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INTRODUCTION 

The Supervision Advisory Committee was one of five committees created in 
September of 1986 by the Civil Service Committee and the Personnel 
Department. This collaborative effort was designed to improve communication 
with civil service employees and draw on their expertise to examine various 
aspects of civil service employment. Each committee was chaired by a member 
of the Civil Service Committee and assisted by a Personnel Department staff 
member who served as an advisor. Advisory Committee members were chosen from 
a pool of 80 civil service employees who had volunteered to serve. Each 
advisory committee was given its charge at an orientation meeting on September 
30, 1986 and asked to submit their final reports by April 30, 1987. 

SUPERVISION ADVISORY COMMITTEE MISSION 

To define the focus of the advisory committee's deliberations, members of 
the committee felt it would be helpful to define the mission of the 
committee. The committee adopted the following mission statement: 

The mission of the Supervision Advisory Committee is to make 
recommendations to the Director of Personnel and the Civil Service Committee 
for the development of an effective supervisory staff. 

In addition to the mission statement the committee set the following 
goals: 

1. Examine supervisor role from the perspective of both supervisor and 
staff. 
2. Assessment of the effectiveness of current supervisory practices. 
3. Recommend strategies designed to develop and enhance management skills 
of civil service employees. 

The desired results of meeting these goals would be: 

1. Improved relations between supervisors and their staff 
2. Improved productivity of the unit. 
3. A progressive and i~ovative work environment. 
4. The development of training programs and resources. 
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PROCESS 

The committee membership consisted of fourteen civil service employees 
(excluding the chair and the personnel advisor). Composition of the committee 
included supervisory and nonsupervisory staff. Length of service of 
individual members ranged from l l/2 years to over 19 years. 

The committee met one morning each month for a period of seven months. 
Meetings were of the whole committee for most of the process, however three 
subcommitties were formed during part of the process to work on specific areas 
of concern~ Subcommittee reports were reviewed by the entire committee and 
the findings and recommendations in the report were adopted with the consensus 
of the full committee. 

FINDINGS OF THE COMMITTEE 

The committee's recommendations are based on the following findings: 

l. The role of the University Civil Service is to assist in carrying out 
the University's mission by providing the necessary support services to the 
administration, faculty, and students. 

2. A well trained supervisory staff is necessary to coordinate and direct 
the efforts of the civil service staff. The quality of supervision has a 
major impact on employee productivity, performance and job satisfaction. 

3. The University has the ability to develop a model supervisory training 
and development program, utilizing the many resources unique to the University 
community. • 

4. Greater emphasis must be placed on defining the responsibilities of 
faculty members who also serve in a supervisory capacity. 

5. Organizational accountability and communication at the University can 
be improved through periodic reviews of the goals and objectives of work units 
and employees. The performance of all members of the work unit would be 
assessed by these reviews. 

RECOMMENDATIONS OF THE COMMITTEE 

The committee makes the following recommendations for the development of 
an effective supervisory staff at the University. The recommendations are 
listed in the committee's order of priority. 
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TRAINING REQUIREMENT FOR SUPERVISORS 

Priority #1 

RECOMMENDATION: 

Supervisors at the University are not currently receiving adequate 
training. To remedy this situation, the following steps are recommended: 

1) That all employees assuming supervisory responsibilities be required 
to complete one workshop or seminar on performance appraisal within their 
first year of employment or document their previous training in this area. 
The preference of this committee is mandatory training for all new supervisors 
whether they are faculty or civil service. Training should cover: a) Civil 
Service Rules; b) grievance procedures; c) performance evaluation procedures; 
d) rights/responsibilities of supervisors and employees (from pages 6-7 of the 
current Civil Service Rules); e) conflict management; f) supervisors• resource 
material. The training should also be available to nonsupervisors who are 
anticipating leadership positions. 

2) That all current supervisors be required to complete one workshop or 
seminar each calendar year. Examples of appropriate topics include 
performance appraisal, management styles, communication skills, principles of 
effective supervision, managing employees experiencing personal problems. It 
is recommended that the performance appraisal workshop be taken at least every 
six years. Shorter review workshops should be available for individuals'who 
have been supervisors for more than three years. 

RATIONALE: 

The importance of developing strong supervisory skills is critical to 
efficient use of staff and University resources. Currently training is not 
available to faculty who supervise civil service employees even though they 
also must be knowledgeable about the Civil Service Rules. The proposed 
training would make valuable information available to all supervisors 
regardless of their appointment status. 

Supervisors frequently have little time or motivation to update and 
enhance their supervisory skills. The investment of time and resources for an 
annual workshop would pay off in the benefits of supervisors who are current 
in the theory and practice of good management. 

COST/BENEFIT TO UNIVERSITY: 

By using workshops offered by University Personnel and short courses 
available through CEE, the cost of training can be kept to a minimum. Major 
commitment would be required on the part of 1) every unit in terms of time 
needed for training; 2) Personnel Department to modify the necessary training 
programs and make them available. However, the investment of time (1/2 - 5 
days per year per supervisor) to obtain continuing education and training is a 
small percentage of each supervisor's total annual work time. 
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Among the benefits resulting from implementation of this recommendation 
are improved supervisory skills and professional knowledge. In addition, a 
well trained supervisory staff results in increased employee productivity, 
fewer grievances filed due to poor supervision, and improved morale (for both 
supervisors and subordinates) in the work setting. 

IMPLEMENTATION ANALYSIS AND STRATEGIES: 

l) Supervisory training sessions need to address several areas, including 
management styles and communication skills. The number of workshops offered 
by University Personnel may need to be increased to accommodate increased 
demand by University supervisors. Training sessions currently offered by the 
Personnel Department should be evaluated and updated annually, involving civil 
service employees when possible. Films and other methods of instruction 
should be used to present the information in an interesting and complete 
manner. Participants in training sessions should be asked to complete 
evaluation forms on the content and teaching methods. In addition to the 
Leadership Lab, other management courses are recommended. Employees should be 
encouraged to take work time to participate in classes, meetings, and 
conferences outside of the work place which will enhance the individual both 
educationally and professionally. 

2) Require new faculty supervisors to attend meetings in each collegiate 
unit where training would be provided. This will require support from Deans 
and Directors for the information to be taken seriously. Co-training for both 
faculty and civil service supervisors has worked for the University before 
when the new telephone system was installed. Both groups were trained 
together because, as in this case, the same information was needed. We 
recommend that faculty and civil service employees be co-trained whenever 
possible. 

3) When individuals assume supervisory responsibilities, information will 
be given by the department listing the dates of future training 
opportunities. There should be an indication that attendance during the 
probation period is required and that, if no attempt is made to complete the 
training, the individual will not pass probation. The supervisor's supervisor 
will be notified of this requirement and informed that time away from the job 
for this purpose must be provided. 

4) Publish availability of short courses offered through CEE that can 
fulfill the annual workshop requirement. 

5) Develop videotape workshops on supervision for use by University 
departments on-site. 

6) Require supervisors to follow the sanctioned policy of yearly workshop 
for supervisors. 

7) Publicize the new policy. 
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RESOURCE GUIDE ON SUPERVISION 

Priority #2 

RECOMMENDATION: 

Develop, maintain and distribute annually to civil service employees a 
list of available and recommended resources on supervision, including 
University policy statements, people to contact, available classes, books, 
periodicals, and audio-visual materials. This resource guide should be 
concise (2-3 pages) for ease in maintaining and updating. 

RATIONALE: 

Supervisors deal with many and varied responsibilities and issues which 
arise randomly and spontaneously. Access to assistance as rapidly and 
effectively as possible is desirable. Supervisors have the responsibility to 
keep themselves abreast of current supervisory and management theory 
practice. A resource guide on supervision that is maintained and distributed 
annually would provide a readily available, up-to-date list of assistance 
resources. 

COST/BENEFIT TO UNIVERSITY: 

The cost of this recommendation is minimal. Costs include volunteer time 
to develop and update the Guide, and the costs of duplication and distribution 
via campus mail. Cost for duplication would be minimal since we recommend 
that the Guide be only 2-3 pages in length. 

The benefit of developing and distributing the Guide would be improved 
supervision, resulting in greater productivity of both supervisors and those 
they supervise. 

IMPLEMENTATION ANALYSIS AND STRATEGIES: 

We recommend that the Civil Service Committee oversee this project, using 
the Personnel Department and University Relations as consultants. The Civil 
Service Committee could appoint a small volunteer task force annually to 
review and update the resource guide. 

We recommend that the resource list be distributed to all employees once 
a year with their paychecks. The committee felt the resource guide could be 
of benefit to all employees and distribution to all employees would avoid a 
costly computer sort to determine people in supervisory positions. 

SUPPLEMENTARY MATERIALS ATTACHED: 

A sample prototype of the Resource Guide on Supervision is attached. 
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RESOURCE GUIDE ON SUPERVISION (PROTOTYPE)* 

University Policy Statement Documents (Call Personnel: 624-7360) 

l. Civil Service Rule Book 
2. EEO and Affirmative Action Statements 
3. Sexual Harassment Statement 
4. Equal Pay for Equal Work 

People to Contact 

l. Personnel O.D. Specialist for your campus ( Call 624-7360) 
2. Civil Service Committee Members (See current list of committee 

members in Student-Staff Directory) 

Classes 

l. University Personnel Department Workshops (Call 624-7360) 
a. leadership laboratory 
b. Myers-Briggs Indicator 
c. Performance Appraisal Workshop 
d. Working Effectively with Employees Experiencing Personal Problems 
e. Effective Discipline 
f. On-site consultations and information sessions offered on request 

2. U of M Continuing Education and Extension (CEE) courses (624-2517) 
(INSERT BRIEF SUMMARY OF COURSES FROM CURRENT CEE BULLETIN) 
Check with your department to determine whether Regents• Scholarship 
is availaole for specific courses. 

l. Supervisory Handbook by Martin M. Broadwell 
2. First line Management by Lawrence L. Steinmetz and H. Ralph Todd, Jr. 
3. The One Minute Manager by Kenneth Blanchard and Spencer Johnson 
4. Improving Supervisors• Effectiveness by Jack J. Phillips 
5. The Successful Supervisor in Government and Business by 

William R. Van Dersal 
6. The Practice of Supervising by Martin M. Broadwell 

Periodicals 

l. Supervision, 424 N. 3rd Street, Burlington, Iowa 52601. 
2. Supervisory Management, American Management Association, 

Subscription Services, Box 319, Saranac Lake, N.Y. 12983. 

Audio-Visual Materials 

Training film on performance appraisal review developed by 
Personnel and used in Leadership Lab. 

* NOTE: This is a prototype resource guide only; it is not complete or 
inclusive. The selected task force can use this as a model for 
developing a comprehensive guide. 
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REVIEW OF DEPARTMENTS BY EMPLOYEES 

Priority #3 

RECOMMENDATION: 

Involve employees in a biennial appraisal of the performance of their 
department. 

RATIONALE: 

Used as an organizational tool, feedback from employees to management can 
bolster communication in the unit, improve actual supervisory performance, 
create a greater sense of fairness, and lessen employees• feelings of 
powerlessness. In addition, a stronger sense of teamwork will emerge which in 
turn will encourage an environment in which everyone's contributions and ideas 
are valuable. Management accountability for unit performance is important, 
both to the employees and to the University community, especially in regard to 
the delivery of services and the efficient use of resources. 

COST/BENEFIT TO UNIVERSITY: 

The cost of implementing this recommendation is moderate. Some funds 
will be needed to prepare a generic evaluation instrument and to introduce and 
explain the new appraisal function to supervisors and employees. 

Efficiency and impr9ved quality of delivery of services in University 
operations are benefits resulting from implementation of this recommendation. 
Providing an opportunity for feedback from employees at all levels would also 
work toward improving employee morale. 

IMPLEMENTATION ANALYSIS AND STRATEGIES: 

A generic evaluation instrument in the shape of an evaluation form, 
meeting, and/or retreat will be developed by Personnel and will be made 
available to those collegiate/administrative units choosing to take advantage 
of this informatio~athering tool. (A sample of such an evaluation survey is 
attached as Appendi~) Position papers prepared by the Personnel Department 
would be available for each unit to review to determine the most appropriate 
review vehicle for the unit. Employee evaluation of supervision in the unit 
should be included in the appraisal of the unit. 

During the introductory phase of the recommended procedure, all 
employees, both supervisors and subordinates, will be introduced to the 
appraisal as a communication tool leading to improvement in the work place. 
It would be an opportunity to give honest feedback to the department and 
immediate supervisor about every aspect of the unit. 

After the introductory phase, information about the appraisal process 
should be included as part of any employee orientation, training, or workshop. 
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PERFORMANCE APPRAISAL INFORMATION SESSIONS 

Priority #4 

RECOMMENDATION: 

We recommend that the Personnel Department publicize more prominently the 
information that they offer on-site information sessions on the performance 
appraisal review process. The sessions that Personnel offers to University 
departments, as part of their "Consulting and Customized Training" services, 
should be specifically described and listed prominently in the quarterly flyer 
announcing workshops offered by Personnel. 

To ensure that employees are being evaluated on the job they currently 
perform, we recommend that a complete and up-to-date job description be 
developed for each employee, and that the duties listed in the job 
description are those that appear on the performance appraisal form. 

RATIONALE: 

The Civil Service Rules state that performance evaluations be done once 
each year. All employees should receive the information that they have the 
right to an annual performance appraisal. By publicizing the availability of 
information sessions on performance appraisal, departments can schedule 
sessions and employees will be informed of the mechanics of the~early 
evaluation .. Although Personnel currently offers a workshop o~erformance 

J(ppraisal, enrollment in the workshop is limited to employees responsible for 
completing performance appraisals. This committee recommends extending 
information on the performance appraisal process to all Univer~ity employees. 

The performance evaluation process is sometimes seen as a threatenlr1g 
situation by both supervisors and subordinates. It should be stressed that he 
evaluation is a collaborative effort between the supervisor and subordinate, 
an opportunity for communication and feedback. 

COST/BENEFIT TO UNIVERSITY: 

Cost would be moderate; it would entail having enough OD specialists 
available to offer, as requested, the on-site information sessions to 
employees and supervisors. 

The benefit of this recommendation is that all University employees will 
be aware of this service of the Personnel Department. Other benefits are 
better working conditions for all employees, improved communication between 
supervisors and employees regarding performance standards, and ensuring an 
annual performance evaluation for every employee. 

IMPLEMENTATION ANALYSIS AND STRATEGIES: 

Highlight the information on "Consulting and Customized Training" in the 
quarterly flyer announcing workshops offered by Personnel. Specifically 
describe the information session on the performance appraisal review, make it 
clear that the session is available to all University departments, and that 
one can be scheduled on request. 

Ensure that there is an up-to-date job description for each employee and 
use that description as the basis of the performance evaluation review. 
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UNIVERSITY-WIDE COMMUNICATION 

Priority #5 

RECOMMENDATION: 

The communication flow at the University is critical to good supervisory 
and management practices. To improve communication at the University level, 
the following are recommended: 

1) The Civil Service Committee should serve as an information and 
referral source for any employee who wishes to discuss work-felated problems 
or concerns with someone outside of their own work unit. !~'those cases when 
it is not appropriate to discuss issues with co-workers, a third party such as 
the Employee Assistance Program can sometimes be helpful in suggesting 
creative solutions for internal problems. 

2) Currently very few University publications address Civil Service 
concerns. The In Touch newsletter should become the primary vehicle for 
communication among Civil Service employees. 

3) A task force made up of members of a faculty governance committee and 
the Civil Service Committee should be established to work toward improving 
working relationships between faculty and civil service. 

RATIONALE: 

All employees of the University are involved in the collective venture of 
providing qualjty education in the State of Minnesota. As greater demands are 
placed on University resources, the process of providing education must be 
made as efficient as possible. Increased and improved communication with 
peers and other employee groups will lead to increased understanding among 
employees of issues and concerns specific to other groups. 

Specifically, many employees currently believe there are no support 
services to deal with problems in the work place. The Employee Assistance 
Program is generally viewed as a last resort to turn to when in a personal 
crisis situation. It would benefit the University at large to encourage 
employees to seek consultation any time for any issue. The Civil Service 
Committee is in a good position with high visibility to offer such support and 
make appropriate referrals. 

COST/BENEFIT TO UNIVERSITY: 

The cost of implementing this recommendation would be minimal at first. 
The role of the Employee Assistance Program or other professional advocacy 
programs should be publicized, but little cost would be required. The In Touch 
newsletter already exists so few additional resources would be required. The 
Faculty/Civil Service Task Force recommendations may bring added costs, but 
those would have to be evaluated at the time they are presented. 
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A number of benefits would result from this recommendation. 1) With the 
added referral source, employees would have a first line of help when dealing 
with difficult issues in the work unit. This would lead to improved morale, 
especially under stressful circumstances. 2) The newsletter, In Touch, will 
increase the visibility and effectiveness of the Civil Service Committee. 3) 
Improving working relations between faculty and civil service would help 
create a spirit of cooperation, collegiality, and tea~dork at the University 
which in turn would improve the morale of both civil service and other 
employee groups. 

IMPLEMENTATION ANALYSIS AND STRATEGIES: 

1) Increase the visibility of the Employee Assistance Program and 
publicize its current functions. 

2) The Civil Service Committee should work with the Personnel Department 
and University Relations to include in the In Touch newsletter additional 
information covering questions, concerns, and accomplishments of interest to· 
Civil Service employees. Staff should be encouraged to write in with 
questions and concerns which could be addressed in the newsletter. 
Information about training sessions provided by the Personnel Department as 
well as articles or references which have been covered in the Leadership Lab 
could be included. This would help to reinforce and add to what has been 
learned in the Leadership Lab. It would also provide an opportunity for both 
supervisory and nonsupervisory staff to communicate their specific concerns 
and suggest solutions to others. 

3) Create a task force made up of both faculty and civil service 
representatives to report to the Office of the President. The Task Force 
might distribute a questionnaire to all faculty and civil service asking how 
the working relationship between faculty and civil service employees can be 
improved. 
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ANNUAL SUPERVISION WEEK 

Priority #6 

RECOMMENDATION: 

Establish an annual Supervision Week at the University to raise awareness 
among students, staff and faculty of the importance and consequences of good 
supervision. Events during the week would provide information and education 
on supervision, and promote the importance of good supervision at the 
University. 

RATIONALE: 

The impact of supervision on the University•s mission and on employee 
productivity and satisfaction at all levels is of major significance. The 
quality of supervision at the University can be improved, and raising 
awareness of the issues of good supervision is one way to do so. 

COST/BENEFIT TO UNIVERSITY: 

Cost of this project would be moderate. Expenses would include printing 
posters to publicize the week, running announcements in the Daily to announce 
activities scheduled, and paying honoraria for speakers at events during the 
week. 

The benefit of this recommendation is the increased awareness and 
acknowledgment of the significance of good supervision. 

IMPLEMENTATION ANALYSIS AND STRATEGIES: 

The Personnel Department and the Civil Service Committee, working with 
University Relations and the Office of the Presiden~would issue a statement 
about the contribution that good supervision makes t~ the accomplishment of 
the University•s mission and proclaim "Supervision Week." During the week, 
the importance of supervision would be highlighted by workshops, articles in 
the Daily, and information/publicity events. 

The organization and publicity of this annual week would be done by the 
Personnel Department and Civil Service Committee, working with University 
Relations and the Office of the President. The Civil Service Committee, or a 
task force they organize to work on this project, would develop a budget and 
implementation plan for the week of events. The first week should be 
scheduled for sometime in fiscal year 87-88. 
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SUPERVISORY RESPONSIBILITIES WITHIN COLLEGIATE/ADMINISTRATIVE UNITS 

Priority #7 

RECOMMENDATION: 

To improve communication at the department and collegiate/administrative 
unit levels, the following are recommended: 

l) Staff meetings should be held on a regular basis to encourage 
communication within the department. Such meetings provide an opportunity to 
identify potential problems and address them immediately. 

2) In addition to the orientation packet currently distributed by the 
University, all collegiate/administrative units should develop a supplement to 
be distributed to all employees new to the unit which addresses issues 
pertinent to that unit. Among the materials included in the supplement should 
be an organizational chart of the collegiate/administrative unit. An 
organizational-chart of the department should also be distributed during the 
orientation period. 

3) The development of staff associations within collegiate/administrative 
units of the University is encouraged. The associations, consisting of 
employees who address pertinent concerns (including supervisory issues) raised 
by any employee in the unit, will encourage open communication within the 
entire collegiate/administrative unit. These associations would also serve as 
liaisons between the Civil Service Committee and employees in the units they 
serve. 

RATIONALE: 

Improving communication, a recurring theme found during our committee 
work, is the one concern employees felt had the most potential for improving 
their work environment if properly addressed. 

The above recommendations would be particularly helpful at each unit 
level to clarify the flow of work and lines of authority in the unit. They 
would also clarify the employee•s role and position within both the department 
and the collegiate/administrative unit and facilitate communication at both 
levels. 

COST/BENEFIT TO UNIVERSITY: 

The cost of implementing this recommendation would be minimal at all 
levels. 

The benefit of implementing this recommendation would be enhanced 
organizational communication, cooperation between units, and improved morale. 
Employees would have access to an outlet for communication at a very low cost 
to the University. Staff meetings would add no cost beyond the time needed to 
attend the meetings. 
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IMPLEMENTATION ANALYSIS AND STRATEGIES: 

1) Regular staff meetings should be required of each department by 
the collegiate/administrative unit. 

2) Develop organizational charts at department and 
collegiate/administrative unit levels. The department charts should be 
detailed by job title and should clearly identify the immediate supervisory 
line. Annual review of these charts would be the responsibility of the head 
of the department or collegiate/administrative unit. 

3) More emphasis should be placed on the rights and responsibilities of 
supervisors and employees in the Civil Service Rules (pages 6-7). A reference 
to this passage should be placed in all orientation materials. 

4) Work through the collegiate/administrative units for support in 
establishing the staff associations. 
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... _ 

: 

REGISTRATION, STUDENT RECORDS, AND SCHEDULING 
EVALUATION SURVEY 

TO: All Staff Membe~s 

FROM: Evaluation Survey--Task Force 

October 12, 1983 

Marsha Courtnage, Neal CuFhbert, Rich Goon, Bob Hammel, Dennis Hill, 
Marie Spriggs Jones, John Kellogg, Sam Lewis, Barb Schuminski 

This evaluation survey was created in response to the suggestion that staff mem
bers be given an oppartunity to evaluate their supervisors, general office opera
tions and working conditions. An emphash has been placed on th-e evaluation of 
office communications. The purpose of the survey is to try and identify existing 
problems so that solutions may be pursued. The results will be tabulated both by 
unit (i.e. Student Relations, Record Maintenance, etc.) and office wide and will 
be available to all staff members. Individual responses to this survey will be 
strictly confidential with the forms being identified by unit only. Hopefully, 
this will encourage honest responses. Please do not place your names on the 
forms. 



INSTRUCTIONS 

The survey is divid~d into six sections by topic: 
. 

1. Irrmedi ate SuperviSor . 
2. Interaction Within Your Unit 
3. Interaction Between Units 
4. Top Management 
5. Reward and Compensation 
6. Work Environment 

Each section consists of statements relating to the given topic. Read each sta
tement carefully. Using the scale provided, indicate how you feel about each 
statement by circling the appropriate number on the attached answer sheet. If 
the exact response you are looking for is not listed, use the one that is closest 
to it. Please be careful to circle only one number per question. 

Scale 

0 - Not Applicable 
1 - Strongly Disagree 
2 - Disagree 
3 - Slightly Disagree 
4 - Neither Agree or Disagree 
5 - Slightly Agree 
6 - Agree 
7 - Strongly Agree 
This scale is repeated on the an\wer sheet. 

In this survey the following definitions will be used: 

• 

Supervisor - The person whom you directly rep~rt to. 
Unit - The group of persons who report to the same super vi s·or 
----- (i.e. Record Maintenance, Room Scheduling, etc.). 
Top Management -Administrative personnel responsible for setting policy. 

NOTE: Persons who work under more than one supervisor or unit (i.e. 
Record Maintenance and Registration) should direct this evaluation 
to their primary supervisor and unit only. 

There is a separate sheet attached for comments. Feel free to comment on any of 
the sections' statements or on anything relating to the sections' general topics. 
You may wish to type your comments. 
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Immediate Supervisor 

1. Your supervisor clearly explains your duties and responsibilities to you. 
: 

2. Your supervisor allows you the flexibility to initiate improved work methods 

at your discretion~ 

3. vour supervisor maintains a high standard of performance. 

4. Your supervisor initiates group meetings that are necessary for job perfor-

mance. 

5. Your supervisor conducts productive group meetings. 

6. You have confidence in your supervisor's decisio~aking ability. 
I 

7. Your supervisor keeps those above him/her aware of exceptional job perfor-

mance (on your part). 

8. Your supervisor is avaiable when needed or is responsible for making sure 

that someone else with sufficient authority is available. 
' 

9. Your supervisor gives job performance feedback. 

10. Your supervisor is responsible for making sure that you have adequate time 

to complete your job duties and assignments. 

11. Your supervisor support; you in your dearlngs with students, other 

University staff and the public. 

12. Your supervisor distributes work equitably. 

13. Your supervisor understands your specific duties and responsibilities. 
0 

14. Your supervisor listens to your suggestions and/or complaints. 

15. Your supervisor provides feedback (positive or negative) upon your 

suggestions. 

16. Your supervisor implements your suggestions or recommendations that are 

feasible and that would improve o1fice operations. 

17. You feel comfortable in approaching your supervisor with a problem. 

18. You have confidence in your supervisor's problem-solving ability. 
~ 



. . 

19. Your supervisor adheres to the same work standards that are expected of you. 

20. Your superviso• keeps. you informed as to changes in policy and procedure • 

10/12/83-RSRS 
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Interaction Within Your Unit 

21. -Your unit meets frequ~ntly enough to keep you adequately informed about work 

related issues. 

22. Your unit maintains a high standard of performance. 

23. Generally speaking, people in your unit are willing to assist each other. 

24. Persons in your unit meet their individual job responsibilities. 

25. Persons in your unit understand the unit's overall objectives. 

26. You have confidence in other people in your unit. 

27. Persons in your unit get along with each other. 

28. It is easy for you to ask advice of others in your unit. 

29. Other persons in your unit do an appropriate share of the work. 

30. Generally speaking, persons in your unit work together as a team. 

31. There is an attitude of cooperation in your unit • . , 
32. You feel comfortable in approaching other persons in your unit about inter-

nal work relate~ problems • . 

10/12/83-RSRS 
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Interaction Between Units 

33. Generally speaking, t~ere is cooperation between units. 

34. You feel comfortable in requesting assistance from other units. . 

35. Other people in your unit feel comfortable in requesting assistance from 

other units.· 

36. Other units are helpful to your unit. 

37. The information you have about the functions and responsibilities of other 

units is satisfactory. 

38. Knowing more about the functions and responsibilities of other units would 

help you in your job. 

39. The information or help that you receive upon request from other units is 

satisfactory. 

40. Your unit is willing to assist other units when requested. 

41. Other units have a sufficie~t understanding of the functions and respon

sibiliies of your unit. 
I • 
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Top Management 

'"' 42. There is an at"tempt by Top Management to build a climate of teamwork and -· 
cooperation. 

43. Top Management encourages staff involvement' in decision making processes. 

44. You have confidence in.Top Management•s decisio~making abilities. 
. I 

45. There is staff involvement in decisio~aking processes. 

46. Top.Management involves all levels and areas in planning processes. 

47. In .vour opin~on, Top Management has a basic understanding of what .. really 

goes on" at all levels of RRS. 

48. Top Management attempts to utilize employee input when feasible and benefi

cial. 

49. Top Management solicits employee input. 

50.· Top ~nagement is open and willingly receptive to the reevaluation of policy 

and/or procedure. 

51. Top,J(anagement treats all units equitably • 
• 
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Reward and Compensation 

53. Your salary.is commen~urate with your position and your job related indivi-

dual skills and efforts. 

54. You are satisfied up to now with your progress in RRS. 

55. You feel that your chances for future progress are satisfactory. 

56. Your job allows you to learn new skills. 

57. You obtain recognition and respect from doing your job well. 

58. Promotions are based on merit. 

59. Your position (title) accurately reflects your job duties and respon

sibilities. 
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-·~ 
Envi~onmental Working Conditions 

60. RR & S attemp~s to im~rove general working conditions. 

61. Your work environment is clean and orderly. 

62. Working conditions (i.e. heating, lighting;.ventilation) are generally 

satisfactory. 

63. Office equipment is repaired or replaced when necessary. 

64. The general office layout (i.e. paneling) is satisfactory (functional). 

65. Your individual work station is satisfactory. 
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NOTE: If you use this page please attach it to your answer sheet when you turn 

1 t in. 

-· 
Coll111ents 

Section I - Immediate Supervisor 

Section II - Interaction Within Your Unit 

Section III - Interaction Between Units 

:: 

Section IV - Top Management ·· 

Section V - Reward and Compensation 

Section VI - Environment and Working Conditions 
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