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¢ > c \ ' .. . SUMMARY | . \ .. .
JE . ’\Q’" %A . ‘ o T -Pagé"l'Of-l ) R
"' Modulk No: ~ .} Module Title: » Y , ;
-~ ' . . . . R “ ia . . . - |
15 - S . " " L ZE U - \ |
) ; ‘ <L -, JPersonnel - - Y. . . @
P - . \ . s ‘~ 3 , . , a »
. N T Submodyle Title: ' ' - . . e { \
o ‘ . ‘1. Work Planhing N Y
) ) . 2. Supervisor Responsibility . .
i Approx. Timg: ‘ . . 3. Employee, Management § Evaluation | -
) T * A4 Employee Trdining . _ . \' .
- 24 hours P | 5. Contractor<Supervision ) a2t -
Y ' .. - 1 ) @ t : i \‘\ E
\‘ l" - ¢ r/ l‘ . . .~ ° ) i : .. ) , ?t
C Objectives: . ) R g R T ‘
" Upon completf{bn’ of this module the participaht will be abiguxo L3 I
name and describe the means by which'a supegisor ‘gets a job {
- done through -others: “planning,, organizing, staffing, d1rec-‘l!‘
ting .and controlling. T . 4 -7 \ .
L . ‘ -
‘ - . / f | o 1 Y, B
, e : £ . ,.\ '\ ‘ . !‘ ,~’V .
o . { . 7 A ) . 4 . \\ 7 ‘l'/ ‘
‘.‘ ) - - : . ) Y .t “»
¢ 'ﬁ-u. J M ,' ‘ . _ | N ‘ ‘\ ' S. .,
Instructional Aidss - ] 1 - '
- Handouts,fTraﬁsparenéiéé,_Film & HolIow Square Experiment,
. Instructional Approach: e B . ' R R i
1 . . v N . .t IS , LT \/) Lt \’1
)H“Lécture,‘DiscuSsion, Small Group Interaction §.Film .+ - . _\;
L } References: " a . T N ‘ ‘fQ
..« | 1¢ Hainlon & Hilgert, Supervisf§on: Concepts and Practices of )
- -] . Management, Southw:itern,_ 9717. . ‘
. 2. Boyd, Man®gement Mihded Supervision, McGraw-Hill, 1976. .
7 -3. Bittel, What Every Supervisor Should. Khow, McGraw-Hill, 1974. .
- | 4. Newport, The Tools of Managing, Addison-Wesley,-aQZZ% ’
=<1} S. Film-The Time of Your :.Life - Available-from .Jowa State ’
- . Library Association’' thru your local Public Library-no charge.}. . v
. 6. Lakein, Allen, How To Get Control of Your Time:§ Your.Life. : ’
.7t 1 -#47J. William Pfeiffér:and John E. Jones, A Handbook of Struc- <,
. ¥ 1" . tured Expériences for Human -Relations ﬂyaining, Volume II. . ’ )
. . L - ‘ - . . ) . .‘ ,
- :‘ ™ *
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‘ “Class Assignments ¥ V' ' P O -
.Worksheets and handouts ' ., .. - . IR ’ i o
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. Module No: . o] Module Title: Cuo—
. . R ; . . ) . . \
} -, - Personhel = .~ ‘ e ' \
£ e . i TN . vy . -
2 _ \\“ ] ) L . . L . 4
.. ' . [.” Submodule Title: - L i
' “Work .Planning . ) ’
'@mim Time: o L ’ . < :
T . o | Topict : s R .
1 2 hours® | =~ - o . ? (.
- . The Planning Process ‘ =]
* . N - < L - . . ~. P i d ‘
. " Qbjectives: | , : ,
.. . ,
Upon Completion of this module the participant will be able
to discuss the planning process and the types of planning ,
a.supervisor becomes involved ‘in. )
R ‘ ' . . ‘ : . l\\
, ! \ . N IS . .
i) . N ' . g
v s\ 4 (\/ .
- Instructional Aids: 7 ., : .
i . . 4
| Handouts PH:1 and PH-2 R : : :
~ | Transparencies PT-1, PT-2, PT-3 and PT-4
Instructional Approach: - o ‘ y
Lecture =~ = | . : . Do \ ‘
Di§cﬁssion S : ¢ L
References: « ' ' ' o o0
1. Haimon § Hilgert, Supervlslogx\Concepts and Practlces of .
Management, Southwestern, 1977. s ,h . .
2. Béyd, Management Minded Supervision, McGraw-Hill’,,,1976. - . N
1°3. ﬁlttel What Eve SuperV1sor Should 'Knov, McGraw Hlllg 1974‘ )
4. Newpgrt, The Toods of Managing, Addison- Wesley, 1972» R ,
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Mt;du‘e No: Topic;. . s i
The Planning Progess p -

» Instructor Notes:

-
¢

'

-« -
.

Instructor 0ut15ne:

-

- 3

- - ~

‘Handout PH-3

Trans?arén&( PT-( i . .

Questlon. Who has the responsi-- |
b¥11ty for planning?

Questijon: Wﬁy should the super-
V1sor pIan? >

3

Handout PH-1 ..
Transparency PT-1 - "

Transparency PT-2

¢
Transparency PT-3
. N

14 - 2

.

-y .

¢

Is

I planning process.*

. Discuss the-lmportance of
planning.

. ﬂ, ‘

s

2. Discuss the benefits of

good plannlng
-

3. Discuss the types of plan-
ning a supervisor gets
involved 1in. .

P N

4. Discuss the key plannlng
questions a superXisor

« " needs to consider in the

<

—_

-~ .




Module Title:

Personnel

’Snbmodule T1t]e‘\

Work Plannlng

-

Approx. Time:

Topic:

Long-Range -Planning and Goal
Setting &

[ }

« 1 hour

ObJect1ves ]
.:Upon completlon of this module the, participant will 1dent1fy
. the supervisors role in long-range planning and goal setting.

4 . . . L
.

T
.
o

Instﬁhctional Aids:

‘Handout’ PH-3
4 . ' ! .
‘Transparency PT-S. .

L]

" Instructional Apprbach:.

| Lecture

'.-)_/'L
Discussion. .

Small group 1nterac&w%n

. >
<

/

~

References: \ —_— . " - : ’

Haimon & Hilger Supervision: Coneepts and Practices of :
Management, Southwestern, '1977. ¢ ik
Boyd, Management ‘Minded Supervision,. McGraw H111 1976. . |
Bittel, What Every Supervisor Should Kpow, McGraw Hill, 1974
Newport ‘The Tools of Managlng, Addison- Wesley, 1972. :

[
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Module No: . | Topic:
. . ) {

K ’
~

| ...~} T Long-Range Planﬁing § Goal §é£;iné

. i

~ Instructor Notes®

L
Y.

.
[

¢

e

Instruq;or Outline:

1. Handout PH-3 - Divide the .
class into small groups to'.
discuss'the role of the super-
visor in planning and some of

~the problems-they “face. .

“ >
2. Have a representative -from

each small group report.back .
to the class. - .
3..Transparency PT-§
Question: What is the gole of
the supervisor in long-range -
pPlanning? ° e .t

’ .
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1. The role of the "supervisg
in plpnning and the prob-
lems /the supervisor faces.

2. Discuss the role of the
* 'supervisor in planning.

he difference
between long-range planning
nd shoft-rgngebplanning.

3. Discuss

ot




Module Title:’

{

Personnel

*
»

" Submodule Title:

-

Work Planning
e Approx. ije:

Topic: o
1 hour

' Short-Range }}aps

Objectives:

‘| Upon .completion of this ;5 ule the participant will be able to
» “identify the benefits of good.planning for the supervisor.
- . : Y )
3

L

Instructional Aids:

Handouts PH-4 and PH-§S

. ¥
.Transparencies PT-2; PT-6, PT-7 and PT-
oL m]

Instructional ‘Approach:

Lecture

ﬁiecuesiqn .
; . . i » ‘
References ; oI
1. Haimon § Hilgert, Superv131on Concept and Practices -of
. Management, Southwestern, 1977. , ' . T
2. Boyd, Management Minded Supervision, ! éraw-Hill; 1976.
3. Bittel, What Every Supervisor Should K¥now, McGraw-Hill, 1974
4 Newport ‘The Tools of Managlng, Addispn- Wesley, 1972.
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+ |  ~Module No: ‘ . Topics - : :
i , , .
. ‘ Short-Range Plans _
. Instiuctor Notes: . Instructor Qutline: = - -+ .
[} I. . « » ° g ‘l ) - -
Transparencies PT-6 § PT-7 15 Discuss the léhgth'/f the
. ‘ . . 4
. . , planning period.
" a. 5 year plans .
* . ’ ''b. yearly °
. - T. quarterly
. d. monthly *
Ny . , e. weekly . LA
% f. daily
Transparency PT-8 4 2. Discuss the relétionshiﬁ of
Handouts PH-4, § PH-5 . | .-standards and objectives to
o the planning process.
Transparency PT-2 | : 3, Review and discuss thé
) ) benefjits of good planning.
- ‘ - * ) . e .
’ \ . s ) - ) ] 41
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“-. "Module No: Module Title: T -
T e . . . A ' . . .
. Personnel . . ;
\‘ ! ¢ “
Submodule Title: ‘
’ * ‘ - * .
‘ ' Work Plannigg
Approx. Time: N M
. ’ " Topic: o
3 hours . .
' Timé Management - . o
Objectives: . . . o A g
. | Upon the completion of this module the pafticipantnwill be
able to implement the principles of time management on his
© or her job. ) © . o
i Instructional Aids: ~ } '
Han@outs PH-6 - PH-12 '
;‘:n“’ ‘ .
. ~* . . ? '
Transparency PT-9 ‘ b
Instructional Approach: ol
L . ’ ' ' ' : Y
Leg ture B ' ; o .
.Film . ’ \ P ‘
Discussion . ‘e . , :
. References: o i . ) .
Film'-- The Time,of Your Life - Available from Iowa State X
Library “Association. : -
v | Lakein, Allen, How To Get’ Control of Your Time § Your Life.
“Class Assignments:: .o s . ‘
Work Sheet B _ et
4‘\ - N / . ' @ . "1 y
.. .. . T - . -
- LT N
.. N ~4 / »\‘ . 10 .
‘ — . - by . -
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F

. T.' Handout PH-9
L]

2

4. Ava11ab1e through State
Library Assoc1atmon and ot
1 sources.

Handout PH-10
ggﬂwansparency PT-9 . - .

6. Handout &’H 11
7. Handout PH—af (optigral)

.

s -
V4 .. . *

. Ed N JEE 2 . » (. a L4 - 4 ‘
\‘ . & ’ : ‘ . ~ .k
. | .
o ) Pace 8 of 8. "
ModuTe No: T Topic? — '
Y BN T1me Management‘ o
In;tructor Notes: = Instructor 0ut11ne. R
- ) - X .
v N ;/ X ) .
\1. Handonut PH-6 - - ' L 1. Handout and discuss "A Day-|
N . : : ' In The Life of a Supers
\ market Manager" A
e 4 A < .
2. Handout.PH-7 2.‘Handout'and diséuss the :
‘ , + ¢« | . Time Management Inventory.
c ' ‘ : . . .- o, : '
3. Handout PH-8 ~ L 3. Handout and disEu;s the

ime Wasters, Possible
Causes and Solutlon;.ﬁ

[P

\

4. Show and dﬁscuss the film -
her 1. "The -Time/of Your Li%e."

. . - J
S, Discuss- the 1mportance of
_setting pr10r1t1es for good

time management.

. " {6. Handout and complete the '
i T1me Ana1y51s Work Sheet. -

7. (Optional) Handout and dis-
cuss the "Working With Your

Secretary" worksheet. =,
- k] - 0y .\
4
~ ‘ N
/ .\‘ ~

X
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Nodule No: - Module®itle:- . T e \ )
. . " N . : . b SR LN
, S ' .Pe'rs\onnel T ) o,
’ ) . ’ - ‘ “. '.. ‘e
LT v .mbmodu&e Tit 3 N '
. . ) B Superv1sory Respon biiioty‘ o | T
n(\ppf*ox. Time: A - B N
| . ) . Topic: R e 7 . s %
‘ 3 hours a A ! b v ‘ c " '
. A . ' . L L AR . < M
. /Delegatlng Yo o Q !
N - . / T, . P
P ObJectWes. - oL R 7 oy A
‘ ' ' 2 ] :
Upon completlon of this module ‘ﬁhe part1c1pant W111 be-able to] .
distinguish between the kinds of joly functions to agsign to
those he supervises and those *act1VLt1es he should perform N
- hlmself and why ) , g ) ’ .
- . o ) ; ;: . - I .'j
= ~‘w :,' - + b B \ *
/ : , . . R4 - . . i *
N Instructional Aids: T . . o - . .
1§ K L - :
Handouts PH-13,- PH-16 s N .
. \. J t’»/ k " ~ ’ .
Transparenc:1es P‘f 10 - *P'IL, 20 ° o ‘ oo ’ . ) !
\‘ ? - v “ ¢ . . v,: ! h/' = o
4 » . > D ‘ C. ,
Instrutgtjona] Approach: - T 7 . o s
[} - ‘ - £ _ ~ . e' %- . . '_v, . ’
.Lecture . 5 , N R .
Discussion , L f‘) . ~ 0 ! R DO
Worksheet . SR . n v i '
. o . - e "mﬁ
- - ] 3 . 0 - " ! g
N . \ . .
Referenges S ’ ’ ’ e
1. Haimon § Hllgert, SuperV151on, Concepts and Practites of . N
Management; Southwestern,’ 1977. - oo
.2, B1tte(1 What Every Supervyr Shoufd Know, McGraw Hill, 1974 \ §
] Y
. ‘o s ¢ i .
N . ’ . - e - if
A ~ N v "’f{v‘ ' - e
. - _ - A .
L C'iass Assngnments {“ S . . (: .
e . . . TR
", Complete handout PH-.ZL - L 1 . 5 Lo
L \ 1 v . & ' , » )
. . ! - mﬁ ‘ . ' " <
; ; N O T p ot a L
- D X . i v « . N s f,{o- . '
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—. Module No: D Tobic: .5, . :
g - * . ‘- ° H r . { ;
- : i
-1 ' _v<"“ . Delegat1ng . . oo f}
~Instructor Notes: » :. . R Instructor 0ut11ne° B | . (: :
> |t . L A i
1: Transparency PP-10 - |t. Define delegation. and dis- C s ‘f
/ L cuss the characteristics of - {
. o . "delegation. _ \) oo
' . ' = ’ ’ '
2. Handout PH-13 - 'Have partici- {2. Discuss the reasons wh& a :
* 1~ pants complete the question-- Supervisor should delegate.| . A
paire, then discuss.” \ ' ' . T
Transparency PT-11 ., = P R e T e
- — - oo ' * g 1 -. . - Easls
3. Handout PH-14 R & Measure youf ab111ty as a 1" LS e
= . . delegator - complete and K6 | . - -
N ~ /\;;\ dlscuss. . I AR
4. Transparéncy PT-12 ' \ Dlscuss the‘ three aspects '“f i;‘
; v s . of delegatlon. ‘ . i
5. Transparenéy PTwlf‘ R |8 Discuss why superv1sors ‘
) - > “don't delegate .
’ 6.&Tran$pareney.PT-14 "+ - |6. Discuss ba51c attitudes the \ ,rQ:u-é N
_ . Vi Ny — supervisor needs ‘to- be able &
T . : oo ﬁf’/’fj to deiegate. _ o L .
7, Transparéency PT-15 " k7. Discuss when the superV1sor1 . . .
: - - 4 should deLegate -
' : - .7 o/
8. Transparency PT-16 8. Discuss‘what to delegate. . R
. , , - ‘ . ) . T e
*~.|9. Transparencies PT-17 § PT-18 [9. Discidss what not to dele- 1. ___
% . -
. ‘ . s gate and when not to dele- S
(/ * " - gaten .ox T *
~ B } 1‘ Pt
10. Traﬁspareney ET;igd,af o 16. Dlscuss how to legate. '
11. Transparen PT-20 - 11. Discuyss how .the gupervisor 4,/; Co
Handout PH-15.to be complet- - can. lgearn to del gate. v TRy
« . ed on the job an&sreturned : AN N T
. - next week. ? i R : o < PR .
;' Handout PH-16 " :  \___~/ L AT o e
’ ' ’ . ) . ’ s : S N
* N 7 *dﬁg{l" - ) , i
. '/ P - - . '
3 . : - ' ,_ k] _
) t " Ny . * 1% ’ . ) b A . :
. . N [} . od .';:m.'l?.’ . x
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Nodule No: ¥ —Module Title: { .
’ . ; " .} .. Persomnel ° P )
o ) . < - . .ot .
~a . . i ) w;_ _ . ..
Submodule Title:, - . . N s
* Lo o . . . .8
— - Supervisory Responsibility - ( A
. s . ) . . oL, “f W, Lot
VR TIN Approx. Time: . - -
: oo T ! Topic:. . o
1 hour » .
. < ) Organizing - . p
. : quect1~e§; o ’ L %
- M 4
Upon completion of this modude the par?&cipant will be able to . .
- _identify/the organizing duttes that he is-to perfqi? as a : .
f . superydsor. . . ) )
- \ . \ (W :
’ : : “ ¢ Lo ;
s . . * T rh b .
» : | . - " 'r
A B 3 L. - L . ) ~ ‘
[~ ,',..- . _ " ¢ . . :
: Instructional Aids: . o ) .
"| Transparencies PT-21, PT-22 and PT-23 . . i
B . * R : * Y v
i . b . ‘ r . ' ‘
\.;’k ‘ s . .;" , . — - \ ~ FER
Instructiopal Approach: N . ) i& -
. , - . N ~ Lo
. ' 0 ]
Letture . ? . " .
1 * N e - <
< S L
Discussion - ’ v ) ‘L’ -
aA . . . i
M . £ < hd ' Y
References: . | ' ;
1 1. Hajmon § Hilgert, Supervision: Concepts and Practices of *
Management, Southwestern, 1977. :
2. Boyd, Maniﬂement Minded Supervision, McQraw-Hill, 1976. - T
~ T . . . ; - ) .
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‘ Module Mlo: Topics = ; .
SR ) \Prganizing v .
n v o .
: Instructor Notes: Instructor Qutline: L ‘ .
. as i * . ) .
SIS . -
L. .
1. Transparency PT-21 “ 1. Define organizi'ng'. ,
. 2 TransparenﬁyQPT 22 "12. Discuss+the supervisor's . : o
: A responsibility for organ- &
. izing. ¢ . v
. L
3. Transparency PT-23 ~|3. Discuss the purpase of o
T AT organizing. ’
M , N ) : ’ » > -
° ‘ . X
. ', ) & .
»” . - - ., .
. - ¥ ":"4 ‘ ‘ \‘ . M \/ e
» " A \... v ."_‘ ‘ 7 »
. : i)
’ ]
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HoduTe No: ~ToduTe Title: ]
. . . v ’ T ' . ‘ .’ .
" (/, ’ %,/_ . Personnel . '
T . ° [ Submodule Title: - .

Approx. Time:- _ S ‘ - 7

’ Top1c i S T

2% hours _ ' > s T
; Hiring § Or1enf1ng’New Employees

£

) EmployeefMénagement'& Evaluation |

Y

"Upon completlon of this module the pa§%1c1pant will: be able to

Objectives: P . ‘ ‘

+"identify the procedures for hiring and or1ent1ng a new
. employee . .
/l ~ I.

'_Ik, ‘: \ - < L

~ . . N -

.

' Handout PH-17 ' S . . - ./

Instructiona]‘Aids:l

- . ¢

Transparengies PT-24 - PT-30 . o :
Film-- Man or Woman for the¢ Job - availableﬂthrou Uof T filn

library, Rental, fee $5 S or ‘Face-to-Face Payoff: Dynamics, of}

the Interview-avai

Instructional Approach:

o t

Lecture ¢ . . : . oo
Discusgion . “ . <. ’

Film § Discussion . :
References:

1. Haimon § Hilgert

2. Bittel su. N F
) 3. Film ’ b, - . -
. ., } - T e '
»
_ Class Assignments: - . . .
=4 " ' ‘ .
- P )
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R . 5 ;\\%-.1. - 2 - Ot \ s '
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’/i);; * o . - Pace 2 of 8 .
v * v '(-\' o . . ' ) . ’
\\ - Module No** ""u“TQPic:l . Y . i
Lo S . leéng § Qflentlng-New Employees -
.4a%$'fﬁstructbr Notes: | IR _Instructor Outline: )
. . : . ' 1 % . -
LS N » - -
: L _ N
v . : . 1: Discuss how the supervisor
X T . 'should ‘prepare for the
# y * interview:
- R VR - a. gackground information
i s . (application blank, tests,
. . ' g etc.) I
© | b. Interview plan s
. « . c. Proper physical setting
' . | d. Putting the appllcant at
’ .. ease.
. SN _ .
Film 2. Discuss how to conduct a
) . ’ legal interview. Don't
. . ,discriminate. P
— E /“§§b§ . , )
Transparency PT-24 &l 3..Discuss the importance.of |
- : : %‘\ knowing fwhat kind of person|
' v . you want for the JOb :
\
Handout PH-17 , 4. DlSCUSS the procedures for
Transparencies PT-25 - P®~30 - :,.orlentlng the new employee.
) - s " -
‘ -
,L . . M L] . _ hnd 14
<+ ] ) \
1“' L. . ;J
[ ] R /»_ :
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' HModule No: ' " Module Title; — . SR Y
: . . - ’ . o » r 3 Q""' ;s (& o di
T . ) Personnel. vy “ o
. * . ot N v / ‘/'" ' oy "
s ‘1" Submodule Title: | '
% o - it , , RSN “ , M
i ! ~n R . PO PN , N
5 o .- Employee Management & Evaluation ~
P - . . . R.\ .. : . )
-, {¥.. -Apprgx. Time: - . - _ N
N . 1. Topic: Qo .
bl 3 hours " ‘ > R
g o Givipg Directions to Employees :
? [ ‘ r- . ' 1 >
=, Objectives:. . . _ ,
o e X Co . .
Upon completion of this module ,the ‘\narticipant will be able. to
. identify the factors which.promotgior prevent effective )
‘communication within a work unit. _ , f
. ' - ) ! , ‘
.
. ’ . -
PR . -~ o A
- y.d . . X ¥ . -
( -Instructional Aids: T - ' ;
Handouts PH-18,,( PH-19 and PH-20 n
Trensparencies PT-31 - PT-39 - & - . . '\* -
S - .
Instructional Approach: 7 T
. t - - 4 . e } N )
Lecture ¢ . ‘
Discussion - — )
« ” N i ) "'\ . .. ’x
References: ’ T e .
. 3 ’
* 1, 2,: and 3. R "
- ) > ) ~ ‘\’ i
. \‘, . K . - J
Class-Assignments: -y ) : '
g . g : S
) Work sheets. .
.L P - .
y ; + y ~ =
) N ~ Ay s »
\ ' 18 .
N '\p‘ : -,
P M ¥ ) ‘ - P 1
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Module No: Topic:

[y

e Giving Directions to Employees

Instructon Notes: .

‘-
. ’

Instructor Outline:

-

-

11. Transparencies PT-3} § PT-32

2. Transparency, PT-33 -ih\

3. Transparency PT-34

4.;Transpa5§ncy PT-35 -

¢ *
5. Transparengy ,PT-36

A} -

-

6. Transparenc1es PT- 37 PT- 38
and PT-39 - r T

7. Handouts PH-18, PH-19°§ PH:20
¢ '

)
z

¢

'‘Discuss the typ

reached -

Define and d1$cuss the

d1rect1ng functlon.

Discuss the characteristics
of a good direction. - »

of dir-
ections and where)each is
appropriate.

e

Have the participants

divide into groups of three|

and discuss how .they oper-
ate as supervisors.

(10 mi tes) . ' N

Have the groups report on
the conclusions they ]

(

Discuss leadership and
communication styles.t

Complete and dlSCUSSYthe

’handouts. .

\




TWodule Nor - - | (Todule Titler  ~ .. 1

2 hoﬁrg,;nx o~ ST {
< . . Disciplinary Procedures -

N . e 3
fd . N
h R o . . Personnel —
| . “°,. /.“\ . _ ~ B ) .
S : Submodu]e T1t]e' - e
\\a ’ N >
: v ) Employee Management § Evaluatlon
',f;k" . PR R
,  Approx. Time: <" ; . |
R - Topic: S ' i

i ~ .
a . ~ B . (‘
. - \ R . , .
> ;_‘ » N R ~
- N L)
« Instructional Aids: N . R i
Ch . . , .
Handout "PH-2 ‘ ’ .. N - .
2l ¥ 4/}7/ ) " Y

Objectives: | K 3 .
. Upon completron of this module the part1c1pant will be able to
describe emponee dlselpllnary procedures.

‘Transparencies PT-40'- PT-45
i 14

P

. ;ns;ructional Approach: » . ' .
Lecgﬁ%e ) i K
Discussion'. * . .i , )
.- . ‘ Q

References: .o L
1 and 2 - - ; A i . 2 ’

Class Assignments: i v .

Worksheet. . .
I .
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.Module No~ . Topi,c: ., 7 T . .
. e : KR Disciplinary Procedures ‘; ’ Pl A
) \ Instructor Notes ) . )] Instructor 0uthne~ , ,-; ¥ .
~ e .
” ~ [ ‘:
[y \ ‘ﬁ 4 ‘."4' \\._ - . -
.~ {1.Handout PH-21: Opinions may "~l.“Have participants complete ‘e
vary. 1-T, 2-T, 3-F, 4-F, 5-F, thésquiz on Maintaining” .
6-F, 7-T, 8-F and 9—F. p Discipline. Discuss each. -2 ~
' o 4. question.. - o C . ‘ ‘
3 ¥ ] - - ¢ N v ‘
) . <’ ," . v, .
2. Transparency PT-40 {2. Discuss the major causes - ,|» .o
. .7 of misconduct. e
¥ - \ < / ‘\“ -
. |3+ Transparency PT-A(I,; . |37 Discuss the role of. self- ) . %
- : . ' : d15c1p1}ne. - N '
A j, '
. 4.. Transparency PT 42 4~ Discuss tﬁe .guidelines for w "
v effectlve d15c1p11ne.~ i
» |5. Transparency PT-43 * _S. Discuss the’ superv1sor ‘s ’ .
. . ’ ) guldelxnes in, dlsélpllne/__. .
- - v L™ :
% | 6. Transparency PT-44 6. ‘Discuss the S-stage dis- 1, %7 :
. y . v - ciplinary procedure. -. )
T, Transparency PT-45 . |7. Discuss the guides to ;. | o
- - bu11d1ng p051t1ve disci- ‘
» ' ‘pline.’ . - T .
4 - -V':\ > ' .. . . ~
. N Z "V . ~ . .‘;':-\ . . :I ,
‘ \ - _;‘ . ; . * . -9
/: ! : s ’ / v -
. ' s - ~ S
.: , . . .~"> - ./' :L
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(], Module,Title: - . 5 ,

. A B S CT,
-Personnel < e “

i3 °

e

/Evalypation Procedures s

Vs

. ObJecf1ves. . ¥ .
l Upon completion of this moaule the part1C1pant W111 beggble“
» conduct an employee eyaluation that is de gned to réward
not pun1sh I? ' - g .
N . . . ‘0 tT L. . . - ]
(}) “, ‘V - »
A . ki . . e , ,D "”
[ , ~ ' ' . e
. ‘\ . "- *
{ Instructional Aids: C o — T
. Loy > % St s
Transparencies PT-46 - PT-56 N e
| : SR '
. . _ s L _- _ " . g_"- 3
‘Instyuctional: Approach: s | , Ve
, A 4 3 ' <
Lecture *_. . / . uel TN 7 T . {;j\3 L
Discussion . : T e '
/4 Film (optional) - SRR R
A .’ Q <. : ~' .- '9‘/\ N
— ) . - .
References: , - ) R -
‘. '4_" . 1 !
1 and 2 N : .
e . ! z
T e e
N - N "‘ ’

. a .7 /. *£ WG ,&.; m&“s" A, #
' Submodu1e,T1t1e 5 o o T
. ‘ ;
~ - Empl eeanquement &‘Evalu%tlon
. Y e
/ »
Approx. Time: . ‘ e
' “, ’ o opic: \ B .
. g 2 hours . i .

- - - Pl T
T Y ) . ' '( 0T \
_ - - N . » [4 ; . N
’ Fl . * & . . »
' . - -~ o
. v 4 . )
” . e
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. ~ - .
, o > - ) -
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.Moéulé’ﬂ ] i i { — -
- — { No: opic: " .
’ / ‘Q . . . AJ
. ‘ ' -Evaluation Procedures = .
Instrucﬁ?r Notes: , Instructor Qutline: "
—J ¢ . I ~
(3 ! ' * - f ¢
1. Tf&psparenties PT-46 - PT-51 1. Introduce the concept of °
° ' . performance evaluation  and .
ra I f‘ appraisal. N
2. Transparency PT-52 2. Discuss why many supervisors$
“« s, ) avoid appraising éemployee,
S performance. .
s N ) *
* 3. Transparency PT-53 3. Discuss why employee eval-?
. . ' . uation 1is 1mportant to the
. supervisor. . ot
* ) N \- /\ ]
4. Transparency PT-S4L 4. Discuss the key uses o
- . _ performance appraisal.
. 5. Transparency PT-55 5. Discuss formal and informal
L o evaluafions and.the impor-
- . . tance of performancé
> : standards.
o v !
6. Transparengy PIN56 - . 6.‘D13cuss the guidelines for’
. : - conducting’ an employee
' evalultion ‘intexrview.
. ) ) . \\~\ 2
s ' 4 .,’- o .
- ’ 'J. ' .
- kY . * s - -
T v e , .
B . e I “ Lt
€ ’ , Ve N * * N
, . a
‘ . . L
> SR :
- é\ . ) h 4
7, ] - * i PO | ‘ . . 4
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_ : 4
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ModuTe Title: . c
Personnel

»

e

. Submodule Title:

Employee Trainding
i . v
Approx. Time: L -

o Topic: . T ,
1 hour v ‘ =
Assessing Training Needs
¢

‘Objectives: . B "

Upon completion of this wnit the participant will be able to
identify several ways to assess training needs.

/

£

v 3

Ingtructional ‘Aids:
: <
Transparencies PT-57 - PT-59

S

’

.
s

Instructional-Approéch:
Lecture . . S

Discussion

'Referengeyf

l‘ande
\v )

[

+
+

Class Assignments :

A




Module No: Topic:

i | Assessing Training Needs

Instructor Notes: ) L Instructor Outlines

. ' d €

' . . - \.--

l.. Transparency PT-57 .. : 1 Dlscuss Lhe ‘supervisor's
. . ‘ ' role in tralnlng of his

N : - . : +workers.

2. Transparency PT-58 ) .2 Discuss who needs traanlng
y ‘ and why employees need

X training.
3. Txansparency PT-59 - 3. Discusﬁkﬁg; to determine
: ' ’ .training needs.

o«

- ‘ ¢ ’ ' —

&4

ER]

B A 7 providoa vy ervc [
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Hodule No: ( + Medule Title: ~ 701 . [} T
' .L " wTh ' N ) ‘ & h » '
. O s Pers.onnel L. ' G oL et
. L4 ~ ¢ " \\‘ - . 3 R }‘) ¥
.. 1 5 . ) , 3 :.\ ' " \/ -" vt
' - 1 ‘Stbmodule Title: . R .
. AR ~1 .
' Employee’ Training < . .
. . BN KX ) . N : . ) (IR SN A ‘ :
Approx. Time: o N N - o T ¢
Ty S = Topic: - -. I Lt :
1% hopr ‘ S } | A
- N ' Types of Trdining T RO ‘
Q q - = - a v oL T 3
Objectives: &~ O . T j L RSN
- N ’ -~ . . . N >: . !
‘Upon compl'e}ion of this"‘%odule the participant will be able eyt ‘
. to identify and describe the types of training methods that | ZA
can be utilized. - - : : ' RN Y -
& b \ « . . i
~ . L 7 A} %Z/' . Y . R
K . . . Y L
- L -’. "’
- 1] "l 1 \l.: v
} . s o ] N # «n
In_stv:gctwna] Aids: ' - ; _ {\ > "N ) )
4 - s, a . :‘ y ® 3
Handouts PH-22, PH-23 and PH-24 . 2 '—x'i\g ~ . A - -
e o o -~ & oA T L
. - ’ - * ¢ ) - él o -
Transparencies PT-60 and PT-61 ‘ C . )
P \ ) g r ‘ " : L 2N r'. )
. » b L ° . j\—' -‘ *
Instructional Approach: .. — ] A~ " e ¢
) ' o s M- ' ) \\" - : o ‘
o N (] - % :
Lecture - ] .
. % . d v
Discussion \ , > ) o~
. / AJ\ . . ° ‘ \ ) : - r
-~ w < — - 1
References: \ . . Foe - : i
- . < " . f\ N ’1.:
1 and 2 . > v . .
T T N < - e . ,
> _ \’ !{
- A ) : <. ~N T iy
:Class Assignments: - . . - " ’5\ . PR
‘ : : . ‘ ) i 4
- N “~ - . ¢ h(:['\ﬁ ’L :
- ’ s ) . ‘,\/J ) - ; : | ¥
‘e - O' o lad - - ..{;
/ ‘ - . rs ﬂ. . . a !,4
) AN 7S , : : ki
S S ’ : ;
f‘ 26 | L
' * ’ * . . o~ J
i ; - \" ) oL P ’ . i . )Wm». 3




Module No: Topig:

“a

te N R

\ | Types of Tralnlng

¥

.Instructor Notes: Instructor 0ut11ne-,

.
/
%
t- 5

~ ) _ ; X *

1. Transparency PT-60 \\ . [1. Discuss the types of train-|
/

. ; ing the supervisor may be
: ; to use with his °
2 : , \ : 4; f%yeesp .

2. Transparency PT-61" ' ) 2. DJSCUSS the characterlstlcs
: of a good tralne:

3. Handout .PH-22 i 3 Dlsquss ‘the process “the

- supefvisor needs to go
through in getting ready .
to ‘train employees. :

4. Handout PH:23 - -l4. Dlscuss condltlons favor-
' o : *able to learning. .
5. Handout PH-24 . 5. Discuss the Four-Step
' Method of Training.

~
AN




Module No: Module Tit]e:

- ' " Personnel

A

. Submodule Title:
©

,Empioyee Training

.Apmnilew: . : .

Topic: ot
1% hour

The Hollow Square Experiment = &
Z

_Objectives:. J )
Upon completion of this module the*ﬁ%rticipant will be:
1. More aware' of the crucial role of communications when
giving or receiving instructions for carrying out a task.
2. More aware of the dynamics involved in planning for the
accomplishment of a task which will be. carried out by
others. ‘ '

-

- Instructional Aids:
Briefing sheets
Hollow square puzzle Pieées
,Instrucepr's directions

Instructiomad Approach: °

Experiential

»

A

. References: - . NN . . e
J. Williams Pfeiffer and John E. Jones, A Handbook of Struc-
tured Experiences for Human Re;ations_Training, Volume II%

* \

/ N N -« - [

*

. Class Assignments: -




Module*ﬁo:J
) .

»

Tgpic:-

Hollow Square Expérimenp

Instructor Notes:

N ~

Instructor Outline: -

'

The instpuckor should thor- [1. Introduce the Hollow
oughly familiarize himself Square Experiment.

with this eig;cise.
tion sHeets
the packet. -

e provided in

Instruc-

-
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X Page_1 of 2
N «
X . ] - i}‘ -
-Hodule No: - Module Title: -
? 7 ) Y '
LI N ' ‘| . Personnel ﬂ,,/r\\ N
a , Submodule Title: , = ¢
., Contractor Supervision
Approx. Time: - ¥ -
o : /| Topic: ’ .
1 hour /- ‘ . ,
Proper Supervision of Contractors
Objectives: Sl ' S,

-
o

Upon cempletion of this module, the participant w111 be able
“to 1dentrfy his role and respon51b111ty for the proper o
, Supervision of serv1ce or work contracts.

. N
‘) C

- .
- . “

Instructional Aids:

N - >
Transparencies PT-62, PT-63, PT-64 and PT/65.
. - : PO o~
,"ﬁ 4 - =" : . W%; .
Instructional Approach: o v T ‘\ .. T,
Lecture ’ B )
Discussion R ST N
\ . *
3 ) "
References: ,
Construction Inspectlon Gulde, Volume I, '1976. RN .
1 N ] - r\ -
Class Assignments: , S ’ ,
' ’ N _ ; o
< g .
/ ® 1
- ' f““( - ,

i
“h

",

er e




. Wodule No:_ Topic:

Proper Supervision of Contractors

+

Instructor Notes: - . Instructor 6ﬁt11ne:

!

¢
N - -

‘ - .

1. Transparency PT-62 1. ,Discuss the role of the
L supervisor in contractor

) , ~ " supervision. '

2. Transparency PT-63 k 2. Discuss’ the responsiﬁilit

by . of the uspervisor in.con-
: tractor supgrvision.

3. Transparency PT-64 {3, Discuss the.authority of
’ the supervisor in contrac-
tor supervision.

1

R supervisor should ask him-
self in dealing with the
contractor. &

4. Transparency PT-65 Discuss the questions a

§ e @em Be, e s

- v Yrre
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PERSONNEL -~ -
FY

« 1, Name the five funct1ons by which a superv1sor gets-a .
job done through others. .

supervisor.

‘ ..
2. L1st some of’/he beneflts of careful plannlng by the

4
I

N

T3, Discuss the difference between long range and short-
range planning and the superv1sor s role in each.

4.‘What is the 51gn1f1cance of the Pareto Principle?

N 5. List three time management problems that you have and -
, T _br1efly descr1be a possible, solution. gy ) -

6t"Why should the-superv1sor learn .té delegate effectively?
; :

. 'f. List three reasons why many _supervisors do not ‘dele-
o gate effectively.

5 )
<

8. Discuss how the superv1sor should prepare to 1nter-
.. view a prospective new employee. -

? a 9.‘L;st three benef1ts of a good orientation program for .
: . new employees. Lo P

: 3 ’ ,

. *10. Discuss the characterlstlcs of a good’ d1rect1ve.

v 11. What are the four types of d1rect1ves? .o .ot » o
=~ 12/ What is .the best kind of dlSCl ine? ) |
N— .

. 13. Name three ways the superV1sor can bu1ld pos1t1ve
. ~ v .~ discipline.

14, Name three'key uses:of employee oerformance‘appraisalﬁ

15. Llst two reasons why presént employees may need tralnrng

, < S
- 16. What are the four steps.of the four- -step method of. S
1tra1n1ng? o 4 - ) ) :

17. What is the role of the-superV1sor in contractor
. .superV1s1on?
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' GOALS' S N SR o ‘
A N L

L
I.' To bedome aware,of the dYnamlcs 1nvolved in planning for
the\accomplashment of a. task which W111 be carried -out
by.-others. .o - .. . .
11, To become aware of the dynamics involved in carrylng out
. the planned instructions of others in accompllshlng a task.

y L
III. To become aware of the crucial ro%g of communrcatlons when
giving or receiving instruetions for carrying -out aA}ask
GROUP SIZE . "\
" No more than t%enty three members in a single experimental
group. Two or more groups of up to twenty-three members each may

-

be used if a competrtlon situation is desired.

TIME REQUIRED . A
Approximately on hour. ,
Briefing Sheyfs for each individual on a

MATERIALS UTILIZED' - ¥

I. Planning feam
" planning team.

.
>

“ng

II' Hollow Square Patterns for each individual on a planning
team. i 8 , . * o
'III.'Hollow Square Key/for each 1nd1V1dua1 on a planning tean.

Iv. Envelope containing four of sixteen puzile pieces ‘for each
+* individual on a planning team. Each envelope contains
pieces with the same code letter, as de51gnated on the Key
(four envglopes)

V. Observat1og/f;amJLr1ef1ng Sheets and Observer Notes for
each individual on an obserV1ng team. .,

VI. Operating Tea Br1ef1ng Sheets for each individual on an
operating team. : T

: : ’ iy 1

VII. PeniiIs for all group members. - . o . A

VIII.

2

he '
I . . « 1

‘Small table (card tab;e size). for each_éXperimental,group.

¢

& ‘e 7
G ts ]
Y

‘.o‘ . L. . e e
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© e
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B e

Lt

o
-
[EN
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EN
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PHYSICAL SETTING - ’ e

1)

"Roomhlarge enough to accommodate the experimeﬁtal 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,ofsthe 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

. aroynd them. . -

- PROCESS | o ~

—r
A

~ . /

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

II.” The facilitator selecx§l;our people ‘for the operating team
and sends them to another room. This -room should be com-
fortable, since this team will have a waiting period.

c

III. ' The facilitator designates those~hembers left +(up to “fif-
teen) as the observing team. He gives each individual a
copy of ‘the Observing Team-.Briefing Sheet and allows them

time to read it. Each member of the -observing/team chooses

one member of each of the other teams.to obsegve.g"’

IV. The facilitater explains to the observing team that they
-~ will gather around- the table where the pldnning and operat-

ing teams.will be working, and that theil job will be to

observe, tage notes, and be ready: to discuss the results

of the expeniment after the operating team has finished.

V. The _facilitator then brings.in the planning team, gathers -
thefl around the table, and distributes puzzle pieces.
envelopes, Plannipg Team Briefing Sheets, Hollow Square.
Patterns and Keys'*to each individual on the team.

“VI.- Following this distribution of materials, the facilitator -
explains to the planning team that all the necessary
‘ instructions are on the Briefing Sheet but that he will
be there to answer questions. The facilitator answers
all questions, if rais€d, with the phrase, "All you need
to know is on the Briefing Sheet." -

<

[y

VII. The facilitator then cautions the obServing team to

¥

remaiq silent and not to offer clues. -

' VIII. The experiment proceeds of its own accord, including éum-,

moning of the operating team without further instructions
from the facilitator. If-a.competition situation has' bgen
established, ‘the facilitator has the responsibility of tjm-
ing the experimental groups from the moment Step Seven s -

4

~

been completed until the experimental groups have compl ted,

the assembly of,th?/hollgw 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. -

’
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IX. Discussion of the Exercise \

X.

Tuplar

. ° b3
R Call upon the -observers for/comments, “the planner§ angi‘i
operators for their reactions, apd add your own EE§bserva’;‘ions.

- There are several points which can be drawn out Bf this
exercise which may not be raised by others.
+build axtifirial constraints; that is,.they aSsume there

-
L]

nplanners - -

agre things they cannot do, which, in fact, are not forbidden.

For example, it is permissible for them to draw a’ detailed.
design on the Pattern Sheet or draw a template dn the table.
or on another sheet of paper. iﬁg\ds only‘the Key Sheet

which they cannot show the operators. "Secdndly, planners gg?n-
usually wait until most of the twenty-five minutes is gone S

before they bring in-their operators to instruct them. _.
When planners choose to bring in the opétators earlier (or
when the operators come -in on their own, as.they sometimes

- 'do) often more ‘effective instruction occurs. Thirdly, -very:-
often this exercise demonstrates the differences™in effec- -

~tiveness of various methodd of instruction® Some planners
will choose. to write out detailed .instructions, d;%prs will
use oral instructions, others will visually d%moq rate 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 4nstructions. Often there.

is a dramatic difference in the ectiveness. of the ﬁethods
(demonstratéd by how the operatof®%perform), and this' helps
to emphasize the point that it j§ important to select a

-

method of instruction which\is 4ppropriate for .the task.

. . Summarize the exercise by tying back/én;o the hajbr
Dpoints of directing and training which this experience '
has illustrated. * . -
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HOLLOW SQUARE PLANNINGCTEAM BRIEFING ;Legm B -
“ /~ " - ~- . B
"Bach_of you will be glven a packet conta1n1ng ‘four .cardboard: pleces“
. which, when properly assembled with the Qother p1eces held,@y mem- ‘
[ bers of your team, will make a%hollow:. 'square des gn. - e
YOUR TASK a e L o Q‘déqfﬁ_ e
Puring a period of twenty-five m1nutes you'are to do thékfolldw- . .
ing: - N

- - . ‘ e !

. 1, Plan how thé sixteen pieces distributed among“?bu should be
assembled to make the de51gn.. ~ :

9.

2. Instruct your’ PPERATING 'TEAM on how to ﬁmplement your pi\h oo
G

. (you may begin' instructing your OPERATI TEAM at any time 5
during ‘the planning period--but no later than f1ve m1nutes
before they are to begin the assembling process), i
GENERAL RULES o - N ;
. . B ¢ ¢ ¢ |
. 1. ggu must keep all-pieces you have jin front og'ypu at all'“: L. 'i
. imes. $ ) P S |
o . 2. You may pot touch or trade pieces wWith other mémbers of
- your team during ‘the planning or rnstructlng phaSe.
\
* 3. You may not show the KEY at any time., ’ »
. ] - . s ‘
4. You may not assemble the ent;re square at any t1me (thlS .
it i§ to be left to your,gnsratlng team) , _ S _
) " 5. You are not to mark on any of the p;eces. R e >
6. Membérs of your operatlng team. must also obsérve ‘the
- above rules. A . . . e APU .
L ’ ° - ‘
7. When time is called your team to begln aSsembllng the
. pieces you may give Ro further’ 1nstruct10ns, but you are
tp observe the operation. . -
-y - - . } ¢ ‘\\\"\L_‘- b . - .
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N HOLLOW SQUARE OBSERVING TEAM BRIEFINE SHEET . - .
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how to solve a problem. and givessinstructions to an operat1ng team
for implementation. The problem .«consists of assembling sixteen
p1eces of cardbhoard into the form of a- hollow square. The planning
team is supplied with the 'general layout of the pieces. This team.-
is not to assemble the parts itself, bug is to instpuct the operat-
ing team on how te assemble the parts ii . minimum amount of t1me.
You.will be silent observers throughout the proces%%

. . W g

© SUGGESTIONS: : , . L

1. Each member of the observ1ng/{:am should watch the general .
g pattern of communication but give special attention _to one
member of the planning team (during the planning phase) and
one member of the operating 'team (dur1ng the assem811ng
period). . -
. - i&
T e 2., During the p1ann1ng per1od watch for the folfow1ng behaviors:

//;‘ You w111 be observing a s1tuat10n in which a planhlng team decides .
Lo

- a. Is there balanced participation among planning team _
- o “members ' ..

d b. What k1nds of behav1or block or\fac111tate the process?

} c. How does the- plannlng team d1v1de its time bétween
) planning and' instructing? (How: early does it invite
the operdting team to- come in?)
3. During the 1nstruct1ng per1od watch for the folloW1ng
behaviors: [P ) RSN

*

a. Which member of the pla

N .
g team-gives the instructions?
How was this decided7 :

.

b.) What strategy was employed in or1ent1ng the operatlng
team to the task? . :

v T . mun1cated to the operating team?x * | vl

L J

[P VR
Y B

How effect1ve Yere the 1nstruct1ons?

c. What assumptions made’ by the p1ann1ng team are Z?t com--
/ ~

d. °f> .\— 5
7 - >
e. Dad the operat1ng team appear to- feel free to ask =

- quﬁlt1ons of the planners?.

F

{'/ %

hibit' as they watched their plans berng 1mp1emented or

d1s€drted?

-

L3

-

3'7

P
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-4. During the assembly per' d, watch for the following behaviors?
L a.- What evidence do the operat1ng tean members llustrate
that ‘instructions were clearly understoo& or- m1sunder~
stood? | ,
J *  b. What non- verbal reactions did plann1ng team members ex-
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You will have responsibility for carrying eut a task f%r four

people according to instructions given by your planning team. ¢

Your planning team may call you in for instrugtions at any
time. If they do not summon yofi, you aré to report to them
anyway. - Your task is scheduled to begin exactly.twenty-five
minutes from now. After that, no fufjher instructions will
he permitted. B . . - )

You are to finish the assigned task as.rapidly as possible.
ﬁuring\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: ' .

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

b.. How can the four of you organize as.a team?’ ~

-~

”The notes recorded on the above will be helpful during the -
discussion following ‘the completion of the task. : ’
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- . . Q\’. : T
'An example of that i's the farmer- who set out~to plow his "south forf?"’ ¢
one spring morning. That was an esSenttal Job« But listen to how, he went -
about daing it. , : N o
"He started early to,fuel his tractor. Then he found he needed more
fuel so he went to the barn ‘to get it." ‘ . v .
"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 started for the potato pit. As he passed the wood pile, . b
he remembered that his wife wanted some wood for the house. While he was b
picking up some sticks, he spotted a chicken-that was a111ng 'SOLEE/d?Opped o
the wood and went to the aid of the chicken." ik
"When noon arrg;é@, the tractor was st111 in the*harn and the south —L
forty' was still unplowed." ' N
Poor férmer. He worked hard.all morning and yet he didn't accompllsh : .;f
a single thing. . . v . - RN
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BENEFITS OF GOOD PLANNING

Higher production

Lower costs

1

Satisfied employees -

N - ¢

L.

G

-

. Decreases misunderstandings and confusio

Lessens presgure from above

.

High_&uaiity work : «

Improves safety - decreases accidents

-

——

Increases chance for promotion and advancement

——
.

Better coordination

AN
*

Easier delegation

12. Mﬁ;: economical use of resources

.

Increased personal effectiveness

. 14, Tenddncy toward improvement

; 15. Other |

s

\
Vi

=

More effective control of operations

-
N N
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* THE ROLE.OF THE SUPERVISOK IN PLANNING '

Y

What are your major
¥ responsibilities
-as a supervisor

What ‘are -some problems T
you have in fulfilling ,

. these planning respon-
for plannirng? sibilities?
: ’ s
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GUIDELINES FOR WRIT¥NG PERFORMANUB;STANﬂhRDS *

‘ s
Base standards upon results whlch are related to, tasks
_and respofisibilities of the position.

Base standards upéﬁﬁmeanlngful and 1mport e1ements

of those tasks and respon51 1] 1t1es

State standards in measurabie or observable terms.

« v
v . PN

¢

Be spec1f1c about target dates and quant1ty and quallty
of performance,qas approprlate. . . . A

.Indlude referencés to-applicable mantfers or cond1t1ons

of performance, such as policies, standards, or procedures
of the organ1zat10n.- )
Use a form for expre551ng measurement which is suitable
for the standard. p051t1ve,wnegat1ve or zero expressions.

G

LY

. . Sample?%gandards . b

Prepares for posting by end of workday, w1th no-more:

. 'than one corrected error per page, all letters rece1ved
to within one hour of closing, unless given-: other
priorities by superv1sor.

Completes or1entatlon of new employees according to the,
cikty's orientation checklist within one week of :

employee's beginning date for at least. 95% of the’ new ¢
employees. ‘

Places orders for all off1ce supp11es, using the c1ty's

. . approved procedures, so that there are no instances-

where the regular supplies arewexhausted

Follows a11 -federal and state gu1de11nes for hiring <

. practices so that the city has no more thin one omplalnt
.. per year of dlscr1m1nat1ng practlces from job applicants.

, v
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GUIDELINES FOR WRITING .OBJECTIVES o

f

Be' brief and to-the po1nt, intlude only one ma30r 1tem - *.

in each ob3ect1ve. C ‘

% ’ " o ) DA R 4

Use an act1on verb to descr1be the expected result.

2

Spec1fy a time frame or target "date’ for complet1on. ;o

»

Spec1fy limits in use of resources (money, personnel A
equipment, as appropriate). ‘ ) S
- Specify results to be ach1eved 1n measurable qr observable 'S
terms. ~ ' ‘
Choose. areas over which you have direct influence or fx"'
control; don't write objectives that only-other un1ts or
people can accomplish. ] . .

v

Make objectives real1st1c/;n~terms of preV1ous berformance,
total respons1b1l1t1es of"the unit, and existing resources.
Includé enough challenge in an 1mprovement or change
obJectlve to make it worth formulat1ng

. Select obJect1ves which are supportive_and consistant with,

overall organ1zat1onal missions and- ob3ect1ves. N . o

‘.

Sample Objectives . .
. . { ) : * )

To increate by 15% the average number of chuck holes which .-
the crex fills per hour, measured-over a-three. month

1th no increase in créw .size. - .on _—
To décrease by 20% the amount of lost work time due to

on- the- Job injuries during the next 12 months.

To decrease by 12% the total dollar amount of tools wh1ch~
are lost or stolen durlng the next 12 months.

To 1ncrease the.qual1ty of building clean1ng service by

+ scrubbing- and waxing each floor surface in the building

once every three weeks with no increase in personnel or
equipment and no decréase in-other services. - s

o
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'(\5/-'-"%“’\ "A.Dﬁf IN .THE LIFE ;
a o OF A '

¢ ’ o _
, SUPERMARKET MANAG'@R"- | .
PRESENTING. A BUSY’DAY -~ TYPICAL AND TRUE IN THE'LIFE OF ONE ToDD - I
ROBERTS. S g !
. IT'S A B;AUTIFUL MORNING —- " ONE .OF THOSE GREAT-TOﬁBE‘A{PVE” JDAYS, ™ ..

~ TODD IS RARIN. TO GO. HE HAS BIG PLANS, THI§ IS THE DAY WHEN HE'S *
GOING TO .CATCH UP ON ALL THAT PAPER WORK. HE LL DO THAT SPECIAL REPORT FOR

: SURE TODAY. . HIS INTENTIONS ARE THE BEST. BUT WHAT TODD IS OVERLOOGKING IS
THAT.. FEW DAYS "GO AS .PLANNED., . . . .

DAP?WE SAY SOMETHING ABOUT "THE BEST LAID PLANS?" - B

THAT'S BOB, ONE OF HIS ASSOCIATES, HE LOOKS FLUS?ERED. SOMEBODY e
DISCONNECTED THE FROZEN FOOD CASE. .. ' .

~-

o WHAT A STARTH WELL, TODD S REAL COOL¥&N EMERGENCIES. HE'LL HANDLE
THIS ONE ALL RIGHT, BUT WAIT THIS IS NOT THE ONLY EVENT INTERRUPTING TODD

. AT THE MOMENT. _ h .
"— HERE 'COMES A CUSTOMER ...( AND SHE GETS “Top PRIORITY. h \
.MAY' HE HELP HER'*’ You suouu) HEAR THAT WOMAN TALK, i

‘SHE'S TELLING HIM ABOUT LOSING HER’ BRAND NEW HANDBAG. | SHE HAD $48 25
IN IT WHEN SHE GAME INTO THE STORE. . _

‘ THE TROUBLE ALL STARTED WHEN SH® STEPPED OVER TO GET.A JAR OF THAT
SPECIAL ON RASPBERRY PRESERVES, WHEN SHE GOT BACK TO TﬂE CART, THE BAG
WHICH SHE HAD LEFT IN ;THE SHOPPING CART WAS GONE. . ‘

. NOW SHE WANTS TODD TO DO SOMETHING ABOUT IT AND QUICK.
TODD WILL.-BUT SITUATIONS LIKE THIS HAVE A ‘WAY OF TAKING TIME.

. CUSTOMERS ARE WONDERFUL; BULWSO IS -STORE PERSONNEL.. AND, ' ABOUT NOW,
ONEROE HIS ASSQCIATES- WANTS: HELP AND A BIT QF COMFORT. YOU SEE, THERE WAS
A CRASH, :

SOME KID TAKES A ‘BOX_ OFF "THE BOTTOM OF " THE STACK. L2

.o SWEEP IT UP v« 4+ OR BUILD IT UP’ TODD- HAS TO MAKE DECISION. YOU -
SEE, TODD S JUST HAD A PHONE CALL._ SOME OF THE VISITINGTBRASS ARE ON THE
WAY ouT TO SEE HIS STORE.- ’

v

"THANKS FOR SHOWING US AROUND : ”

- A *
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TODD IS PROUD OF THE ORGANIZATION. HE SHOWED THEM-THE STORE FROM TOP

- TO BOTTOM' -~ STEERING THEM AWAY FROM THE SCENE OF THE ACCIDENT, OF, COURSE.,

' E'S
ABOUTL}| IT SEEMS THAT PAT IS TRYING TO TELL ANN HOW TO.

¥’

BYES; TODD HEADS BACK TO HIS OFFICE AND THAT SPECIAL .

" AFTER THE GOgD
TODD S BEHIND SCHEDULE NOW.. SOON HE LL BE RUNNING TO

REPORT, REMEMBER?
CATCH *UP, -

WHAT'S IT ALL"
"HER WORK. AND ANN

N

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

TODD HAS TO BE 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 HIS- OFFICE FRIENDS AGAIN. ™~

coy

HARDLY STARTED WHEN HE HEAR9 TWO ‘GIRLS AReumg6
DOESN T LIKE IT ONE BIT.

THE DAY!S NOT STANDING STILL. LOOK AT THE CLOCK AND THEN AT THE PILE -
OF WORK.THAT TODD STILL SEES ON HIS DESK.

KNOW OF ANY-

AND JUST WHEN TODD THOU ﬂT HE HAD A SMOgTH WORKING TEAM.
ONE WHO S LOOKING FOR A JOB IN A SUPERMARKET,? , .

"THAT'S Tonn,s WIFE. SHE'S CALLING TO TELL HIM THAT THE BABY 'IS MISSING.
WHAT, SHOULD SHE po?
COULD ANYTHING ELSE POSSIBLE HAPPEN7 ‘OR IS TODD TEMRTING FATE7 .

. _WELL; I CAN SEE SOME OF YOU SAYING TO YOURSELVES:
HAS NOTHING ON ME. YOU SHOULD SEE SOME!.OF MY DAYS.

(f\.

"THAT TODD ROBERTS

.
1
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$ ' . v
", | Fre- | Some- | Sel- |. : ) .
quently| times } dom : TIME MANAGEMENT INVENTORY J:
1 - Schedullng work you 11ke to &o ahead of work
you néed to do. ' D— ' _ '
; ‘ 2’-‘Starting a job before thinking it through.
3 - Doing things t@at can be delegated to others. P
i X . . ! . NEE ' .
S 7 4 - Doing things that actually aren't, part of your/
___\/ JOb . (/'j{ j
| 5 - Doing things ‘that can be better handled by ' .
_ modern equ1pment . |
6 - Reading'trade journals, newspapers, etc. during %
prime business hours. : |
R ! 7 - Doing marginal things firom sheer habix. , I
hd - ' T
. 8 - Keeping too many and too compllcated over-
lapping records. . . .
9 - Pursuing projects _you probabdy can't achieve., - *
- 10 - Paying too much attentioﬁtto low yield projecfsf
. . - " ¥ . o .
\; S| 11 - Failid Q8o anticipate possible crises.
.ot * 12 - Handling too wide a variety of duties. .
\ / AH . - y o 7o
| - 13 - Shrinking from unfamiliar duties. ’ '
» 14:& Failing to Bﬁif& barriers against.interruptions.
15 - Allowing conferences and discussﬁons to wander.
i - 16 - Allowing conferences and dlscu551ons to con- )
| tinuk after. purpose is fulfllled ‘ . = e




5 . M N - .‘ 4 A
Fre- Some- | Sel- ' , .
quently|’ times | dom -
17 - Conducting unnecessary or marg1na1 value =
- . meetlngs, v151ts° phone calls. * .
<7 18 - Chasing tthldl data after the ma;g facts
, are in. e N .t
. A - R . N\ )
‘ 19 - Engaging in personal work or *conversations
" before starting business work.
N . -' .,‘ 4“\ N
) 20 - Socializing at length bBtween tasks. 1 9
15/ .| 10 * ] —5% . AN : ’
points |points | points| TOTAL SCORE
» 6 . - i a
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° . , b‘ Al
.; £ ‘
a‘ . ‘ »
f ® i; !
. s s ‘
L & . ) :
. o v . o
‘ N - . :.[l‘
. «#
t“ ’ - ‘. .
. LN .y .
P - ‘ 4 @ -
. o "y £ <
. T = e <
“ . _
o N »
’ kxa (

47)}" .




> ° Pt s . ~ LYY

1, :r"

N [
"Time Wasfers; Possible Causes .amnd Squt1ons“ A
L o

s .

"The following "time wasters"g%gve B‘en_found to be the-most commonly
-encountered by management personne¥ andjBktension workers. - In_addition to
these time wasters, possible-causes- and solutions are listed as- ways of °
correcting the problems. This list i’s not complete but rather -a 11st of’ "y .

. those more frequently encountered. : . .
e . - . . o “a . S .m- .
Time-Waster - »  Possible Causes - - Solution¥ - NS
1, Lack of planning Failure to see the bene- Recognize that'planning o
: fits takes .time but saves time
‘ , s . \ »in the endy .
\ ( ’ o “‘ ’ ¢ A - : t ——’/‘ ﬁ‘
Action orientation - Emphas1ze results, not-
- act1v1
* ’ " Success without it - \Recogn1ze that success is
! - ‘ often in spite of, not
. i because of, methods. ‘ .
® . .
\ 2. Lack of priorities Lack of goals and . Wr1te down.goals and ’
: o .obJect1ves ‘ s objectives. Discuss prigr- N
. : ’ . ities with subordznates. *
: »3. Overcommitment Broad intZ?Ests’ -7 Say no. - - | {\_
R Confusion in priorities - Put first things fir#é{
. B * . .. Y )
oY, Fajlure to set priorities  Develop personal ph1losophy
. e Lo : : of time. .Relate-priorities .
N . . . : R to a schedule cof” events. )
’ - : !wg! -7 . i . !
4, Management by Lack of - p1annbng Apply the same §61ut10ns
crisis ’ t S :5- > . as- for lack offplanning. . - .
3 < o . / < % . N ’ e
Unreallst1c time e§t1mate Allow more time. Allow
. ° L0 ; ) fpr interruptions. T oo
Prohl m or1entat ggﬁ Sy  Be opportunity oriented.
. f’° A . K

Qa - .
Reluctance of SMP/ ina s " Encourage fact tran$mission
~ to break bad ne of information as_essential

3

N . . ‘w2 vy ... for timely corréc;1ve ) 5
. >.\ " .\‘ ‘
. e & LA ,’%\ ’1@ i aCtJ.On. . R
5. Haste Impatlence w1th det 1%’ Take t1me to get it right.
o ’ : q»fﬁ“f *Save the time of doing it
T . : ~over. " ' . .
) %»g. " .
b Respond1ng to- th uﬁ%ent = D15t1ngu1§h between the '
' . v 1mportant. :1 ) U
. . . : ' . » ‘ . "” A !‘ , . ]
A . Lack of planning ahead - Také time to, plan. .It
. .- o ) ' < , ' .~ Tepays itself many times-
' . . . ' . over. L. ,
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Time Waster

-

'

¥

6. PaperWork and
readlng

7. Routine and trivia

™~ 9..Telephone

o

10. Meetings ‘

7

&

-

-Lack of prioritieé

. .
- /

» Jm . */

/ *

/

Poss1b1e Caudes

- ible Y Solutidns |
Attemptlng too much ;n too uAttempt less Delegate

11ttle time

Knowleﬁge exp;dsion- x
Computeritis

Failure to screen
. L]

—

. Lo
Over'suyvelllance of
subordinates

Refusal to delegate;
feeling of greater secur-
ity dealing with operating .
detail.

Enjoymént of socializing

Lol

Inability to say n?

' s .
Lack of self discipline

De51re to be informed and
9involved

’by exception.

Fedr of respons1b111ty

for decisions

Indecision :

S

Overcommunication

. meetings.

Poor leédggéhip

N

:mpre. ’
Read selectivgly. -/
ﬁearn,speed %padlng - %
Manage computer data by
exception. ¥ \

principle. Delegat

Remember the BargtoL"
ing to subordinates.

Set and concentrate on
Delegate nonessen-

goals.
tials. o
Delegate; then give sub-
ordinates their head.
Look ,to results, not de-
tails or methods .’

Recognize that without

read-:

-

-

L]

delegation it is impossible

to get anything
through others.

Do it elsewhere.
visitors outside.

done

,Meet
Suggest .

lunch if necessary.-

Hold

Be brief.

. subjectw— Prepare .concise - |

stand-up conferences.
Screen. Say no. Be un-
available. Modify the open-
door policy. ) .
Screen and group calls,

Stay unin&olfed with all .
but essentials. Manage

Make dec1s1ons W1thout
meet1ngs.

Make decisions qven‘when
some facts are q}ssing.

Dlscourage uanecessary
Convene only
those needed.
Use agendas. Stick to ‘the.

minutes. as sopn as possible. ]
- .




Time Waster P0551b1e Causes

Lack of confldence in the

11.
: facts |

Indecision

» . .~ Insi tenceabn all the
facts-paralysis.of
" analysis

'\b>~ s \ . Fear of the cpnsequences
‘- . - f ‘a mistake

)

- Lack of a rational deci-
: sion-making process
e 4

Fear of subordinates'
inadequacy Cot .
Fear of subordlnates'

"competance

12+ Lack of delegation

\

* 2 -

C W L1fer -’Ohlo :

. .
.
A .
: . |
- | /
.

" make the decisiofi and

’D1

"challenge.

g " Work ovérlead on -
/’>f subordinates:
XQ' ~ N P . ]
° ’
\7 .? . \-\—’_\/
L4 v -
/ A
; : '/‘ ,
Source: Adapted from. The Time Trap, McKenz1e, 1972

Y

.
.ot e EIRN

£)

Solutions

Improve fact-finding and
validating . procedures. v

Accepts risks. as inevit- )
able. Deciderwithout all -
facts. |

Delegatefthe r;ght to be
wrong.  Use mistakes as’ a‘
1earn1ng process. .

Get facts, set goals, .
1nvest1gate alternatives, 3
and ‘negative consequences

1mp1ement it. t A

’3 Ve

Train. WAllow m1stakes.
Replace if necessary.

* -

ate fully, Give .
it. Insure'corpofate
grqyth to maintain g )

Balance-the wor¥load. ;
Staff up. Reprder ;
priorltles. . e

L)
S e

1
.
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Lakein's suggestions for better using time include: .

. Sgart with A's; not with C's.

¢

The Time Qﬁ'Yoﬁr'Lifé - Film_ .

List ‘goals and set priorities.

Make a daily "To Do" list.

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

Handle each piecg;of paper only once.

Do it now! -

L]

Additional Notes on the Film . . .

.
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SETTING PRIORITIES - . “ ;o .8 .
- N - - ) B ?‘i
— RN o ' -t ":
. . : L ¢°;e - < ' ‘ Teee !
®. ’ .
. Group A - Must Do! s - Those tgsks you must - do;or'serloﬁ§\_/) c
¥ , - -~ .consequences mi#y occur. S\}le wf R
- i - ~Lthese4can be delegated , -

/%roup B - Should ﬁo';r?\Thdée tasks you should do"to &

/
. .+ g ~keep the normal wheels of progréss k.
' : moving. Many of these should be & “y
< - -
LR \ . : delegated. A Should Do may becoje - ‘ :
- a- Must Do after-a perlod of tlmg , )
¥ ", . .
. SO if not completed . . -
- ‘ ’ - . ot -~ a M ‘
' °, . ~ - ~ , & 7 A'
- ‘Group C - Nice To Do'y - If you rarely did them or never ' ' [
oo 7 . ‘ ' did them, no serious consequences e T
: : : o . o would occur. PR S .
) T f)
- L) - Y ’ °
"‘ . A} . _ . ]
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Wﬁak am I d01ng thg does not
need to be done at a11?°

! 2

N

What items am I spending too
lit}Ie time on? .

L]

-

- . .

Items in - which I can make my most | Ways by which I cgn'consolidate
important saV1ngs. ‘my available time.

~

~

wlﬂL ° c
Other ways in: whlch 1 can make
effective t1me %aV1ngs.

“* -

JAruitoxt provided by Eic:
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7. Is.she resourceful? Does she show initiative, in getting

PH-12" L.

N B 5 . _— ' .
- . ~ ~ . ° \ .
- ‘ .+ Working With Your Secretary*

] . .o ' -

e

There is nothing-that can save time for a department chairman more than

a good secretary. Today's effective secretary must be kno%ledgeable ‘and

.effective in the management of people as well as of- paper and pushbuttons.
{ .

How does ynar secretary rate? = -

B -
1. Does your secreatry know the full range of your respon- . ‘
© sibilities and activities in your “organization? Does ) .
she understand your personal geals and ambitions and how )
they fit in w1th the department's: objectives? I .
2. Can you leave the office ‘for,as much as three or four
- weeks, confident that you business and persanal ‘affairs .
- will be conducted respon51b1y and expeditiously .in your | :
absence? : . . o .
EL, : : . . ) (R FEN .
. Does she help you organize your time, coordinate yg;r o e
— appointments and schedules, meet your deadlines - 1 /

without nagging and pestering you? Is she herself a FO
‘well- organlzed person? . ) \ .

4y Does she. 1n1t1ate,¢hand1e and follow through on pro;ects
without your hav1ng t rem1nd her about them?

' Ao

. 5. Is she ¢ourteous, he}pful respectful and sollc1tous of S 4

your ;business assoc1ates,,v1sltors clients and custo-
mers? Do they spéak of her favorab1y7

" 6. Is she imaginative? ' Creative? .Does she present ori-
ginal‘ ideas for your consideration? Does she suggest
new ways to .improve your work? Does she suggest new

* systems or procedures? N : " .

past a problem W1thout running to you with her trouble?
- 8. Does she move paper- eff1c1ent1y7 Can she tactfully pry

. loose papers and projects that have remained on your )

desk.too long - and that other execptives are waiting . . ° - /

"for? Does.she shake loose data othgr executives are : :

holdlng and that you are wal\jng for?t- LA 5 e,

- -

T .9, Are her basic secretfarial .skills (such as f111ng,
" stenography and telephone manner) beyond reproach® ,

..10. Is she calm in a crisis? Gracious when tension mounts?

When the pressure is on and you iose your temper or’ x
self-compoSure, does she shrug 1t off and continue to —
function as well. as before7 . s .

EC _ " . ; ‘.' 56 \

.
N g

N




S,

11.

~12.

15.

16.

17.

18.

19.

20.

Do you have her absolute loyalty and confidence?

Can you ttrust her with confidential 1nformat10n both
personal and business? R
Does she read w1de1y and knowledgeably, bringing to
your attention published items pertinent to your

business or' personal affairs7

Is she a valuable source of department information,
obtaining facts that would be, difficult, ‘awkward or

.1mp0551b1e for you to obtain on your own7

Does she have a personal self-improvement program?

.Does she try to learn more about your department, you
partlcular job, your students or ‘your type of work?

Is she artlculate? Does she'ex ess herself well in
summarizing information for you,|both verbally and in

.writing?’ Does she give instructigns 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? .

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

Issshe a manager in -the.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. tra1n
other members of your staff? i
Can she handle. routine matters and projects for you on
a day-to-day basis without your intervention?

Does she keep track of vital dates for you, dates

‘needed by yolr boss, or his office (meeting -dates,

deadlines, vacations and such)

T

Can she do basic research for you-- gather information

for a report, for example, or_ even write a rough draft7 .

L
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DO YOU DELEGATE AS MUCH AS YOU SHCULD? -'\_' Acé

“ud

There' S -no easy way"to determln how much of his work a superV1sor should

ﬁ”

delegate to his subordinates.
capabilities of subordinates.

he amount will vary with the job and the-
‘But you can get a rough idea of whether

you-are delegating enough -- and properly -- by ask1ng yourself the foli'

\

-lowing questlons? . . . . -
RV ?A . ) ~ - . ’ ’
. W w > , .
Do you have té tﬁke work home: almost every night? -
‘ -
""Do you often have uhflnlshed work p111ng up’ *, N Tl

Do yon

Do you

keep up with your work?

A
have several long range prOJects postponeﬁ until you."get t1me?"

feel 1t's a sign of weakne%s tor need subord1nates' a351stanqp to
N

7

-

Do you ‘believe that to really earn-his seiirz/af

* worked?

manager has ta be over-

Do subprdinates often 1nterrupt you for help ‘and advice? v

Do most of them fee1 they should Brlng problems to you ‘rathef ghan make‘
decisions themselves? ' ~ -

Do you spend part of your working day d01ng things for @tHers they ‘could
do themselves?

Is as much of your time gégnt on‘details as on planning and supervising?

=

Do you reserve those details for yourself that you part1cu1ar1y enJoy,
even though someone else could do them?

Do you feel you must keep a close tab on detalls to have a JOb done
right? - . o

LI

Do you lack confidence in subordinates (1. Bu, e you afraid to risk

‘giving them more respon51b111ty?) : .
. Are you a perfectionist about details that do not affect the final outcome
of a prOJect? )
In delegatlng a job, do you,often withhold fu}l job information?

g

”~

After delegating a prOJect ‘do you, grow appr,

" ! ro\ ’
ensive and hover ~over the |

supordinate who! s- d01ng the job?,

4

Are your employees unprepared to. take -on
‘ training or self- confidence?

because of lack o

4 -
]

£

[§

7

N

»

- N

o

38 X

xx:‘

{

re' respon51b111t1es -- either

. . ' . v . R
"YES" answers indicate the need for more delegating[
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“ MEASURE' YOUR ABILITY AS A DELEGATOR ' ot
~ T ~ ) - . \) o . ’ |
' oo, ' . ’ N o /-. oy
‘ . You can check your skill in delegation simply by studying the oper-
. atjons of your department and then answering the following questions. If -
you say "NO" to nine of them, you have trained a competitiye working team
that accepts its responsibilities -- is thriving on them. But if you-
must honestly answer "YES" to three orumgzg/e{uthe Tollowing questions,
it's time to Teappraise€ your supervisory methods. Better training, better
* communications, better individual coathing of subordinates may help you _
solve your delegation problem.. o T T
! oo T q
: - * \_;"'-' ° X
1. Are unexpected emergencies constintly occuring in the . ..~ ‘ :
operation you supervise#® g Yés No
2. Do you find you are' so pressed for time tb get . . '
daily job done that you have no time to plan? . . - Yes No
3. Is there a great deal of friction or diSsatisfactioh .
' among the members of your work group? ’ > Yes - No
4.. Are you always bogged down in detail? ’ .- Yes No
. N R ‘q ’ - . b . - . )
5. Do simple jobs take forever to get done? - i w\ Yes No
.). , ~“ . -~ w
6. Do operations slow.down.or halt when you are’ away . - :
- fram 'the job?7- . - ’ Yes No-
: ' R T ' © . . . .
- 7. Do you complain or criticize dthers:-when the work of R ‘ .
‘your group doesn't go.as you.had planned? - . , - Yes .. No
e L . T e Lo L . \
. 8. Do subordinates or employees always wait for you to - .
' © -give the sign before-they bégin a job? . Yes - No-
- , P . . © .4 " N . "“
9. Have subordinates S$topped coming to you to get your . -
Teaction tq their‘gdeas? . o . Yes . No

.10. Are your employees poker faced, .displaying little or no o

humor or spontaneity in tpeir work? Yes No

< [

J' . .
L« ~
.
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‘ ' DELEGATION . ‘ o

. ' - = “\1* ‘ - < -

Review your job re§pqn$ibilities and select those tasks which you can delegdte to others. °
Note hey often the task occurs and how long it takes per day/week/or month. Select the .

, person to whom you will delegate the task and record the preparation or.training which
e the person wi{; need. Note|what new authority (decision mdking) .the persen will have.

. + " Estimate when you'will be able to delegate the task. Make note of any other.person you
should consult concerning the priiised delegation. ° . _ _ R
: > How Often New Authority Needed '~ 1 ’ Consult
Task - ‘ How Long To Whom and/or Training Needed ' When ‘With
» * v (_ ’ * . . " ¢
” L]
- \ 2 .
» " " \( . ’
, . ; AN ) .
. . . é} . " n
, .\)‘a l . ) bl - ¥ .
* o . N
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THE INDISPENSABLE MAN : ' : i L

.
> . ' . T

Sometime when you're feeling important,
- Sometime when your ego's in bloom, , N
, - Sometime when you take it |for granted, . ' "
Q\}. You're the best-qualified’in- the room. o

Sometime when you feel that.your going
Would leave an unfillable hole,

‘Just follow this simple.instruction

And- see how ,it humbles you soul. C “

Take a bucket and fill it with water, ' .
Put your hand in- it, up to yous. wrist; :
g .Pull it out, d4nd the hole that's remaining, .
' ~ Is a measure of how you'll be.missed. : RN

}
1
You may.splash allfyou_please:when~fou_enter,~ o
You can’ stir up the water galore; . ‘
But stop, and you'll find.in a. minute, . {
That it looks just the same as before. ’ ’

-

The moral in this quaint-example,
. Is to do just the best that-you can. \ .
o ‘Be proud of yourself, but remember, : R ~
. There is no indispensable man. :

L ‘
3
’ - -
E i .- - . '
< . . " V4 ] . .
,
.

Anonymous

3 2
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SUPERV.ISOR'S CHECKLlST
FOR INDUCTING THE NEW EMPLOYEE

i
.

L] ) . * — N

. NAME: . ' .o DEPT:"
TITLE: - ' © . DATE REPORTING' ' o, .

—

PURROSE' This 1list prov1des an out11ne to follow in welcomlng and
systematically 1nduct1ng new employees. The inductioh period
offers a great opportunity to win the employee's loyalty, N
stimulate hlS 1n€§rest, and accelerate his ‘effective productlve
date., . . .

‘ AR A ‘.

+GET READY TO RECEIVE THE NEW. EMbLOYEE DATE COMPLETED

(") Review his work exp%r1ence, educatlon, an&
training. . . .
~ () Have .an up-to-date Job descr1pt1on, or 115t .
of duties. ‘-

< - ( ) Have ready his work station, equlpment, supp11es,

etc. »

WELCOME THE NEW EMPLOYEE N

( ) Put h1m at ease. ST v

.

E ) Ind1cate re&atlonshlp to new employee - i 7
lﬂ‘v}‘ . e .

() A551gn workplace, etc. . - .
SHOW GENUINE INTEREST IN NEW EMPLOYEE =~ ° ) L
() Discuss{backgrounﬂiénd inte>ests? . >
(Vi Inquire ebo?t hoosiﬁgﬂ . . . R -
( ) Inquire about, transportation.

- () Inquire about any possible financial diff- -
iculties due to pay lag, etc. } '

EXPLAIN THE WORK OF THE DEPARTMENT =~ == ‘ .

( ) Describe the function. - S ) R sy

. Y
( ) .0utlifle the organie;ﬁjon

() Explaln relation of/work to that of other .. .
employees. ’

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

° .

o * 6
- & «; - 3 v 0’:
at .

a7
:




" ' "‘ ' - ) b‘q‘ ~ > . 2 '
: e EA . BB'} cE T
SHOW EMPLOYEE THE LAYOU? AND AVAILABLE . DATE COMPKETEY . -
FACILITIES . : , o , BT (RN S,
() Explaln ‘layout. :/“; v . _; . ) _ C
’ - "\ - .‘ a: ’ " .
( ) Show Locatlon/ef/;as;rooms, 1unchToom, etc. + 7 ' o o
INTRODUCE EMPLOYEE TO Co-WORKERS AND ME%BERS . Af T e
OF MANAGEMENT , .. ' . ) B
() Indicate'to each'tne new employee s dutles? E ‘?fk@ T
( ) Explain duties of»each person to whom ' ' ‘.1 E
introduced. | -
( ) Make 1unch arrangements for f1rst day
' EXPLAIN RULES AND REGULAT IONS: g . o m . . "
( ) Hours of work . ' i f : ' . :
. , 3 . .- . / . -
 ( ) Punctuallty and good athendance fcall‘when /
unable to work). | - .
) Lunch perlods, re perrods, etc. | ‘ )
() Use of telephone, et " . ”' \ ) . . e
0 . . . ~ oy N . - 4 J " L]
L) Other: (smoking{ safety, appearance, etc.) ’ -
COMPANY PDLICIES: o) o7
() Vacatlon. o - : : ' .
() Sle leave. L oL - ) ’
() Pay periods. . D o . ' L i Ve
( ).Insuranee. ,./'__ . | C -
ot Y ot e, . . ' . ' . - .
( ) Pay scale. ‘ . o 1. BEEINY
C ) Evaluatmon. T o .
GIVE JOB INSTRUCTION 0R’AS§JGNMENT TO A "“ﬁ-
QUALIFIED- INSTRUCTOR ‘' , : \

" () Give step by step instruction. %

.(;) Explaln qual;ty and quant1ty standards.

() Ava11ab111ty fOr future a551stance.j

't ) Provide learning a1ds.’

() pse and care of equipmént and supplies.

() Security aspects. - , S L




>

N -
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FOLLOW: UP Ly

( ) -Check %equenélywon ';?frogréss', ,

/

() EI;COurage. questions.% . 7\_/
( )-Make corrections,.-_ . | /2

(.) Give encouragement.
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KNOW YOUR EMPLOYEES -

‘ .‘f e . ) ‘Ji

INSTRUCT IONS:

few minutes to work w1th this checkllst

DO YOU KNOW THE FOLLOWING INFORMATION, FOR EACH EMPLOYEE?

. _YES NO
1. Full name ® e - - .

. Nickname :@ - - . , L
) ' ‘e : ) . .-
. Age : ’ ‘

(3]

()

. Marital status "* -

@
e - e ¥

. Number.of children -

-~

. Approximate ages . . ‘ . v

. Education and experience ¢ 55’ :
. Hobbles , -
/t : *

. Spectgl Interests . . .

o] [+ ) ~N ‘o (%] >

®* -

10. Length oF serV1ce0with the organization _ .

N . \ - -
THINK ABOUT YOUR EMPLOYEES' ATTRIBUTES AND THEN WRITE THE NAME --
OF THE ONE WHO BEST ANSWERS THE QUESTION ASKED . -

: \/“_3 g

1. Who is your most organized employee? ‘/f/

2.”Who has the most sen10r1ty9 L,

< <

3. Who is_ thé\Bést natures?

4. Wﬁo is the mostustable?
N LS LI s ‘o
5. Who is the Rost defens1ve? ! .
b ) s

6. WhO.IS the most dependable’ =

L 24

7. Who is the best TiBed by co- workers’

8.”Who is the most productive? ' R "

9. Who -is tHe mdst enthusiastic? - "N ‘ »

-

10. Who is most likely to ‘succeed?

Do yd% really know your employees’ ‘Take ‘ . -
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-~ WORKING.WITH SUBORDINATES S
‘ P ,’,
‘1. Do you and your subordlnates:agree on what results are expected
of them?. ' : _ ‘
. . . v ) \ . - . ".
- -2. Do you and your. subordinates agree on measures of performance?
' 3. Does each g} your subérdinates feel thgt he has sufficient .
authority over his personnel?'z : - . . _ J

L 4. Does he feel that he has sufficient authority concernlng f1nances,

- facilities and other resources? ~ : . I
. Within the past six months what ad@&tlonal authorlty have you ’ ;
delegated? : ES e ‘ .. i

) . x
6. What more doés each. of your subordlnates th1nk should be dele- I
gated to him?. B

7. Is accduntability f@xed for each of your delegated respﬂns1b11- .
ities?. Is your follow-up adequate? ‘

% -
8. Are you accesslble when your sybordzn tes need to see you? ~

9. Do your subordinates fail to seek or thept additional respon—' ‘
k\\< 51b111ty7 . , :

10. Do you bypass your subordlnates by mak1ng d c1s10ns wh1ch aré
part of the1r Job?

v . v -v
. . . L3
.~ 1. What 1nterferes with the effectlve use of your ma;a;eEEBt\tiTei -,
v -
12. Do you do th1ngs your subordlnates should do? Why? '

13. Huw could yod@best 1mprove your deleg ion?

» 3 ~

14, If you were 1ncapaC1tated for 51x months, who would take your i
place? . > -
v N ot r{, f\, 4 ¢ .
R 15. Do you ask each.of your subordinates -i dividually, "What ‘could . ..
- . I do, refraim from doing, or do differently 'which would help
you do’ a better job?" - : R N )




"HOW TO WIN FRIENDS AND INFLUENCE PEOPLEf

:C’\J -"‘. L /‘@ /\ -j

. . &\ ‘
R R”ﬁ LES FRO M ' PR

“ ¢ : |
.FUNDAMENTAL TECHNIQUES IN HANDL ING PEOPLE e Y J‘ ,\-{
] Y S 7 . ® Ty L .““i
1. poh't criticize, condemn or complain. | . . Gi Lo }; ) ,‘§
2. ﬁivezhonestt sincere appreciationt . - N - :' .} < -
3. Arouse in ‘the other per%’ an eager want\%' N i / .
4. Become genuinely 1nterested in other peo;1e . ﬁ”‘{‘ g i«si
S..Smlle . ‘éi__m\ . : ; ‘ :‘- \;t‘jf’,
6. Remember that a man's name is to ‘him the,sweetest and most 1mpor- \\§‘ :
tant sound in any language. : |
/ 7. Be a good llstener Encourage others—16 talk about themselves. ;
8. Talk in terms of the other men' s 1nterests o - 'a, '%
9. Make the er person feel 1mportant and do it siggerel& * |
fﬂ 10. 'The onlyéyay to get the best‘ef an argument is to avoid it.
11. Show respect for the other man's Qp;nlen Neve;,telL a man he‘ afr,
is wrong.
) i?, If you are wrong, admlt it qu1ck1y and emphatlcally
13:‘Beg1n 1n & friendly way.. " Rl .
14.”Get the other person saylng,‘"xeé, ye§"‘immediater.-' ~ "
C‘JIS. Let the bthet‘perqpn do‘a éreat deal of the talking: i
16. h . ' A z.
17. .
‘18; Be sympathetlc W1th the other person s ideas and de51res .
| ‘IQ. Appeal to, the nobIer moﬁlves. . Ce / ) '
i 20. Drgmdtize your ideas. - /
21. Tﬁrow,dqwn a:ch%}lenge. o o - o :: . _ .
s ’ ' ! ‘ ) .
. R S
~ (44 .68 A, ‘.




1.

2.

——

. - 8.

9.

‘available to. a supervisor.

‘e

- -

"/ TRUE. ..OR FALSE?

BRAINTEASER ( T

(]

MAINTAINING DISCIPLINE -

‘
- M - LI
- P

.

s g

Dlsc1p11ne starts w1th the very beginning of a new

tra1n1ng ‘

" Many .disciplinary problems can be prevented 1f the

explains the rules”and regulatlons carefully

&

" Employees who violate the rules should always- be punished. :

Discipline that controlssrs the

The' chlef purpose of a warn1ng is to punlsh the offender. e - ' N

"Ignorance of the law" 'is never an_excuse when an employee ‘\?

violates a department regulation.

An employee“s past record should not 1nf1uence the¢§;5c1p11nely

from breaklng rules.

actions of the supervisor.

‘A good supervisor punishes an offender

out of him and to thereby deter q}hers

The Supervisor should not be swayed by the man’ [ reasons for . e

break1ng a rule. _

Qéiggry preventive discipline

©

empioyee's'

\

supervlsor~ o

4 1

-

A

A .

J ;

an example

»
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- GETTING READY fO TRAIN

+Step I - Use a Trdining Time- Table

Step III -'Prepare to Train

.
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step II - Make

- 1. List jobs to be performed
2. List worker's names
3. Check .jobs_ agdlnstcnames
4. Identify training needs
5. Plan training '

s ' i)
.

. . -
' » -

‘ - » *
.

a Training Outline

l. List major points -
2. List special points ‘-?
~ ) o

N

v .

1. Have necessary supplles, equlpment and=

teachlng material on hand
2. Review training outllne
3. Arrange work place

é . . N
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CONDITIONS FAVORABLE To-LEARNING .
: é,/ ‘ - : . ’ |
L NEED AND DESIRE ON THE PART OF THE LEARNER

, /"2: A PLEASANT LEARNING SITUATION . ) ' ‘

3, A GOOD FIRST IMPRESSION. i Y v v
3 pow st wggsion. e
4, INFORMATION THAT CREATES INTEREST ‘ g

5, INFORMATION RELATED TO, KHAT IS ‘ALREADY KNOWN "

6, INFORMATION PRESENTED IN SMALL-AMOUNTS ‘ P
A v A . , .

-7, APPEAL: TO'MORE THAN'ONE OF THE FIVE SENSES T

e T .

"%, © 8 TREPETITION WITH VARIATION . :

o/ O, EARNER'S  AWARENESS OF OWN PROGRESS 7 ° -
A T : : |

r o * N . ! . ":.. M M ’ LN ' ‘ B ( '
~#10,; OPPORTUNITY. T0 PUT LEARNING -INTO IMMEDIATE USE
S é o - ‘ ; 3 * A - v - ) \‘r ’l B )
v b N * . N .
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Step 1

Step 2

"FOUR-STEP METHOD OF TRAINING

L]
- Prepare’the tra':i.nee.\3

ut him -at his ease; he* 11 learn faster. e
. glnd out what he already knows. - . :
stimulate. his ~interest in the Job L T e
show purpose of job. .
place ip correct pOSlthH to see.

%

Present the job.

than he can maste
stress key.points’ (see job.breakdown). ‘j
e clear, thorough, pat1ent.

tell, show,ﬁllluz;rate, step by step--no more

- .
\ ! . -~
-

.

Try out performance. =
test by hav1ng the trainte perform. -

have " tralnee explain ke oints.
‘correct errors; reteach -1f necessary.
t HE knows.

1.

continue until -YOU know th

@-'-

>

- Fellow up and evaluatlon. :
check frequently, encdﬁpage questlons. ’
____eorrect errors; reteach. 1f necessary.

N\ put trainee ﬁon his own. "
designate”to 'whom he goes for help.
evaluate whether he' is meeting work standards.
/0w -
SN
“\ '. e
. 4
. » -
N P

) have the trainee TELL and SHOW you. ‘ ? o

<

=9

e o
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o WITH STILLFUL PLANNING,
THE SUPERVISOR WILL CONSERVE

" ’ Y .
T I ME - Savine Wasted MinuTES, Hours, DAvs., _
oo . S 0
- - W‘ ) ‘ 1 . R . . v .:;“/ . :,
‘MATERTIALS - Savine WASTE, . SPOILAGE OR UNNECESSARY '

>

INVENTORIES. , ‘ LT :
\ o~ o - . ) .

v . < - - [
'

. M A CH I NES - BECAUSE THEY NILL BE OPERATED TO THEIR BEsT

' i

CAPACITY. o _ [
. yo ‘ k . . - " . .

"S P ACE - ELIMINATING OVERCﬁOWDiVG AND PoorR COORDINATION OF _

oy IncoMING SupPLIES AND OUTGOING'PRODUCTION, ‘. e
* * ) . B

. e e b 4

MANPOWER- BECAUSE’EMPLéYEES,WIFL BE FuLLy Occuéfeng

-

a T . . AP S
FACTLITIES - WL Be UTiLizep' To THEIR BEST ADVANTAGE. . . {
. -~ ' . . . J,
|

E NERG Y BECAUSE oF INCREASED EFFICIENCIES Our NATURAL
X RESOURCES AS WELL.AS T/E SUPERVISOR S ENERGY (STRESS)

o WILL BE CONSERVED. : Y L SR
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TYPES OF PLANNING A SUPERVISOR °
« GETS INVOLVED IN: +

X
. 1, PARTICIPATION IN SETTIN® GOALS.
c; v . ( - g
¢ 2% " IMPROVEMENT Pé%GRAMS.a . ( *
3., PESSONNEL MANAGEMENﬂiLN THE-DEPARTME&iff
4, PRoDUCTION PLANNING, = - o
. . ,‘ ‘- + 23 .

5. ORGANIZATION OF WORK IN THE DEPARTMENT. S
6, "MAINTENANCE, - ’ - O

7. PapER WORK & ReporTsy N

‘ Ad ' 4 -
e 8. CHANGES, = . Lo e IR )

) TN, \ - . ) . : é‘ .
9. CoMMUNICATIONS, C I

. by
. . -
. « B LR
- N . oy
- » R
" -
» g »
. * . 2
» - ’ <
N .
4 . .. .
.
-
.

F - ' ‘
10. OtHer., . - !

*




| KEY PLANNING QUESTIONS.
v 1) WHAT=1S- TO "B'E_DbNE, (GoaLs;, Resuq.ng, dsashjivss)? |

2. WHEN WiLL 17 BE DoNE? & s

e

*

¢ > ‘@, - &1
A r : , . . %

< . A 0 _ .
"3, WHere WiLL 11 BE Done? Lo _ AP
Lt ) v, —S’K ) &‘ ‘ . PR )
v U4, WHoWiLL Do 17? S R
' . ‘ . M \. ~ . n‘ . : . .l .’/,r
", ’ - ) ) - . ".é R .
.5 How WiLL 17 BE Done? '’ | SR
\’ . < _ Co
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LONG RANGE PLANNING BY “THE MANAGER
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BYOU:_PLAN'FOR’---

»I
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5 YEARS . .
1 YEAR

\

QUARTERLY
MONTHLY
WEEKLY, 0 ..
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Additwna! ‘dues* jons to ask
yomelf whea plannmg

\

1, Wﬁ;k\REPoRTs bR”REtORD& ARE 6ﬂElNEXJD
2 WHAT REGULAR NEEKLY ACTIVITIES DO YOU HWYE
-~ T0 GET DONE? - . ¢, . = -
5% DO YOU-HAVE ANY IMPORTANT - »cﬂIVITIgs PLANNED ~
WITH ANY OF YOUR, PEOPLE? E » o
A &Hi} DTHE LﬁPORTANT ACTIVITIES DO YOU KNOW
NOW THAT YOU MUST. GET DANE TN THE WEEK”
AHEAD? Rl S J

“'“,3"?“

X
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MEASUREMENT OF SUPERVISORY TASKS
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’ CQfARETo PRINCIPLE - -
SR - S R
IT YOU PUT ON A SHEET -OF S
PAPERY ALL OF THE WORK/ :
i ' . . . N R 5
TASKS YOU DO---2020F THOSE 1
* _ CTASKS WILL PRODUCE 8% OF j\s
- YOUR PROBUCTIVITY, ” PR ARY
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, B. FEasgs Joa PRESSURE}L‘ U @
7 N . . )‘ Y L ’ . . )
: ‘C{ PER&I;S DECENTRALIZATION OF ADM]NISTRATION.
/ ) o
Yo u . - .
. . - . s - .
» Dy stsiops ASSISTANTS. e e S <
E. MA;PS ROUTJNE des ﬂQRE\SAIISFYLNgiIO EMPLOYEES. RN
. ; s, < % ' ’ ° !
C F. PRovIbEs: GRou GOALS AND FACILITATES GREAIER TEAMWORK.
6, LnPRovss THE: QUALITY OF . PEkFORMANCE. | -
. ' g KEE ’
~ H BECAUSE A SUPERVISOR s Rssponsxé}LlTY IS OFTEN GREATER <~ °
. THAN HIS PERSONAL CAPAc;f; 10 CARRY IT our, Hsfmusr !
-4 e et i :
DEuEGATE’To BE SUCCESSFUL.. - » L -
/, S R 4 a ) (, N S . + ‘L'l
Lo ' o S
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' ProvIDES TIME. FOR THINKING "AND PLANNING, |
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e, Te1. 10 TAss1eNMeENT. oF DuTies.. o . e
/ . . . -.‘\’\ ! - ‘.‘_Y‘_d, _ . . . . .

- 2 GRANTING oF AUTHORITY TO. MAKE COMMITMENTS, USE ‘ ’

B RESOURCES OR TAKE AcTION.. - 3 R

L ,I'LT | T s .- N
I T RESPONSIBILITY - CREATION OF AN OBLIGATION BN THE » x’ N o
o " PART. OF kSUBORDINATE FOR J‘HE SATISFA;TORY PERFORMANCE | :

OF THE ASSIGNMENT.
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W CWHY WE \DON'T DELEGATE 7 " s+ —
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REASONS GIVEN BY MANAGERs AND SUPEkVISORs FOR NOT DELEGATI
1. SUBORDINATES LACK- EXPEyENCE‘. I

- ‘)Q'Q H \ ‘ . .0?’_ . ool L ‘ Y 7

i b 9 - 2, ﬁT TAKES’ MORE TIM.E T0 EXPLAIN THAN JO TO THE JOB MYSELF,
[ . < : ' N .

(
" «?

A T EXPERIMENTATION AND MISTAKES-CAN’-BE Too:cosn‘v.j.' "o

.
. . '» .y > . ad . | B I 2, LN e N .,

. .. ¢ \‘ NP .
. L LS Pszmon ENABLE§ e TO GET QUIGKER ACTION, . .. -
"5 THERE aRe SoMg A%NS FOR NHICH I RESPONSIBLE THA'I" I

f -CANTDELEGATE TO YONE. g0 . -

™

i
r v .

\6 MosT .oF MY"SUQORDI‘NATES ARE SPECIADESTS - wmiou‘f ”FHE )

5 'OVERKLL KNOMGE HANY nscxsroN\{REQums. ao LN e B
: PR T g R I
RO MY P PLE ARE’ ALREADY TOO Busx. S -t

°

8._° ~MANY 1OF - My PEOPLE JUST AREN T.WILLING Jro ACCEPT Rgspons R

P
.. PN . . . °
), . . R‘ . . .
. .« - » [y
. - N »
é‘ @Q vs-\ « 3\‘ « . “ - - i
. v

' ‘. N : . R ‘ e . : \ . ', . NI
e s e e T
9, He LAGK ADEQUATE cor(f\l.s. AND PERFORMANCE ‘MEASUREMENTS. _

' l
10;. ¥ LfKE KEEPING AND. MA’KING MY own DEG#I’SIONS. FéAR OF '
IR 'LOSS oF PRss‘hGE. P T S

.o : * \ . a ) ' . * E ) -J zl:. 1': ‘; '>!\ .3‘ " “I .,' “\ .
- o1, FEAR oF, LOSING pONTR/L &F AN ACTI)I!TY. IR o

.
. .
v o, " r : \\’ o

o <12.. RELUCTANCE TO SIVE'UP. ACTIVITIES mA:r A. SUPER)L;.SOR : X -
* > s ) M k

'PERFORMS WELL, % (" S IR B .
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" A, BE RECEPTIVE To. THE IDEAS OF OTHERS., o , . &
. - . v Yy - . » ' v -
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B BE WILLING 1O, ENTRUST Dun}s AND Aumck‘ﬁv’ Do e
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€ B‘E\WI{G T0 WREEDOM GR' Acnon. ' ~._” SR o )
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D¢ .BesH1 ‘I!gG T?) DELG\ATE TO STRENGTHEN THE ORGANJZATION\ SR
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E“" BE WILLING 7O START BY\EASY STAGEs. B R
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‘ s F, BE NIE,LJNG T0 FOREGO THE LUXURY OF BLOWING Your Top, - .
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T WHEN TO DELEGATE . ..)F R

| : QRE MeNTALLY "REaDY, }

— -A. “WHEN You AND YOUR SUBORDINATES ARE Me )

\:' - : ‘ . " - - -
Gl NHEM A‘NE} EMPLOYE‘E 1s ADDED. . C e
. yeo , ?" i/‘\M.,- j . » . . °. R . h * ’ P
« o b ',‘,“Q\’}f '-'%:;« f : - @ "' N s .
C WHENlA SUBOR INATE, Lﬁmgd S , ©
PR Lo BT . A 33:" v A g A el e \\'r/ T, *
" DL WuEN A New ACTIvITY IS AbpEn. U foleado Lo '
. * o I ~, ~ ' o s .‘ ' - . - *" - ) - o n . . 7
Lo T C . —L\ - ; ’~, . o ) ":'t:.,i a' . .
' T ol ? ‘N’f’, K

VE NHEN You ARE; GIVEN New Du-,m-:s., LN T e

PR TN, . = .
ot

LI z * P . [} voke /s .
e fl\ A . ¢ . A AT - Coa ,‘ | o~ 1
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MAJOR C.AUSES OFVMISC-ON'DUC,T

K; . ":" <. A

* 1, BOREDOM -
2. - DISCONTENT
3. IDLENESS s

-4, tAcx OF INTEREST IN THE JoB

5.° \LACK oF WORK AND ASSIGNMENTS RESULTfNe FROM

f§€DEQUATE Q”PERVISION o R

Y w

. 5. NISUNDERSTANDING OF POLICIES AND THEiR ‘NEED

& AND PURPfSE

7. " LAck oF UNIFORM. ENFORCEMENT AND REGULATIONS o

-

8, RESENTMENT

"8, Poor CoMMUNICATIONS
10, EMOTIONAL STRAIN ./

hl
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GUIDELINES: FOR CONSTRUCTIVE DISCIPLINE |

.1 MAKE SURE THE EMPLOYEE UNDER-
STANDS THE RULES . |

-

TENTLY .
. 3. DISCIPLINARY ATTION SHOULD -
FIT. THE OFFENSE |

A}

2. £NF0Rc§‘2mLEs CONSTIS

f . ’ A’ .
LI.DISC’IP-L_I'NA-RY‘ ACTION SHOULD
. CORRECT, NOT -PUNTISH ,

4

5. 6IVE CREDIT, WHEN CREDIT
IS DUE , T o | \

v

} vy . -
» ¢ ] ‘ ‘ ¢
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. o
O WHEN DISCIFW<NJN£ AN EMPLOVEE, =~ {°
ST THE SUPERVISOR SHOULD: "~ = “ - |
. L"CONTROL HIS OR HER TENPER '~ * |

. - s ) . . .. - »\\\L‘ P
A < : . {1. F
2. BE SURE OF THE FACTS

.3, TALK TO THE EMPLOYEE 1IN o
PRIVATE | o o

.4 GET THE OFF;)DER'Q.SinE“QF"'

THE PROBLE - 3 ;
" 5 BE FIRM BUT.FAIR :
"~ ¢.7 B EXPRESS CONFIDENCE IN THE . :
. . EMPLOYEE'S ABILITY To -~ - . 3
| EHPROVE . o - o ,\ '
A oy . ‘ .w‘.
’ ’ . ) = -~
‘ 116
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5-STAGE D;SCIPgINMBYrRROCEQURE
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> .
B

PRIVATE TALK -

A

- ¢ ;{,“ . - .o
%é . . v

- . WRITIEN WARNJNF-7 >

v .

DISCIPLINARY LAYOFF

-

v

DISCHARGE .«

/

CORAL WARNING et

1

L
7
/
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s
~
—
f
t
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‘THE SUPERVLSOR SHOULD SET A Go D ‘EXAMPLE,

. GUADE «wT;OfB"l'JI‘LDING :
oPOSEE VE DISCIPLINE”‘.'
: o . v: '¢¢ ﬂ%'ca

,0

LET $HE EMPLOYEE Know Tu}JEXPECTEb STANDARDS OF CONDUCT AND

PERFORMANCE AND wHY THEY ARE REQUIRED- "o . N
. , } Ca e *

-

CREATE. A Goon Work ATMOSPHERE THAT I%sziENDLY AND, OEEN TO
SUGGESTIONS. " $’~ --_ , . s

.
. [
3 4 ’.h-‘ 4
-

i ’ & L 4
o ‘0 .

‘ RECOGNIZE EMPLOYEE INIfTATIVE AND GIVE CREDIT FOR IT. -

~ ;% &
t

. OFFER COUNSg\fNG ---TRY TO PROMOTE UNDERSTANDING ANﬁ‘CoNFI-

-~

’ 7l

DENCE. LISTEN TO THE EMPLOYEE s SIDE OF THE@STORY.

? . s . . ¢ g\ o ’
¢ . .o , ;. Ri ~- Y

HANDLE PROBLEMS IN A FIRM‘“UNIFORM AND LM?%EYIAL MANNER. : _

TAKe AcTioN Win You Have: Tof

\
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" . PERFORMANCE EVALUATION?
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the thmgs on wh|ch
L g
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Do you ever talk tdyo”r emplomees to cover the"-
thmgs they do well

and the thipgs thgi mfcerest them”
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EMPLOYEE PERFORMANCE .APPRAISAL

T -t " ~
' PERFORMANCE FAR EXCEEDS JOB {EXCEEDS JOB MEETS JOB NEEDS SOME DOES NOT MEET MIN-
FACTORS, REQUIREMENTS REQUIREMENTS | REQUIREMENTS | IMPROVEMENT IMUM REQgIRBMENTS
& [ & i . o'. < ’
"QUALITY LEAPS TALL BUILD- | MUST TAKE CAN ONLY LEAP | CRASHES INTO CANNOT RECOGNIZE
INGS WITH A . | RUNNING START | OVER SHORT BUILDING WHEN | BUILDING AT ALL .
SINGLE BOUND TO LEAP OVER | BUILDING WITH | ATTEMPTING TO |MUCH.LESS JUMP
TALL"BUILDINGS| NO SPIRES | JUMP OVER THEM
. L\ !
' . $ ) ? ’
TIMELINESS IS FASTER THAN IS AS FAST AS | NOT QUITE'AS *{WOULD YOU WOUNDS SELF WITH
- A SPEEDING A SPEEDING FAST AS A~ BELIEVE A BULLETS WHEN
BULLET : * | BULLET SPEEDING -| SLOW BULLET, ATTEMPTS TO SHOOT
. : < BULLET | - GUN
F - - -l 3
. > ) e ] .
INITIATIVE IS STRONGER THAN | IS STRONGER IS STRONGER ~|SHOOTS THE SMELLS LIKE A
y A LOCOMOTIVE THAN A BULL THEN A BULL BULL BULL !
ELLEPHANT -
ADAPTABILITY- | WALKS QN WATER WALKS ON WATER| WASHES WITH DRINKS WATER PASSES WATER IN
v CONSISTENTLY IN . WATER : A EMERGENCIES
. 1| EMERGENCIES L . ‘ ;
. A -
~ — - : —— — ’ -
COMMUNICATION | TALKS WITH 60D TALKS WITH TALKS TO # | ARGUES WITH LOSES THE
T C 'THE ANGELS HIMSELF HIMSELF - |ARGUMENT
A | 3}
A ’ ’
h <
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WHY SUPERVISOR§ AVOID APPRAISING
EMPLOYEE PERFO”RMANCE |

.
D o b
. - .,m\ K

1. Duffuculty m settmg s,,tandards -

*

2 Inconsnstency Of ratmg by dnfferent
supenvisors TRt

3 Apprausa[ forms that dont cever the ]Ob

ERE ﬁs»

4. D|s||ke for the formaltty mvolyed B
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WHY EMPLOYEE EVALUATION .
IS IMPORTANT TO THE SUPERVISOR

A supervusors most productlve talent |s
leadership A

« ’Leadersh’i pﬁ-mea'n's fem%loyeefdev'elopment o
Emp‘loyee development means tralnlngb ed
on facts e ﬁ

;»* Facts are the basi for employee evaluatlon

Employee evaluatlon measures the leaders
»SuUgcess o

Hence employee evaluatlon is V|tal to the
superv:sors success | -

3

S o s e s e v o
. JER




Cpresa i 3 A . g

KEY USES OF PERFORMANCE APPRAISAL
1. To |rﬁprove performance S ) <

P 9

2. To prowde a basis for personnel actlons

3 To 'determlne t‘ramlng needs
" 4.To |mprove supervnsor-employee R
communlcatlon : |
5 To gain feedback’on ge/rformance ptandards I

"and superwsnon AR N

\é' L \\ ) - -
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g INFORMAL EVA ATJON - OGCURSRDAILY 'ON THE JOB AND TNVQLVES
e

e

JOB PER RMANCE; WORK STANDARDS AND PLANS FOR THE\
FU?URE. ' ’

|
[ . . ’ |
. -e I
. -
’ I
L3

v . fe }

FORMAL EVALUATION = OCCURS PERIODICALLY'AND INVOLVES AN

."

" a\

PERFORMANCE STANDARDS -

=" PERFORMANCE STANDARDS = OR WORK—STANDARDS ARE WHAT
THE EMPLOYER AND, THE SUPERVISOR; EXPECT OF THE EMPLOYEE .
IN TERMS OF WHAT 1S 70 'BE DONE, HOW MUCH 1S.TO BE DONE, -
'AND HOW WELL IT 1S DONE, PERE6RN2NCE STANDARDS SHOULD
BE MADE CLEAR TO THE EMPLOYEE WHEN HE/SHE IS FIRST SELEC-
TED,. ORIENTED; AND TRAINED, BOTH ¥OU AND THE EMPLOYEE
~ SHOULD REVIEW THESE STANDARDS OCCASIONALLY, ESPECIALLY
IF THE JOB CHANGES. “IT 1s IMPORTANT THAT YOU AND THE
. EMPLOYEE HAVE STHE SAMj

-~

A
A ¢

' " EVALUATION INTERVIEW WITH THE EMPLOYEE. ' /;7,

UNDERSTANDING OF WHAT IS EX{ECTED. N

»3

v,
e S e T T
I .

e
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GUTDELINES F(ﬁ'coNﬁUcTING

THE EVALUATTION INTERVIEH

N L3
. N
-PREPARE FOR THE INTERVIEW., REVIEW THE EMPLOYEE'S ™ ~
' STRENGTHS AND WEAKNESSES. "
. - f \) =
s . , & -, ! .
ENCOURAGE PREPARATION BY EMPLOYEES, - . e
S T ~ T
ARRANGE .FOR UNINTERRUPTED PRIVACY, =
~ ’ ) ___/ . . - .
'DEVELOP A FRIENDLY AND INFORMAL ATMOSPHERE.  , -
AsK THE EMPKPYEE How He/StE 1s Dorne,
o P o x
BEGIN WITH A REVIEW OF STRONG PoINTS,
’ JS) i . <
SHIFT To THE Weak PoiniR C . 5
i ' - ' ;aa’ﬂ

CLosE' THE INTERVIEW AFTER BoTH OF You HAVE AGREED .. °
ON A PLAN FOR SEthIMngVENEﬂT. |

'\‘ M -
-

WR1TE Dowh IMPORTANT INFORMATION FOR FuTuRE UsE.

t

-

\FbHLdW-UP -~ 'LIVE uP 7o YOUR PROMISES AND SEE IF*THE 1)_

EMPLOYEE 1S IMPROVIN(Z?IS WoRK. °
- : \

¢ * - > - »
’ > . 4 -
" 2 : <
. . i
’ < .
- - [ < e -, <
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v .
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ltis the supervusor s duty to tram h|s subord-r

mgtes. If he is to do thue‘well he must Iearn
how to train 'a\h‘d he must have a.traim'ng plan. |
\.

The employee evaluatlon mter%uew is an |deal

method of ndentn‘ymg employ/ee trammg

[

needs.
-5, ;
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WHO NEED

¢(~ #

\ SR
R ‘)@":""\q.’ (‘
S TR th,N IN

o /'/

-~ NEwLY HiReD ENPLOYEEs OR TRANSFERRED EMPLOYEES NEEO
TO RECEIVE Basic SKILL TRAINING TO BE ABLE TO SATls-
PACTORILY PERFORM THEIR JoB, "~ .

é

{

PRESENT EMPLOYEEs NEED UPGRADING TRA:NINO TO KEEP

CURRENT WiTH CHANGING TECHNOLOGY: «. ’ N

&
Py

A

- '\;«,

FACTORY LeveL Neep

NEWLY PROMOTED EMPLOYEEs Neep TRAINING TO BE
‘SATISFACTORILY PERFORM THEIR NEw JOB ASSIGNMENT.' h >'

.
o .
‘o -
'\\ ~ . . AT
T - N
« "' Y
.
- *
L .

(K_/'
, - . . - )

s

~ 3
-

<

LE.TO

,‘\

a2
.o
¢ “
N -
o

PRESENT EMPLOYEES ‘W 0-ARE NOT PERFORNING AT K'§ATls-

AINING TO CORRECT AND INPROVE

THEIR WoRk PERFORMANCE, - : -

’

<.
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| e \§ oy . Pt K .
e HOW TO DETERMINE TRAINING NEEDS L
: . ' < . . o ) “;
1. AnALYzE THE JoB To DETERMINE WHAT THE EMPLOYEE NEEDS :
—_— v '
To KNoW To SATISFACTORILY PERFORM THE JoB, BE Sure -~ -
— , . T0 MAKE A DISTINCTION BETWEEN THE SKILLS ‘AN EMPLOYEE
.' NeeDs To Know, To BE ABLE 'TO PERFORM THE JoB AND THE.
" SKILLS WuicH ARE NICE To Know, | | r
i : g f
W
.2 OBSERVE THE EMPLOYEE’TO DETERMINE THEIR PREsENT LeveL g
.\ {
.. OF PERFORMANCE AND WHAT- THE EMPLOYEE N Eﬁs TO Know' v
) TO BE ABLE TO PERFORM AT A SATISFACIORY L. g
’\; . . s » . -~ "
[ 3, DISCUSS THOSE "AREAS IN WHICH THE: EMPLOYEE 1s DEFICENT
| WITH HIM/HER AND ARRIVE AT A TRAINING PLAN FOR THE . 3
; EMBLOYEE. . .
3 7 - (
' . o |
- . y o . :"
c& ¢ . ' v s
- - - ) \ " - f'/ 1
’ i
- s ‘). - S ] 'E
[ . ) ' { i
X i
. ] , . |
S e = Y
' - +d
- . { .- o, 13
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“TYPES OF TRAINING K
1,'. Indiv.fdual inst'rUétiOh'(én-Ihe-‘jbbﬁ)' .

., Demonstration
vritten”instruction
Oral directions
Adult oréxtensuon courses
Conferences and semmars T ~7
" i : . JJ

&

,Programmed mstructlon

S g e o o 5
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EEREE THE TRAINER N

e

.i 2

THE TRAINER 1S THE MosT IMPORTANT FACTOR TN, ANY. TRAINING PRo- >
GRAM, \ A GO%P*TRAINER 1s ONE WHo:

1. Knows THE SuBJeCT MATTER. ' ° g Lo
9 » ! _' /
/r“/ ’ 2, CaN HoLp INTEREST AND MANAGE THE GRroup,
, S

-

Y

3. Has A PLEASING APPEARANCE; ALSO A PLEASANT Voxcs AND .
MANNER OF SPEECH.

R

4, Is PATIENT, CHEERFUL; AND ENTHUSIASTIC; HAS A SENSE
ofF HuMmoRr. oo //*
5. MAINTAIN§ SELF-CONTROL ., — %
6. -DispLAYs TACT AND SYMPATHY IN DEALING NIIH,TRAINEES.
. : ' ‘ - .- '1 .
~ 7. SPEAKS CLEARLY AND Df§TINCTLY, Usine UNDERSTANDABLE
LANGUAGE AND TALKING BIRECTLY To THE TRAINEES,

[

, 8.K:§MPHASIZES'IMPO?TANT'POINTS. ‘ .

~

L]
-

9. Use PROPER GESTURES AND AVoID MANNER{§§%§lﬂAT MiGHT

. DETRACT FROM THE PRESENTATION, -

L R < A

-

(&0

P N




Role ef Supervisor |n,Co'ntraqtor Supervision
1. You should be thofouthy famlllar wﬁh/all
. the provisions of the centracts whreh you are.

? “4
2. Yous ould be tharoughly famN@LWIth the
plans. ahd - specifications -mcl

) 3
by . . ‘
@ N
o . ., -
. -
- . .
N

s"admlmstermg Y RS ;u,

dmg all rews-i

& . -

ions, changes and amendments ‘ Yy 1
\_‘ S /.,, I’
3. You should be thoroughly famlua[,wﬂh thez
pertment admlnlstratlve poJ|C|es '\1 \ Ll
mj PR ' : ‘.."‘,,‘;\ ~ : . \; ‘A/L
ro SN é/ S
.. Lo ~§$/\ g
\*/: . . %&"i:; N
.1 ) \ ;
136+ ¢
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RESPONSIQILITY 0F . SUPERVISOR}.

IN C 0 NTRACTOR SUP E R VII S ION

!

' SUPERVISORS HAVE D!FFERENT RESPONSIBILITIES AND. AUTHORI-
~TIES, TH{§/BEING DEPENDENT ON THE ORGANLZATION SeT-Up
-~ WhtcH HE -18" WORKING UNDER AND THE SUPERVISOR s OwN CapA=

~

BILITIES., ‘ _ -

S . -

© - . ~ . . - » . '
'EACH SUPERVISOR SHOULD ANSWER THE FOLLOWING ‘QUESTIONS:

1. Do I UNDERSTAND THE IMPORTANCE OF MY RESPONSIBIL- -

ITY FOR THE HIGHEST QUALITY CONSTRUCé}DN?

2, Do HAVE THE TECHNICAL KNOWLEDGE, Tack AND Goon

JUDGEMENT 70 EFFECTIVELY. PERFORM, MY SUPERVISORY
DUTIEs7 -, L al

N -

.3, Do-I FULLY UNDERSTAND T?E’EXTENT OF MY RESPoNSIBILrTY7

. | ’ i
\RT'WHAVE I Accefrep ALL OF MY RESPONSIBILITIES7 °

"5, Have 1-OVERSTEPPED WY AUTHORITY? xg

6. Do I UNDERSTAND MY SUPERVISOR SfATTITUDE waHg

-

RESPECT TO MY RESPONSIBILITIES7 . T

-
e

7. ~An¢1 AWARE OF MY RESRONSIBILITY/TO Recorp” AND
~ . ReporT ALL VerBAL INSTRUCTIONS?-

pptee IR

‘”i% "

- -

S -
o 4 . ‘
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. .
. . . e

AUTHORITY OF SURERVISGR. .= = =
CINCONTRACTOR SUPERVISION |

A MAKE SURE- YOU KNOW THE EXTENT
O0F YOUR AUTHORITY Y.0U ALHAYS
HAVE THE AUTHORITY TO KEQUIRE
- WORK T0 BE ACCOMPLISHED I'N
ACCORDANCE WITH THE CONTRACT
PLANS AND SPECIFICATIONS.,

-

B. CHECK WITH OUR SUPERVISOR ON
| POLICIES WITH RESPECT TO YOUR
AUTHORITY TO STOP.CONTRACTOR

OPERATIONS FOR SUCH THINGS AS
SAFETY VIOLATIONS OR CONSTRUC-
~.TION DEFICIENCIES., - - S




A
>

1. Are My ReLATIONS WiTH THE CONTRACTOR IMPERSONAL, BUT - b
FrIENDLY, FAIR AND FIRM'? ’

% Am I BusiNEss-LIKE AND CGOPERATIVE WITH THE CONTRACTOR ?

Q‘ . -~ .
3. Do I HAVE A CLEAR, ACCURATE, AN

"40

5.

o

. of THE CONTRACTOR'S PROBLEMS ? N .

/

- W1THOUT WAINING THE CONTRACT REQUIREMENTS IN CHOICE OF

> .
. A, ARE THEY EXECUTED PROMPTLY AND AT THE RiGHT TIME 7.

n N . o " M LY 3y
. » - N
- ‘/’ . " \ S

. R {ﬁ .
. .
< . - » . c L \ - 5 3
" Y ‘N LI ",7‘
\

..
e .
% 3
% )sﬁ:’ v‘{f.\

“
) :‘:‘f‘%;\ ot
PR

DEALLNG WITH THE CONTRACTOR i

—-— .

v
L

' 7

D APPRECIATIVE UNDERSTANDING

\'—
Do My DEcisIONs AND INSTRUCTIONS To THE CONTRACTOR PRro- N
VIDE THE GREATEST LATITUDE PossIBLE, WITHOUT PREJUDICE AND

EQUIPMENT, MATERIAL AND METHODS 2" -
S
B. ARE THEY BASED bN DETAILED KNOWLEDGE OF ALL FACTS," ™ |
000D JUDGEMENT AND THE PROTECTION OF THE I&}tsgssTs - =
OF MY EMPLOYER ?. | .o L .=..\\
C. ‘NILL THEY HAVE ANY ADVERSE CONSEQUENCES ? IF so,
HAS MY SG?ERVISOR BeeN INFORMED OF THE PROBLEM ? = ™

-

i

Am I Cautious Aeout DicTAaTiNG MeTHODS oF CONSTRUCTION TO

THE CONTRACTOR UNLESS THEY ARE CLEARLY SPELLED OUT  IN THE
’ i

“ CONTRACT ? , -
: : . ‘. ‘ %
Am 1 CAreruL ‘ABouT Discussing ITEMs DIRECTLY WITH A SUB- )
CONTRACTOR OR WORKMEN WITHOUT THE CONTRACTOR' S KNOWLEDGE - ? " - 1
. ’ ) N / ] . _—

Dol TRY T0 SETTLE ALL CONTROVERSIES WITH. THE CONTRACTOR ™" -
PROMPTLY 7~ . S -

-

o a8 NS . *?vrm
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