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• Where does the position fit within the overall organizational structure? 
• What can be learned from the past five years' experience with this position?  What 

accounts for the current vacancy? 
• What kind of background and experience is the best fit with the essential functions of the 

position?  
• What have superior employees in this position done that those less successful did not do? 
• What are some examples of things done in this job that were very effective; not very 

effective?  
• What are the most immediate priorities, long-range plans, etc.? 
• What issues about this job are the most important to higher levels of management? 
• In what areas would you be willing to provide training or additional instruction, and in 

what areas must the person hired be thoroughly knowledgeable and already trained? 
• Are there special demands or characteristics of this job that need to be made clear to the 

applicants, such as rotating shift work, strenuous physical demands, extensive travel? 
 
Review the classification description, the position description, and the assigned grade to ensure they 
are up-to-date and accurate.  If modifications are necessary, prepare a revised position description, 
refer it to the appropriate vice president for approval, and forward the revised description to Human 
Resources for classification and grade allocation.  
 
For the creation of a new position, refer to Section VI, Classification and Compensation, Salary 
Administration Plan. 

Recruitment: 
Decisions to be made before beginning the recruiting process are: 

• in addition to internal recruiting methods, what if any external sources will be used; 
• how long will the position remain open for receiving applications; 
• what is the approximate timeline for screening and interviewing; 
• where should applications be sent; 
• what will be required from applicants, i.e. resume and cover letter, Reed College application 

form, current salary, salary history, reference letters; 
• who will do the screening; 
• who will notify unsuccessful candidates; 
• what levels of management must approve the selection, prior to a position being offered; 
• if travel expenses become necessary, to what account must they be charged. 
 

Internal Procedures 
The college has made a commitment to staff that, to the extent that it is feasible and appropriate, the 
college will post all vacant positions internally.  The Human Resources Office will ensure that the 
following steps are taken when notified a recruitment is to begin:  

1) the announcement will be posted on the bulletin board outside the Human Resources; 
2) the announcement will be posted on the Reed College web page; and 
3) a brief summary will be included on the Reed College JobLine (777-7706). 

 
External Procedures 
Supervisors may decide to recruit externally 1) only if necessary after screening internal candidates, 
or 2) may recruit both internally and externally at the same time.   
 
Sources typically used in an external recruitment are The Oregonian (Sunday only), The Chronicle of 
Higher Education, and other publications as needed.  Generally, employment agencies that charge fees 
to either the employer or applicant are not used. 
 
Each advertisement must indicate that Reed College is an Equal Opportunity Employer. 
 
The cost of advertisements will be charged to the budget of the department placing the ad. 
 



REED COLLEGE 
STAFF POLICIES AND PROCEDURES MANUAL 

Section: XIV. Supervisor Procedures    Page: XIV-4 
Subject: Hiring a new employee     Date: 7/1/07 

An example of a newspaper ad: 
 
"Clerical Assistant  Full time position 
responsible for telephone reception, 
screening visitors, maintaining 
departmental calendar, word 
processing, filing, and related tasks.  
Requires three years of progressively 
responsible clerical work, including 
extensive knowledge of word 
processing, preferably in a Macintosh 
environment.  Forward resume with 
cover letter and salary history by no 
later than Friday, (date) to: Human 
Resources,  Reed College, 3203 S.E. 
Woodstock Blvd, Portland, OR  97202-
8199. Equal Opportunity Employer"  

 
Words used in ads should be to the point and used sparingly.  The ad serves as a notification of 
vacancy, but can also serve as an initial screening device.  In other words, it should encourage 
applications from those whose background and experience meet the minimum qualifications 
required for the position.  Most people believe that they have good communication skills, are team 
players, and are able to work independently, and most employers want traits such as these in  
everyone they hire.  So consequently they serve little purpose in an ad; they are more effectively 
assessed in a face-to-face interview.   
 
Human Resources is available for assistance in determining methods of recruitment and the creation 
of postings and advertisements.  

Screening the resume/application: 
The initial screening process should determine which of the candidates meet the minimum 
qualifications advertised for the position.  In the sample shown above, no candidates should be 
included who do not have "three or more years of progressively responsible clerical work".   
 
The remainder of the screening process should be an assessment of the combination of experience 
and education of each candidate, and a determination as to which of the candidates' backgrounds on 
paper are the closest match to the essential functions of the position.   

Goal of an interview process: 
The goal of an interview process is to gather information to aid in the selection of an employee; create 
among the applicants a good image of Reed College; present a realistic description of the vacant 
position; make all applicants feel they have been heard and treated fairly; and establish adequate 
records in the event that the decision must be justified at some future date. 

General guidelines for interviewing: 
Developing questions 

• Develop questions based on each major task and responsibility in the position description.   
• Develop questions based on the knowledge, skills, and abilities required of the position.   
• Prepare questions that supplement the written information. 
• Prepare questions that force the applicant to think. 
• Include problem-solving questions that allow the applicant to think creatively.   
• Develop questions that elicit more than a yes or no response.  
• DO NOT ask questions that could be viewed as discriminatory such as questions about the 

applicant's race, color, or national origin, age, disability, religious affiliation, family plans,  
economic status, cultural background. 
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Refer to "Supplemental Information A" at the back of this section for sample questions that may be 
used.  Human Resources also has additional samples of questions and is available to assist 
supervisors in developing an interview.  
 
Selecting interviewers 
In order for a selection process to be fair and defensible, interviewers must have a clear and thorough 
understanding of the vacant position and a thorough knowledge and understanding of the laws 
related to selection and discrimination.   
 
It is the responsibility of the hiring supervisor to ensure that everyone he/she asks to participate as 
an interviewer has this knowledge and understanding.  Each person who interacts with the applicant 
will be viewed as an agent of Reed College.  Improper questions, promises that are not kept, and 
inappropriate remarks will reflect badly on the college and may be legally indefensible. 
 
When asking others to interview, consider whether interviewing as a panel or group is feasible.  
There are a number of advantages, including: 

1) each interviewer hears the same information and has a common basis for comparison; 
2) it allows for better discussion among the interviewers of each of the applicants; 
3) applicants are not asked the same questions over and over again; 
4) applicants do not have to give up as much time, particularly if they are currently 

employed; 
5) the hiring supervisor can maintain better control of the process and of the relative value 

of the information being collected and weighed. 
 
Common interviewer or rating errors 

• "halo effect" is the tendency to rate a person high on all factors even though they were 
outstanding on only one factor; 

• "horns effect" is the opposite of the "halo effect"; 
• "central tendency" is the inability to rate all or most applicants anywhere but in the 

middle; 
• "similar to me" is the tendency to rate higher those people who look, act, or have a 

background most like the interviewer; 
• "first impression" is making the hiring decision within the first few minutes of the 

interview, instead of evaluating all the information from the full interview. 

Preparing for the interview: 
• Determine approximately how long each interview will take. 
• Schedule the interviews relatively close together for better comparison of the candidates. 
• Schedule a room or location that is private and where you will be undisturbed during the 

interviews. 
• Contact the applicants by phone or by letter inviting them to the interview, being specific 

as to day, time, location, and length of time they can expect to be on campus.   
 

Note:  Length of time is especially important if the applicant will be interviewed by a 
number of constituencies or groups over a period of a full day or more.  Outside of 
higher education, this is often not what applicants will expect, and many will not 
have planned to spend a full day being interviewed. 

 
• Read the applicant's written materials prior to beginning the interview, taking note of 

follow-up questions you might ask, such as gaps in the work history or clarifying the 
type of position held.  Don't waste time asking questions about information that is 
already included on the resume/application, unless clarification or elaboration are 
important. 
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Conducting the interview: 
Beginning the interview 

• be open and friendly but not overly chatty; 
• show the applicant where to sit, if it is not immediately obvious; 
• introduce yourself, using your name and title; introduce other panel members; 
• explain the process that will be used: 

• how long is the interview scheduled for; 
• if reading the questions, explain that you will be reading them so that all 

applicants are asked the same questions; 
• explain that you will be taking notes of their answers; 
• explain the format, for instance, asking questions first, brief explanation of the 

job,  applicant asks questions, tour of the building, etc; 
• when will a decision be made; 
• will all interviewees be notified. 

 
Facilitating the interview 

• give the applicant your undivided attention; 
• take notes of the applicant's responses; 
• ask each applicant the same basic questions; 
• avoid questions that elicit only a “yes” or “no” response; 
• ask follow-up questions that encourage further conversation, such as "can you say more", 

"will you expand on that"; "I'd like to hear more about that"; "would you elaborate"; "can 
you give me more detail"; "could you give me an example"; 

• give non-verbal signals that you are listening, such as head nodding, eye contact, and 
leaning forward; 

• avoid facial expressions, gestures, or words which are unduly sympathetic or 
disapproving; 

• keep questions as short as possible, and avoid making speeches; 
• avoid giving personal opinions; 
• do not digress into sensitive, personal areas that are non-job related; 
• maintain control of the interview, so that questions are answered without unnecessary 

digression; 
• when asking role playing or situational types of questions, do not suggest the desired 

answer; 
• allow silence. 

 
Closing the interview 

• ask applicant if he/she has any additional questions; 
• give applicant any appropriate materials, such as a business card or benefits information; 
• repeat what the next steps will be (when is decision made, etc); 
• do not give the applicant false expectations; 
• escort the applicant from the room. 

Types of interviews: 
Structured screening interview 
Done properly and with ease, a structured interview can be a very effective and very defensible 
screening device.  It is an interview that meets the following criteria: 

• all questions are job-related and developed from the tasks detailed on the position 
description; 

• all questions are prepared in writing, in advance, and read to each applicant; 
• all applicants are asked the same questions; 
• brief notes are kept of the applicant's responses; 
• in some cases, a scoring device is used to rate the applicant's responses. 

 
Structured interviews may be conducted by a single individual or a panel of up to 3-4 people and can 
be conducted in person or by telephone.  A structured interview provides a more detailed analysis of 
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quality and length of experience, problem-solving abilities, oral communication skills, depth of 
technical skills and knowledge, and related specific characteristics.  This type of interview usually 
takes no longer than 30-45 minutes. 
 
The goal of a structured interview is to screen the applicants, using objective criteria, to a pool of 
from one to three candidates who can then be referred to the hiring supervisor.   
 
Interview with hiring supervisor 
Candidates referred to the hiring supervisor should be properly screened so that each of the 
candidates interviewed at this stage has demonstrated that he/she has the skills and knowledge to do 
the job.   
 
This interview should focus on whether the employee will want to do the job; the individual's 
motivations and interests; and whether the individual's goals and aspirations fit well with the overall 
mission, values, and plans of the college.  This type of interview is more like a discussion than is the 
structured interview. 
 
This is also the time to give specific information to the candidate about the position so that there is a 
clear understanding of the tasks and expectations.  Be careful not to elaborate on the tasks in a 
way that will make the job appear more glamorous, interesting, or challenging than it might be in 
actuality.  Do not make or hint at promises that you may not be able to keep. 
 
The hours of work, starting and ending times, salary, location, support staff (if any), benefits package 
(contact Human Resources for a benefits summary chart), organizational structure of the college, and 
other related information should be explained to a candidate who is a serious possibility for a job 
offer.    

Reference checking: 
Reference checking can be accomplished in ways that give the supervisor appropriate and accurate 
information about an applicant and protect the rights of the applicant. Information gathered through 
reference checks is confidential and should be communicated only to those who have a business need 
to know. 
 
Some general guidelines that may be helpful when soliciting reference information: 

• obtain written releases from candidates prior to checking references; contact Human 
Resources for a form or format; 

• obtain an applicant's specific permission prior to contacting a current employer; 
• collect the information in writing rather than over the telephone; 
• request job-related information that can be verified, such as dates of employment, job 

titles and duties, length of service in each position, promotions, demotions, attendance, 
salary, reason for termination; 

• do not ask for subjective information or information that could be considered 
discriminatory; if the information is offered, ignore it. 

 
Sample questions 
1. What was (or is) your relationship to (candidate)? (If person is a current/former employer) 
2. What were his/her dates of employment? 
3. Beginning date:    Ending date:     
4. How long have you known the candidate?  
5. What was the nature of his/her job with your institution? 
6. For what reason did he/she leave your employment? (If person is a current or former co-worker or 

professional associate) 
7. For what period of time have you worked together? (If person is a personal acquaintance) 
8. For what period of time have you known one another? 
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9.  Our position requires a successful, demonstrable track record as a manager of people, programs 
and budgets.  What can you tell me about this candidate’s strengths in each of these areas?  In 
which areas could the candidate have benefited from additional training or development? 

10. Our position requires excellent oral communication and public speaking skills, effective writing 
skills, and the ability to listen carefully and quickly synthesize information. What can you tell me 
about this candidate’s strengths in these areas?  What were the areas in which the candidate 
could have benefited from additional training or development? 

11. Our position requires self-motivation, an ability to get results, and tremendous energy.  What can 
you tell me about this candidate’s demonstration, or lack of demonstration, of those 
characteristics? 

12. Can you give me some examples of occasions when this candidate demonstrated exceptional skill 
in diplomacy, consensus building and/or collaboration?  Can you give me some examples of 
occasions when diplomacy, consensus building and collaboration might have been better 
demonstrated? 

13. If or when you were considering this candidate for a leadership position under your supervision, 
what qualities would you find most appealing about this person? 

14. If or when you were considering this candidate for a leadership position under your supervision, 
what qualities would you find to be of most concern about this person? 

15. Is there anything else you believe is important for us to know but has not yet been asked? 
16. Are there other professional references we should talk with who might have other useful 

information or a different perspective?  

Making a job offer: 
When a final candidate is selected, the hiring supervisor should contact the candidate by telephone to 
offer the position.  Be specific as to salary, benefits, hours of work, specific job title, starting date, 
assistance with moving expenses if appropriate, and any other appropriate conditions or information.  
For salary information, refer Section VI, Classification and Compensation, Salary Administration 
Plan.  
 
When the employee has accepted the position, follow up with a letter of confirmation.  See 
Supplemental Information B following this section. 

Background checks: 
For certain positions, background checks are required.  These positions include employees in the 
nuclear reactor, employees who work with children in the Psychology Department, and Community 
Safety.  The background checks for Community Safety are through DPSST (Department of Safety and 
Security Training) certification process. 
 
All job offers for these positions must be made contingent upon an acceptable background 
investigation. In most cases, the background investigation will be conducted only on the final 
candidate to whom we intend to make a job offer.  However, in order to expedite the process, the 
hiring manager may want to ask all finalists to complete the paperwork in their final interview.   
Reed College will be the sole determinant as to an employee’s acceptability based on the background 
investigation.   
 
The Human Resources Office will contract with an appropriate background investigations company, 
establish what information is to be collected and for what purpose, and maintain all records in files 
separate from the employee’s personnel file.   The budget for background checks will be developed 
and maintained by the department requiring the background checks.   
 
To initiate the background investigation, the following steps must be taken by the hiring supervisor. 

1. The potential employee must complete the Reed College application form and sign it.  This 
document details the consequences of incomplete or inaccurate information, an essential 
requirement. 

2. The potential employee also reads, completes and signs the following forms: 
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a. Disclosure  to Employment Applicant Regarding Procurement of a 
Consumer Report Form: 
• have the potential employee read and sign this form;  
• make a copy and give the original to the potential employee. 

b. Release Authorization Form: 
• Have the potential employee read and sign this form; 
• Make a copy and give the original to the potential employee. 

3. “Summary of Your Rights under the FCRA;” this is a federally required document that must 
be given to the potential employee to be in compliance with the law. 

Submit the forms to Human Resources who will then send the information to the background 
investigations company.   
 
An applicant who refuses to sign the forms is no longer considered eligible for employment. 
 
Human Resources will notify the supervisor of the results of the background investigation 
immediately upon receipt.  If the background investigation is acceptable, the supervisor then notifies 
the potential employee that the hiring process can proceed.   
 
If the potential employee is denied employment in whole or in part because of the information 
obtained in his/her background check, the person will be informed by the background investigation 
company and given the name, address and phone number of the screening provider to contact if s/he 
has specific questions about the result of the check or wants to dispute its accuracy.  The potential 
employee will have 5 business days in which to dispute the results during which time, no final hiring 
decision may be made.  After 5 business days, the final notification will be sent to the potential 
employee and the hiring process may proceed with other candidates.   
 
A potential employee who provides misleading, erroneous or willfully deceptive information on an 
employment form, resume, or in an interview is immediately eliminated from further consideration 
for employment with Reed College.   

Pre-employment physical: 
Some positions require the selected candidate to take and pass a pre-employment physical as a 
condition of employment.  Only the candidate who was offered and has accepted the position will be 
required to take the physical.  Contact Human Resources to arrange for the candidate to take the 
physical with the physician who is on contract with Reed College to provide these services. 

Notifying other applicants: 
After the candidate has accepted the job offer, notify the candidates interviewed or all applicants, if 
preferred, that the position has been filled.   
 
Since Human Resources accepts applications or résumés only for a position currently being recruited, 
notify applicants that future positions will require a new application. 

Records: 
Applications and résumés must be retained for 3 years.  All records related to the process along with 
the application and/or résumés should be forwarded to Human Resources for filing and retention. 

Personnel/Payroll Action Form (PPAF): 
Prepare a PPAF for the new hire, forwarding it to the appropriate higher-level authority for 
signature, prior to forwarding to Human Resources.  Attach the new employee's résumé/application 
materials and a copy of the letter of appointment along with the PPAF. 
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 Sample interview questions: 
The best predictability of future behavior is past behavior. Ask questions related to experiences and 
problems candidates have dealt with in prior positions and it will likely be how the candidate will 
handle similar experiences in future positions. 
 
Past work experience in general 
1. Please describe your present responsibilities and duties. 
2. How do you spend an average day? 
3. How has your current position changed from the day you started until now? 
4. Describe the most complex problem you had to solve in your last (current) position. 
5. Discuss some of the problems you have encountered in past positions. 
6. What do you consider to be your most important accomplishment in the last three positions you 

have held? 
7. What were some of the setbacks or disappointments you experienced in the last three positions 

you have held? 
8. Why did you leave your last employer/why would you consider leaving your current employer? 
9. What would you want in your next job that you are not getting now? 
10. Describe your involvement with committees, your role on the committees, and what you learned 

from each experience. 
11. In previous positions, how much of your work was accomplished alone and how much as part of 

a team effort? 
12. What was the most radical idea you ever introduced to an employer, and what was the result? 
13. Give me an example of a time when you questioned a policy or procedure when it might have 

been better or easier to go along with it. 
14. What kinds of policies and procedures have you created, and to whom did you take them for 

approval? 
15. Describe the most difficult interpersonal challenge you have been faced with, and what you did 

about it. 
16. What experience have you had in public speaking, what audience, and what was the purpose: 

selling, informing? 
17. Give an example of a potentially volatile situation or individual that you successfully calmed 

down and how you went about it. 
18. Describe a time when you went "beyond the call of duty" to accomplish a task. 
19. Describe the most difficult person you have ever worked with and how you handled it. 
20. Describe a situation in which it was necessary for you to mediate or negotiate a solution or 

compromise. 
21. What kinds of work pressures do you find the most difficult to deal with? 
22. Describe what you mean by "on the job stress." 
23. Describe a time when you felt you "lost your cool" on the job, and what was the result?  
24. Describe the best boss you ever had. 
25. Describe the worst boss you ever had. 
26. Tell me about a failure in your working life and why it occurred. 
27. What could your last employer have done to keep you? 
 
Relevant education and training(do not ask for dates which could lead to age-related information) 
1. Why did you choose the particular college you attended? 
2. What determined your choice of major? 
3. How do you think college contributed to your overall development? 
4. In what way do you believe your education and training has prepared you for this position? 
5. What special training do you have that is relevant to this position? 
6. What licenses or certifications do you have that are relevant to this position? 
7. What professional affiliations do you have that are relevant to this position? 
8. Can you perform the essential functions of this position; if not would you need any 

accommodations because of a disability, and if so, what accommodations could you suggest? 
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The college's vacant position 
1. In what way does this position meet your career goals and objectives? 
2. If you were to obtain this job, in what areas could you contribute immediately, and in what areas 

would you need additional training? 
3. What changes and developments do you anticipate in your particular field that might be relevant 

to this position? 
4. What are your salary expectations if offered this position? 
 
Attendance and punctuality 
1. How many days of work did you miss in the last year you worked, other than for medical 

reasons? 
2. How many times were you tardy for work in the last year you worked? 
3. What do you consider to be good attendance? 
4. What do you consider a legitimate reason for missing work? 
 
Clerical/secretarial work 
1. What word-processing systems have you worked with, and what are the advantages and 

disadvantages of each? 
2. Describe the kinds of telephone and receptionist duties you have had, being specific about the 

number of calls and walk-ins you received in a typical day. 
3. Describe your past experiences in scheduling appointments. 
4. Give me an example of a task you performed that required attention to detail, and what you did 

to ensure accuracy? 
5. What are some of the more unusual assignments you have been given? 
6. What kinds of filing systems have you used and/or created? 
7. What decisions could you make on your own, and what did you refer to your boss? 
8. What kinds of reports did you develop, create, or produce? 
9. What volume of mail do you typically process in a day? 
10. What kinds of correspondence have you written on your own initiative? 
 
Supervision 
1. Describe the positions in which you have had supervisory responsibility: how many people 

supervised, what kinds of positions, hiring/firing authority? 
2. Give an example of a time when you were disappointed in the lack of accomplishment of an 

employee(s) and what you did about it. 
3. What are the generally accepted steps in progressive discipline? 
4. What kinds of things have you found worked to motivate an employee? 
5. Describe what you mean by "problem employee." 
6. Describe a "sticky" situation with an employee and what you did about it. 
7. Describe an innovative way you handled a conflict with two or more of your subordinates. 
8. What kinds of things can a supervisor do to create a positive environment? 
9. What training and experience do you have in "listening skills"? 
10. Approximately how many people have you personally hired in your career? 
11. Describe an effective performance planning and review process. 
12. What communication methods have you found most successful with subordinates? 
13. What recognition and reward systems have you found most effective with subordinates? 
14. What is the role of a supervisor, in your opinion? 
15. What are the major responsibilities of a supervisor, in your opinion? 
16. What is an effective training and orientation program for a new employee? 
17. Describe the most serious complaint an employee brought to your attention, and what you did 

about it. 
18. Give an example of the most novel idea an employee presented to you, and what you did about 

it. 
19. What is a "protected class" under civil rights law? 
20. What is the difference between an exempt and non-exempt employee under wage and hour law? 
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Management 
1. What was the level of your decision-making authority in past positions? 
2. Describe a decision you made in which you were ultimately unhappy with the result. 
3. Give me an example of a decision you made that backfired, and what you did about it. 
4. Give an example of a decision you made that turned out better than you believed possible. 
5. Describe a time when you made a decision where there was no clear policy regarding the issue. 
6. What experience have you had where political pressure interfered with your getting the job 

done? 
7. Describe your experience with setting goals and objectives. 
8. Describe your experience in developing and monitoring budgets. 
9. What fiscal authority have you had in past positions? 
10. Give an example of a situation in which a budget overrun was necessary in order to accomplish a 

goal. 
11. What is the most effective method for setting priorities, in your opinion? 
12. If we were to ask your current (past) employer about your ability to organize your work, what 

would your employer respond? 
13. Describe a time when your goals conflicted with the goals of the organization, and what you did 

about it. 
14. What is the most innovative thing you have ever accomplished? 
15. What is the most creative idea you have had that was turned down? 
16. What experience do you have with writing? 
17. What have you done in the past five years to improve your writing skills? 
18. What have others said about your writing ability? 
19. What experience have you had with public presentations? For what purpose, what visual aids 

did you use, what kinds of notes do you use? 
 



REED COLLEGE 
STAFF POLICIES AND PROCEDURES MANUAL 

Section: XIV. Supervisor Procedures    Page: XIV-13 
Subject: Hiring a new employee     Date: 7/1/07 

 

Sample letter of confirmation 
 
Date 
 
Name and address 
 
Dear 
 
On behalf of Reed College, I am pleased to offer you the regular full time (part time: include number 
of hours) position of     with the    Department.  Your annual salary is  
  and your starting date is    .  Please report to    on that 
date at   a.m./p.m. 
 
(Indicate if the hire is contingent upon passing a pre-employment physical) 
 
Reed College has a comprehensive benefits package offering a variety of choices to meet individual 
needs.  Jan Linnertz in Human Resources will review all benefits plus terms and conditions of 
employment, including the fact that Reed College is an at-will employer, when you arrive on campus.  
If you would like information in advance, please feel free to contact her at (503) 777-7704. 
 
(Moving allowance?) 
 
(A paragraph personally welcoming the employee to Reed College and indicating that you look 
forward to your professional association.) 
 
If you have any questions, please feel free to contact me at   . 
 
Please indicate your acceptance of this offer by signing one copy of this letter and returning it to my 
office no later than  .  A copy has been included for your own records. 
 
Sincerely, 
 
(hiring supervisor) 
(title) 
 
I accept the terms of this appointment. 
 
Signed,       Date    
 
cc: Human Resources 
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Signing in: 
Human Resources will sign in new employees, by appointment, in the Human Resources Office.  The 
law requires all new employees to complete an I-9 form and furnish appropriate supporting 
documentation: 1) a driver's license and social security card, or 2) if they are not available, a passport. 
 
New employees are given a complete packet of information, including all benefit information and a 
staff handbook. 

Orientation: 
Supervisors are responsible for orientation of new employees focusing on key employment policies 
such as anti-harassment, substance abuse and attendance. 

New employee checklist: 
Supplemental Information C following this section is a checklist developed by college supervisors to 
aid in the orientation and training of new employees. 

Probation or trial service periods: 
Because Reed College is an at-will employer, employees are usually not put on probation or trial 
service periods as a condition of employment or continued employment. 
 
Contact Human Resources if considering placing an employee on probation or on trial service. 
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New Employee Checklist 
 
  introductions to co-workers     introductions to others 
 
  tour of the work area      show to private work space/office 
 
  location of bathrooms      location of coffee/kitchen area 
 
  location of supplies      parking areas/bus stops 
 
  discuss work hours and breaks     discuss office dress code 
 
  explain office/job groundrules     assign office keys 
 
  give/get home telephone numbers    explain absence/call-in procedures 
 
  explain inclement weather procedures    explain paydays 
 
  explain the use of the phone system    explain the use of email 
 
  explain the use of other equipment    explain how to report accidents 
 
  explain how to report unsafe conditions    give copy of academic calendar 
 
  give copy of organization chart     give copy of position description 
 
  give copy of classification description    show copy of policy manuals 
 
  give employee training manual     copy of harassment/EEO policies 
 
  explain grievance procedures     discuss  harassment procedures 
 
  explain how office organized     discuss expectations of the work 
 
  discuss overall work assignments    assign a first day project  
 
  assign one other person as contact    schedule a follow-up meeting for 
        feedback  
  discuss management style and preferred 
 methods of communication
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It is the policy of Reed College to provide a regular and consistent approach to conducting 
performance reviews for all members of the staff.  It will serve at least these purposes: 
 

• to recognize and encourage excellence in performance and to provide one measure in 
creating an equitable basis for performance award increases; 

• to improve performance, to identify weaknesses or problems and strategies for dealing 
with these, and to promote professional growth; and 

• to foster a positive work environment and to promote communication among staff and 
between supervisors and staff.  

 
Performance reviews are based on a person's job description. While there is a common and consistent 
approach to performance reviews, members of the staff are evaluated with regard to those tasks and 
responsibilities that are contained in his/her specific job description. 
 
Performance reviews are both reflective (appraising work completed) and forward-looking (setting 
expectations and objectives for the future). 
 
There will be a written appraisal at least once each year, and this written appraisal will be the basis of 
a discussion between a staff member and his/her supervisor.  There will be on going feedback over 
the course of the year.  Normally, a performance problem should not be addressed for the first time 
in the annual review. 
 
Supervisors initiate the formal performance review and planning process on an annual basis.  This 
cycle can be based on the employee's anniversary date, on the fiscal year, calendar year, or any basis 
that works most effectively.  The supervisor must, however, indicate in advance to his/her 
supervisor and to the employee what the annual cycle will be. 
 
Two versions of forms for conducting the formal performance review and planning process are 
available in the Human Resources Office.  Supervisors may also develop a form, as long as the 
criteria is the same and the form is approved by the Human Resources Office.  
 
Regardless of the format of the form that is used, the performance review and planning process 
begins at the start of the evaluation year by the supervisor and employee jointly establishing job 
responsibilities and/or objectives for the upcoming evaluation year.  The supervisor and employee 
should also agree at what intervals during the year they will meet formally to discuss progress 
toward goals and level of performance.   
 
It is critical that there be on-going discussion and review throughout the year in order for the process 
to be most effective.  

Basic Guidelines for the 'CHART FORM'  
(sample form is at the end of this section) 
 
COLUMN 1 General definitions for "Performance Attributes": 
 
Job knowledge:   depth and breadth of information concerning work duties, processes and  

college procedures which are required for competent performance.  
Learning capability:  rapidity of learning processes, instructions, and explanations. 
Accuracy/   
quality of work:  correctness and thoroughness of work results. 
Quantity of work:  volume of work accomplished in a work day, compared to the volume 

required for the whole job. 
Use of time/attendance: how time is spent on the job as well as absenteeism and tardiness. 
Analytical ability/ 
decision making:  ability to work with complex detail and theory and the quality of decisions and 
judgments. 
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Initiative:   tendency to contribute, develop and/or carry out new ideas or methods. 
Service orientation/ 
cooperation:  willingness to assist others, contribute to harmony, and meet the needs of 

people being served. 
Teamwork:  relationship with members of work unit and ability to work toward common 

goals. 
Communication skills:  oral and written skills, effective listening, retention and analysis. 
Managing change/ 
innovation:  ability to innovate and foster change while creating a positive climate for 

change. 
Planning/organization: planning, organizing information, prioritizing tasks, utilizing resources, 

meeting deadlines. 
Supervising  
staff/students:  coaching and delegating skills, setting clear expectations, regularly 

communicating and appraising work, giving recognition, solving problems 
and taking corrective action. 

Additional attributes and/or specific job responsibilities: Add any other attributes necessary to the 
performance of the job.  Add any specific job responsibilities to be accomplished on an on-going basis 
that should be included in the review and planning process.   
 

Two examples are:  
"Ensure the filing backlog is no longer than two weeks"; "Ensure all bills are paid by the 10th 
of each month." 

 
COLUMN 2  Rating: 
 
4=Exceeds standards:  significantly surpasses satisfactory performance on a consistent basis; 

consistently exceeds performance expectations. 
3=Meets standards:  achieves competent performance on a consistent basis; fully competent. 
2=Approaches standards: not yet attaining satisfactory performance on a consistent  

basis; either still learning the job or needing to improve and/or develop. 
1= Below standards:  does not or cannot perform the tasks. 
 
COLUMN 3 Review summary: 
 
Include any narrative or examples that will demonstrate the level of performance. 
 
BACK PAGE  Objectives: 
 
The objectives sections are designed to describe specific responsibilities or projects that are not on-
going responsibilities of the job.  These responsibilities or projects are to be performed in a given time 
period.  
 
 
 

Basic Guidelines for the 'OPEN FORM'  
(sample form is at the end of this section) 
 
COLUMN 1  Job Description: 
 
The supervisor has primary responsibility for listing the major responsibilities of the job, but should 
do so in consultation with the employee.  The job description should include the essential 
tasks/duties/work assignments on which the employee is to be reviewed.   
 

Some examples are: 
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• Assures accurate and timely preparation of financial reports. 
• Processes bills and maintains accounts payable records. 
• Maintains and develops the automated information system, assuring compliance with 

professional standards. 
• Establishes and administers personnel policies and procedures. 
• Directs and evaluates preventive and corrective maintenance programs for college 

vehicles. 
• Produces completed correspondence, reports, contracts and other documents in a timely 

manner. 
 
COLUMN 2 Performance Expectations: 
 
This is a description of exactly what, how and by when the tasks are to be accomplished over the next 
year.  This also should be developed by the supervisor and employee together at the beginning of the 
review year.   
 
Performance expectations should be described in ways that are measurable, such as qualitative or 
quantitative measures, and whether or not the tasks were accomplished.   
 

Some examples are: 
• Audit cash handling procedures quarterly, with all accounts balanced within a 1 percent 

variance. 
• Revolving account statements are reconciled by the end of each month. 
• Completes an analysis of the automated information system, based on cost versus 

performance, by March 31. 
• Complete and distribute a new Employee Handbook by September 30. 
• Each company vehicle must have at least two maintenance checks within the year. 
• Completes routine correspondence and reports within 24 hours of receiving rough draft. 

 
COLUMN 3 Review Summary 
 
This is the year-end summary of what was accomplished, how well it was accomplished, and 
whether it was accomplished in a timely fashion.  

Correcting performance problems: 
There may be occasions in which a more detailed description of a performance problem or deficiency 
would be helpful.  A supplemental form, "Problem Solving" (see sample at the end of this section), is 
also available and should be completed by the supervisor to give specific direction for correcting the 
problem. 

Supplemental feedback: 
Supervisors may wish to seek feedback concerning an employee's performance from co-workers and 
other sources, as appropriate.   This should be done with the employee's knowledge and should be 
done very carefully since this can often be difficult and sensitive.  Information should be collected  
only from individuals having direct knowledge of both the individual's position responsibilities and 
performance.  Supervisors wishing assistance with this process and sample forms may contact 
Human Resources. 

Continuing education: 
Employees are encouraged to detail in the comments section any work-related classes, seminars, 
workshops, etc. taken over the course of the evaluation year. 
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Preparing for the year-end discussion: 
There are a number of options in preparing for the year-end discussion.  The supervisor and 
employee may each wish to separately complete the "Review Summary" and then compare results.  
The supervisor and employee may agree that only one of them will complete the "Review Summary" 
in preparation for the discussion.  In any case, the supervisor has final responsibility and authority 
for performance review and planning, including the "Review Summary." 
 

Some examples of questions for the supervisor and/or employee to consider in preparation 
for the discussion are: 
1. What changes have been made, or attempted, to improve the quality or quantity of work 

performed?  
2. Evaluate interaction with other staff, with students, and with faculty. Are there ways that 

those interactions could be improved? 
3. What are examples of the types of errors made, and what attempts have been made to 

reduce those errors? 
4. What are examples of the time necessary to respond to different levels of requests? Could 

there be improvement, and how? 
5. Would any efforts over the last year translate into dollars saved? If so, how much? 
6. Was the work performed within budget? Why or why not? 
7. Was extra work taken on? If so, please explain why and describe the task(s).  
8. Is additional training desired or necessary? If so, in what areas? 
9. Is additional responsibility desired and/or possible? If so, in what areas? 
10. Has decision-making authority been appropriate to decision-making ability? Give 

examples. 
11. What are examples of cooperation with others to accomplish tasks? 
12. How is criticism received? Are desired changes made? 
13. Is initiative adequately encouraged and supported? 
14. What would make it possible for the present job to be done better?  
15. What are the most enjoyable aspect(s) of the job? 
16. What job tasks have provided the most satisfaction? 
17. What steps have been taken to make the job easier, more enjoyable, more satisfying? 
18. What tasks were performed particularly well?  
19. Where is improvement desirable? 
20. What additional work would be appropriate? 
21. What training or additional skills would be necessary to be considered for promotion?  
22. How will you and the employee accomplish required training or follow-up? 
23. What is an appropriate schedule for meeting necessary improvements and follow-up? 

 

Conducting the year-end discussion: 
Schedule the review meeting in advance and have all materials prepared before the meeting.  Meet in 
a quiet, private place with no interruptions.  Keep the discussion simple, direct and relaxed.  Listen, 
exchange information, reach a clear understanding, and follow up.  Schedule the follow-up meetings 
before ending the discussion. 
 
Don't let the review form or procedure become more important than the exchange between the 
supervisor and employee.  
 
Evaluate the review and planning process: Is communication improved?  Has personal and/or 
professional growth occurred as a result? Will work be more productive?  Did the review and 
planning process foster a positive work environment?  Was there a productive discussion of the work 
being reviewed? Were there any surprises in the formal review? 
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Final steps: 
The supervisor and employee sign the form, it is forwarded to the appropriate higher level 
supervisors for review, and then to the senior department head or Vice President for signature.  It is 
then forwarded to Human Resources for inclusion in the employee's personnel file.   

Common mistakes to avoid in the performance review process: 
• Emphasis is placed on the evaluation form, rather than the goals of the evaluation process. 
• Evaluators fail to tell the truth so that the employee will get a bigger increase. 
• Evaluators fail to tell the truth because of a fear of confrontation. 
• Adequate time is not allowed; the review is not prepared well in advance. 
• Review comments are too general. 
• A performance award increase is not consistent with the performance review. 
• Negatives are avoided. 
• The supervisor is not familiar with the quality of the employee's work. 
• Tendency to forget about past problems/accomplishments and to focus instead on recent events. 
• The supervisor addresses performance issues for the first time in the performance review so that 

the employee is surprised. 
• The halo effect: the supervisor tends to rate all aspects of performance based on the observance of 

one trait.   
• The horn effect: supervisors tend to let one poor rating influence all other ratings, resulting in a 

lower overall evaluation than is really deserved. 
• The central tendency effect: tendency to rate all areas in the middle of a rating scale from fear of 

rating too high or too low. 
• Similarity effect: the supervisor tends to give high ratings to employees "most like me" and lower 

ratings to employees "not like me." 

Performance award pay and performance review: 
The performance award program is a separate process from performance review.  However, the 
performance review and planning process provides one measure in creating an equitable basis for 
awarding performance based increases.   
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The performance award program is designed to reward and recognize employees who have achieved 
exceptional performance over the past academic year.  This level of performance must be consistent 
and must occur over an extended period.  The decision as to granting or not of performance awards 
and amount of the awards is determined and announced prior to the beginning of the academic year.   
 
The criteria for evaluating the superior performance: 
1. Describe the specific achievements that are examples of the employee's having exceeded 

performance expectations including the ways in which the work unit, department, and/or 
college has benefited. 
(consider projects, assignments, tasks, streamlining, improving the effectiveness of the department, increased 
productivity, specific cost savings expected or realized, improved morale, what was new about the achievements, what 
was different about the achievements, what is not being done anymore as a result of the employee's contributions) 

2. Describe the employee’s outstanding skills and abilities that contributed to this success. 
(consider communication skills, listening skills, analytical ability, decision making, organizational ability, innovation, 
dealing effectively with change, initiative, creativity, exceedingly high quality of work, beating deadlines without 
compromising quality, and related topics) 

3. Describe the outstanding manner and style in which this employee does his/her work that 
contributed to this success. 
(consider enthusiasm, cheerfulness, cooperation, collaboration, strong service orientation, interpersonal skills, dealing 
effectively with conflict/confrontation, desire for creating a positive image for the department and the college, and 
related topics)  

Complete Question 4 if the employee is a supervisor or managerial employee. 
4. Describe the supervisory, managerial, and leadership skills that have exceeded performance 

expectations. 
(consider selection, training, performance evaluation, corrective action, effective delegation, understanding and 
motivating employees, managing change, human and financial resource allocation, strategic planning, policy 
development, organizational design, program design, empowerment, inspiring innovation and creativity, and related 
topics) 

Eligibility: 
All regular full-time and part-time employees are eligible for consideration after one full year of 
employment in an eligible class.  After meeting eligibility requirements, employees are eligible once 
each year.   

Amount and timing of increase: 
A performance award increase is generally a 1 percent to 5 percent increase which is added to an 
employee's base pay normally effective on July 1st.  However, if an employee's base pay exceeds the 
maximum of the salary range, the performance award increase is given as a one-time bonus.   

Procedures: 
In April of each year, the college sends a memo to all supervisory staff to advise them of the deadline 
for submission of performance award requests.   The Dean of the Faculty's Office sends a memo in 
March of each year to the faculty who supervise staff. 
 
Supervisors are responsible for assessing the performance of each subordinate and making a 
determination as to whether the employee has achieved a level of performance that is truly 
exceptional.  Although the performance review process is separate from the performance award 
process, the most recent performance review for the employee must be attached to the performance 
award request and be consistent with the request.   
 
The supervisor must prepare each request in writing on the request form available in the Human 
Resources Office. 
 
 
The supervisor has the option of informing the employee of the decision to recommend or not 
recommend the employee for a performance award at this time.   
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The written request with a copy of the employee's most recent performance review is forwarded by 
the supervisor to the appropriate vice president or dean for review.  The vice president/dean may 
deny the request at this point and inform the supervisor.   
 
When all requests have been reviewed individually, the Dean of the Faculty and the three college vice 
presidents then meet as a group to make a final decision.   The dean/vice presidents notify each 
supervisor in his/her area of responsibility of the final decision regarding each request.   
 
Employees are notified of their performance award increase first by the supervisor upon notification 
by the appropriate vice president, and then in the salary letter distributed by the President in June of 
each year. 
 
The written request for a performance award, whether approved or denied, is forwarded to Human 
Resources for inclusion in the personnel file of each employee.    If the supervisor has not yet 
informed the employee that the performance award request was made, the supervisor must notify 
the employee at this time and indicate that a copy of the request is being forwarded to Human 
Resources for inclusion in the employee's personnel file.    
 



REED COLLEGE 
STAFF POLICIES AND PROCEDURES MANUAL 

Section: XIV. Supervisor Procedures    Page: XIV-23 
Subject: Employee assistance and complaints   Date: 7/1/07 

Employee Assistance Program: 
The employee assistance program at Reed College is administered by E.A.S.E (refer Section VII, 
Benefits).  Counselors are available to assist employees and dependents with personal problems.  
 
The employee assistance program can also provide an additional tool for supervisors when an 
employee's problem is affecting his or her job performance.   Supervisors often do not know when or 
how to approach an employee with a problem, and in some cases take the role of an enabler, that is 
reacting to a problem employee in a way that denies the problem exists.   
 
A troubled employee may or may not have problems that affect job performance, but when it does 
affect performance, the troubled employee becomes a "problem employee."  Some of the 
characteristics of an employee who may be affected by personal problems are 1) increased 
absenteeism; 2) on-the-job absenteeism; 3) high accident rate; 4) difficulty in concentration; 5) 
confusion; 6) spasmodic work patterns; 7) lowered job efficiency; 8) poor employee relationships on 
the job. 
 
The supervisor's analysis of the situation should only relate to the requirements of the job and the 
employee's performance.  Do not attempt to diagnose the problem or ask for personal information.  
The supervisor may, on the other hand, ask the employee if there are personal issues or problems 
affecting performance that may be helped through the employee assistance program.   
 
Supervisors may refer an employee for counseling as part of a discipline process or "last chance 
agreement."  Contact Human Resources for further information. 

Workers' compensation and accidents: 
Refer to Section III, Employment Law, and to Section IX, Safety and Health, for a complete 
explanation of both the law and Reed College procedures.   
 
Supervisors have a responsibility for providing employees with a safe working environment, 
assisting employees in reporting accidents immediately, and cooperating fully in the early-return-to-
work program of the college. 

Investigating complaints: 
Supervisors may be approached by an employee with a complaint or concern about any number of 
issues that go beyond the scope of the work performed.  Some examples are observing unethical, 
inappropriate or illegal activity or behavior, being treated in a discriminatory manner by another 
community member, sexual or other kinds of harassment, etc.   
 
When a supervisor has been approached by an employee with a problem or complaint of a serious or 
unlawful nature, the institution has been "put on notice" that the problem exists, and it creates an 
obligation on the part of the institution to investigate and correct the problem.   Supervisors must 
immediately notify the appropriate college representatives and notify the employee that the 
information cannot be kept confidential. 
 
In the case of sexual harassment, refer to Section III, Employment Law, for the college's policies and 
procedures relating to a sexual harassment complaint.  
 
Failure or refusal to cooperate in or interference with an internal investigation is grounds for 
discipline up to and including discharge.    
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Purpose for corrective action: 
Corrective action is taken for the purpose of assisting the employee in understanding what 
performance standards are not being met and what the employee needs to do to meet them.  The goal 
is to ensure that the college has taken reasonable steps to correct the problem, so that the employee 
can be successful in his/her job. 
 
Because Reed College is an at-will employer, a supervisor has the right to recommend that an 
employment relationship be discontinued, with or without cause or prior notice, just as an employee 
has the right to discontinue the relationship under the same terms.  However, Reed College also has a 
practice of making reasoned decisions that are not arbitrary, capricious, unreasonable, discriminatory 
and/or an abuse of managerial discretion. 
 
When performance problems arise, supervisors have flexibility in selecting the option or options most 
appropriate to that particular situation, and are not required to go through any specific number or 
particular order of steps.  However, supervisors should be careful to apply policies and corrective 
action procedures consistently among all employees, treating similar situations the same from one 
employee to the next.   
 
In addition, the college has an obligation to treat all employees fairly and consistently across the 
campus.  Therefore, supervisors must discuss performance problems with Human Resources prior to 
taking any formal corrective action, that is, a written warning or more serious action, so that the 
corrective action can be evaluated in the larger context. 

Documenting performance problems: 
When a supervisor realizes that a performance problem exists and there is a potential for corrective 
action, the supervisor should begin a log of critical incidents.  The log should be a factual and 
objective summary of the problems as they occur and the discussions held with the employee about 
the problem including specific details such as dates and times.  These discussions should occur as 
problems develop, so that the supervisor and employee have an understanding of the issues and can 
work together to resolve them.  Collecting or saving them until performance review time will do little 
to resolve the issue. 

Key factors in assessing a performance problem: 
1. What are the facts surrounding the problem?  
2. What kind of assessment/investigation was done to determine the facts? 
3. What was the employee's response or reasons given during the assessment/investigation?  
4. Is this an ongoing problem or an isolated incident? 
5. How serious is the problem? 
6. Are there mitigating factors in this case? 
7. In the case of an isolated incident, how much time has elapsed since the incident? 
8. Is this a problem that could be corrected if the employee were given additional training or 

information? 
9. Is this problem within the employee's ability to correct, or is it a problem over which he/she has 

no control? 
10. What is the employee's work history relating to past performance problems and other corrective 

actions taken? 
11. What is the risk in not confronting the employee and letting the problem continue?  What is the 

impact on other employees? What is the impact on the department and attaining departmental 
goals? 

12. Is there any possibility this employee would be singled out if corrective action were taken, or has 
the college applied the policy/standard consistently? 

13. Is the problem related to a disability or protected status?  (If so, contact Human Resources) 
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Investigating an incident: 
Always investigate an incident that may lead to corrective action prior to making a decision.  Ask the 
employee what occurred and why it occurred.  Interview witnesses and anyone else who might have 
pertinent information about the incident, if necessary to make an informed decision.   
 
Contact Human Resources for assistance during the investigatory process or to conduct the 
investigation on behalf of the supervisor, if needed.   

Deciding to take corrective action: 
1. What are the specific performance problems that will need to be discussed with the employee? 
2. What specific examples can be used to illustrate the problem? 
3. What suggestions can be given to the employee to correct the problem? 
4. What are the possible reactions from the employee during this discussion, and what is the 

appropriate response? 
5. Is there a logical timeframe within which this problem must be corrected? 
6. Does the corrective action fit the violation or problem? 

Deciding what kind of corrective action is necessary: 
Supervisors should set reasonable performance expectations, inform the employee of the 
expectations, discuss problems as they arise, suggest ways to correct the problem, and follow up to 
ensure the problem is corrected.  When an employee is unable or unwilling to correct the problem, 
the supervisor needs to consider the appropriate next steps to take.   
 
If an employee is unable to perform, the options a supervisor might want to consider could include 
additional on-the-job training, workshops or classes in the area of deficiency, assigning a mentor or 
job expert to assist the employee, transfer to another position, or demotion.  If those options do not 
correct the problem, or are not feasible, the employee and supervisor may need to begin discussions 
leading to a mutually agreed upon termination of employment.   
 
If an employee continues to be unable to perform or is unwilling to perform, the supervisor may also 
consider the following (this list is not all-inclusive nor are these mandatory steps). 
 
Oral warning 
The employee is told in clear terms that an oral warning is being given, why it is being given, what 
performance standards must be met, and what the employee needs to do to meet them.  At the 
conclusion of the conversation, the employee should know what is expected and how and when it is 
to be accomplished. The supervisor must immediately document the conversation. 
 
Written warning 
The employee is told in writing and orally that a written warning is being given.  Written warnings 
become part of the employee's personnel file.  The written warning should include a signature line to 
indicate that the employee has a copy of the written warning and has discussed the warning with the 
supervisor.  During the discussion, the supervisor needs to ensure that the employee understands the 
action taken and what he/she needs to do to improve.  See the end of this section for a sample 
written warning.   
Final written warning 
The employee is told in writing and orally that this is the final warning he/she will receive if the 
performance problem continues.  The employee is put on notice that he/she will be discharged as the 
next step in the corrective action process.   
 
Suspension 
In some cases, paid or unpaid suspension may also be appropriate. Suspension may also be 
appropriate when investigating an incident. 
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Discharge 
In most cases, an employee would receive one or more warnings or corrective actions prior to 
discharge.  However, for some serious infractions, the supervisor will need to consider immediate 
discharge with no prior warnings.  In addition to notifying Human Resources, the supervisor must 
inform the appropriate Vice President of a pending discharge.  Generally, an employee is released 
immediately upon being notified in writing of the discharge, and the employee's final pay must be 
included with the letter.  

The discussion: 
Employees are allowed to have a co-worker of their choice present during any discussion that may 
reasonably lead to or is for the purpose of corrective action.  However, the college is not required to 
offer a witness; the employee must specifically request one.  The co-worker may participate in the 
discussion but may not be unduly disruptive.   
 
There are three purposes for the corrective action discussion: 

• to ensure the employee understands what has led to the decision to take corrective 
action; 

• to ensure the employee understands what action is being taken and its impact, for 
example, a written record in the personnel file, no pay for several days; 

• to ensure the employee understands what he/she needs to do better, differently, less of 
in order to be successful in the job. 

 
It is not necessary for the employee to agree but it is important for the employee to understand.  At 
the same time, it is important for the supervisor to listen for any new information that might have an 
impact on the decision made.  If that is the case, the supervisor should suspend the discussion, 
consider the new information, and meet again with the employee within a short time, usually within 
24 hours, to either continue the corrective action discussion or to modify it in some way. 

Follow up: 
Employees have the right to feedback from the supervisor when a problem has been corrected or 
performance has been improved.   In all cases, there should be a discussion between the supervisor 
and employee as progress is made, and in some cases, the supervisor may want to follow up in 
writing.  
 
If, however, there is not sufficient improvement, supervisors have an obligation to continue the 
process of corrective action. 
 
 
 
 
 
 

Sample written warning letter 
 
 
Paragraph #1:  What has transpired to this date; be specific and include dates... 
 Example:  We have had several conversations regarding your tardiness... 
 
Paragraph #2: What transpired to cause this action... 
 Example:  Yesterday you were 15 minutes tardy.... 
 
Paragraph #3: What this is... 
 Example:  Therefore, this is a written warning that will go in your personnel file... 
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Paragraph #4: What your expectations are including immediate and sustained improvement... 
 Example: Effective immediately, you must be at your work station.... 
 
Paragraph #5: What will happen next... 
 Example: Failure to meet these standards on an on-going basis may result in further  
 discipline or in discharge. 
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Written or oral requests for verification of employment should be forwarded to the Human Resources 
Office for completion.  These requests often come from banks, credit unions, mortgage companies, 
etc. to verify information on a loan request.   
 
Employees, current and former, will occasionally ask for a written reference or recommendation from 
a supervisor.  Supervisors may wish to write such a reference; however, the letter should include 
only information that can be documented and supported and should be reviewed by Human 
Resources.  If possible, return the original letter to the employee requesting it, who can then use the 
letter at his/her own discretion.   
 
Forward a copy of the letter to Human Resources for inclusion in the employee's personnel file. 
 
Human Resources will also write letters of reference for employees upon request and are available to 
assist supervisors in writing reference letters.   
 
Supervisors who give information that is subjective, not completely factual, or is given to someone 
who does not have a business need to know, whether on the phone or in writing, may be subject to a 
lawsuit and named personally in the suit.  In other words, the supervisor is held personally 
responsible, and personal assets are at risk.  Telephone references are particularly risky and should be 
avoided since it is difficult to prove exactly what was said. 
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A Personnel/Payroll Action Form (PPAF) must be completed by the supervisor whenever there is a 
change in an employee's status.  This includes hiring, changes in pay rates, hours worked, title 
changes, and termination.  The form is forwarded to the appropriate Vice President or higher level 
authority for signature, and then forwarded to Human Resources.   
 
Upon review and signature, Human Resources forwards the PPAF to the Vice President/Treasurer 
for review and signature.  It is then sent to the Payroll Office for processing. 
 
The PPAF is included in the employee's personnel file after being processed. 
 
Blank forms are available in Human Resources.    
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Although the protection of confidential college data is expected of all Reed employees, it is the 
responsibility of supervisors to take reasonable steps to ensure that data security procedures are 
followed by their staff.  Protection of computers and computer-based materials is especially 
important since such materials are prime targets for hackers, identity thieves, and others. 
 
Unauthorized access to confidential college data can expose affected individuals –– as well as the 
college –– to serious financial and legal consequences.  Should data be compromised as a result of 
supervisory or staff negligence, the impact on the college could be even greater.   
 
A printed security brochure is available for supervisors to distribute to their staff and student 
employees. Detailed guidelines for data security are available on the Reed web site at:  
http://web.reed.edu/cis/safe_computing.html 

 
Administrative Computing Services (ACS) performs periodic data security assessments of 
administrative offices and will provide data security training, documentation, and other assistance 
to supervisors upon request.  Please contact ACS at ext. 7600 if you have questions about security 
procedures or training.  
 
If you believe that electronic security has been breached, that confidential materials have been 
compromised, or that computer equipment has been stolen, please contact the Chief Technology 
Officer immediately at ext. 7254 (503-777-7254).  In the case of computer theft, the Director of 
Community Safety should also be contacted at ext. 7379 (503-777-7379).  

 


