* MINUTES OF THE
MEETING OF THE SENATE COMMITTEE
ON GOVERNMENT AFFAIRS

SIXTY-FIRST SESSION
NEVADA STATE LEGISLATURE
February 23, 1981

The Senate Committee on Government Affairs was called to
order by Chairman James I. Gibson, at 2:00 p.m., Monday,
February 23, 1981, in Room 243 of the Legislative Building,
Carson City, Nevada. Exhibit A is the Meeting Agenda.
Exhibit B is the Attendance Roster.

COMMITTEE MEMBERS PRESENT:

Senator James I. Gibson, Chairman
Senator Jean Ford, Vice Chairman
Senator Keith Ashworth

Senator Gene Echols

Senator Virgil Getto

Senator James N. Kosinski

Senator Sue Wagner

GUEST LEGISLATORS:

Senator Clifford McCorkle

STAFF MEMBERS PRESENT:

Anne L. Lage, Committee Secretary

SENATE BILL NO. 184

Limits approval of salary increases for classified employees
of state based on their merit and fitness.

Senator Cliff McCorkle testified that this bill was exactly
the same as the one which passed in the Senate last session.
He explained that this bill breaks down performance eval-
uations into two categories; adequate and proficient. If
an employee was determined to be proficient, he would be
eligible for a 5 percent increase plus a one time incentive
award. If he was judged as adequate, he would only receive
a 2% percent increase. Bonus incentive awards of $300
would be awarded to people doing proficient work. For those
who were ineligible for the 5 percent raise due to the fact
that they were at the top of their range, they would be
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eligible for the one time $600 incentive award.

Senator McCorkle stated that about 36 percent of the state
employees were ineligible for any merit increase as they
were at the top of their wage range. This money would be
paid for out of existing salary allowances already budgeted.
Any person classified as adequate would have the opportunity
to appeal this decision to a grievance committee.

Senator McCorkle stated that he supported the amendments
which Mr. Wittenberg would be presenting. He added that
he would like to amend the bill to include an analysis
of progress through the pay ranges.

Mr. Jim Wittenberg, Personnel Administrator, explained
that similar merit systems have been initiated in many
western states. Although there have been no published
material to date, reports have indicated that these systems
were working well.

Mr. Wittenberg further explained the amendments to the bill
which he felt were necessary. See Exhibit C. He testified
that the current system stifles incentive, rewards longevity,
discourages innovation, encourages mediocrity and does not
correlate at all with productivity goals. Mr. Wittenberg
stated that most top administrators in state government
agreed that this concept was needed.

Mr. Art Boecher, Chairman of the Board of the Greater Reno
Chamber of Commerce, testified that the chamber supports
the concept of paying people based on their own individual
initiative and performance. He stated that last year he
hired an independent company to do an attitude survey of
his "Sweetheart Cup" plant. An outcome of that survey
showed that 79 percent believed it better to award pay in
varying amounts based on individual merit and performance.
He added that he believed all performance evaluations
should be reviewed and discussed with a supervisor one
level above to eliminate the possibility of favoritism.
Mr. Boecher stated that he had approximately 150 employees
working at his plant.

Mr. George Miller, State Welfare Director, testified that
he was in support of the concept of the bill. However, he
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felt that if there were below standard employees, they
should be terminated if they did not improve. Mr. Miller
testified that he did not believe that they were losing
people because they were not giving bonuses, but he felt
that they would lose a lot more if they gave 2% percent
to standard employees.

Mr. Gordon Harding, Administrator of Central Data Processing,
testified that he was a member of the subcommittee which
looked at various incentive wage proposals. He was also

with Mobil 0il Company for twenty years. He stated that
management has lacked the tools to reward good employees.

He felt that employees needed an incentive to do a better job.
Mr. Harding voiced concern over the appeals section of the
bill, stating that it may involve considerable time and
paperwork.

Ms. Barbara Durbin, Deputy Chief Parole and Probation,
testified that she was a member of the salary, merit
increase committee which spent about four months making
recommendations. These recommendations were represented
in the bill and amendments.

Ms. Durbin stated that she felt there was a morale and
performance factor existing now, in that one employee may
receive an outstanding rating and a 5 percent increase,
while his peer may only receive a standard rating and yet
still receive the same 5 percent increase. The 2% percent
raise would be a way to show an employee that there was
room for improvement. She also did not believe the appeal
should go beyond the appéinting authority. She stated
that the budget would allow giving the 5 percent increase
to all employees deserving it.

Ms. Durbin testified that her agency made use of a docu-
mentation log which was referred to when an employee was
to be evaluated.

Chairman Gibson questioned Mr. Wittenberg as to who would
appropriate the $75,000. Mr. Wittenberg thought the money
would be appropriated by the Administrative Budget Director.

Mr. Bob Gagnier, Executive Director State of Nevada
Employee's Association, presented the committee with
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performance evaluation forms of the State of Nevada.
See Exhibit D. He stated that these forms were used on
all state employees.

Mr. Gagnier testified that ten years ago the State of
Nevada had five pay steps. As a device to save money,

the budget division increased the steps by three. As a
result of 1975 legislation, a 15 percent cost of living
adjustment was added, but it did not affect the entry
level salaries. At present entry level salaries are
behind as much as 25-30 percent, but generally 15 percent.
Mr. Gagnier stated that what used to be cost of living
increases were now going to be called merit increases.

Mr. Gagnier presented a copy of the State of Nevada,
Work Performance Standards and Employee Development
Reports. See Exhibit E. He stated that he was in favor
of the concept of this bill, but felt a need for better
training of supervisors so they would be qualified to
evaluate fairly. A better definition of adequate was
also needed.

Mr. Gagnier suggested a phase-in program allocating
$10,000 for the first year and $13,000 for the second.
Starting with approximately 150 department and division
heads, these people could be trained in the mechanics so
they would be qualified to then train others. During the

second year he suggested dropping down to include classified

employees grade 40 and above. fter evaluation by the
legislature, if it was felt to be working, the bill could
then be implemented in total.

The training should be given in a course by the American
Management Association according to Mr. Gagnier.

Mr. Gagnier testified that he felt this new system would
stifle creativity because employees would tend to believe
that the only way to get a bonus would be to keep manage-

ment happy. But, if it was to be implemented, it should be

done only on an interim basis.

The committee decided to take Senate Bill No. 184 under
advisement.
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SENATE BILL NO. 237

Amends airport Authority Act for Washoe County to remove
limits upon rates of interest on its obligations.

Senator Kosinski met with Mr. Frank Daykin to discuss the
amended version of this bill. The bill should be ready
by Tuesday, February 24, 1981.

BILL DRAFT REQUEST NO. 22-230 (s.@, 27%)

Amends certain provisions relating to planning and zoning.

The committee agreed to submit thlS bill draft request for
committee introduction.

There being no further business, meeting was adjourned at
4:45 p.m.

Respectively submitted by:

Anne L. Lage, %ecretarv

APPROVED BY:
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Se?a%j7 James I. Gibson, Chairman
DATE: A) 20/
e
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SENATE AGENDA EXHIBIT A

COMMITTEE MEETINGS

Committee on Government Affairs , Room 243 .
Day Monday , Date_February 23 , Time_2:00 p.m.

S. B. No. 184--Limits approval of salary increases
for classified employees of state based on their merit
and fitness.

Senator McCorkle, Prime Sponsor
Jim Wittenberg, Personnel Administrator
Bob Gagnier, State of Nevada Employee's Association




ATTENDANCE ROSTER FORM Cé;aITTEE MEETINGS
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HEMORANDUM (;;:\
53
T0: The Honorable Clifford McCorkle, Senator <
Seaste Finance Committee 1

FROM: James F. Witteaberg, Admianistrstor
State Personnel Division

DATE: February 16, 1981

SUBJECT: Seanate Bill 184

I would suggest the folloving modifications be incorporated into SB 184. These recommeadstions do not substentislly change tbe content nor will they
ssrkedly change the effect of the legislation. The changes simply address aress that will create sdefnistrative problems if tbey are not considered.

The fewer bang-ups we have with the opposition to this proposal the better.

1. Section 2-4 of the bill provides for regulatiocns to be developed for progression through the rate range including the awarding of specisl incentive
avards. 1 feel that this provision should include provisions for decreases in pay for employees whose performance is sub-stendard. Suggested
langusge is as follows: At the end of the sentence on liae 18 oo page 1 add the following: "The regulations may slso iaclude provision for reduc-
tions in pay vithin the rete rsnge for employees vhose performsace is sub-standard and vho sre sbove the first step in the rste cange”.




Quacy 16, 181 !

Page 2-

la accocdaace with the recommendation to include provisions for decreases in pay, the following ts suggested: The addition of section 2-6, which
would follow fine 7, page 2: “A regulation which provides for Jecreises fn the salacy ringe must provide that only employees whose performance has
been sub-standard may receive a decrease in salary. [he regulation would set forth perceatages of decresse aliowable, which may not be more than

Section 2-5 of the bill provides for an increase of 24} for "adequate” pecformance and SY for “proficient” pecformance. [ can foresee many argu-

wents cegarding the definitions of “adequate” and "proficieat” performance. The following language would clarify to some degree these terms:

After lice 7 on page 2 add: "Adequate performance is defined as meeting the majority of the critical work pecformance standards for the position.
Proficlent performance is defined as meeting all criticasl work performance standards for the position in an efficient and effective manner."

Section 4-1 of the bill probibits "proficient” employees from being eligible for an incentive award for an exceptional comtribution or effort,
completion of an extremely difficult project, etc. [ believe a provision should be facluded to recognize an exceptional contribution or effort or
the coion of an extremely difficult project by a proficient or better performer. Suggested revision: Revise section 4-1 on page 2, line 37
through line 43 to read as follows: ™1) Special incentive avards, payadble as a siogle amouat, may be granted oaly to employees vhose performaace
during the preceding year has been evaluated ss belag above a ratiog of "proficieat™, or to employees who are performiag at the "proficient” level

The inceative award may be varisble sccording to the actusl performance of the esployee. A special {aceative avard may be granted whether or not
it causes the compensstion of sa esployee to exceed a limitation which is expressed as a perceatage of the compeasatioa of another officer or
esployee.”™

Section §-3(s) of the lew provides the funding source for incentives from sslary savings. While this provision will work well ia wost cases, I
saticipste s few smaller sgeacies vith low turaover will not be sble to generate savings to utilize the coacept. I recommend that s $73,000 cen-
tral fund be established to handle such fastances where this may occur.
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Page J3-

. 5. The provision for appeals in Section 5-3 needs to be clarified. Appeals should be provided only for merit salary increase denials and not the
. incentive awards. [n addition, we must cestrict appeals regarding 24% increases ind iacentive award Jeaials if wve cealistically want supecvisors/
managers to take advantage of these provisions. Suggested language is: Revise Section 5-3 stacrting on line 36, ending oa line 41 on page 3 to
cead as follows: “3) The Chief shall adopt regulations providing for grievance and appeal procedures for any employee vho has been decreased ia
salacy, or been denied an increase ia salary without being previously advised of his or her performance. The regulations shall exclude provision

for appeals celative to incentive awards and 2% merit salacy increases.”

6. The provisions {a section 7-2 on page & contaia appeal rights relative to work performance standacds. [ believe this provision would be counter-
product {ve because ve consider work performsnce standards aa impoctant managemeat right. Recommendation: Delete Section 7-2 from the law,

7. A provision which sllovs {anceatives for unclassified employees also aeeds to be coasidered. We would suggest a systea vhich provides pPaymeat based
(::> on pecforsance aad i3 directly related to a perceatage above or below the base salary established by the Legislature. If ®insgenent {s not under o
similar system {t will impede administcation of the classified plan. Such s plan for managers is as important as the plan for classified eaployees.

JEW:akdb
blce: v Connie Davis (2)
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NPD-15 (Rev. 8-76)
INSTRUCTIONS FOR THE COMPLETION OF THE EMPLOYEE DEVELOPMENT REPORT (NPD-15)

= EFERENCE: The Manual for Completion of Employee Development Report. All attachments are to be in quadruplicate, identified as to employee,
) ned by all concerned and discussed with the employee.

All appropriate sections are to be completed to provide a record of the specifics of the employee's work performance and related factors. This substantia-
tion will be used to reflect all commendations, employee's development or in extreme cases, subsequent administrative and/or court review.

Section 1-9: Complete in detail, providing the data indicated. .

Section 10: THIS IS THE MOST VALUABLE SECTION OF AN EMPLOYEE DEVELOPMENT REPORT as it reflects the supervisor's fair and
objective evaluation of an employee’s work performance and related factors, provides an opportunity for the supervisor to discuss in detail an employee's
work performance and related factors with him, reflects the understanding reached between the supervisor and his employee and provides a written record
for future review. Prior to discussing an employee's rating with him the supervisor should review the rating details with his own supervisor.

A. WORK PERFORMANCE STANDARDS EVALUATION: Established Work Performance Standards will be used as criteria for evaluating
the employee’s performance.

Factors and Definitions

Quantity—Used where work output can be measured in units of production. Usually stated numerically and for a definite period of time.
Quality—Used when work output may be expressed in terms of accuracy, appearance of work and the results desired when the job has been
= completed.

¥ Time—Used where quantity cannot be measured but time limits may be set as a requirement of the work.

Manner of Performance—Manner of Performance should only be used when you cannot state a quantity, quality or time standard. By nature,
manner of performance standards are subjective and open to questionable interpretations. Personal characteristics and job knowledge may be
used as standards. Avoid general traits such as reliability and cooperativeness in expressing a standard of this kind. Only characteristics not
expressed sufficiently clear by the other factors should be included here.

B. RELATED FACTORS EVALUATION: In addition to Work Performance Standards there may be other criteria that the supervisor uses to
evaluate the performance and efficiency of the employee.

Factors and Definitions R
Dependability—The degree an individual can be counted upon to follow oral or written instructions or established procedures. i
Cooperation—The degree to which an individual accepts instructions, constructive criticism, maintains harmonious work relationships and self

control.

O Public Contact—The degree to which an individual is businesslike and cooperative with the general public.
Job Attitude—The degree of sociability and warmth which an individual imparts in his attitude towards others.
Judgment—The degree to which an individual considers all facts leading to a logical conclusion.
Initiative/Creativity—The degree to which an individual secks out and takes on added responsibility and originates or develops new and better
ways of doing things.
Acceptance—The manner in which an individual accepts responsibility or agency decisions.
Alertness—Ability to grasp instruction, to meet changing conditions and problem situations.
Communications—The degree to which an individual is able to express himse!f clearly in both oral and/or written manner.
Self Control—The degree to which an individual is able to withstand pressure and remain calm when crisis situations occur.
Physical Fitness—The ability to accomplish work assignments.
Attendance—Faithfulness in coming to work daily, on time, and conforming to work hours/breaks.
Personal Appearance—The personal impression an individual makes on others considering cleanliness, grooming and neatness.
Related Factors—Enter factor(s) pertinent to the specific job that are not mentioned above.

Section 11: The supervisor checks the box that reflects his overall evaluation on the employee’s work performance and related factors, keeping in mind
the five evaluation levels: Unacceptable, Must Improve, Standard, Above Standard and Outstanding.

Section 12: Show effective date of granting permanent status or indicate that the employee is not to be granted permanent status. If not granted perma-
nent status, action to be taken: is to be demoted, dismissed or other action and specify. Employee's overall evaluation by the supervisor must be “Stand-
ard” or above, to receive a Merit Salary Increase. Rater(s) signature(s), title(s) and date(s) of ratings and evaluation conference must appear here.
Employee’s immediate supervisor(s) makes work assignments. If employee’s work is closely reviewed by some other person in his organization, that per-
son should participate in the evaluation by attaching an additional signed sheet setting forth particulars.

Section 13: The employee may provide his comments concerning the overall evaluations or a particular aspect of the evaluation and, if desired, request
that the agency reviewing officer review the facts. The employee is required to sign here regardless of his acceptance or rejection. In those instances where
an employee is not available for signature, or refuses to sign, so indicate in this section. Indicate reason employee is unavailable.

Section 14: Agency Supervisory review (other than rater) indicates agreement or disagreement of either the overall evaluation or particular aspects of
the evaluation, and makes comments concerning the appropriateness and methods of processing the report. Agency reviewing officer’s signature, title and
e of review must appear here.

ion 15: Appointing Authority Review. (Optional)
Section 16: Final Review. (Optional)

Extibit N
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“ARBON PAPER NOT REQUIRED
<PD-15 (Rev. 11-79)

B o4
NEVADA STATE PERSONNEL DIVISION—EMPLOYEE DEVELOPMENT REPORT
(All attachments must be signed by all parties)
1.{ }nployee o~ — rh SA. Date Evaluation Completed

6. Code Number

2. Social Security No. 7. Work Address ”
3. Class Title 8. Probationary: ([J First O Second 0O Third O Other
4. Department, Division, Section 9. Permaneat: [] Annual O Other

Agency Account Number.
3. Date Evaluation Due.

‘0. A. WORK PERFORMANCE STANDARDS EVALUATION: Supervisor(s) must make comments on performance as it relates to established
performance standards. (Attach documentation if necessary.)

Date of Standards.

necessary.)

11. EVALUATION SUMMARY:
0O UNACCEPTABLE 0 MUST IMPROVE [0 STANDARD O ABOVE STANDARD [0 OLTSTANDING

12. O I recommend that you be granted permanent status on
O I recommend that you NOT be granted permanent status.
3 I recommend that you be {J demoted, (J dismissed, [] other action.
O I recommend that you be granted a Merit Salary Increase of (] 0% a s%
Signature, title(s) of rater(s)

Date.

13. EMPLOYEE COMMENTS: (Optional, use attachments or additional sheets if required): Any comments concerning work performance, overall
evaluation or particular aspect of the evaluation may be indicated in the space provided below. Employee must comment if evaluation is below

“standard.” 0O Agree 3 Disagree O Request Review

Additional comments may be attached and must be signed by all parties,

14. AGENCY SUPERVISORY REVIEW: [] Agree O Disagree—must comment

\ Name and Title Date
15.“xPPOINTING AUTHORITY REVIEW: [J Agree [J Disagree—must comment

Name and Title Date

16. FINAL REVIEW (Optional)
A oy, S5 S

Jme and Title / Date
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'SECTION 1.

This manual has been designed to guide the develop-
ment of work performance standards, evaluating indi-
vidual employee performance and development on the
job.
Prepared answers to approaches and problem solving
are not provided as there isn't just one right or best way
to evaluate performance and motivate employee dev-'-
opment on the job. However, this manual does gi.:
procedures and approaches that should be taken.

Standard, as used categorizing the evaluation of per-
formance, means acceptable and meeting agreed upon

work performance standards.
SECTION 2.
1. HFS5549.5 Fear, Richard A.
16 The Evaluation Interview: pre-
F4 dicting job performance in
business and industry. New
. York, McGraw-Hill. 1958. 288
p. illus, 21 cm.
2. HF5549.5 Kellogg, Marion S.
P35 . What To Do About Perform-
K4 ance Appraisal, by Marion S.

Kellogg. New York, American
Management Association
(1965) 223 p. 22 cm. (An

AMA handbook)
3. HF5549.5 Lopez, Felix M.
16 Personnel Interviewing: theory
L6 and practice (by) Felix M.

Lopez, Jr. New York,
McGraw-Hill (1965) viii, 828
p. illus. 23 c. Bibliography: p.
811-818. Bibliographical foot-
notes.

SECTION 3.

INTRODUCTION

Should you have any questions not answered by this
manual, feel free to contact your agency training officer
or representative or personnel officer. The Staff Devel-
opment Section of the State Personne] Division can slso
be contacted for assistance.

Always remember that a manager's or supervisor's
salary grade exceeds that of his subordinates because of
the separate and distinct assignments of the person ia
charge. Among these assignments are the responsibili-
ties for establishing standards, evaluating employee per-
formance and motivating employee development on the
job.

PERFORMANCE EVALUATION STUDY LIST

4. HF5549.5 Lopez, Felix M.
R3 Evaluating Employee Perform-
L6 ance, by Felix M. Lopez, Jr.
Chicago, Public Personnel As-
sociation (1968) xii, 306 p.
illus.,, forms. 24 cm. Bibliog-
raphy: p. 287-296.

S. HD21 Mandell, Milton Michael, 1911~
A6 The Employment Interview,
New York, American Manage-
ment Association (1961) 110 p.
illus. 28 cm. (AMA research
study, 47)

6. U.S. Veterans Administration.
Common Sense About Evalu-
ating and Recognizing Per-
formance. Washington, D.C.,
Government Printing Office,
1960. 31 pp. VA1.19:5-29.

This study list was compiled by Ann H. Amaral,
Public Services Librarian, of the State Library. Refer-
ences cited and others are available from the State
Library or through local libraries throughout the State.

DEFINITION AND PURPOSE OF THE EMPLOYEE

DEVELOPMENT REPORT

The Employee Development Report is a statement in
writing which lets the employee know how well he is
doing his work, how his work is evaluated in compari-
son with written established standards of performance
and provides a ready reference for the planning of his
development.

Every supervisor is continually evaluating the per-
formance and development of his subordinates. He may
do it consciously or unconsciously; he may do it infor-
mally or by means of a formal procedure. The super-
visor cannot avoid this evaluation process and remain

in control of the work situation even if he should so
desire. In the state classified service a formal approach
using the Employee Development Report is used. As
continual evaluation of the performance and develop-
ment of employees is among the supervisor's main
duties, he must do it effectively in order to meet his
obligations to the State and his subordinates. The State's
greatest investment is in its employees. Supervisors at
all levels of service have the responsibility for managing
that investment; therefore, they must make wise use of
the personnel assigned to them. At frequeat intervals,
cach supervisor is required to make important decisions




coacerning the transfer, promotion and other utilization
of subordinates and in reaching these decisions he must

SECTION 4.

rely beavily on the evaluations be has made of his
subordinates’ performance.

WHY EMPLOYEE DEVELOPMENT REPORTS

ARE COMPLETED

1. To bhelp subordinates develop a greater job
understanding and appreciation by letting them know
where they stand, by encouraging the continuance of
satisfactory work and personal development and dis-
e e e e

. To a ing all person-
nel activities, including merit salary increases.

3. To provide a written summary of all day-to-day
and week-to-week, etc., evaluations,

SECTION 8,

Work Performance Standards are written statemeants
of principal assignments-responsibilities and the results
expected by both the supervisor and subordinate when

SECTION 6.

Work Performance Standards form a solid founda-
tion on which a supervisor and his subordinate(s) can
reach a mutual understanding of what is expected in
order for the subordinate to be “successful on the job.”

Work Performance Standards help supervisors and
subordinates alike in the following ways:

® Basic Staff Development—

Systematic basis for identifying individual training
needs and an aid in evaluating training results.

® In Motivation and Recognition—

A demonstrable basis for recommending and sup-
porting performance awards and merit step increases.

Also for identifying inadequate performance and tak-
ing adverse action.

® In Writing Job Descriptions—

Job analysis for setting performance standards sharp-
ens concept of duties.

Helps maintain currency.

® Personnel Actions—

4. To provide a basis for counseling and work
planning conferences with employees.

S. To provide a resource document in case of & dis-
pute or hearing.

As a reference in informing everyone concerned of
the details of a particular job it is necessary to establish
written Work Performance Standards.

WORK PERFORMANCE STANDARDS

the subordinate’s job is satisfactorily performed under
existing working conditions.

SOME USES OF WORK PERFORMANCE STANDARDS

A reasonable reference to support decisions concern-
ing promotions, transfers, demotions and restructuring
assignments.

® In Work Organization and Measuremeat—

Aid to job design and distribution of workloads; can
also give clues for work simplification and methods
improvement.

® In Recruitment, Selection and Placement—

Job skill and knowledge requirements against which
to match qualifications of individuals and improve man-
power utilization.

® In Human Relations—

A means to closer understanding between supervisor
and employee as to what is expected.

A help in developing job satisfaction and enthusiasm.

® In Evaluating Employee Performance—

Measure actual work performance and inform
employee where his performance stands—both cur-
rently and for regular ratings. ’

SECTION 7. THOSE WHO SHOULD BE INVOLVED IN DEVELOPING
WORK PERFORMANCE STANDARDS

The supervisor has primary responsibility for the
process involved in establishing performance standards,
but the subordinates must be involved in the initial
establishment and periodic updating of standards for
their positions. It is essential that standards be mutually
developed as the supervisor knows best what the subor-
dinates are supposed to do and the subordinates know

best what they are actually doing. If subordinates are
encouraged to participate in setting standards, they
have helped establish goals which they will strive harder
to attain. The department head has the responsibility
for the review and final departmental approval of all
Work Performance Standards for his department.

@,
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SECTION 8.

APPROACHES TO DEVELOPING WORK

PERFORMANCE STANDARDS

The two approaches that can be used to establish
Work Performance Standards are as follows:

1. Composite Standards: In this method, a list of
work assignments for all positions in a commonly used
class is made and common standards are.set for the
class. This method will be used for classes designated
by the Personnel Division in cooperation with state

SECTION 9.

departments as being in common eaough usage, either
statewide or throughout an ageacy to warrant the coop-
erative approach.

2. Separate Standards: In this method, a8 bn of
work assignmeauts for positions particular to one or very
few state agencies is made and separate standards are
set for individual positions.

HOW TO WRITE PRACTICAL WORK

PERFORMANCE STANDARDS

It is easiest to start with the most routine jobs. You
will be better able to master more complex problems
involved in establishing standards for higher level posi-
tions if you learn the basic techniques first.

Setting standards involves: (1) analyzing the job,
using the position description(s) (NPD 19) that gives
the dutics statement of the positions for which stand-
ards are to be written; (2) listing only the principal
assignments-responsibilitics (usually not more than ten
will be needed); and (3) reducing to writing ideas as to
what is satisfactory performance, or the results on that
job for those assignments.

It is important that the language be simple, definite
and easy to understand. Do not produce great reams of
material that is redundant or complex.

The steps involved in setting standards are:

1. Explain to the subordinates what you are
attempti~g to do and why their cooperation is essential.

2. Ask the subordinate to list the principal assign-
ments of his job and what he belicves he must do to
have his work accepted by his supervisor. You should
not be consulted in the development of his listing until
it is completed.

A principal assignment-responsibility is a single
identifiable part of the subordinate’s total duties
and responsibilities. They are the actual operations
that make up a position.

3. Without reviewing the employee’s listing, you
should make a similar listing of each subordinate’s prin-
cipal assignments. Such a listing is made for each posi-
tion under your supervision. When grouped together,
the separate assignments add up to the total job require-
ments. Explain that you will need a list of the “doing™
parts of the job. Words like “processes” or “assists™
should be avoided. Action verbs like “types,” “inserts”
or “computes” should be used. In preparing assignment
statements, list principal assignments in logical order.
With the subordinate, compare his listing of assign-
ments with yours. Then, agree as to which assignments
should be included in a final listing. Review the list of
assignments for accuracy and completencss with the
employee. Each assignment statement should contain
only one significant duty. 1f you make any changes, dis-

cuss them with your employee and reach agreement
before you implement them.

4. Having agreed upon the assignments, you and
your employee together should select the significant or
principal assignments of the job and list them by num-
ber. Do not include minor or temporary assignments or
the standards will become too complicated and difficult
to maintain.

S. Write the standards opposite cach numbered prin-
cipal assignment. The supervisor should approve stand-
ards, but while they are still tentative, the employee
should participate to make additions, deletions or revi-
sions he believes are desirable and can be justified.
Mutual agreement as to the standards is highly desir-
able. Therefore, all concerned should attempt to reach
a mutual agreement in setting them. The supervisor and
subordinates alike may have to defend and justify them.

The standards should be simple, clear and concise.
Use the language of the job which is casily understood.
You and your employees should have the same idea of
what each of the standards means.

You may have thought of a number of reasons why
writing job performance standards will be too difficult
or too time consuming. This is not so. Remember that
Work Performance Standards, if you use them, can
make everyone's job much easier.

Cautions that should be considered before developing
standards:

1. Do not say or think that written standards can-
not be prepared for some jobs. That is the same as
saying that the supervisor does not know what he
expects of the employee, the employee does not know
what is expected of him and that the supervisor cannot
evaluate the job being done. .

2. It’s better to start with the routine jobs but
meaningful written standards can be prepared for non-
routine, high level jobs whea skill has developed in their
preparation. Higher level employees are expected to
know their jobs and subordinates’, regardless of com-
plexities, to the same extent lower grade employees are
expected to know theirs.

3. Do not expect all employees to be perfect. A
standard should mot be so high that it cannot be
achieved by competent employees and so low that
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everyone reaches them. The standards of performance
must be high enough for the organization to accomplish
its objectives and low enough for competent employees
to reach them. Set up a practical standards, not an
unattainable goal.

4. Write standards only on thc permanent principal
assignments of a position. Temporary, unusual or minor
assignmeats should not add or detract from the con-
tinuing position and its importance to the organization.

S. Work Pcrformance Standards relate to the spe-
cific work assignments of a job. Do not confuse the
assignments with working procedures. For example:

SUGGESTED WAY

Principal Assignments- Work Performance
Responstbitity Stundards

Orders—calls for items to
replenish stock on band. time: not more than 3 to S
exceptions during the year.
Knowledge of rates of con-
sumption of supplies coable
employees to maintain re-
quired stock levels. Incom-
plete orders do not occur
more than 3 to S times a

year.
WRONG WAY

Orders are submitted on

Principsl Assignments-
Responsibility

Orders supplies according to
instructions,

Work Performance
Standards

Calls for items to replenish
stock on hand.

6. Remember, always work out assignments and
related standards for performing them with your

SECTION 10.

As a supervisor it is necessary for you to decide how
much and what manner of performance you will require
of a subordinate if you are to consider that his perform-
ance is “Standard.” There is no quantity, quality, or
method that will apply to all jobs. Use all sources of
information available to reduce the probability of error
in judgment in setting standards. “Standard” perform-

employees. Valuable training will take place a5 you talk

over performance standards.

7. Change your standards if the job changes signifi-
cantly or write better ones as you go along. Review
your standards periodically and revise them—there is
nothing inviolate about them. Keep them current and
keep everyone concerned advised of changes.

8. Until you have more experience with standards,
it might be well to work out your first written standards
for positions filled by fully competent employees. If you
work with new, partially trained employees, guard
against setting your standards to low.

9. Don't wait to use your job performance stand-
ards until you have completed them for all the positions
under your supervision. Within 30 days you will see
areas of great improvement. The standards may show
up a poor placemeat and you may wish to assign an
employee to another job. Consider your standards whea
you are asked to rate employees’ performance, recom-
mend changes in procedure, or to prepare training
materials. How well employees meet the standards set
for their jobs will be a factor you will consider in rec-
ommending merit increases.

10. Don’t lose sight of your most important goals—
to improve your supervision and to develop your
employees. All other benefits are sccondary.

11. Base your standards on the needs of the posi-
tion not on the performance of the employee in the job.
His work may be above standard or below standard.

12. Mauke the standard fair so that subordinates can
be rcasonably expected to reach it.

STANDARD PERFORMANCE

ance falls within a range, the limits of which are set by
the needs and purposes of your organization. It is the
lowest acceptable lcvel of evaluation that must be
attainable by compctent employees. An employee who
satisfactorily complctes his probationary period and
is recommended for permanent status must have met
the work standards for his position.

SECTION 11. EXPRESSING WORK PERFORMANCE REQUIREMENTS

The ways of expressing performance requirements
are:

1. Quantity: Used where work output can be
measured in units of production. Usually stated in a
numerical range of units of work in a definite period of
time. The range should be sufficiently narrow so that an
outstanding employee is not penalized by being grouped
consistently with the average, or so that an employee
whose performance is evaluated below standard is not
consistently ra.:d as satisfactory.

Principal Ass:gnments-
Responsibility
8. Posts items in general

ledger.

Work Performance Standards
tHow Much)

200 to 250 items per day are

posted.

Principal Assignments-
Responnbility
b. Opens and time stamps 200 to 300 pieces of mail
cach piece of incoming per hour are opened and
mail. date-time stamped.

¢. Files—inserts and with- Material is inserted in files
draws from storage upon at the rate of 100150 pieces
request letters, memos, per hour, for letter size ma-
cards, forms and other terial (8%4x11).
documents and material.

Work Performance Standards
(How Much)

d. Sorts—arranges items in
a specified sequence for

50 to 75 copies per hour of
letters, reports, etc. (8¥4 x

fiing or other processing. 11) are sorted.
c. Validates claims. 325 10 375 claims are vali-
dated per week.

9’
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Principal Asignments-
Responsibility

f. Keypunches employment
payroll and hours infor-
mation on punch cards.

Wotk Performance Standards
(How Much)
100 to 110 cards per hour
are keypunched with nu-
meric information.

2. Quality: Used for almost all assignments and
may be expressed as accuracy, appearance of work and
general results desired when an adcquatc job has been

done.
Principal Asaignments-
Responsibility
a. Posts items in general

b. Opens and date-time
stamps each piece of
mail.

¢. Files—inserts and with-
draws from storage upon
request letters, memos,
cards, forms and other
documents and materials.
d. Keeps his men fully in-
formed of the regulauons
covering the operation of

Work Performance Standards
(How Well)
Errors do not exceed 2 to 3
in 10,000 items posted.
Errors do not disrupt nor-
mal operations.

Filing errors do not exceed
4 10 1 percent on alpha-
betical or numerical filing.

Violations of camp regula-
lions by cmployees due to
lack of knowledge of the

Where a physical work product is involved, a stand-
ard of quality of appearance type may be applied:
Signs are so neatly painted that not more than 1
out of 100 must be redone to be acceptable to
foreman.

3. Manner of Performance: Personal characteris-
tics, job knowledge, behavior, along with attendance
mdpunctuahtymybeusedasstandards.Avddpn-
cral traits such as reliability and cooperativeness in
expressing a standard of this kind. Only characteristics
not expressed sufficiently clear by other factors should be
included here. Voice and behavior characteristics are
appropriate considerations. An example of this kind of
standard is:

Voice is always pleasant and well modulated.
Never loses patience.

4. Time: Used where quantity cannot be meas-
ured but time limits may be set as requirements of sat-
isfactory work.

the work camp. regulations do not exceed

one or two instances a year.

As it is often impractical to maintain a record of
work units and errors made, a quality standard of the
“error rate” type would be 4ppl|ed by spot checking the

' activity. An accuracy standard like the following might

be used:

Not more than 2 to 4 percent of proposed classifi
cation actions changed upon review by supervisor.

Correctness, exactness and completed service cun
describe the quality of “‘accuracy.” The illustration
oclow can be used where an error rate standard is ot
applicidle:

Pecisions on maiiatenance of equipment are made
«ith suflicient accuracy so that equipment is not
ot ci use for more than 3 days as a result of error
in decision,

CECTION 12,

le. ider o have cousistency m contents and appear

s tue following format is to be used by all super-
vv.u il ther subordinates when devising Work
£ 1forrraee Standards:

VA IEMENT OF ASSIGNMENTS AND WORK
PERFORMANCE STANDARDS

DEPARTMENT..

DIVISION ... .. ...

POSITION CLAbs 1Tl1.B

CLASS CODE NO...

.................. (eaabhshed or ICVISCd)

PRINCIPAL ASSIGNMENTS
PERFORMANCE STANDARDS

~SNOWVnaLE WD
S
o

a
b

Work Performance Standards
Responsibility (Whea)
a. Verifies accurscy of pay- All work must be completed

roll data submitted on
personnel action forms
(NPD 135) for forward-
ing to controller’s office.
b. Washes and grooms pa-
tient’s hair using special
solutions if needed.

¢. Prepsres short but com-
plete written reports of
financial status and voca-
tional diagnosis.

d. Composes answers to let-
ters and inquiries upon
request for routine infor-
mation.

e. Reports to supervisor all
incidents of malfunction-
ing of office equipment.

-

within the bi-weekly dead-
line set by the controller ac-
ceptance of payrolls.

Each patient’s bair must be
groomed daily and washed
once 8 week or as necessary
for maintaining good ap-
pearance of patient's hair.
Each report must be com-
pleted at least one week af-
ter receiving the notice of
a proposed vocational pro-
gram.

Each request is answered
within 2 days of receipt.

Malfuncuons must
ported as soon as
cur.

83

be
they

FORMAT OF WORK PERFORMANCE STANDARDS

1. Eater name of employing deparument If the use of the cimwe Is

resuricted to a particular department. If

the class is used by more

than one depanment, enter “composite.”
2. Eater name of departmental division

3.-6. Self oxplanatory.

1m°umrlcalhcldhauenﬁlymcmnaww
descending

listed in

otder of imponance, on an or
other unit basis. The alphadetical headings are to be used if the
assignment involves more than coe activity. i

Some employees may perform certain tasks for oaly

w
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brief periods. If the task is significant enough to be eval-
should be prorated by the super-

uated, such assignment

visor for less than unit periods.

SECTION 13.

xO

The duties of a position usually cover a variety of

assignmeats and require use of more than one measure-
ment.

WORK PERFORMANCE STANDARDS

The following example in an office setting does not
apply to all state clerical positions but is illustrative of
a completed statement of principal assignments and
Work Performance Standards. This example may not
be adapted for official use without study of its appli-
cability to an actual position. The typing standards
selected are for a manual typewriter. Where an electric
typewriter is used manufacturers recommend a 15 per-
cent increase differcntial which should be adopted. A
50 line average page is the basis for the typing line
quantities given. Such factors as number of interruptions
and legibility of source material are to be taken into
account in evaluating performance. In addition, allow-
ances should be made for time spent in work prepara-
tion, maintaining equipment, breaks and personal time.

STATEMENT OF ASSIGNMENTS-RESPONSIBILITIES
AND WORK PERFORMANCE STANDARDS

DEPARTMENT ... Composite.... Date ... Est. 10/28/71. ...

DIVISION

POSITION NO...........

POSITION CLASS TITLE

...... Stenographer-Clerk..... ..

CLASS CODE NO. ..... .18.207........ .

Principal Assignments-
Responsidility

1  Takes and transcribes
dictation.

2. Types (fina: form and
rough draft).

a. Straight copy.

b. Stalistical or numerical
materials.
3. Cuts stencils, dupli-
cates, masters.

4. Transcribes machine
Sictation.

5. Proofs—compares with.
source item and cor-
rects or marks for cor-

rection as necegsary.

10

Work Performance
Stondsrds
Acceptable transcription
completed at the rate of
100-150 lines per hour.
Transcription is accurate and

in prescribed form.
Stationery and supplies are
used conservatively. Typing
conforms with approved
style or format according
to prescribed standards.
Material is spelled and punc-
tuated correctly. No strike-
overs. Established priorities
are followed. All deadlines
are met with 1-3 exceptions
per quarter.

150-17$ lines per hour are
typed. Supervisor to adjust
downward, depending on the
number of carbons.

75-110 lines per hour are
typed.

125-175 lines per hour are
typed.

75--100 lines per hour tran-
scribed depending on the
amount of information that
must be obtained other than
on the record by the tran-
scriber. 450 lines per day
minimum.

Proofreading results in per-
fc. i copy—exceptions do not
exceed one per month, 300-
400 lines completed per
hour.

6.

7‘

10.

12,

Principal Amignments
Responaibility
Piles—inserts and with-
draws from storage
upon request: letters,
memos, cards, forms

and other documents
and materials.

Prepares mail for dis-
tribution.

Delivers messages and
runs errands.

Acts as receptionist.

Orders—<alls for items
to replenish stock on
hand.

Prepares simple reports
-——Organizes existing
data and presents it in
prescribed form.

Composes answers (0
letters and inquiries
upon request for rou-
tine information as as-
signed.

Work Performance
Steadards

Results indicate that the in-
dividual is familiar with the
methods of filing in use. Fil-
ing errors do not exceed
¥5 to 1 percent on routine
alphabetical or numerical fil-
ing. Properly identified mate-
rial is produced from active
files upon request within 2
to § minutes. Material is in-
serted in files at the rate of
100 to 150 pieces per hour
for letier size material (8%
x 11). Completed materials
are filed within 8 to 16
working hours under normal
circumstances.

Knowledge of activities and
functions of department per-
sonnel results in properly
routed incoming mail. 200-
300 pieces per hour are
opened and date-time
stamped.

Pollows instructions without
unnecessary delays.

Presents well groomed, neat
appearance; is appropriately
sttired. Receives callers in
friendly polite mananer.
Courteous and pleasant
voice, cheerfulness and tact
exhibited. Knowledge of of-
fice personnel, functions and
localions sufficient to prop-
erly direct callers.

Knowledge of rates of mate-
rials ecnables employee to
maintain required stock lev-
els. No item is depleled
more often than once in &
quarter.

Rep~ its are neat, legible and
correctly prepared. Meets re-
quired deadlines. Supervisor
is advised 10 permit special
arrangements when emer-
gency prevents meeting spec-
ificd deadlines.

Essential points are covered
requiring assistance of su-
pervisor in no more than §
to 10 out of 100 letters. Let-
ters composed fully meet
the letter-writing standards
of the office as to format,
tone, grammar, spelling. sen-
tence suructure and proper
business letter-writing prin-
ciples. Not more than S to
10 letters in 100 fail to meet
this standard. :
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SECTION 14. SUGGESTED FACTORS FOR DEVELOPING STANDARDS
FOR OCCUPATIONAL GROUPS

Broad occupational factors are designated to provide
supervisors with a convenient frame of reference in
identifying assignments and establishing standards at all
levels. The suggested factors set forth in the listing are
generally applicable to positions in the. groups listed
below and are not intended to be all inclusive:

Low Skilled

Semi-Skilled

Skilled

Non-Supervisory

Supervisory

Professional Non-Research

Professional Research and Development

Factors in addition to those set forth may be consid-
ered in analyzing performance requirements; conversely,
factors which do not apply should be disregarded or
modified.

LOW SKILLED

This category includes positions filled by employees
engaged in work requiring muscular effort or who rou-
tinely assist more highly skilled workers. Incumbents
-are not required to have previous training.

1. Production

a. Amount of acceptable work to be produced.

b. Required rate of completion of work assignments.

c. Quality standards to be met by work produced.

d. Attention to detail.

e. Application of instructions.

2. Mauaintenance of Equipment and Materials

a. Prcvention of waste, spoilage or damage to equip-
ment, supplies and facilities.

b. Observation of instructions concerning care of
state property.

3. Dependability

a. Attendance.

b. Punctuality.

¢. Performance during an emergency.

d. Observations of administrative rules and regula-
tions.

¢. Observation of safety rules and measures.

f. Compliance with security regulations.

4. Adaptability

a. Adjustment to new or changing work assignments.

b. Accomplishment of tasks under adverse condi-
tions.

¢. Adjusunents to new methods of operation.

5. Personal Relations

a. Cooperativeness.

b. Attitude.

c. Diligence.

SEMI-SKILLED

This categuy includes positions filled by employees
engaged in work not requiring complete knowledge and

skills of an appreaticeable trede or craft or equivaleat
such as Truck Drivers or General Mechanic Helpers.

1. Production

a. Amount of acceptable work to be produced.

b. Required rate of completion of work assi

¢. Quality standards to be met by work produced.

d. Attention to detail.

¢. Application of instructions.

f. Application of proper methods and techniques.

8- Adequacy of work measured against inspection
standards.

2. Maintenance of Equipment and Materials

a. Prevention of waste, spoilage or damage to equip-
ment, supplies and facthﬁu.

b. Observation of instructions concerning care of
state property.

¢. Maintenance of sufficient supplies and equipment
to accomplish task.

3. Dcpendability

a. Attendance.

b Punctuality.

Performance during an emergency.

d Observation of administrative rules and reguls-
tions.

e. Compliance with security regulations.

4. Adaptability

a. Adjustment to new or changing work assignments.

b. Accomplishment of tasks under adverse condi-
tions.

¢. Adjustment to new methods of operation.

S. Personal Relations

a. Cooperativeness.

b. Attitude.

c. Diligence.

SKILLED

This category includes positions filled by journeymen
employees engaged in work requiring the complete
knowledges and skills of an apprenticcable trade or
equivalent, such as Carpenters, Machinists and Electri-
cians.

1. Production
Amount of acceptable work to be produced.

. Required rate of completion of work assignments.
Quality standards to be met by work produced.

. Attention to detail.

Application of instructions.

Application of proper methods and techniques.

. Adequacy of work measured against inspection
standards.

h. Solving new problems on own initiative.

i. Performance of any assigned supervisory (work
lcader) duties.

2. Mamtenance of Equipment and Materials

a. Prevention of waste, spoilage, or damage to equip-
ment, supplies and facilities.
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b. Observation of instructions concerning care of
state property.

c. Maintenance of sufficient supplics and equipment
to accomplish task. -

3. Dependability

a. Attendance.

b. Punctuality.

¢. Performance during an emergency.

d. Observation of administrative rules and regula-
tions.
Observation of safety rules and measures.
Compliance with security regulations.

Adaptability

. Adjustment to new or changing work assignments.

Adjustment to new methods of operation.
Personal Relations

Cooperativeness.

. Attitude.

Diligence.

oo SIIPEC'D .&!‘!'

NON-SUPERVISORY

This category includes non-professional positions
which are filled by non-supervisory employees. Included
are clerical, secretarial, and administrative ‘staff posi-
tions, as well as positions of employees who assist pro-
fessional personnel but are not required to have a
professional background.

1. Production

a. Amount of acceptable work to be produced.

b. Required time for completion of work assign-
ments.

Standards to be met by work produced.
. Attention to detail.
Application of instructions.
Application of proper methods and techniques.
Ability to make decisions.
. Resourcefulness in devising new work methods.
Organization of work.
Understanding agency objectives.
Maintenance of Equipment and Materials
. Prevention of waste, spoilage, or damage to equip-
tnent supplies and facilities.

b. Observation of instructions concerning care of
state property.

¢. Maintenance of sufficient supplies and equipment
to accomplish task.

3. Dependability

a. Attendance.

b. Punctuality.

c. Performance during an emergency.

d. Observation of administrative rules and regula-
tions.

e. Observation of safety rules and measures.

f. Compliance with security regulations.

4. Adaptability

PN TRSAD
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. Accomplishment of tasks under adverse condi-

@

a. Adjustment to new or changing work assignmenta,

b. Adjustment to new methods of operations.

¢. Accomplishmeat of tasks under adverse coadi-
tions.

5. Personal Relations

a. Cooperativeness.

b. Attitude.

c. Diligence.

SUPERVISORY

This category includes all supervisary positions.
Included are positions such as those filled by supervis-
ors of typists, stenographers, purchasing and store-
keeping specialists.

The factors which follow pertain to supervisory
duties. If a supervisory position also involves techaical
non-supervisory duties, performance requirements for
those aspects of the job are to be based upon the appro-
priate occupational guide for such duties.

1. General Management

a. Planning and Organizing

(1) Understanding agency objectives.

(2) Development of plans to meet objectives.

(3) Recognition of problems of management.

(4) Transmittal of instructions to subordinates.

(5) Utilization of available manpower, equipment
and materials.

(6) Ability to estimate scope of assignments made
to organization.

(7) Application of new ideas to work pians.

(8) Organization of work to permit emergency
tasks.

(9) Application of systematic approach and logi-
cal reasoning.

(10) Consideration of costs, tune factors, and
individual effort in organization of work.

b. Production

(1) Improvement in work methods.

(2) Choice of work methods.

(3) Esiablishment and achievement of qualitative
standards.

(4) Establishment and achievement of productioa
goals.

(5) Maintenance of controls to consistently reflect
status of work.

(6) Assistance to subordinates to prevent bottle-
necks.

(7) Accomplishment of reports on time.

(8) Familiarity with regulations, procedures, stand-
ards, etc., which are applicable to work.

2. Personnel Management

a. Selection of personnel.

b. Assiz-uent of projects in consideration of special
abilities an: .raining.

¢. Homogeneous assignment of work.

d. Development of employees.

¢. Promotion or morale.




f. Establishment and adherence to time limits and
deadlines.
g Recognition of work performance.
h. Delegation of authority.
i. Treatment of disciplinary problems.
j- Development of understudies.
k. Establishmeat and maintenance of performance
requirements.
3. Personal Qualities
a. Adaptability
(1) Adjustment to new or changing work assign-
ments.
(2) Adjustment to new methods of operation.
(3) Participation in extracurricular assignments.
b. Dependability
(1) Achievement of commitments.
(2) Adjustment to new or changing work assign-
ments.
(3) Observation of safety rules and measures.
(4) Observation of administrative rules and regu-
lations. )
(5) Compliance with security regulations.
(6) Performance during an emergency.
¢. Personal Relations
(1) Cooperativeness.
(2) Attitude.
(3) Diligence.
(4) Persuasiveness.

C -

PROFESSIONAL NON-RESEARCH

This category includes supervisory and non-
supervisory positions which involve the utilization of
professional knowledge and skills cxcept for those
involving scientific research or development positions.
Included are positions filled by employees such as attor-
neys, physicians, economists, statisticians and engineers.

1. Comprehension

a. Grasp of intent and significance of assignment.

b. Definition and isolation of specific problems
involved in assignment.

c. Recognition of scope and significance of prob-
lems.

d. Consideration of relationship of assignment to
overall objectives.

2. Work Methods and Results

a. Use of methodical approach in planning work.

b. Estimation of completion date on assignments.

¢. Knowledge and application of new developments
and techniques.

d. Accurate evaluation of findings.

e. Clarity of written material.

f. Effectiveness of oral presentations.

g Use of appropriate professional terminology.

h. Application of administrative requirements.

i. Reflection in work product of adherence to exist-
ing standards, criteria and applicable professional prac-
tices.

j- Completion of reports on time. 34

k. Observation of safety regulations.

l. Observation of administrative rules and regula-
tions.

3. Personal Relations

a. Cooperativeness.

b. Motivation.

¢. Persuasiveness.

d. Attitude.

4. Personnel Management (When applicable refer

to appropriate section of the Supervisory Occupational
Guide)

PROFESSIONAL RESEARCH AND
DEVELOPMENT

This category includes supervisory and non-
supervisory positions which involve the application of
professional knowledge and skills to scientific research
and development projects. Included are positions filled
by employces such as mathematicians, chemists, engi-
neers and others who are engaged in research and
devclopment work.

1. Comprehension

a. Recognition of the general intent and significance
of an assignment. _

b. Definition and isolation of the specific problems in
assignments. :

c. Recognition of scope and significance of prob-
lems,

d. Knowledge and recognition of new developments
in subject ficld.

¢. Consideration of relationship of assignment to
overall objectives.

2. Planning and Conducting Research

a. Application of imagination and ingenuity.

b. Consistent and methodical approach to research
and experimentation.

¢. Establishment of experimental controls to elimi-
nate result distortion.

d. Planning and application of new techniques, meth-
ods and devices.

e. Practical application of theory.

3. Presentation of Findings

a. Substantiation and validation of conclusions.

b. Accuracy of findings.

¢. Detail contained in presentation.

Completeness of presentation.

Clarity of presentation.
Personal Relations

Cooperativeness.

Motivation.

Persuasiveness.

Attitude.

S. Personnel Management (When applicable refer
to appropriate section of the Supervisory Occupational
Guide)

S NS
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SECTION 185.

After Work Performance Standards have been com-
pleted for a position or positions everyone will probably
hesitate at first in using the standards for fear of cither
baving forgotten assignment or having the standards
poorly constructed. To overcome this feeling the check
list below is to help review completed standard(s). If
“Yes" is the answer to the following questions, the state-
ments of assignments and Work Performance Standards
are adequate.

1. Is position completely identified?

Are work assignments properly stated:
—in action words?
—without obscure or indirect phrases?

2. Do assignment lists conform to actual significant
work assignments?

3. Do Work Performance Standards, using appro-
priate means of measurement, clearly and sxmply state in
few words:

—how well (quality)?

—how much (quantity)?

—how soon (time)?

—in what manner assignment is to be done?

.

SECTION 16.

A supervisor is a very important part of the manage-
ment team. As a member of this team supervisors are
expected to maintain an effective working group and
derive the best results from subordinates’ efforts. There-
fore, from time to time, supervisors must tell each sub-
ordinate:

1. Whathis job is and what he is to do.

2. When and in what manner he should do it.

3. How much he is expected to do.

4. How well he is expected to do it.

Every employee has a right to guidance and assist-
ance from his supervisor when needed. In addition, he
has a right to know where he stands in his supervisor's
estimation.

SECTION 17.

ADEQUACY OF WORK PERFORMANCE STANDARDS

4. Do work Performance Standards omit confusing
words or phrases:
—avoid jargon or nomenclature not understand-
able to all parties?
—Avoid verbose statements of qualifications for
employment and operating procedures?

S. Do Work Performance Standards include:

-~—only necessary words?
—only words or phrases requiring no explanation?

6. Is each principal work assignment covered by a
Work Performance Standard?

7. Is the level required reasonable for the work
performed to be measured?

~will the level get the work done satisfactorily?

—does the Work Performance Standard leave
room for an employee to substantially exceed
the standard level?

—will the level allow measurement of unsatisfac-
tory performance?

SUPERVISOR'S RESPONSIBILITY

Describing jobs and setting performance standards
will clarify supervisors’ thinking, and that of their sub-
ordinates, about what is involved in each position.
Objectivity and consistency being of prime importance,
it is highly desirable to climinate as many extraneous
factors as possible in making a judgment concerning a
subordinate’s work.

These judgments can be clarified and communicated
through the use of the Employee Development Report
which is a valuable tool in accomplishing these goals.
Further, cach employee is afforded an opportunity to
relate his views for consideration.

WHEN IS THE EMPLOYEE DEVELOPMENT

REPORT FORM USED?

EMPLOYEES HAVING PROBATIONARY OR
PROVISIONAL STATUS

"1. Six Month Probationary Period: For employees
serving a six month probationary period, their supervis-
ors shall complete an Employee Development Report at
least at the end of the third and fifth months of employ-
ment.

2. Twelve Month Probationary Period: For
employees serving a 12 month probationary period,
their supervisors shall complete an Employee Develop-
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ment Report at least at the end of the third, eighth and
cleventh months of employmeat.

EMPLOYEES HAVING PERMANENT STATUS

For employees who have earned permanent status,
their supervisors shall complete Employee Development
Report " ast annually during the month prior to
cach e -'s classification date.

Sup s should complete an Employee Develop-
ment } ,,rtatumesothuthanmdmawdlfhh




desired to make a commendation, take corrcctive or

disciplinary action or, for cause, separate an employee
from state service.

SECTION 18.

Each employee shall be given a copy of the report,
preparcd by bis immediate supervisor, regarding his
work performance and development.

WHO WILL EVALUATE THE EMPLOYEE'S

PERFORMANCE AND DEVELOPMENT?

Each employee’s immediate supervisor-will evaluate
his performance and development. If the employee
works for more than one supervisor, everyone provid-
ing supervision may participate in the evaluation. If the
employee’s work is subject to close review by someone
higher in the organization, that person may evaluate by

SECTION 19.

Under usual operating conditions the Agency
Reviewing Officer has the responsibility for reviewing
all supervisors’ ratings. Should an ggency’s organiza-
tional structure or location of positions require addi-
tional -reviews of a supervisor's evaluation of an
employee’s performance and development, the depart-

SECTION 20.

the use of an additional signed sheet setting forth par-
ticulars and attached to the report after discussion with
the employee. In all cases, everyone participating in the
evaluation must sign the Employee Development
Report.

WHO REVIEWS THE SUPERVISOR'S EVALUATIONS?

ment head should arrange for intermediate reviews. In
these cases the comments and conclusions of the inter-
mcdiate reviewers should be identified and attached to
the original evaluation form after discussion with the
employee.

WHAT ARE THE DUTIES OF THE

REVIEWING OFFICER?

No doubt there will bc an occasion when an
employee does not agree with all or part of the evalua-
tion made by his supervisor. In those instances, the
employee may request that arrangements be made for
him tc discuss his report with the departmental review-
ing officer.

After such request has been made by the employee,
the reviewing officer will make arrangements for this
discussion as soon as possible (within 15 calendar
days). :

The responsibilities of the reviewing officcr include:

1. Thorough efforts to obtain uniformity in the
application of standards by the supervisors under his
direction.

2. Sccuring corrective action when bias or a mis-
interpretation of standards is evident.

3. Making sure reports are completely, promptly,
and thoroughly prepared.

4. Discussing the report with the rater, and with
the employee when requested, or when otherwise appro-
priate.

5. Striving to make the rated employee understand
and recognize the validity of the rater’s markings.

6. Checking the statements made in the comments
section to see that the reasons are specific, substantial,
and accurate.

. 18
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SECTION 21.

O S

FINAL DEPARTMENTAL APPROVAL

Ouly the agency or department head has the authority to make final approval of evaluations.

SECTION 22.
The performance of the duties assigned, personal
behavior and development of each employce are evalu-
SECTION 23.
Established written Work Pcrformance Standards

that describe assignments and the Work Performance
Standards that must be met, under existing working

SECTION 24.

WHAT IS EVALUATED?

ated for a specific period of time.

THE BASIS OF AN EVALUATION

conditions, to satisfy management are the sole basis ol
an cvaluation.

INSTRUCTIONS FOR THE COMPLETION OF THE

EMPLOYEE DEVELOPMENT REPORT (NPD-15)

REFERENCE: The Manual for Completion of
Employee Dcevelopment Report. All attachments are to
be in quadruplicate, identified as to cmployce, signed
by all concerned and discussed with the employee.

Sections 1-9: Complcte in detail, providing the
data indicated.

STANDARD EVALUATI:ONS:  With the excep-
tion of an employee with probationary status, when an
employee’s work performance/behavior is evaluated as
standard by all concerned this form may be proccssed in
conformance with individual dcpartmental policy and
procedures or by just checking the EVALUATION
SUMMARY as “standard” with appropriate signatures,
titles and dates entered. Details in all other sections are
not required but may bc provided if the supervisor,
employee or agency representative desires to do so. If an
employee has probationary status the narrative portion
will be completed.

ABOVE OR BELOW STANDARD EVALUA-
TION: All appropriate sections are to be com-
pleted to provide a record of thc specifics of the
employee’s work pcrformance/behavior, deviating from
the accepted standards. This substantiation will be used
to reflect all commendations, employee’s development
and/or, in cxtrcme cascs, subsequent administrative
and/or court review.

Sections 10 and 13 are double spaced and lined for
either typed or handwritten entries.

Section 10: THIS IS THE MOST VALUABLE
SECTION OF AN EMPLOYEE DEVELOPMENT
REPORT as it reflects the supervisor’s fair and objec-
tive evaluation of a subordinate’s work performance/
behavior with him, provides an opportunity for the
supervisor to discuss in dctail a subordinate’s work
performance/behavior with him, reflects the under-
standing reached between the supervisor and his sub-
ordinate and provides a written record for future
review. THE NARRATIVE IN THIS SECTION IS
BASED ON, BUT NOT LIMITED TO, the factors

listed below as they relate to actual position assign-
ments. Prior to discussing an employee's rating with hirr
the supervisor should review the rating details with his
own supervisor.

FACTORS AND DEFINITIONS

a. QUANTITY OF WORK—Volume of worl
accomplished or produced in comparison with estab
lished Work Performance Standards.

b. QUALITY OF WORK—Degree work meet
established Work Performance Standards.

c¢. DEPENDABILITY-—Dcgree an individual ca:
be counted upon to follow oral or written instruction
or established procedures.

d. COOPERATION—Degree to which an individ
val accepts instructions, constructive criticism, main
lains harmonious work relationships and self contro
and works harmoniously with others.

e. PUBLIC CONTACT—Degree to which an indi
vidual is business-like and cooperative with the genera
public.

f. JOB ATTITUDE—The degree of sociability ane
warmth which an individual imparts in his attitud
1owards others.

g. KNOWLEDGE OF WORK—Extent of knowl
edge of current methods, materials, tools, equipmen
and practices of all phases of his assigments.

h. JUDGMENT—Degree to_ which an individus
considers all facts leading to a logical conclusion.

i. INITIATIVE/CREATIVITY—Degree to whic
an individual seeks out and takes on added responsibil
ity and originates or develops new and better ways ¢
doing things.

j. ACCEPTANCE—The manner in which an ind
vidual accepts responsibility or agency decisions.

k. ALERI'NESS—ADbiIlity to grasp instructions, t
mect changing conditions and to solve novel or probles
situations.
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1. COMMUNICATIONS—Degree to which an inds-
1dual is able to express himself clearly in both oral
and or written manner.

m SELF CONTROL—Degree to which an individ-
ual 1s able to withstand pressure and remain calm when
crises situations occur.

n. PHYSICAL FITNESS—The ability to accom-
p':sh work assignments.

o ATTENDANCE—Faithfulness in coming to
work daily, on time, and conforming to work hours/
breaks.

p PERSONAL APPEARANCE—The personal
impression an individual makes on others considering
cleanliness, grooming, and neatness.

q. OTHER FACTOR(S)—Entcr factor(s) perti-
nent to the specific job that are not mentioned above.

In addition to the above, for a supervisory employee,
consider his effectiveness in carrying out the following
supervisory responsnbllmes

a. Planning and organizing work.

b. Assigning or delegating responsibility and duties.

¢. Reviewing the work accomplishment of others.

d. Training and developing subordinate staff.

e. Providing leadership necessary to implement state

policies and procedures.
"~ f. Developing appropriate budgets and documenta-
tion.

Section 11: The supervisor checks the box that
reflects his evaluation of the subordinate’s work per-

18
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formance/behavior, keeping in mind the three evalua-
tion levels: below standard, standard, above standard.

Section 12: Show effective date of granting perma-
nent status or indicate that employee is not to be
granted permanent status or, in other cases, is to be
demoted or dismissed. Rater(s) signature(s), title(s)
and date(s) of rating evaluation conference must
appear here.

Section 13: The employee may provide his com-
ments concerning the overall evaluation or a particular
aspect of the evaluation and, if desired, request that the
agency reviewing officer review the facts. The employes
is required to sign here regardless of his acceptance or
rejection. In those instances where an employee is not
available for signature, or refuses to sign, so indicate in
this section. Indicate reason employee is unavailable,

Each agency shall indicate the review steps for its
own use.

Section 14: Agency supervisory review (other
than rater) indicates agreement or disagreement of
either the overall evaluation or particular aspects of the
evaluation, and makes comments concerning the appro-
priateness and methods of processing the report. Agency
reviewing officer’s signature, title and date of review
must appear here.

The use of the following sections is optional, depend-

ing on agency need.
Section 15: Apgcncy head review.
Section 16: Appointing authority review.
Scction 17: Final review.
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CARBON PAPER NOT REQUIRED Casary—Perssend Divisies
NPD-1$ (Rev 3.76) BtosommDiopertmy]
O <P [ Ta )

NEVADA STATE PERSONNEL DlVlSlON—EMPLOYEiﬁ DEVELOPMENT REPORT
(Al attachments must be signed by all parties)

CEmMPlOyee ... . . e e e e v 6. COdE NUMDEE. oo
Least First M.l i
2 SoaalSeennty No .. . oL L@ i e . 1. Work Address . — . eriFivsssaeseremsevsrevers
Cross Tatle - et e e i e . B Probationary: [ Fu'sl D Second D Tlurd U Other
4 Depa tmeant, Division, Secuon i e 9. Peemanent: [ Annual O Other
Agency Account Number..
€ Date 0" RePOrt. ... ..cce vt coreeeeeneeeneenenes e,

I A WORK PERFORMANCE STANDARDS EVALUATION: Supervisorts) must make comments on performance as it relates 0 established
preformance standards. (Altach documentation if necessary.)

Date of Siandards. ....

M S ST S S o R GES M T T S - - T S W M =6 we e e e S T G v S S T - - — o - - -——
- - - . —— e e - e .. e~ = e e s e e - me e e e e v VD E O v e @ - — = e A G —— - -—
- - - - - -~ ema = - e mm i emen e e - - ——— = = et e R—
= - e mmem rmam ae ot f L e e em e ee o e e e e o - . b - = - ———— o — - - —-
e o oo . . . e - - et t h e em i e s e am a e . - - — e o - — ———— - - -
- - L - - - -—-

B RELATED FACTORS EVALUATION: Supemsor(s) may comment on related factors related to job performance. (Attach documentatioa if

necessary )
1. EVALUATION SUMMARY:
. UNACCEPTABLE 0 MUST IMPROVE STANDARD 1 ABOVE STANDARD {1 OUTSTANDING

=r=g =S

12. T | ieccommend that you be granted permanent status on
O | recommend that you NOT be granted permanent ~tatus
S | recommend that you be [ demoted, [J dismivsed | uther action
I recommend that you be granted a Mernit Sulary fuciease of 73 G 0 &
Signature, utle(s) of rater(s). ... ... ... ..

Date

STESTE . .- T SR ET ta.d RIASSESL o Lov. L TiOBE T -

1 LMPLOYEE COMMENIS.  (Optional, use attachments or additional sheets 1f tequired).  Any comunents concerming work p rformance, overall
evaivation or particular aspect of the evalustion may be ndicated in the spuce prosided below. Fmployee must comment f  valuation is below

standard.” {3 Agree O Disagree 0 Kequest Review
Employee’s Signature.. .. ... e Date. g ek e amvas
A“Monll conmcnts may be Med and musl be dmd b) -ll plﬂln.

14. AGENCY SUPERVISORY REVIEW: [] Agree ] Dlugree—-muu cumment

Nw .,,J],"‘ = ceeeenas A e N .....D ; .
- s © =mmT= =.ormmsrs R I e il =

1S APpe )INH‘-(. A(;IHORITY REVIEW: [ Agree [ Disagree--must comment

O S L . i . e i

o FINAL REVIEW (Oprional)

NaTins Thae S -~ . . , T L eene
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INSTRUCTIONS FOR THE COMPLETION OF THE EMPLOYEE DEVELOPMENT REPORT (NPD-15) O .

RFFERENCE The Manual for Completon of Employee Development Report. All ummmbhhmmm&duhm
ugned by all concerned and discussed with the employee

All app. opriate sections are o be completed to provade a record of the specifics of the employee’s work performance and related factors. This substantio-
1 on wi'l be used to refiect all commendations, ¢mpluyge‘s development or in exlremo cases, subsequent administrative and/or coust review,

Section 1-9: Complete in detail, providing the data indicated.

Setios 10: THIS IS THE MOST VALUABLE SECTION OF AN EMPLOYEE DEVELOPMENT REPORT as it reflects the supervisor’s falr aad
ubsective evaluation of an employee's work performance and related factors, provides an opportunity for the supervisor to discuss in detail an smployes's
work perf. rmance and related factars with him, refiects the understanding seached between the supervisor and his employee and provides a writien pecard
f r futute seview. Prior 10 discussing an employee's rating with him the supervisor should review the rating details with his own supervisor.

A. WORK PERFORMANCE STANDARDS EVALUATION: Established Work Performance Standards will be used as criteria for evaluating
the empluyee’s performance.
I'actors snd Definitions
Quastity —Used whcre wark cutput can be measured in unils of production. Usually s.ated numerically and for a definite period of tims.

Qudlay-l)mlwlunworkoutpulmnybecxmmdhumdnmuy.mdmwmwuwmmhblah-
completed.

Tume -1lsed v here quantity cannot be measured but time Limits may be set as & requirement of the work.

Manncr of Perfarmance-- Manner of Performance should only be used when you cannot state a quantity, quality or time standard. By nature,
mannc: of perfurmance standards are subjective and open to questionable interpretations. Personal characteristics snd job knowiedgs may bo
used s Man larch. Avaid general traits such as reliability and cooperativeness in expressing a standard of this kind. Ounly characteristiocs mot
capressed’ sufficiently clear by the other factors should be included here.

B RELATVLL FCTORS EVALUATION: In addition to Work Performance Standards there may be other criteris thet the supervisor wuees to
evaliate th performance and efficiency of the employee.

Factors and Definitions
Voeprndability— The degree an individus! can be counted upoa to tollow oral or writlen instructions or established procedures.

Cucperstion— T hz degree to which an ndividual accepts insiructions, constructive criticism, maintains harmonious work relationships and eslf
coneteed

Public ( ontact The degree to which an individual is businesslike and couperative with the general public. O
Job Attitude The degree of sociability and warmth which an individual imparts ir his sttitude towards athers.
Judgment The degree to which an individual considers all facts lcading 1o a logical conclusion.

Init'atve, Crentivity —The degree 1o which an individual seeks out and takes on sdded responsibility and originates or dsvelops new and batier
ways of duing things

Acceptance — | e manner in which an .adividual a..cpls responubility or agency decisions.

Alertress --Atility 10 grasp insiruction, to mect changing conditions and problem situations.

ommunications— Fhe degree 1o which an individual is able w0 express himself clearly in both oral and/or written manner.
Self ( ontrol - The degree 1o which an individual is able to withstand pressure and remain calm when crisis situations occur.
Physical Fitness—-The abiliy to accomplish work assignments.

Attendance - -Faithfulness in coming to work daily, on time, and conforming to work hours/breaks.

Person.i Appessance - The personal impression an individual makes on others considering cleanliness, grooming and neatness.
Related Factors--Enter factor(s) pertinent to the specific job that are avt menuoned above.

Section 11:  The supersinor checks the box that reflects his overall evaluation on the employee's work performance snd related factors, koeping is mind
ihe five cvaluanun levels Unaceeptable. Must improve, Siandard, Above Stundard and Ouisianding. :

Section 12: Show effective date of granting permanent status or indicate that the employee is not to be granted permanent status. If aot graated parma-
aent status, action 10 be taken: s to be demoted, dismissed or other action and specify. Employee's overall evaluation by the supervisor must be “Siand

ard or above, (o reseive a Merit Salary Increase. Rater(s) signature(s), title(s) and date(s) of ratings and evaluation conference must appear beto
Employee s immediate supervisor(s) makes work assigaments. If employee's work is closely rev.owed by some other person in his arganization, that por

mmmapuinmwmu.mmnwmwmmtmnm

Section 13: The employce may provide his comments concerning the overall evaluations or a particular sspect of the evaluation and, if desired, reques
tht the agency reviewing officer review the facts. The employee is required 10 sign here regardiess of his acceptance or rejection. In thoss instances whar

«n cmployee 1s nut available for signature, or refuses 10 sign, so indicate in this section. Indicate reason employee is unavailable.

Section 14: Ageniy Supervisory ressew (uther than rater) indicates ag:cement or disagreement of cither the overall evaluation or pasticulas aspects of
the evaluation. and makes comments concerning the appropriateness and methods of processing the report. Agsacy reviewing officer’s signature, title and
date of review m' t appear here.

Section 7 nung Authonity Review. (Optional)
Sectina 16:  Final Review. (Optional)




O

SECTION 25.

The completion of the development interview requires
considerable preparation for an involvement by super-
visors as this is where the employee's performance and
behavior are measured against the established Work
Perf.\rmance Standards.

In those cases where the performances or behavior
does not meet the Work Performance Standards, the dif-
"¢ ence is known as the development gap.

The supervisor’s job is to close that gap in order for
his work umit to reach assigned objectives. The inter-
view (appraisal) is an evaluation for the purpose of
employee development to close the gap.

Thus formal process should not be confused or sub-
stituted for the every day review that is loosely referred
to as appraisal as this day-to-day checking on the spot,
com crning those things being done incorrectly, and
gving instructions is, in part, supervision of the posi-
tion.

The formalized process of a devclopment interview
can be identified in four distinct phrases or steps as
follows: -

1 The identification or check off list with refcrence
to the established Work Performance Standards.

2. Rewview with higher management.

3 The interview or appraisal which is the heart of
the matter.

4 Follow up of what is to be done after the inter-
ViEw.

In step onc, the supervisor identifics those assign-
ments that an employce is doing correctly and those he
is doing incorrectly. There are four questions a super-
visor should ask himself in order to consider pertinent
facts:

i. What is this employee doing well—his strengths?
This should be used to help convince the employee to
hold onto present strengths and develop others for
growth.

2. Where does the employec need help? If an
cmployee can overcome just one major weakncss in a
ycar's time, the work unit production will improve
remarkably.

3. What are we doing about it? For every weakness
there should be agrcement as to what is to be done to
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THE DEVELOPMENT (APPRAISAL) INTERVIEW

overcome it. If an important Work Performance Stand-
ard is not being met, it may be necessary to arrange for
help from a professional trainer.

4. What is his potential in the job he now holds?
This is directly related to any plans developed for the
individual employee. Potential for promotion does not
come into play here but is a vital consideration in sub-
sequent discussions with higher management and the
employce.

The supervisor should always discuss the facts relat-
ing to any interview with higher management prior to
the actual interview. Thus, the supervisor has the bene-
fit of other viewpoints and, possibly, additional facts
not previously known. This important step is often
omitted with the supervisor not having the benefit of
reviewing progress of his unit in meeting objectives and
the employee’s contribution at this step, tentative plans
for subordinates can be made. Thus, the supervisor is
the best informed person as to what i available for
subordinates.

The interview, between the supervisor and subordi-
nate, should be conducted privately in a comfortable
sctting with adequate time for discussion of all points.
Employee feed-back regarding strengths, weaknesses and
remedial plans is essential.

DON'TS

1. Don't fight standards or pick on interpretations
at this step. Standards were developed prior to the
interview and if there is a question of adequacy clear-up
the matter.

2. Don't just hand or mail the Employee Develop-
ment Report to an employee for signature.

DOS

1. Do have a personal interview in all instances.

2. Do encourage employee participation.

3. Do up-date Work Performance Standards for
future use.

The supervisor should always follow-up in all areas
and ways agreed upon in order for the work perform-
ance eviluation system to work properly.




State Per-onnel Division—Staff Dev>lopment Section
GUIDE FOR DEVELOPMENT INTERVIEW

' Before During After
— s . = !
. Consider: 1. State Problem i II. Get employee's ! M. Coosider suggestions IV. State plan of action
! reaction
" )
Work (1) Purpose i ; m
Performance | I
Standards
G | eTes i (R) Poor  (9) Supervisor's g::_'f“‘ Work
N 2) Goed points ! P, 1] ion alternate sy, i ormance
, Facts po ; = i I Suggest Bgestion Standards for |
Probabl ; f i : ' (10) Take appropriate future use (P
robable 3) Weal points ¢ Good suggestion action
Causes * - | |0 —(6)———(7) Nsk—t :
: ] ) Doesn’t make point for . .
) I mp's |, . f Observe
Possible . 1 Disagree iSug. |t  Suggestion | results
emplovee - == i i__requires study ., _(11) Rain *
actions : , (5) Makes point ' [ 1 check
and i , ‘ 3 | |
teactions | {(treat as 8 suggestion), | f
Approach i Follow up
you will ] |
take l . !
4 : A
SUGGESTED FHRASFS—USE YOUR OWN WORDS ] CHARACTERISTICS OF INTERVIEW SETTING
(1) 1'd lke to talk 10 you abou: your sob to see if we can belp yoo —Private
improve. —Free of interruptions
(2) There are some things “ou're doing (very) well ~~Not supervizor's office or desk
13) But I'm concemed adbout these facis . —Not employee’s work station
(4) Do you think I've interpreted the situation properly® =Comiornabls
(5) I'm glad you told me those things. they may Jhange the piclure. ~Neutral
(6) Yes . . . But there are sull these facts which peed attention. —Available for time required
(7) Do you bave any suggestions 23 t0o what we can do*
(®) I'm sorry, but because of . . ., ] don't think that would work.
9) Suppose we try . . O

(10) I'm sure you'll work this out.
(11) I'll cbeck on this and discuss it with you further.




SECTION 26.

To improve work performance and provide for per-
<. de: lopment*

] a The subordinate must know exactly what is
expccted of him

b The subordinate must know how he is doing.

¢ The subordinate must be able to obtain assistance
when and as needed. o

2 a. The supervisor must work with subordinates

SECTION 27.

SUMMARY

to establish and maintain Work Performance Stand-
ards

b. The supervisor must evaluate subordinates’ per-
formance and behavior in comparison with established
written Work Performance Standards.

¢. The supervisor must hold interviews to inform.
subordinates of his evaluation, secure participation, and
help them formulate personal development plans.

DISTRIBUTION OF COMPLETED EMPLOYEE

DEVELOPMENT REPORT

Copies of completed Employce Dcvelopment Reports .

will be restricted to distribution as follows:

1. Rater (Rough Draft) (Pink).
2  Personnel Division (2 Copies) (Yellow).
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3. Decpartment (Blue).
4. Department (White).
S. Employee (Green).
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