Supervisor’s Toolkit
(100 pts to be split evenly between the toolkit and final assessment)

Throughout the course we will learn how to perform a variety of supervisory activities.  These include:
· Applying policies
· Delegating
· Hiring
· Conducting performance appraisals
· Training
· Dealing with conflict
· Coaching
· Disciplining employees
For each of these activities above, students will compile a toolkit for themselves that will serve as a resource for future employment and for the final assessment.  It is up to the student’s discretion what should be included, however recommended items for each activity would include: 
· Processes/steps  involved
· Vocabulary  
· Best practices/advice 
· Resources 
· Assessment completed in class
Students will assemble this information throughout the course and use it for their toolkits. Toolkits should be professional in presentation.
For the final assessment, students will select a situation to handle as though they are a supervisor. All situations will relate to a skill developed in the class during a previous unit. Sample situations might include handling two coworkers arguing, dealing with a violation of a company policy, or setting criteria for hiring. Students will have some time to review the material in their toolkit before handling the situation. Situations will be assessed by a panel of ‘experts’ according to criteria presented during class for the skill. More information about the final assessment will be provided at a later date. 
Toolkit information will be graded on the attached rubric. The lowest grade checked will be the final grade for the toolkit. 



Toolkits will be due on Thursday, December 8 at the beginning of the class hour.


	
Criteria
	A
	B
	C
	D
	F

	Completeness
(Depth and breadth)
	Wow! All areas covered completely and extra information used extensively.
Included handouts from class and a summary, if provided, as well as extensive outside resources beyond a website address.  
	All functions covered basically with some areas receiving extra coverage and information.
Included handouts from class and a summary, if provided as well as outside resources beyond a website address.  
	All functions basically covered with some information.
Included only handouts from class and a summary, if provided.
	Functions are not fully covered or have gaps in information.
Used when an area was not covered. 
	Major areas of information not included or little overall information included

	___1. Applying policies
___2. Delegating
___3. Dealing with conflict
___4. Hiring
___5. Conducting performance appraisals
___6. Training
___7. Coaching and Disciplining employees
___8. Average of grades above


	Relevance
	Information completely relates to the topic and would be extremely helpful on the job.
	Information relates to the topic and would be somewhat helpful on the job.
	All information relates to the topic. 
	Some information not related to the topic or information would not be useful on the job.
	Most information is not related to the topic or most is not useful on the job.

	Reliability
	Information chosen or resources included are all reliable and have sources cited
	Information chosen or resources included are mostly reliable and sources are cited
	Information chosen or resources included are mostly reliable and all cited
	Some information chosen or resources included are not reliable or not cited
	Multiple pieces of information chosen or resources included are not reliable or not cited

	Professionalism
	Toolkit looks professional with word-processing, consistent font, margins, page numbers, table of contents and cover
	Toolkit assembled in mostly a consistent manner with some elements of professionalism such as consistent font, page numbers, cover, table of contents, etc.
	Toolkit assembled with cover and similar look throughout document
	Toolkit is put together by not in a similar manner
	Toolkit is unprofessional in appearance 



