER.

TAKE ACTION WI4N YOU fiAVETOf

wOO

r

118'
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E ALQATING.EMPLOYEES 

FOR 

MANAGEMENT PERSONNEL 

-:, 
?.? :1. ... 
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PT-49

4

-N

. 4

F
. ,

Do you ever talk t6your eiwnplclyeebrto cover the
things they do well,

4

4

044.1-

I e

IP

the things on whichhey,_neeciiirip4;e

) . ,

and the thipgs ihal interest therri?___

p.

4 iy--------

122
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EMPLOYEE PERFORgANCE.APPRAJSAL

.

PERFORMANCE
FACTORS

.

,

FAR EXCEEDS JOB
REQUIREMENTS

.

.

EXCEEDS JOB
REQUIREMENTS

MEETS JOB
REQUIREMENTS

.

NEEDS SOME
IMPROVEMENT .

DOES NOT MEET MIN-
IMUM REQUIREMENTS

I

,

'QUALITY

.

.

LEAPS TALL BUILD-
INGS WITH A ,

SINGLE BOUND '

.

MUST TAKE
'RUNNING START
'TO OVER
TALL'IMILDINGS

. -

CAN ONLY LEAP
OVER SHIRT'
BUILDING WITH
NO SPIRES

.

CRASHES INTO
BUILDING WHEN
ATTEMPTING TO
JUMP OVER THEM

CANNOT RECOGNIZE
BUILDING AT ALL
MUCH.LESS JUMP ,

J

1

TIMELINESS

.

IS FASTER THAN
A SPEEDING
BULLET .1°

. .

.

IS AS FAST AS
A SPEEDING
BULLET

,

-

_

'

NOT QUITZ'AS
FAST AS A
SPEEDING
BULLET

f

.

WOULD YOU
BELIEVE A
SLOW BULLET

.

.

WOUNDS §ELF WITH
BULLETS MHEN
ATTEMPTS TO SHOOT
GUN

.
.

.

INITIATIVE

,
..----

..---

IS STRONGER THAN
A LOCOMOTIVE
.

IS STRONGER
THAN A BULL
ELLEPHANT

IS STRONGER
THEN A-BULL

SHOOTS THE
BULL

SMELLS-LIKE A
.-

BULL .

.

.
.

.

ADAPTABILITY'
.,,

.

.

WALKS QN WATER
CONSISTENTLY

,

,

,

WALKS ON WATER
IN .

EMERGENCIES

,

-
.

WASHES WITH
WATER

.

.." .

DRINKS WATER
,

l

PASSES WATER IN
EMERGENCIES

.

COMMUNICATION' TALKS WITH GOD-

.

.

. .

4

TALKS.WITH

,

THE ANGELS
TALKS TO 4t-

HIMSELF

.

ARGUES WITH
HIMSELF

.

LOSES THE
ARGUMENT

124' ..
R I 125
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1;

, ,

'0'.
. 4

-WHY SUPERVISOR AVOID APPRAISING
EMPLOYEE PERFORMANCE

7

1., Difficulty4ift
1 ,

.

e
s . , ' .

!... rating by different2: Inconsistency of r4ti.i
-I- -. .

supervisors - ,..-- .--' ... ....--.....-;.. .

;

,...,... ... .
, ..

-- -:.,--:------

3. Apprai8arfornip-itiat--doWt..0yer. the jcib
,------7,--, ,:..----,?-.-:- -, :---- ., ; . ..,---.-,

. _ ... .
.._. .._.

4. Dislike for.thejp.t.p16:1-By-jrivolketed.
, I

r

'
' r .

1

I

.

126
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I

44,

HY,EMPLOYEE EVALUATION
IS IMPORTANT TO THE SUPERVISOR

A supervisor''s most productive talent is
leadership

Leadership-means emIoyee= development
hi

Ernii`loyee development means training- b
on facts

Facts are the basi
.1

for employee evaluation

r

Employee evaluation measures the1eaders'
success

Hence, employee evaluation is cvital to the
supervisor's success

a.



PT -54

fp

KEY USES:OFfiERFORMANCE APPRAISAL

1. To i n prove perforni ance

2. To provide a 'basis for' personnel actions

3.To determine training needs

4.To improve supervisor-employee
. communication

5. To- gain feedbackrori peivformance ptandards
and supervision- .

*RV

;



PT -SS

' .. , v ,414
. r

;. , ,.

.. s ,
:"...

HOWMALEVA ATtON.-:,,OECURSIIDAILYJON THE JOB AND INVPLVES
,

0:s

JOB PER RMANCE, WORK STANDARDS,AND PLANS, FOR THE \

FUURE

FORMACEVALUATION 7 OCCURS PERIODICALLY AND INVOLVES AN

EVALUATION INTERV1EW,WITH THE EMPLOYEE.

PERFORMANCE STANDARDS

. .

PERFORMANCE STANDARDS. pri WORK- TANDARDS ARE WHAT

THE EMPLOYER AND, THE SUPERVISOR, EXPECT OF THE EMPLOYEE,
# -4e

IN l'ERMS OF WHAT IS TO,BE DONE, W MUCH IS,TO BE DONE, ,-

Fil°AND HOW WELL IT IS DONE. 'PER RMANCE STANDARDS SHOULD

BilADE CLEAR TO THE EMPLOYEE WHEN HE/SHE IS FIRST SELEC-
r 1;

TED,. ORIENTED, AND TRAINED. BOTH*OU AND THE EMPLOYEE

SHOULD REVIEW THESE STANDARDS OCCASIONALLY, ,ESPECIALLY

IF THE JOB CHANGES. IT IS IMPORTANT THAT YOU AND THE

, EMPLOYEE HAVE)THE SAME UNDERSTANDING OF WHAT IS EXPECTED.
\:. ,

n.



1.. PREPARE FOR THE INTERVIEW. REVIEW THE EMPLOYEE'S

STRENGTHS AND WEAKNESSES.

4'

GUIDELINES F(R CONIi/UCTING
THE EVALUATION INTERVIEW

2. ENCOURAGE PREPARATION BY EMPLOYEES.

ARRANGE.FOR UNINTERRUPTED PRIVACY.

4. DEVELOP A FRIENDLY AND INFORMAL ATMOSPHERE.

1

ASK-THE EMTEE HOW HE /SHE DOING.-

6. BEGIN WITH A REVIEW OF STRONG POINTS.

7.. SHIFT TO THE WEAK POIN411

CLOSTHE INTERVIEW AFAR BOTH OF YOU HAVE AGREED,.

ON A PLAN FOR SELF7IMPRdVEkENT.

0

WRITE DOWN ItOGRIANT INFORMATION FOR FUTURE USE.

FOLLOW-UP -- LIVE UP TO YOUR PROMISES AND' SEE IFITHE

EMPLOYEE IS IMPROVIN IS W04.'

130



PT -57

t

It is the supervisor's duty.t6 train his subord;r:\

inates. If he is to do this well hemust learn
A

, de

how to train and he must have a training plan.

The employee evaluation inie'riew is an ideal'
I

'method of identifying employee %,training

needs.

.

r

131 u
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2

t

A

W 0 N E E D S °T R iN I N G

NEWLY HIRED EMPLOYEES OR .TRANSFERRED EMPLOYEES10D-'

-TO RECEIVE BASIC SKILL TRAINING TO BE ABLE TO SATISJ

FACTORILY PERFORM THLRA0B.,

..

4-

PRESENT EMPLOYEES NEED UPGRADING TRAINING TO 4E13

CURRENT MITH CHANGING TECHNOLOGY. A.

NEWLY PROMOTED EMPLOYEES NEED TRAINING TO BE ABLE TO°
).

SATISFACTORILY PERFORM TREIR'NEW JOB ASSIGNMENTL'
4

c

s

1

O

t

PRESENT EMPLOYEESN -_ ARE NOT PERFORMING AT rtXTIS-

FACTORY LEVEL NEED AINING TO .CORRECT ANDliPiPROVE/

THEIR WORK PERFORMANCE.

.. 132

t,

o

,
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'PT-59

WO TO DETERMINE TRAINING' NEEDS

1. ANALYZE THE JOB TO DETERMINE WHAT THE EMPLOYEE NEE'

TO KNOW TO SATISFACTORILY PERFORM THE JOB, BE SURE

TO MAKE'A DISTINCTION BETWEEN THE SKILLS-AN EMPLOYEE

NEEDS TO KNOW TO BE ABLE'TO PERFORM THE JOB AND THE..

SKILLS WHICH ARE NICE TO KNOW.

OBSERVE THE EMPLOYEE 10 DETERMINE THEIR' PRES6IT LEVEL"

OF PERFORMANCE AND WHAT:THE EMPLOYEE N ES TO.KNOWL

TO BE ABLE TO PERFOT4 AT A 'SATISFACTORY L.

DISCUSS:THOSEAREAS IN WHICH THE' EMPLOYEE IS DEFICENT

WITH'HIM/HER AND ARRIVE AT A TRAINING PLAN FOR THE

EMkOYEE.

--P
133

I
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_

TYPES OF TRAINING

Y

Individual instruction (on-the-job)

Demonstr*ation

Written instruction

Oral directions

Adult or4xterision courses

Conferences and ,seminars

Programmed instruction

I

134

4

O
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THE :TRAINER.

P

THE TRAINER IS THE MOST IMPORTANT FACTOR IN, ANY TRAININGTRO--

GRAM. A co )c)), TRAINER IS ONE 'WHO:

1. KNOWS THE SUBJECT MATTER.'

2. CAN HOLD INTEREST AND, MANAGE THE GROUP.

HAS A PLEASING APPEARANCE; ALSO A PLEASANT VOICE AND

MANNER OF SPEECH.

4. IS PATIENT, CHEERFUL, AND ENTHUSIASTIC; HAS A SENSE
.

OF HUMOR .

S C

MAINTAINS SELF-CONTROL.

6. -DISPLAYS TACT /AND SYMPATHY IN DEALING WITH,TRAINEES.

7. SPEAK LEARLY AND DISTINCTLY, USING UNDERSTANDABLE

LANGUAGE AND TALKING DIRECTLY TO THE _TRAINEES.

EMPHASIZES 'IMPORTANT POINTS.
- ;

9.' USE PROPER GESTURES AND AVOID MANNERISMS THAT MIGHT

" DETRACT FROM THE PREkNTATION.
0

135
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Role of Supervisor in.Coniraotor Sup Oh/W(5h

1. You should be thotougtiiy familiar wp/a11
the provisions of .the contracts which you are.
administering..

.2. You s ould be. thoroughly.familiaLwitt0190
cificatil?ns,*4-ncludingL-:a1.1_,reyis-k,j,7

ions, changes and'amendm'ents.-
.

3. You should be thoroughly family
pertinent administrative policies.

ti

1^.
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RESPO*NSIAILITY OF SUPERVISOk:-
Iti CONTRACTOR

SUPERVISORS HAVE IJIFFERENT RESPONSIBILITIES AND:AUTHORI-
eK

THISBEING-DEPENDENT ON THE ORGANIZATION SET-UP
**1

WH1Cii HE.L.S.WouING UNDER AND THE SUPERVISOR S OWN CAM=

BILITIES.

EACH SUPERVISOR SHOULD ANSWER THE FOLLOWING'QUESTIONS:

1. DO I UNDERSTANDTHE IMPORTANCE OF MY RESPONSIBIL-

ITY FOR THE HIGHEST QUALITY CONSTRUCTION?

2. Do 1. HAVE THE TECHNICAL KNOWLEDGE, TACK AND GOOD

JUDGEMENT TO EFFECTUELY-PERFORM,MY SUPERVISORY

DUTIES?
.

.3. OI-FULLY.U.NDERSTAND Ti7(ExT6T OF MY RESPONSIBILITY?

. ,

HAVE I ACCEOTED ALL. OF MY RESPONSIBILITIES?
\\*

S. HAVE IOVERSTEPPED-NMY AUTHORITY? \-

. A

6. Do I UNDERSTAND MY SUPERVISOR'S, ATTITUDE WITH'.

"t.

RESPECT TO MY RESPONSIBILITIES?

'AM,I*AWARE OF MY RESPONSIBILITY TO RECORD'AND

REPORT ALL VERBAL INSTRUCTIONS?'

.
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AUT.HO'RrTY OF SUPERVISOR
IN4CO,NTRACTOR SUPERVISION

A. MAKE SURE. YOU KNOW THE EXTENT
OF YOUR AUTHORITY. YOU. ALifl'AY$'

HAVE THE AUTHORITY TO REQUIRE
,WORK TO BE ACCO.MP.LISHED`I'N
ACCORDANCE' WITH THE CONTRACT
PLANS AND SPECIFICATIONS.

B. CHECK 'WITH 2YOUR SUPERVISOR 'ON
POLICIES WITH RESPECT TO YOU,R,

AUTAORI.TY TO STOP,CONT_RACTOR
OPERATIONS FOR SUCH THING.S AS

S!'AFETY VIOLATIONS OR CONSTRUC-
ICIENCIES.

C.



417'

, VA7 t
4

DEALING WITH THE CON'TRACT.011'

ARE MY RELATIONS WITH THE CONTRACTOR IMPERSONAL.. BUT

FRIENDLY) FAIR AND FIRM'?
yM

AM I.BUSO OPESP-LIKE AND COOPERATIVE WITH THE CONTRACTOR?

3: Do I HAVE A CLEAR) ACCURATE:AND APPRECIATIVE UNDERSTANpING

OF THE CONTRACTORS PROBLEMS ?
,\\

DO MY DECISIONS AND INSTRUCTIONS TO THE CONTRACTOR PRO-

VIDE THE GREATEST LATITUDE POSSIBLE) WITHOUT PREJUDICE AND

'WITHOUT WAINING THE CONTRACT REQUIREMENTS IN CHOICE OF

EQUIPMENT,- MATERIAL:AND METHODS-1

ARE THEY EXECUTED PROMPTLY AND AT THE RIGHT TIME ?.

A. ARE THEY BASED bN DETAILED KNOWLEDGE OF ALL FACTS,` ,

GOOD JUDGEMENT AND THE PROTECTION OF THE INTERESTS--
4RP

OF MY EMPLOYER ,

C. WILL THEY HAVE ANY ADVERSE' CONSEQUENCES ? IF SO)

HAS MY SUPERVISOR BEEN INFORMED OF THE PROBLEM ?

5. Am, I CAUTIOUS ABOUT DICTATING METHODS OF CONSTRUCTION TO

THE CONTRACTOR UNLESS THEY ARE CLEARLY SPELLED OUT.IN THE

CONTRACT ?
.

6. AM I CAREFUL 'ABOUT DISCUSSING ITEMS DIRECTLY WITH A SUB-

CONTRACTOR OR WORKMEN WITHOUT THE CONTRACTOR'S'KNOWLEDGE'?"-

7. DOI TRY TO SETTLE ALI:CONTROVERSIES WITH-THE CONTRACTOR'

PROMPTLY T-
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