Supervisory Principles

Kim Hansen

Competency: Applying Organizational Policies and Procedures

Learning Activities:

· Read chapter 10 in the text

· Discuss case study involving supervisory communication

· Define business policies and procedures

· Review supervisor’s role in enforcing policies
· Review communication process

· Examine different methods of communication

Performance Assessment

Given two policies of a company and the situations below, complete a written application of a company policy by a supervisor. Work must be word-processed to be accepted. Grades will be calculated according to the criteria on the next page. You may use any references necessary.

Situation A - You are a supervisor of XYZ Corporation. Your company email system has had a number of viruses and junk mail problems due to employees passing ‘fun’ emails through the office. You have also noticed that many employees are sending personal email throughout the workday and several chain email letters have shown up in your email. Yesterday an employee complained that he didn’t care for the racy joke that is currently circulating. 
Situation B – You are a supervisor of XYZ Corporation. One of your new employees has asked you what to do if she can’t come to work due to illness.

Grading Criteria: You will be graded with the following checklist. 
	
	Yes
	No
	# Of Errors

	Writing/Format
	
	
	

	Work is professional in appearance (organized, stapled, clean)
	
	
	

	Application uses proper grammar
	
	
	

	Application uses proper spelling
	
	
	

	Application uses proper memo format, including a To/From/Date/Subject heading
	
	
	

	Is the memo clear?
	
	
	

	
	
	
	

	Information Included 
	Complete
	Somewhat Complete
	Not Complete

	Three sample company policies are attached
	
	
	

	Completed policy situation activity attached (not required to be word processed and not required for those students present on 1/29)
	
	
	

	Application defines problem
	
	
	

	Application identifies policy/procedure involved
	
	
	

	Application quotes policy’s procedure or intent
	
	
	

	Application communicates facts of situation 
	
	
	

	Application explains consequences of not following policy
	
	
	

	Application identifies method for reader to give feedback (ask questions or comment)
	
	
	

	Does the memo accomplish the objective of enforcing policy?
	
	
	


Format
· Two writing errors = 1 point
· Each “No” other than grammar and spelling = 2 points

Information

· Each “Somewhat complete” = 1 point

· Each “Not Complete” = 2 points

A =
0 points
A- =
1 point
B+ =
2 points
B =
3 points
B- =
4 points
C+ = 
5 points
C =
 6 points
C- = 
 7 points 
D+ =
 8 points
D =
 9 points
D- =
10 points
F =
11 points      

	 
	XYZ Corporation


Email Policy

The purpose of this policy is to ensure the proper use of XYZ Corporation’s email system. All messages distributed via the company’s email system, even personal emails, are XYZ Corporation’s property. You must have no expectation of privacy in anything that you create, store, send or receive on the company’s email system. Your emails can be monitored without prior notification if XYZ Corporation deems this necessary. If there is evidence that you are not adhering to the guidelines set out in this policy, the company reserves the right to take disciplinary action, including termination and/or legal action. If you have any questions or comments about this Email Policy, please contact your supervisor.

It is strictly prohibited to:
· Send or forward emails containing libelous, defamatory, offensive, racist or obscene remarks. If you receive an e-mail of this nature, you must promptly notify your supervisor.

· Forward a message or copy a message or attachment belonging to another user without acquiring permission from the originator first.

· Send unsolicited email messages or chain mail.

· Forge or attempt to forge email messages, or disguise or attempt to disguise your identity when sending mail.

Duty of care

Users must take the same care in drafting an email as they would for any other communication. Confidential information should not be sent via email.

Personal usage

Although the company’s email system is meant for business use, XYZ Corporation allows personal usage if it is reasonable and does not interfere with work.

Disclaimer

All messages will be appended with the following disclaimer: ‘This message is intended only for the named recipient. If you are not the intended recipient you are notified that disclosing, copying, distributing or taking any action in reliance on the contents of this information is strictly prohibited.’

Declaration
I have read, and agree to comply with, the guidelines set out in this policy and understand that failure to do so might result in disciplinary or legal action.
	Signature:       _Walter Koenig_______
 
	Date:  _____4/23/2002__________


	Printed Name: __Walter Koenig________
	


Attendance Policy

Your timely attendance at work is crucial to making the business run smoothly. We must meet production requirements to satisfy our customer's demands.  You need to do your part in achieving this goal, and one way is to maintain a good attendance record.  Any absence or tardiness becomes a part of your employment record.

Punctuality requirements 

Employees are expected to be at their work stations on time. Tardiness is defined as being at your work station at least ten (10) minutes past your scheduled starting time. You should also notify the appropriate person when you know you may be late for work. Being on time makes it easier for all of us because tardiness hinders teamwork among employees. Being tardy for work or leaving the job station before quitting time will be considered cause for corrective action.

Counting absences 

Here are the rules for how absences will be counted: 

· An unscheduled absence for at least one-half the workday will be counted as one occurrence.

· An absence for one or more consecutive workdays will be considered one occurrence.  For example, if you’re out two consecutive days, that will count as one occurrence.

· If an employee returns from an absence (due to an illness) and goes out again due to the same illness after being at work for no more than one day, then the absence will be counted as one occurrence.  

Repeated occurrences will result in verbal counseling, written counseling, and/or suspension or termination of employment.  

Procedure 

 In the event that you are unable to come to work, be sure to call in and let the appropriate person know, in advance where possible, but no later than your regular starting time, so that arrangements for other help can be made.

Vacation days must be scheduled at least 24 hours in advance except in cases of emergency.

Employees may be granted excused absences for sickness/illness when the appropriate person is notified prior to the start of work.  Pre-scheduled medical/professional appointments (lawyers, clergy, counselors, etc.) or other compelling reasons, with prior supervisory approval, may also be considered as excused absences.

Absence of three or more consecutive scheduled working days without notifying the appropriate person will be considered as a voluntary termination, and you will be removed from the payroll.

Authorized absence documentation  

We may require documentation of authorized reasons for absence, such as sick leave or jury duty, and may also verify the documentation where appropriate.

Due: Tuesday, February 12, 2008

