Standard Objectives for All DHSS Supervisors                     Administrative Policy 10.2 

Attachment B


The following objectives shall be included in all performance appraisals for all supervisors under the listed rating component. These objectives are in addition to those found in Administrative Policy 10.2 – Attachment A.

I.
Performance and planning documentation:
· Subordinate staff are given job objectives at the beginning of the appraisal period; performance appraisals are completed objectively, accurately, and by established deadlines; and comments to support ratings given are included.
· Communicates with subordinate staff regarding work performance on a regular basis.
II.
Leadership:

· Demonstrates the ability to effectively motivate, direct and enhance the performance of subordinate employees. 

· Ensures accountability of subordinate staff thru compliance with all applicable policies, including but not limited to policies concerning behavior, work performance, absenteeism and tardiness, use of state equipment, and time accounting, non-discrimination, sexual and other harassment, maintaining a respectful, professional work environment and countering workplace violence.

· Demonstrates understanding of the provisions of the grievance and complaint policies. Demonstrates understanding of the need for appropriate neutrality and follows Department policy and state/federal laws prohibiting retaliation of any kind against grievants, complainants or “whistle-blowers.”

· Sets an example for employees by modeling appropriate work behavior and maintaining a respectful, professional work environment.
III.
MANAGEMENT SKILLS:

· Assures that employees annually review and sign the Administrative Policies checklist.

· Assures that employees participate in required training sessions (Administrative Policy 9.2).  
· Assures that each new employee completes the Skills Assessment Survey as soon as possible upon hire, and that employees update the survey periodically as directed. 
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