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The Keys to Successful Supervision: Human Relations
and Communications

Making Decisive Decisions
The Problem Employee
Coaching

Need to Know

— FSLA

— Leave

— Worker’'s Compensation

— WV State Grievance Procedures
— EEO Complaints

— Hostile Work Environment

Common Mistakes



People Orientated

Three Fundamental Reasons

— You are responsible for the productivity of everyone
INn your department

— You can’t increase productivity substantially through
your own production

— Increase productivity substantially only through
others

Service Productivity
Motivation Techniques



e Hawthorne

Experiments
« Maslow’s Hierarchy AR
of Needs
Sova
Securiy

Physiological




Two-way
communication Is the
lifeblood

Mutual Award Theory

Building Sound
Relationships

Dealing with a
Demanding
Supervisor




Give Clear and Complete Instructions

Communicate: Let People Know How
They are Doing

Give Credit When Due
Involve People in Decisions
Maintain an Open Door



Letter to Mr. Big from Jane PIitts.

Assuming you are Mr. Big, how would you deal
with this problem?

It appears that Mr. X may not be practicing the
five irreplaceable foundations. Should he be
reminded?

Should you intervene in behalf of Jane Pitts?
Outline the steps you would take.
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* When the discipline line Is to low,
employees may feel stifled and
productivity will drop.

* When discipline line Is too high,
employees may take advantage of the
supervisor and productivity will drop.




Handling Emergencies
Absorbing Pressures
Communicating Changes
Consistency is the key
Maintain a lively climate

Keep employees
challenged

Communicate Dally




 Move from a pyramid to a circle.
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o Effective Team Leader
e Cultural Communications Quiz



e One-on-one Session

e The Four “R’s”
— The Right Purpose
— The Right Time
— The Right Place
— The Right Approach

 The Art of
Communicating

X




Step 1: Don’t put the other person down
Step 2: Search for common ground
Step 3: Do not expect behavioral changes

Step 4. Compromise Is not throwing Iin the
towel.
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* PIQ

* Probationary Employee
— EPA-1
— EPA-2
 Annual Performance Appraisal (EPA-3)
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The Importance of Planning
Institution Based

Department Based

Meaningful

Don’t set someone up for failure
Strategic Planning Process



ABC Method
he list needs to be constantly revised.
8 Questions to ask yourself

3 Basic Yardsticks

— Judgment

— Relativity (Best use of my time right now)
— Timing (Deadlines)




Setting Priorities Under Pressure

The Problem: You left Monday morning for a one-
week training program on supervisory
leadership. Your department was turned over
to Mrs. R, but she became ill and went home.
You were called to return on an emergency
basis and arrived five minutes ago. The time is
1:00 pm, Friday. As you walk in, you face ten
critical problems.



A Better Start
You will be less frustrated

You will have some time to plan for the
future

The better you manage your work, the
more leisure time you will have



Change your attitude toward time
Delegate more

Look for shortcuts

Group tasks together

Cut down on Interruptions
Respect other people’s time
Eliminate the little time wasters
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For Sale

Supervisor’s Problem-
Solving Machine

Guarantees Better
Decisions with Less
Worry



o Stall or Delay Action
* Quick and Superficial Decisions
« Sound Decision Making Practices
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e Autocratic
e Consultive
e Group
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Define the desired outcome
Establish decision criteria
Define alternatives

Get all the facts

Weigh and compare

Opt for the best alternative



Where do | go
from here?



Don’'t Walt

Everyone can come out ahead
Protect yourself

Be Objective

Interviews
— Exploratory
— Corrective
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e Type of Violation
 Past Practices

e Levels
— Counseling
— Verbal Warning (written confirmation)
— Written Warning
— Suspension Without Pay
— Termination
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* Policy

 Don’t Tolerate It

 Be able to recognize a problem
 Medical Management

« ADA Concerns
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* Role Play — Need two people; Supervisor
and employee

e The Problem






o Step 1. Climate Check
— Are my expectations crystal clear?
— Are my expectations reasonable and fair?

— Has the employee received adequate
training to do the job properly?

— Do they understand why it's important to
do the job correctly?

— Have | given them the freedom to be
successful?

— Are they facing any obstacles to
performing as desired?



e Step 2: In writing, clearly define and
analyze the performance issue.

The discrepancy between

performance and my expectation
IS




Step 3: Practice the session

Step 4: Select the right place to conduct the
session

Ste

Ste
anc

Ste
pro

0 5. Have some potential solutions ready
0 6. Let the employee know specifically,

up-front, why you called the meeting.
0 7. Gain agreement that there is a

nlem.



e Step 8. State the specific consequences
the employee will face If the problem
continues.

— What do you think will happen if this problem
continues?



e Step 9: Reguest an action plan from the
employee

— S0, specifically, what are you going to do to
solve the problem and make sure we do not
have this discussion again?

— The employee may need a little time to
develop an action plan. Just schedule
another meeting.



e Step 10: Reinforce the employee’s
commitment and close the session

e Step 11: Follow up, immediately, with
written feedback of the session and
summarize the employee’s action plan.

o Step 12 Monitor the agreed-upon
action plan to ensure correction.
Recognize the employee’s success.
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P1Q or Job Description

Approval to hire and advertise
Setting a diverse search committee
Charging the committee

Making the hiring
decision/recommendation

Making the offer after approval Is
received
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e Consider all employees non-exempt
— Overtime
— Compensatory Time
— Lunch periods

e Duties and salary determine their exemption
— EXxecutive
— Administrative
— Professional
— Computer Employees
— QOutside Sales
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e Annual Leave

e Sick Leave
— FMLA
— Medical Verification (HIPAA)
— Catastrophic Leave

 Funeral Leave

« Military Leave

e Jury Duty

e Disaster Service
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e BrickStreet
 Injury Reports




Forms
Imeline
Level |
Level |l
Level |l
Level IV
Timeliness




 Type of Complaints
* |Investigations
* Conclusions and Follow-up Requirements
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« What it IS?
 Investigation Required

o Safety of the Employees and Students is
the #1 concern
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e Failure to communicate

 Fallure to exercise strong leadership
 Making and breaking promises

o Straitjacketing employees

* Failure to enjoy role as a manager
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Chapman, Elwood N., Supervisor’s
Survival Kit . 6% Edition. 1993 MacMillan
Publishing Company






