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Learning Objectives:

· Build their understanding of an effective performance management philosophy

· Prevent employee relations issues sooner than later

· General understanding of EEO laws that impact implementation of progressive discipline

· Preview RF Player vignettes to improve your ability to resolve performance situations

Darrell Roberts:
Welcome to learning Tuesdays.  My name is Darrell Roberts and I am an HR intern for the _______ Foundation at central office.  Welcome to today’s learning Tuesdays where we will enjoy a panel discussion by HR professionals on effective performance management.  
Panelists will address as many of your questions that they can during the next hour and a half or so and, as always, I encourage you to submit questions to be addressed live.  You may either call or email the studio.  To call in dial 888-313-4822 or you can email the studio at StudioA@hvcc.edu.  
With that I will turn today’s program over to Kathleen Caggiano-Siino, VP of human resources at central office and she will introduce the panel and provide an overview of today’s discussion.
Kathleen Siino:
Thank you, Darrell.  It’s great to have one of our student interns doing the opening today.  

Our panel is to my left.  We’ve got Barbara Pell, who always sits to my left actually.  She’s the manager of employee relations and affirmative action at central office.


To her left we have Matt Miller, first time panel member from system admin.  He’s a human resource associate.  Welcome, Matt.

Matt Miller:
Thank you.

Kathleen Siino:
Then of course, Laurel McAdoo and she works in central office, human resources with me and has actually been filling in for Caroline who’s been on maternity leave.


So today’s session is effective performance management.  We have some objectives that are on the screen here.  We wanna help you build your understanding of effective performance management.  We have some philosophical items that we’re gonna talk about as well.  


We wanna help you prevent employee relations issues and get to those sooner than later.  We wanna give you a general understanding of the steps and the process for implementing progressive discipline.  Barbara’s gonna do that piece.  


Then of course we’ve got our RF players here today.  They’re gonna do a vignette to help improve your ability to resolve performance management situations.


First off, I would like to just read to you a little heading of an article that I have kept with me for probably ten years.  The title is called Annual Job Review is Total Boloney.  This was a book that was written about ten years ago from a UCLA business professor named Samuel Culbert.  

He says that management participates in the charade of performance reviews.  The boss has already heard from his boss that they wanna pay the guy a certain amount.  So they come up with a review and that’s all backwards.  The process can frustrate employees who may have a lot at stake from a raise or a promotion to the general arc of their and at the least they want their contributions and talents to be recognized.

Rather than using performance reviews, Culbert suggests that management just tell the employee what he or she needs to do to become more effective.


If I were ruling the world, I, too, would say performance appraisals have had a very bad history.  They’ve only been in existence for the last 40 years or so.


For most of us who started the work force when performance reviews were a big part of your annual review, we know that they’re not always what they’re shaped up to be.  


So in my opinion, when we’re doing performance appraisals it should be helping us spiral upward in our performance on what we do and how we do it, but let’s face it.  Most of us feel the angst of, ugh, it’s review day because they know they’re going to get blindsided with some information that maybe they hadn’t heard during the year or maybe there’s not enough money to give a merit increase a particular year.  

So the actual process doesn’t yield what it should, which again, is that our performance actually improves over the next year.  


So this article, which I found pretty provocative does talk about ways to give feedback to employees that might be outside of a review process, but at the very least, what we wanna do today is talk about some reviews that we currently have in the Research Foundation system and some of the important philosophical elements to giving feedback and communicating that so that employees actually look at the day of their review as a good day.  As one where you’re celebrating the successes that you’ve had over the year and you’re getting an opportunity to talk to your supervisor about your development and about your professional planning for the year.


So with that, I would like to ask Laurel to just give a little update on the performance appraisal system that we use at central office.

Laurel McAdoo:
Thank you Kathleen for asking me to be a part of the panel today.  I’m gonna spend a few minutes just walking through what our performance evaluation system is at central office.


Approximately four to five years ago we went to an online tool through Success Factors.  Our typical processes, I wanna say maybe two months before your evaluation is due, an email will go out prompting people to give 360 feedback on your performance.


The 360 feedback is private.  It’s not something that the person can go back and read.  The supervisor gets this feedback.  They’re able to roll it up and present it as part of your evaluation.

We have a role for the employee.  The role for the employee is to prepare a self-assessment.  As an HR professional I like to encourage people throughout the year to keep a running tab on things that they’ve done throughout the year because you’ll find that if your evaluation is June, you’re pretty solid on what you did May and June, but the nine, ten months before that, you really have no idea.  So it’s a good idea to keep a running, working document of your accomplishments so that you can highlight them at this time at the conversation with your manager.


Once your accomplishments are all filled out in your self-assessment, you complete that and then it goes to your manager.  Your manager reviews your self-assessment and your 360 feedback.


At that point the manager is able to assess ratings on core competencies and managerial competencies.  At the Research Foundation we have several core competencies.  We have how the employee models and enables RF values, how the employee is able to adapt to change, how that employee builds trust and communications, how they ensure customer focus, how they are able to lead across boundaries, if they act with urgency.


For managerial competencies we can talk about how they create a strategic perspective, how they’re able to drive performance and results and how, through managerial efforts, they’re building organizational talent.


We at central office have a grading system of exceeds, fully meets and improvement needed.  It’s one, two or three points with three points being exceeds, two being fully meets and one being improvement needed.


Each one of these competencies you’re weighted on.  You’re able to provide some feedback for each competency and then based on whether or not they exceed fully meet or if they need improvement, they’re assigned a rating system.


At the end of your evaluation, all of those ratings are then averaged and you’ll end up with a score of maybe 2.75.  Then that’s the score that we use to determine what your merit’s gonna be.


One of the things that we do at central office is if we happen to notice there are a couple of sections, I think we have our benchmark at two, if you have an employee where there’s two improvement needed, then typically HR will sit down with that hiring manager and come up with a plan on how we can support that employee so that they can be successful, whether or not they might need some additional training or coaching so that the next time they come around for their evaluation, those improvement needed can be moved to fully meets.

We’ve had several examples where people are able to successfully with support, improve their performance.  We’re looking at changing our performance tool.  We had an engagement study where our engagement study came out that employees felt that too much information was focused on how we do our jobs.  Is that right?

Kathleen Siino:
Yeah.  That usually in a performance management system you’ll have equal; the what you do and the how you do it.  As you just listed the competencies here, there was so much focus on the how we do it, the behaviors that we bring to the work place.  Not enough on the what.


So if I can just jump off and talk about –

Laurel McAdoo:
Please.

Kathleen Siino:
-- this next piece that we plan on doing.  So like Laurel said, we had an engagement study and we know that we wanna separate our 360 developmental assessment from the actual performance review.  So that’s one change we’ll make this year.


But the other one is that you should really be able to identify what your goals are based on what your department’s goals are, based on what your strategic operating plan is.


So I always say you should be able to sing that song in three notes.  What that means is that your strategic implementation plan or operating plan will have some pretty high level goals throughout the year.  

Doubling research is one of ours at central office.  So that’s a big job.  We’re saying that it’s gonna take us till 2020 to get there, but in order to provide an environment for our faculty and for our folks that work in sponsored program to actually be successful and gathering more grants, more federal dollars, we have to have some goals at the department level that will help with that.


One of our departmental goals is to provide learning and development opportunities for faculty, people who work in technology transfer, as well as in sponsored programs to really improve their success rates in grant writing in acquisition.  So that’s a department goal that comes to human resources.


From there we all have goals that are tied to that.  One of my goals is to help work with the Center for Professional Development to come up with a plan, a curriculum for faculty who are trying to, again, acquire more research dollars to help us with that larger goal of doubling our research.


So all of us should be able to at any given time identify what your personal goals are.  They are tied to your department goals that are then tied to your strategic plan.  


So what we’re trying to do here at central office is to have more of those goals, the current goals and the future goals, aligned with the HR Department, if you work in HR, or if you work in sponsored programs, aligned with that.  Then again tie up to your strategic plan.


So those are easy ways to make sure that you’re cascading the work.  In other words, we don’t want goal development to be on only the things that interest us.  So, some people might say, “Oh, all you care about is learning and development Kathleen.”  Well, that might be true, but some of my goals need to actually work towards other operational priorities.


So having your goals set and agreed to with your supervisor that are tied to your department plan that are then cascaded up to your strategic plan is really the way to do it.


Then you can cut and paste those goals that you identified with your boss and you committed to, you can cut and paste those in an appraisal that you then become evaluated on.  That’s really a simple way to do it and we are trying to change that at central office.

Laurel McAdoo:
We’re doing a lot of education at central office with the managers.  It’s very important that when you sit down and you have a discussion with your employee that the first time that you’re talking to them is not during their performance.  


There should really be no surprises and should be an open, honest discussion between the employee and the manager.  We have spent quite a bit of time with leading people responsibly just making sure we give those managers that support to encourage them to have these continuing conversations throughout the development year.

Kathleen Siino:
We actually will sometimes refer to that as supervision or one-on-one sessions, but basically what we’re saying is it’s really required that employees and supervisors need to meet at least once a month to go over topics and work related issues that are impacting both employee and supervisor.

When you can put that on your calendar and you have uninterrupted time with each other, even if it’s just for 30 minutes, it allows us the opportunity to have those _______ meetings where we’re going through issues and maybe observations that aren’t necessarily important after a meeting, but maybe that they’re issues that you as the supervisor bring with you to the next supervision meeting you have where you can identify some observations, positive recognition and then those areas that you wanna have people work on.  


So that’s a common way in other industry to have these sessions.  You can call them one-on-ones.  You can call them supervision, but start doing it if you’re not.  It’s not the same as an open door policy.  I always like to remind people that those people who have a door, that’s great, but gone are the days where everybody has an office.  So the reference is a little dated.  


So I like to say instead having an open door policy just means that you’re approachable and you’re willing to stop what you’re doing to help somebody with a programmatic issue, but everybody’s so busy that having set aside time each month to do that sometimes is actually even more efficient because then you can keep a little folder, slips of paper of the things that you wanna bring with your supervisor, a question you have or your supervisor has something that they just learned about that they wanna tell you.  It’s an efficient, effective way to keep the communication open.

So, nothing is a substitute for a good one-on-one session.  I’ll give you an example.  Yesterday I was meeting with an executive who was talking about a policy that they were wondering if we had.  It was just an administrative policy.  


So one of the things that I said to her was, “While having a policy or maybe a procedure to help individuals with their travel reimbursement is something that we can definitely look into.  It’s no substitute for having that conversation with the employee who you’re concerned about.”


So usually people will come to HR and ask if we’ve got paperwork, a document or something.  When you ask a couple more questions, it’s really that the supervisor’s having trouble with an employee.  I always say don’t shove that under the rug.  Deal with it head on.


I think one of the things that we wanna make sure that you get from this session today is that good work should always go noticed and be recognized and poor work should never be unnoticed.  So as supervisors you gotta sit up straight, get those knocking knees without having the fear of talking to somebody and get the lump out of your throat and just do it.  


If you do it in a way that is constructive and allows for somebody to come back to you and say, “Gee, three days later I have something else to add to that conversation.”


So one of the things that we do at central office and what we try to teach is that after you have a difficult conversation with somebody, circle back with them three business days later and check in on them and see how things are going.  


What I always find is if I give feedback to somebody on a Tuesday and come back to them again on a Friday, I always find that I missed something on Tuesday.  As a supervisor I wanna know what people are thinking and I wanna know what I missed in that conversation.  That gives the employee a few days to get their story straight and give you feedback that you need.

So with that, I’m gonna turn to Barbara who’s gonna talk to us about the University of Buffalo’s evaluation process, as best she can not working there.

Barbara Pell:
I wanna thank Bob Palmer at UB for providing this performance appraisal so that we could use it today.  It has some similarities to central office’s and Matt Miller will be talking about SUNY’s system admins where we use certain ratings at UB.  They use outstanding, exceeds expectations, meets job expectations, improvement required, unsatisfactory.  Then they have a category for not applicable.


I know that’s one of the things that I saw that was a little bit different among the three is that we have different sets of criteria that we use for the ratings.  Some have five; some have three.  So that was one of the things that stuck in my mind, but that I think that all of them also use general competencies where the employees are evaluated for certain general competencies.


A lot of these are similar to central office’s; adaptability and flexibility, communication, decision-making and judgment, dependability.  Customer focus was one of the ones that I keyed in on.  Technical skills, of course.  Productivity, quality and supervisory skills if they are applicable.


I think another piece that was similar to central office’s performance appraisal and to SUNY systems, which Matt will talk about, is the issue of if someone is rated as improvement required or unsatisfactory in a particular competency or area of skill that they would be given an overall plan to improve in those areas that require improvement.


That is looked at not in a punitive way.  I always say with things like this it’s not punitive.  It’s to help the employee succeed in the position and to be the best that they can be at their job.


Another thing that I noticed that I think we also do in our central office plan is we have an overall performance summary at the end.  That gives the manager an opportunity to just give a general overview of how the performance has been over the review period.

Kathleen Siino:
Good.

Barbara Pell:
So with that I think we’ll talk to Matt Miller about SUNY system’s performance appraisal.

Matt Miller:
Sure.  So as you can see, ours starts off with stating the objectives for the employee.  As Laurel touched on before, these objectives should be something that the employee is made aware of.  Certainly when we on-board new individuals we’re sending them a copy of their job description so they know everything that is expected of them in their given role.

So in the first section there, as you said, we’re outlining all the objectives for the employee.  What’s expected of them in their particular position.


From there we move into the job related factors where we’re gonna talk more in a philosophical sense of the technical and human relation skills that the employee should be working on, different problem-solving skills and decision-making skills, their commitment to work, their time management and just any other areas that need to be strengthened during the performance period.


From there we will go into the developmental plan where we outline specific goals that the employee should be working on during the different evaluation period.


Then from there we’ll actually go into the performance summary.  So here is where we’re going to talk about how the employee either met those goals, what are the things that the employee’s doing well. Certainly that’s always something we wanna focus on, even with employees that may fall into the minimally effective or performance needs improvement.  Certainly there’s always things that they’re doing well and this is a great time to talk about those things that the employee is doing well in their particular role.


I know we all get busy in our day-to-day conversations.  Those things aren’t always brought up.  So this is a great time to talk to the employee about hey, you’re doing a great job with this aspect of your job or this aspect.  So here’s where we’re really going to give them the summary of what goals were met during the year and what goals were not met.


Then finally we’re gonna go into their job related factors.   Again, touching on different things that they’re doing well in their position or different things that they need to improve on.


Then the last step of the evaluation as you see there is giving the overall rating.  So as you can see, it does differ a little bit from central office and UB in that there’s four different competencies that the employee could receive.

The first one being exceeds expected level of performance.  The second one would be effective and competent performance.  Then minimally effective performance and then performance needs improvement.


Luckily, we are privileged enough that most of our employees do fall into the first two categories.  Either exceeding expectations or being effective in their positions, but certainly if any employees do fall into the latter two categories, as Barbara touched on, we would address that with the employee and also the manager to work on what we can do to move them up so that as we move forward throughout the next year they move into those top two categories.

Kathleen Siino:
So one of the things that I wanted to mention is that no matter what tool people are using, it’s still a bell curve across most industry.  It starts like this.  So, what we see is about 10 to 20 percent are not meeting expectations of their job.  About 70 percent, that’s most of us, are valued performers and we’re in that large bell curve area that says that we’re really doing well in what we do and how we do it.  

Then only about 10 or 20 percent actually are excelling in all areas where you are superior in your goals and you’re superior in how you get your job done.


So while we aspire to be in that smaller area, the actual performance metrics that you’ll see across all industries will show that the majority of us are in the middle.  I mean that in a positive way.


Now there have been pretty large public relations issues with corporations, profit-making corporations who will try to lob off the bottom of that bell curve by taking the 10 to 20 percent and removing them from the organization, the company that they work for, on an annual basis.  So it’s like their perspective on this would be to remove the folks that are not performing at the valued level and do so in a process that’s bringing in new people every year.


So one of the pretty large public relation nightmares came about six or seven years ago when a large corporation did this and they found that there was an adverse impact on those 10 to 20 percent.  That there were actually many more minorities in that company that, for whatever reason, were being assessed at that lower level.  Obviously that was illegal and lawsuits followed.

So you’ll see that it’s really important for us to look at performance and make sure that we’re providing development opportunities for people and not broad brushing any ratings that we have.  That the reality is that there are certain biases that we have when we’re doing any sort of review.  


As the article that I started reading says, this is prime for people having trouble in the workplace because their supervisor sees the way that they are as the way that everybody else should be.  In my humble opinion, the managers who are really excellent at their jobs and are leaders that we would wanna emulate have a good sense of – as Jim Collins would say, “Your professional will and your personal humility.”  


So you’re trying to always provide a great platform for your employees to succeed.  So instead of reducing or removing the ten percent of your workforce, you could actually do something a little better, which is around identifying your employees in categories that are clearly promotable, promotable or knocking on the promotable door and allowing people to fall up into a category of leadership that then you can identify their development needs.  

In doing so, I think having a professional development plan is really important and you’ve seen this slide a million times if you’ve watched a learning Tuesday.  We launched this in April of last year.  It’s a professional development form that is actually on the website, on the RF website, under Training and Tools.


In there it’s just one question.  It says, “What are your career aspirations?”  Tim Kaleen, again, launched this last April with a couple of other people from around our system.  The whole point here is that you should absolutely have in writing what your career aspirations are, what your goals are.  They can be developmental, like Matt mentioned.  That’s the last thing that they do in their review is to put down what their development plan is.

For us we’re saying use this form.  It’s easy and it’s not about the written material.  Lots of times I have seen developmental assessments that are all about your targets, your objectives.  You gotta tie to this and do that.  It’s not really about that.  For me it’s much more about identifying to my supervisor what I wanna do this year.  That might include at central office being an open chair at a staff meeting where two or more people are gathered.  You’re invited to attend a meeting.  Maybe it includes visiting a campus.


Some of the development plans that I’ve heard recently at a staff meeting were around taking on some work that wasn’t quite in the purview of somebody working only in a corporate HR department that maybe what I heard was that somebody wanted to do some recruitment.  So maybe there’s an opportunity to actually do a recruitment from the beginning to the end.


So those are the types of things that you employees have to think about and you have to initiate that on your own.

Barbara Pell:
How about being involved in a mentor protégé program?  Would that be part of something that you would put in your development plans?
Kathleen Siino:
Oh yeah.  There are a couple of mentoring programs around that people can apply for.  I know we’re in the middle of our campus mentoring program that graduates in March of 2015.  My hope is that we’ll get a lot more people that are interested in that program.  So I’m glad you mentioned that, Barbara.


So I have a little menu here of opportunities that you could put in your development plan, but the reason we’re talking about this during performance management is that it’s tied ‘cause it’s not just about you churning out all those important sponsored program transactions during the day.


The RF is a learning organization and President Kaleen will frequently say when he’s in meetings, “It’s really important that we stop for a moment a couple times a year and say, ‘yeah, but I’ve got some career goals, too, that I wanna share with people.”


So here’s just an example of some that you could put in your professional development plan.

Barbara Pell:
I also think it makes for a more rounded individual in an organization.  So I think while the metrics of getting to your goals of all those transactions and sponsored programs or developing a program in employee relations that deals with some issues, it’s also really important for that person to be well rounded.  That way I think they feel like they fit more with the organization and the environment that’s there.

Kathleen Siino:
So Matt or Laurel, you have a professional development plan that you wanna share.  One thing maybe.

Laurel McAdoo:
Gentleman first.

Matt Miller:
Well certainly as Barbara mentioned, getting involved in the mentor/mentee relationship is something that I’m looking forward to as a newer employee to the RF.  So that’s something that I think can help me move forward in my career.  So that’s definitely one of my goals.

Laurel McAdoo:
One of my goals particularly around recruitment is to strengthen our efforts around diversifying our workforce and educating the employees at central office on the biases and how important it is that we really have an organization that represents the world at large.

Kathleen Siino:
I like that.  That’s good.  


So I do wanna just do a few reminders on effective supervising and coaching.  Make sure that we’re giving clear messages, defined expectations of the job.  I like what Matt said that during their evaluation time they re-issue the job description.

So I have seen a model that I learned from a think tank called the REnsallaerville institute whereby they have results descriptions instead of job descriptions.  So they’re very focused on outcomes.  That serves as a performance appraisal tool.


So similar to what Matt described where you’re reviewing your job expectations.  That’s your evaluation.  So whatever the results are of the job and the recruitment efforts to get you to come in, that becomes your appraisal.  Demonstrated respect.  Inspiring trust.  HR is here to assist and being supportive.  The best thing that we can do is not make a big opinion on a little bit of information.  
So, it’s easy for things to swirl around in our heads and have a perception about somebody or their work.  The reality is that will change quickly when you sit and meet with somebody and give feedback and say, hey.  
I’ll use this as an example.  Laurel, I know that we had a meeting yesterday with the executive team.  I think you did a great job delivering what the implicit bias program is going to be, but at the end of the meeting you seemed like you were upset with the last comment that was made.  Unfortunately that stayed with the group well after we left the room.  
That’s feedback that you’re giving to an employee that’s clear, it’s understandable, it’s behavioral based, it was observed.  


Then what I need to do again is after I’ve listened to what Laurel thought of and I would end my conversation with does that seem similar to your thoughts of the meeting.  If she says, “No, I don’t even remember doing that.  I don’t know what you mean.”  Then I go a little further and describe more, but I don’t need to hit her over the head with, “I can’t believe you did that.  What the heck.  You embarrassed me.”  That’s not it.

You’re delivering observations that are clear and that she can respond to.  Then again, after we have that conversation, it’s a Tuesday, on Friday we’re talking again because I wanna get her feedback.  What she may say to me is, “Ya’ know what? What you didn’t know is that just before I walked in somebody had said to me they didn’t think it was the right time to deliver that presentation and I was off my game.”

Well that does change for me my observation of what happened.  So then we would end that saying, “Ya’ know what?  Take me aside before we talk about this and let me know that and I’ll make sure that we either delay it or that I set it up differently.”  


So that’s the kind of good stuff that can happen and that’s performance management.  That’s being a good leader is actually putting yourself in the place of the individual, but we’re not afraid to give feedback.


I have worked in a lot of environments.  I’ve supervised a lot of people.  I have a lot of funny stories about people afraid to give feedback.


One of the ones that makes me laugh the most is I was working in Albany in a central office HR department.  On the phone with the New York City Manager who was walking through the building and got very annoyed that the person who was wearing Bermuda shorts and flip-flops was making a loud noise every time they walked past their cubicle.  So they called me.  


“I heard that I should call HR because so-and-so is walking through and the flip-flops are making a lot of noise and distracting the rest of us.”  This is the manager of the flip-flop wearer.  I said, “Well okay.  I can coach you on what would be good to say, but were you thinking I would call?”  “Yes.  I was thinking you would call.”  I said, “Now how would that conversation go?  I heard you were walking loudly?  You were flip-flopping too loudly.”


So for me it was like oh my goodness, our managers just didn’t even realize that it was okay to say that.  Probably it was a little bit of a violation of the dress code.  So we could throw that in as a policy infraction, but really what you wanna be able to do is say, “Hey, look at.  I know that we’ve got casual Fridays, but today’s Tuesday.  You’re a little too casual and you’re actually distracting people ‘cause I’ve heard your flip-flops.”  That’s a silly conversation, but sometimes you have to have them.


So there are times and places that we give feedback and good supervision and coaching is not being afraid to do it.  Just practice it.  


So I always say to people when we’re doing any kind of management training, less is more.  So if you’ve gotta give feedback to somebody, put it on a sticky note the three things you wanna go through.  What managers end up doing is talking too much and actually giving information to the employee that they’re just gonna use against you some future time.  So don’t talk too much.  Instead listen more.


As we move towards these really great behaviors that we’re really hoping that our employees understand we’re doing and as managers, we’re rebranding the Research Foundation as an employer of choice.


I bring that up because there are five areas that help us to be really great at our jobs.  This is a very important slide that can transcend any industry.  I actually got this from I think it was the Newman Group.  It’s a little bit old.  It’s about seven years old, but it doesn’t matter because it can be used in all areas. 


This is the value proposition that we talk about with employees that help build attributes towards success at your job and happiness with your supervisor.  So they include the agency success and reputation, rewards and compensation, development and advancement opportunities, the work/life balance and then the quality of people who work there.


So these five areas are what an engagement study would look at.  They’re all areas at any given time that we feel are working stronger than not, but they’re all important so that as a supervisor, take a look at this and make sure that you’re providing an environment that helps people be satisfied at their jobs.  


Notice if you’re doing some things, like maybe you’re not spending enough time talking about advancement opportunities or development or maybe you’re showing that the 50 to 60 hour work week that you’re putting in is what you’re expecting your staff to do.  Maybe the quality of people who work there is not something that you think about a lot, but the reality is when people complete exit interviews, at the Research Foundation what we find is that people really love the individuals they’re working with.


That means that we’re an organization that recruits people that are really good to each other and also that we really try to keep that going with engagement.  So I know Laurel, you get to see a lot of exit interviews.  Would you agree with that?

Laurel McAdoo:
Oh, absolutely.  The two things that come up as what keeps people at the Research Foundation is always our benefits.  We have a really robust benefit package, but even above that, it’s the people, the connections that they’ve made.

Kathleen Siino:
So I do wanna talk about high performing organizations.  So this slide is actually borrowed from a team that I worked with when I was with the American Cancer Society.  We had a design team, national design team that looked at high performing organizations.  This particular slide talks about three areas that lend itself to high performance.


One of them is aligning your leadership and development with business challenges.  So therefore, when we’re looking at a development plan, make sure it’s aligned to your strategic goals.  So a development plan for me might be to really provide some good training for people that work in sponsored programs to help them excel in grant writing.  That is a business challenge that we have that’s aligned to the goals of the individual.


The green circle talks about a process for actually assessing individual development needs.  This is why I keep pushing that.  What are your career aspirations.  You need to have a written plan that is shared with your supervisor and one that you can achieve over the course of a year or two.  To do so you have to be willing to bring it places.


So, I always say bring your development plan to a staff meeting or to an executive team meeting or to folks that you work near and live near.  Talk to people about what your plans are and you’d be surprised at what can come that way.  

Lastly, identifying the leadership capabilities that are required to meet the future needs of your business.  So this is a three-dimensional focus on your head, your heart and your guts.  We know that it’s no longer hey, you have to have an analytical mind and you have to be able to conceptualize a decision-making process.  That that’s good.  That’s important.  That’s a good use of our brains.


But you also have to have emotional intelligence at work.  That’s the being able to assess what’s happening around you and make changes.  Do something about it.  If you’re talking more than you should be, somebody with a good sense of emotional intelligence will stop.  They’ll recalibrate.  They’ll turn around and say, “Hey Barbara, what do you think of that?”


Emotional intelligence also allows for people to really be good at leadership.  The how’s, which are the competencies that we need to do our job, people who are highly emotionally intelligent have figured a lot of this out by the time they’ve either started the meeting or ended the meeting.  So again, that’s a dimension that’s important.


Then lastly the guts.  These are the values that the folks that can really see through an ethical situation and do something about it.  It’s the people and you know them, who understand the right and wrong without even reading more than two paragraphs.


So what we’re saying is we want our leader to have all three of these competencies.

Barbara Pell:
Can I ask a question about the emotional intelligence?  I wanna know as a leader how can I develop my emotional intelligence?  It’s not just my gut emotion.  It’s the head, the heart and the gut put together, but how do I develop that to be a better leader?

Kathleen Siino:
There are assessments, emotional intelligence assessments.  You can Google that and find one.  It’ll identify for you, like a personality test, where you’re highly emotionally intelligent.  So that’s the first place that most people start or they read that book EQ Emotional Intelligence is a book that was out maybe ten years ago.


There’s lots of ways to improve that.  There are some open classes sometimes at the Center for Professional Development that the SUNY system folks run.  I know a couple of our folks took a couple workshops there.  


So it’s a good question because it’s important.  It’s actually as important now in 2014 as it is in the analytical _______ thinking.  

So I have to say that folks who work for the Research Foundation have a strong analytical brain.  I notice that when I’m in meetings with folks who are working in sponsored program research administration, these guys are really connected.  Their brains think far better than mine, but I have to say from an emotional intelligence standpoint, I think that that’s an area that we can all improve in.  It’s not something that you’re ever 100 percent.  It helps with leadership.


So speaking of leadership I just wanna do a little teaser on servant leadership and Robert Greenleaf.  He seems to have resonated with many of us that work at the Research Foundation.  So I just wanna point out that servant leadership is a philosophical management brand that’s been around since 1971.  
Robert Greenleaf worked at MIT and Dartmouth and was an economist and management I would say guru of his time.  He basically started with this monograph called the Servant of Leader in 1971.  He says it begins with a natural feeling that one wants to serve first.  Then the conscious choice brings one to aspire to lead.  
The difference manifests itself in the care taken by the servant.  First to make sure that the other person’s highest priority needs are being served.  The best test, most difficult to administer, is do those served grow as persons and do they while being served become healthier, wiser, freer, more autonomous and more likely themselves to become servants.


Why I love this is that as a manager and as a leader of people, you need to really modify your style so that you’re helping people become healthier, wiser, freer, more autonomous and that it’s not the favorites in the management team that get this best of you.  It’s you’re doing this all the time with everybody that you serve, including the folks that are lateral to you.

I always like to say in management we shouldn’t be vertical leaders.  We should be lateral leaders.  We should be thinking about the departments that aren’t on our campus and in our buildings, but everybody that works for the Research Foundation should have an opportunity to be served by a leader who has an interest in them.

So here are a few of the issues around developing talent.  Servant leadership is a practical philosophy which supports people who choose to serve first, then lead the way.  Servant leaders may or may not hold formal leadership positions, but are fully committed to the growth of people.


There are many attributes of a servant leader.  One of them is collaboration, trust, foresight, listening and the ethical use of power and empowerment and being fully committed to the growth of people is my personal favorite because I love to see other people taking good care to the growth of others.  


So when I walked in this morning and Laurel said, “You’re gonna love this.  Darrell’s doing the opening.”  She knows that that inspires me.  That when I see others being committed to the growth of people, there’s something special about that and imagine what the world would be if we all did that every day.


My last slide talks about are you a servant leader.  There’s just a quick, little checklist.  Do people believe that you’re willing to sacrifice your own self-interest for the good of the group and do others have confidence in your ability to anticipate the future and its consequences.


This is not soft.  So this isn’t like a touchy, feely approach of oh, I’m gonna serve you.  I’m gonna make Barbara coffee this morning.  It’s much better than that.  It’s actually around seeing the future and knowing that there’s some trust that you need to have in the people that work for you and they in turn need to trust you as well.


Do others communicate their ideas and the vision for the organization when you’re around.  That’s one of those topics that’s hard and sometimes you have to prepare people for it, but basically having an opportunity for individuals to talk about their thoughts on a department plan, what did you think of President Kaleen’s speech.  Hey, the president on your campus just did a webinar.  Talk to me about what you thought of that.


So it’s not the leader always having to take the lead in identifying what they thought of something.  I used this as an example when I worked in government.  I was often the highest ranking person in the room, but with the least amount of experience.  
So, I would go into meetings with associate directors, experts in the field of addiction, you name it.  These people knew a heck of a lot more than I would ever know, but they deferred to me because I might have had the title that was a higher level title than other people in the room.


It was very uncomfortable for me as a servant leader.  I couldn’t get past it.  So somebody said to me, “You need to be more explicit in why this is uncomfortable and tell people.” So I did and things changed.  People understood that as a new individual in an appointed position, I was not going to know what the people in the room knew.   So that I would really defer to that team to help make a good decision.  I would either approve it, stand by it or I would have to say I’ve got more questions.


So the point here is that servant leaders try to make sure that other people in the room have equal time in the room to weigh in.  What I find is that no team has ever let me down.  The only person that’s ever let me down in a business decision has been me.  It’s because I didn’t use a team to help us come to a decision.


Then lastly, this is where making a positive difference in the world.  So Robert Greenleaf said, “Ya’ know what?  Managers need to make sure that the work that they’re doing isn’t just for that meeting or that room.  That what they’re doing is trying to role model behavior that can extend that business decision.”


Generational differences.  I’m just gonna move through quickly.  The reason I bring this up is partly because I’m inspired by Robert Greenleaf and his interest in the different cohorts in a workplace.  


So we know that in 2014 we have got about 4 different generations working together.  So we have a few slides to show what these generations look like.  I have used this before in the Leading People Responsibly session that Barbara and I did last year, but as you can see we’ve got four different groups.  We’ve got the traditionalists.  We’ve got the baby boomers, the generation X – easy for me to say – and the millennials.  

What we find is that all four of these cohorts have got really unique characteristics that they bring to the workplace.  If you look at some of the folks that are baby boomers, I know a few of us will say, “Gee, that actually is the largest make-up of the workforce”, which is it, but there’s also probably some areas there that you could see you could break those down because it ends up being people that are in their 60s to people that are in their 40s.  So what you notice is that there’s a big difference I think in those age cohorts.


But we just bring this up because we want you to know that in your work, in our work we are looking at four different generations and four different characteristics of these generations.  So I don’t know.  Does anybody wanna pick out one of them and mention that here on the panel?  I know we’ve talked about this before.

Laurel McAdoo:
I know you and I have had the conversation, as somebody that falls into the boomer crowd.  The work ethic.  My work ethic is you come to work.  You just come to work.  You come to work when you’re sick.  You come to work when your kids are sick.  You’re just at work.  


For the generations following us, it’s different.  I’ve gotta turn off my own thoughts about my own work ethic and be a little bit more broad and understanding of my cohorts.

Kathleen Siino:
Matt, is there anything in – are you Generation X or Millennial, combo?

Matt Miller:
I’m in GenX com –

Kathleen Siino:
Anything in there that resonates with you?

Matt Miller:
Well, I just think it’s interesting to note on the first slide there all the different world events and cultural trends that shape their world view ‘cause it is very different if you look at the different things that each generation has gone through.  I think that does shape a lot of the characteristics that you’ll see in the workforce.


So I just think it’s important to note the differences between the generations and understand the different perspectives when you’re dealing with people from all the different generations.

Kathleen Siino:
I know that feedback given to employees tends to be valued at certain generations, but not so much in others.  So what we see is that the boomers and the traditionalists, the characteristics are that they’re loyal to their employer.  What we see in the younger generation is that they’re loyal to their skill.  They’re looking for us to teach them something that they can take with them mostly because they want to be entrepreneurs and they wanna have parallel careers.  


So whatever they’re doing at home, whether it’s music, art, history, dance, theater, interests that they have at home, music, they wanna bring that to work and they wanna be able to have opportunities to show that.  I always think about our picnic that we had last summer that Laurel organized and all of our interns that attended.  It was really just a fabulous day.


But what I saw was a lot of people dancing.  We had some folks do some step dance for us.  They taught a few people some things.  Our own president got up and did it, but what I saw really more than anything was people’s love of music and dance coming to a picnic.


Now I gotta say I have worked in other organizations where the average age was 51.  No one was dancing.  If I had said we’re gonna bring some music and we’re gonna dance, people would have been like, “Beat it.  We’re not doing it.”


But when you have the younger cohorts who have an interest in some of this stuff, letting them dictate what can be fun at work is important.  What else?

Laurel McAdoo:
I wanna make a comment because I’m a boomer.  First of all, I’ll be dancing and singing if you’d like at that picnic, but some of the things that I’ve noticed over time with looking at this is that under the boomer as far as motivators, it says salary.  For me that is not a motivator for me.  What motivates me is maintaining my personal life and being able to do that and also self-worth and how work I think makes me feel rather than salary.


So I’ve noticed that you may be a GenX-er or you may be a traditionalist, but you’ll find that different things in different groups may motivate you.

Kathleen Siino:
Good.  I know that when we did this at Leading People Responsibly, our management training, folks said, “Ya’ know what would be really good would be to just take these two forms and circle where you see yourself.”  What we’ll find is that people will be across all four.  

So the point here is really that the material is here for you to use.  If you like this, bring it to a staff meeting, but also just know that they could be stereotypical.  So it’s not for you to say ya’ know what, hey, I know you’re a millennial and you clearly wanna leave at 4:30.  That’s not what we want you to do.  We want you to just see that there are different interests and motivators in the workforce.  The best way to really find out what those are is to observe and to watch what people are doing.


Like Barbara said, it’s very likely that people who are baby boomers also are looking for time at home and in your personal life.  That doesn’t make it bad, but you have to be aware of what the generations are bringing to the workforce.


I would just say on the other side that for our millennials and Generation X-ers, make sure that you understand what brought people here that are maybe your parents or your grandparents’ age.  That there are clearly things and characteristics that are hard for people to change so that corner offices, having a bunch of staff may be how they saw their worth in previous generations, but the reality is that we can all learn from each other.


I’m so excited.  We have a question.  It’s a real question.  How do we get copies of the slides used in today’s session.  I’d like to share them with my SUNY colleagues.  Is this allowed?  So, as with all learning Tuesdays, we do post these.  So they will be up on our website; the materials as well as anything else that we’re using today will be on the website under learning Tuesdays by Friday.  So, by the end of this week they’ll be there.  Can you share them with your SUNY colleagues?  Absolutely.  We know that many SUNY folks actually dial in to learning Tuesday.  So we’re thrilled about that.


Then can other RF employees or project directors view these sessions and use at the campus level?  Well my goodness.  I will cry on camera.  Yes, of course.  We want you to use any archived learning Tuesday to actually help with the learning and development of your staff.  
So as an example, if you’ve got new staff who haven’t seen the code of conduct or the session on the tone of the top, we find that some campuses will get a conference room together and for their new staff, ask them to look at some of the archive sessions.  They’re all posted.  You can see them by topic with the session objectives.  So yes, you can use it and please do.


So now I’ll move to Barbara Pell who’s gonna do about 15 minutes or so on employee relations and effective performance management.

Barbara Pell:
Thank you Kathleen.

Kathleen Siino:
You’re welcome.

Barbara Pell:
So whenever you’re talking about effective performance management, you inevitably have to talk about progressive discipline.  I think Matt and Laurel both talked about in performance appraisals if you have unsatisfactory ratings and I know in the case of central offices if you might have two or more you might be put on what’s called a performance improvement plan.  


So, that is a performance improvement plan is certainly a part of progressive discipline.  So we wanna talk about what it is.  Well, it’s a method that’s used by most employers to attempt to correct an employee’s performance or a behavior issue.  


The steps include a verbal counseling, a written counseling, a performance improvement plan and we’re gonna go into more detail about these, and then termination is the last step and certainly the one that we want to try to avoid by using progressive discipline to deal with the performance or behavior issue.


We wanna make sure that as you use progressive discipline as a manager or supervisor that you’re implementing it in a manner that is appropriate to the employee’s behavior or the performance issue.


Sorry.  So some of the benefits of using progressive discipline include that it rehabilitates employees who have the potential to succeed.  I wanna say that the idea behind progressive discipline, although it doesn’t sound really welcoming, the idea behind it is that it is to make an employee successful in their position.  That’s what we want to do and that’s why we use it.  That’s why we have a policy on it.  That’s why we have guidelines for implementing it at the campuses.  It’s to make a person successful in their position.


It also encourages the employee to take responsibility for poor performance or a behavior issue.  It gives them an opportunity to improve.  It lets employees know that there’s a reasonable system in place to address the issues.  It’s a protection against employees for the inappropriate actions of others.


So some of the EEO laws that impact progressive discipline include prohibiting discrimination as you implement it.  It requires fairness and consistency.  The laws that are in effect prohibit that you retaliate against someone.  It also prohibits wrongful discharge.  


Progressive discipline – these are out of order for me.  I’m sorry.  So, having written guidelines, like I talked about before, as far as a policy or the guidelines, it puts employees on notice that they have work performance issues or inappropriate behavior that’s going to be addressed.  It gives the employees who have performance or behavior issues an opportunity to succeed.  I think I talked about that before.


It lets people and employees know that we have a reasonable system in place to address these issues.  I think I spoke before that it does protect an employee who may be yelling at another co-worker.  It protects them from that inappropriate action.


As an employer, it also provides the RF with some legal protection in case an employee brings a lawsuit.


Some of the triggers for implementing progressive discipline include, and we talked about these before, performance issues or behavior issues.  So a performance issue, an example of that might be not meeting job requirements or the inability to meet deadlines.  Then there are attendance and tardiness issues.  By that I mean tardiness means coming into work late or if you have excessive absences, you may wanna implement progressive discipline.


Obviously a trigger for implementing progressive discipline would be abuse of company property.  Someone who’s damaging a computer or punching holes in the walls at work.  


Another trigger might be inappropriate behavior, such as refusing to perform a job duty.  In a few minutes we’re gonna see our RF players.  There’ll be a couple triggers in that that we’ll do a role play of.


So for the panel members, do any of these triggers resonate with you?  Have you have experience with having to implement progressive discipline?

Kathleen Siino:
Well, I would say that we see these issues popping up.  I call them the red flags between month two and month four.  I think a few of those make sense when you start seeing absenteeism, tardiness.  Your first six months of any job you’re really trying to knock the socks off of your boss.  You’re trying to show that you made the right decision hiring me and that you’re gonna really work your hardest to do so.


Yes, there are times in people’s lives where things actually impact your ability to do this.  Those are rare, but they do happen.  So I would say that these are warning signs.  They’re triggers that can lead to progressive discipline.  They’re all issues that have to be addressed.  There’s not one thing up in these bubbles that I would say just let it go.  That hey, we’re getting paid to do a job that the Research Foundation.  If some of this behavior is shown at work that you should do something about it.

Barbara Pell:

Thank you.

Laurel McAdoo:
Absolutely.  I would say all of those things in the bubbles need to be addressed and there’s a right passageway going back to performance.  It’s not a time for everything to happen all year and then you sit down at a performance evaluation and say you did this, this, this and this.


The thing that I like about performance issues that brings up on the slide is the insufficient quality and/or quantity.  I think we look at things where everybody’s human.  Everybody makes mistakes, but if you have a pattern of making the same types of mistakes over and over and over again when there’s an opportunity to try to support you through and see if it’s maybe training or what it is that’s causing these mistakes to keep happening and we’re clear that we’ve done our part, then it turns into a performance issue on your part.

Barbara Pell:
And applying some step or steps of progressive discipline.

Laurel McAdoo:
Absolutely.

Barbara Pell:
Matt, do you have anything you wanna share?  Have you seen these things?  Have you seen anything else that you would in your role that you?

Matt Miller:
Pretty much everything you can think of.  we’ve all seen throughout our careers in HR, but I think as everyone’s alluded to, is that I think nipping things in the bud before they become a bigger issue is one of the keys.  
A lot of times employees maybe don’t realize that what they’re doing is having an effect on the workplace.  I think addressing that initially and just letting them know that hey, I’ve noticed you’ve been coming in five minutes late every day.  Something like that.  
Whatever it is, you address it as it comes up and you hope that it doesn’t get to the next step where you have to move further with any discipline.  
As Laurel said, trying to find out is there anything that we can do to help you improve your performance or get here on – whatever it is.  Whatever the issue is.  You try to find out if there’s something that you can do as the employer to help the employee be successful in their position.

Barbara Pell:
Thank you.  So as you’re implementing progressive discipline, you should always make sure that it is implemented immediately to deal with the issue that you have at hand.  I think we’ve talked about that.  I know Kathleen has talked about that before and Laurel has talked about it.  I think you’ll see with our RF players that that was part of the issue.


It should be used for actual issues only.  I think sometimes, as Kathleen said, you can maybe make things out to be more in your head than they are, but when you’re looking at an employee’s performance or their behavior, make sure that you’re honing in on what the actual issue is and that it’s not based on gossip.


Progressive discipline, the steps of it should be applied equally to similar issues.  I mentioned this in the very beginning that it should be appropriate to the issue.  For example, you wouldn’t want to put someone on a performance improvement plan if they’ve been late to work one time and they forgot to call their manager.  That might not be appropriate to the issue.  You might rather do something like a verbal counseling in that case.


It’s used to allow employees to correct the issues.  Of course I put a little asterisk there because sometimes some of the triggers that we talked about before, stealing where you’ve done an investigation and you’ve determined that someone has stolen something, you would immediately terminate that employee or if someone has punched a co-worker in the workplace, you may want to immediately terminate that employee and then go back and do an investigation.


So here we’re talking about when you would want to investigate behavior and performance issues.  On the right side are some of those triggers that we talked about before that would absolutely require you to do an investigation.


Now, like I said, you may wanna do it after you’ve terminated the employee.  Some of these would require that, say the altercation between employees, if you’re throwing an object at someone, you may terminate and then you would investigate.

Then there are other situations on the left where an investigation may be needed, but most often not for things like tardiness and excessive absence.  The manager or supervisor is going to know what the pattern is with the employee.  So they may not need to talk to any witnesses about that.


So this is just a simple flowchart.  I won’t say investigations are easy to do.  They’re very complicated, but they have simple steps and those are to gather the facts of the situation.  You want to interview the employee or the employees who are involved.  You want to be able to allow them time to explain the situation.  You want to interview any witnesses to the situation.


So I’m going back to the situation where I describe someone throwing an object at someone.  You may have a couple other people who were in the work area at the time that the object was thrown at the co-worker and you’d certainly wanna talk to them.  You’d wanna get a statement from them about what they saw or what they heard.


Then you want to proceed with an appropriate progressive discipline step.  In that case, again, I would say that that’s an immediately maybe administrative leave with an investigation to determine what the next step would be.  


As you’re doing your investigation you’re always documenting your findings in writing.  


So the steps of progressive discipline include verbal counselings, which we talked about, are used for minor policy performance and behavioral issues.  A written counseling is used for a repeated or serious issue.  
So let’s go back to the attendance issue that someone is showing up at work late maybe one time and they forgot to call their manager.  That might be for the first time a verbal warning, but if that same situation were to happen several times, let’s say over the course of a month you’ve got someone who’s done it six or seven times, after you’ve done a verbal counseling, I think Kathleen might be at the point where she would do a written counseling to the employee about that behavior.


So the third step is a performance improvement plan.  I think I’m going to come up with a new name for this.  It’s going to be called a success plan because that’s what we really want it to be.  
We want it to be a plan to make an employee successful and even if you’ve had a verbal counseling or a written counseling and you move to a performance improvement plan of 30, 60 or 90 days, there still is an opportunity for you to succeed.  I think Kathleen pointed that out earlier that it’s never too late.  


It is used as a final process before termination, but if it’s crafted right and the employee takes responsibility for their performance or behavior issues, they can be successful in it.


Then, of course, the final step which is the step we don’t like to go to is termination and that’s for the most serious issues or a series of issues.


So with that, I want to introduce our RF players.  I have to my left, Matt Miller, who you already know, Tim Orcutt who is our benefits manager and Laurel McAdoo, who also works in HR who you know.


I’m going to read this case study and then they are going to role play what happens after it.


Amy Brown has been an RF employee in your department for eight years.  Her performance has been good and you rely on Amy in her role.  The issue that you have as her supervisor is that for the last two years Amy hasn’t been afraid to speak her mind with you and has had loud outbursts in meetings and in open office spaces where other co-workers see and hear the outbursts.  


In your professional opinion, these outbursts are unprofessional and unproductive.  On occasion Amy has also refused to perform one of the job duties that she doesn’t like.  For two years you have been scared to address this situation with Amy because you fear she’s going to have another outburst and really lose it with you.


So with that I’m gonna turn it over to the RF players.

Matt Miller:
So Tim, as your manager, I know that you’ve been having some issues with Amy and her performance at work, different areas.  One of my concerns is that this has gone on for several years now and nothing has been addressed with her.

Tim Orcutt:
I understand that.  I was hoping that because she had been so great before that whatever was causing this would resolve itself and she’d go back to being the Amy that we know and love.  That’s on me for not recognizing that sooner.  So what I’ll do is I’ll talk with her today and give her a verbal counseling.  Then we’ll go from there and see what comes out of that.

Matt Miller:
Okay.  Just make sure in the future that as issues do arise that we are addressing them as they come up.  I understand that they’re not always the easiest conversations to have, but it is something that we wanna address as it comes up and not let it get to a point where we’re addressing something two years down the road.

Tim Orcutt:
Understood.  Thank you.


So Amy, the reason I wanted to talk to you today is there’s been some complaints about some things that have happened with you.  People have talked about outbursts.  I’ve seen it myself in meetings –

Laurel McAdoo:
Who?  Who’s saying these things?

Tim Orcutt:
Well, let me finish.  So what’s happening is that it’s disrupting your performance at work.  You were great for years –

Laurel McAdoo:
I’m still great.

Tim Orcutt:
But it’s fallen off to be honest.  There’s some things that you won’t even do anymore –

Laurel McAdoo:
My performance is still really good –

Tim Orcutt:
You’ve stopped doing that report that you said you don’t like to do, but it’s something that we need.  I’m just trying to let you know that I want to go back to the Amy that we knew.  The Amy that was phenomenal for six years, but for the past two years it’s been really rough.  I’m trying to help you through that.  I wanna help you succeed.  I’m not trying to give you a hard time about this, but I’m trying to make it so that your co-workers aren’t afraid of you –

Laurel McAdoo:
Who’s afraid?  Tell me.  Tell me who’s afraid.

Tim Orcutt:
At least three people have come to me about this and I’m –

Laurel McAdoo:
Give me their names

Tim Orcutt:
That doesn’t matter.

Laurel McAdoo:
It does matter.  If you’re telling me that people are saying they’re afraid, I should know who they are and you should tell me their names so that I can address it.

Tim Orcutt:
I’m trying to help you and you’re addressing it with them is not going to help the situation.  I’m trying to help you here.  You’re a great performer.  You do a great job, but these outbursts have to stop.  Is that something you’re willing to work with me on?


I’ll tell ya’ what.  Think about it.  I’ll come back to you in a few days and then we’ll go from there.  Remember, I’m just trying to help you, okay?

Laurel McAdoo:
Yeah.

Tim Orcutt:
So I talked with Amy and I think I’m gonna give her a couple days to think about it and then we’ll go from there.  She’s a little more receptive, she’s had a chance to sleep on it.  We can move forward and if not, then we may have to go to a written warning.  So that’s all we have.  

Kathleen Siino:
Well, excellent.  I’m enthralled.  
Barbara Pell:
That’s great.

Kathleen Siino:
I’m engrossed in this.  I haven’t seen it.  Good job.  Thank you.  I think Barbara’s going to try to accelerate a few of the slides here so ________ --

Barbara Pell:
I am.  I just wanna go over a few things.  I’m not going to in the time that we have get to all of it, but we’ll try and finish up as quickly as we can.


So with verbal counselings and with written counselings, you wanna make sure that you’re meeting with the employee privately, that you state what the issue is and provide the employee with an opportunity to explain what his or her side is.


In a verbal counseling you’re not going to be giving a written document to the employee, but the manager might wanna keep some notes of the meeting.


In a written counseling the manager would be preparing a written document to go to the employee.  You would want the employee to sign it as you would as the manager and then a written counseling would go into an employee’s personnel file.


Then, of course, after you’ve given a verbal counseling or a written counseling, you’re going to be monitoring the employee for improvement.  


With a performance improvement plan, I just wanna let viewers know that we do have a performance improvement template at central office that we will work with you on if you have to use this step of progressive discipline.  


Obviously you’re gonna determine the length of time for the PIP, which can be any number of days, 30, 60, 90 or even longer than that.  


You obviously are going to meet with the employee and a witness, if possible.  It’s always good to have someone from HR with you.  You’re basically explaining to them what the expectations are for their performance and/or behavior and what the expected correction action is. 


You’re going to discuss a schedule of dates to review the progress.  You’ll talk about the employee’s employment status at the end of the PIP.  You’ll wanna obtain signatures from all of the parties present at the meeting and you wanna place the PIP in the employee’s personnel file.  


Of course if you get to step four, which is termination, we always want you to consult with your campus HR office manager to discuss the situation and to prepare the termination letter.  That should always be done on RF letterhead.  You may want to talk to central office employee relations if you have a letter and you want it reviewed.


You would be meeting with the employee and you would definitely want a witness to attend.  Again, I recommend someone from HR.  You’ll provide the employee with the termination letter and discuss why they’re being terminated from employment.


You wanna answer any questions they might have and fully document all written counseling meetings, verbal counseling meetings, PIPs and terminations. 


Then you wanna place a PIP in the employee’s personnel file and you also wanna put a termination letter in the employee’s personnel file.


So I think we’re gonna skip over this because we are running out of time, but again, as Kathleen said, the slides will be up after the learning Tuesday today.  I think one of the most important things is that you want to document whatever steps of progressive discipline that you might take.  You wanna document the meeting with key information and dates.  


Thank you.

Kathleen Siino:
Thank you, Barbara.  Thank you, Matt.  Thank you, Tim.   Thank you, Laurel.


I just wanted to make mention that while we end with the progressive discipline, you should know that of the 17,000 or so employees that we have at the Research Foundation, very few are let go.  That most people figure that out before that happens.  We’ve got really good managers assessing it.  


So with that, I wanna thank you for making time today to attend this learning and development program.  Please take two minutes to let us know what you thought of today’s program by completing the exit survey.


If you registered in advance you’ll receive a link to the survey in the email very shortly.  However, if you didn’t register, we still wanna hear from you.  So we encourage you to use the link on the live stream web page that you’re on right now.


As always your feedback is used to improve our future learning and learning Tuesday programs.


So the next one is scheduled for June 17th.  We hope to announce the topics soon.  We’ve got a couple things brewing.  As always we encourage you to attend and register.  Mark your calendar.  Thanks and have a great day.

[Audio ends at 1:21:32]
[Music]

[End of Audio]
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