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The research fcrming the basis for this workshop was conducted
pursuant to grants between the U.S. Department of Housing and Urban
Development and the five universities listed on the page of acknowledae-
ments. Statements and information contained in this workshcp are those
of the grantees who assume sole responsibility for their accuracy and
completeness.
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FOREWORD

This instructor's guide is one of eighteen in a housing-management
curriculum developed by HUD in conjunction with Temple University.

The guide reprints all the material in the participant's workbook,
but gives more detailed information where necessary and answers the
test questions.

Our hope is that with your help, the workshops using this
curriculum will advance professionalism in the field of housing
management. The lack of professionalism -- that is, the lack of
uniform standards which allows people of varying knowledge and
abilities to manage HUD-assisted and privately financed housing --
has contributed to some serious problems: high default rates,
abandonments, and vandalism. To correct such problems is important.
We are glad to have you working with us.

e TRl

Donna E. Shalala

Assistant Secretary for ~ Assigtant Secretary for

Policy Development and Research ~  Housing -- Federal Housing
Commissioner
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PREFACE

Each workbook in this series presents a number of learning
objectives targetted to a selected area of management. Successful
completion of the learning objectives presented in each workbook provides
a series of building blocks to buttress the spectrum of skills required
of a housing manager.

In preparing these workbooks, an attempt has been made to incorporate
the range of knowledge that housing managers might be required to draw
upon. Likewise, an attempt has been made to reflect the present state-of-
the-art of housing management. Inevitably, whatever is captured in print
reflects a body of knowledge and practice up to the point of publication.
Therefore, the students and instructors making use of these workbooks
will want to keep alert to new developments that should be integrated
into the workbook material. Furthermore, 1ike any attempt to codify
knowledge in a particular field, the material presented in these workbooks
is open to differences of interpretation and emphasis. We are aware that
there may be some techniques and procedures described in these workbooks
with which some experts in the field might disagree. The best test of
such procedures and techniques will come when they are applied in the
field by housing management practitioners. Through this process, the
state-of-the-art will continue to be improved. Instructors in the future
will undoubtedly want to incorporate such acknowledged improvements into their
delivery of the workbook material.

One final point is worth mentioning. An initial impetus for these
workbooks was the need to upgrade management skills in HUD-related housing.
However, many of the principles presented should be viewed by students and
instructors as applicable to multifamily housing management practices in
the private sector.
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INTRODUCTION

The success or failure of manacement depends largely cn the oroper
acministration of staff. This workshop strives to prenare manacers to
be better able tc undertake a variety of personnel functions. Accordincly,
it has five overall objectives:

(1) To familiarize participants with the elements of nerscnnel
planning and policy,

(2) To familiarize pnarticipants with the elements of personnel
recruitment and selection, -

(3) To familiarize participants with the elements of personnel
training,

(&) To familiarize participants with preferred metheds of
assicning and schedulinc work, and

(3) To familiarize participants with preferred methods of
handlinc nerformance evaluations and other nersonnel actions.

Each coal has several learning objectives. These learning cbjectives
are, simply, measurable statements about the specific knowledge partici-
nants are excected te acaquire in the workshop.

Each learning objective, in turn, has what is called an anticipated
practice cutcome. Anticipated practice outcomes are those practical skills
a particinant can be expected to implement on the job using the informaticn
acauired in the workshop.

In other words, anticipated practice outcomes refer to ways knowledce
acquired in the workshop can be anolied to real problems and situations.

The werkshop, organized around the Tlearninc cbjectives and anticipated
nractice outcomes, requires two half-day sessicns.

Session 1 - Goal Areas 1 and Z
Session 2 =~ Goal Areas 3, 4, and 5



hCk TO USE THE INSTRUCTOR'S GUIDE

This is the Instructor's Guide to the workshoo on Personnel Adminis-
tration in Housing Manacement. In addition to listing coals, learning
objectives, and anticipated practice outcomes, it contains a detailed
centent section and discusses appropriate methodology and rescurces.

It alsc provides answers to the post-test evaluations and sucgests
criteria for evaluating results of the skill-test items.

The Participant's Workbook fcr the workshep contains the same intro-
cuction and description of goals, learning objectives and anticipated
practice outcomes. However, the content and methodology are less detailed
and only those materials required for participants in the post-test and
skill-test are included.

The workshop is organized around learning objectives and anticipated
practice outcomes. The overall workshep olan is nresented in the matrix
on pages vii through xiii.

At the top of each page is a box containing the cverall problem.

At the far left of each page is one of the overall goals of the workshop.
The coals state in broad terms how the workshop will address the problem.
To the right of each gcal statement are its learning objectives.
These objectives represent specific knowledge a participant is expected

to acquire during the workshop.

In the next column to the richt, under "Content," is a list of the
material to be covered for each goal.

Moving farther right, the next column contains methodology. Outlined
in this cclumn are the teaching methods suggested for the weorkshop. In
this workshop a series of informal lectures and guided discussions will be

used.
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The next column, labeled "Resources," contains a description of who
will conduct the course. For this workshcp, prcoram staff can be used.

The next column to the rignt of each pace 1ists those corresnonding
nost-test items which will measure now well narticipants met the learning
objectives.

This column is followed by the anticinated practice outcomes, which
are rmore practical, jcb-related skills or attitudes the particinant is
expected to acquire.

Finally. the last column on each page 1lists corresponding skill-test
items which will meesure hew well participants met the anticinated practice

cutcomes.
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WORKSHOP MATRIX

PROBLEM: |

The success or failure of management depends largely on the proper administration of staff.
Managers need to sharpen their skills in recruiting and selecting qualified personnel, in
motivating staff to reach optimum performance, in training new employees and retraining
regular employees, in efficiently assigning and scheduling work, and in handling performance

evaluations and other staff procedures.

LEARNING
OBJECTIVES

4 CONTENT

GOAL

To familiarize
participants with
the elements of
personnel plan-
ning and policy.

1. Participants
will list four
(4) major
areas of
personnel
policy.

2. Participants
will describe
eight (8) laws
which affect
the develop-
ment of
personnel
policies.

n

(¥=]

o~ o o 5w

. Administrative
structure.
Number and kinds
of staff required.
Selection cri-
teria, job
descriptions,
performance
standards.
. Guidelines for
personnel actions.
. Description of
compensation and
benefit policies.

. Walsh-Healy Fair
Labor Standards.
National Labor
Relations Act.
Social Security.
Federal Unem-
ployment Tax.
Internal Rev-
enue Code.

Civil Rights Act
of 1964.

OSHA.

Age Discrimi-
nation Act of 1967
State and local

Laws.

A

-y METHODOLOGY —-} RESOURCES

1, Informal 1. Workshop
lecture staff

1. Informal 1. Workshop
lecture staff

EVALUATION OF
KNOWLEDGE

ACQUIRED

1. Completion of
post-test item|
| &

1. Completion of
post-test iten
2

ANTICIPATED
PRACTICE

OUTCOMES

1. Participants will
examine a case
study and make (4)
suggestions for
improving a per-
sonnel manual's
description of
personnel policy.

2. Participants will
examine case
studies and deter-|
mine if the pro-
visions of eight
(8) laws affecting
personnel policieq
are adhered to.

EVALUATION OF
IMPROVEMENTS 1IN
SKILL

1. Completion of
skill-test
item 1.

2. Completion of
skill-test
item 2.

-~ LLLA -



WORKSHOP MATRIX

The success or failure of management depends largely on the proper administration of staff.
Managers need to sharpen their skills in recruiting and selecting qualified personnel, in
motivating staff to reach optimum performance, in training new employees and retraining
regular employees, in efficiently assigning and scheduling work, and in handling performance
evaluations and other staff procedures.

PROBLEM:

“EVALUATION OF | | ANTICIPATED| EVALUATION OF
LEARNING KNOWLEDGE PRACTICE l IMPROVEMENTS IN
| GOAL H OBJECTIVES ‘*—i CONTENT Fi HETHODULOGYl—'ﬂ RESOURCES |") ACQUIRED —)_ OUTCOMES A SKILL
To familiarize . Participants 1. Schools and Train- |1. Informal 1. Workshop 1. Completion of |1. Participants will| 1. Completion of
participants with will suggest ing Programs. lecture with staff. post-test item suggest appropri- skill-test
the elements of five (Sg 2. Employment guided dis- 3. ate recruiting item 3.
personnel re- sources for Agencies. cussion. sources for ten
cruitment and recruiting 3. Advertising. (10) staff
selection. personnel. 4. Personal. positions.
5. Others.
. Participants 1. Name, address, 1. Informal 1. Workshop 2. Completion of |2. Participants will| 2. Completion of
will name ten phone number lecture with staff. post-test item examine a sample skill-test
(10) items 2. Date, place of guided dis- 4, job application item 4.
that should birth. cussion. and make five
be included 3. Marital Status. (5) suggestions
in application| 4. Number of for improving it.
forms. dependents.
5. Health status,
height/weight.
6. Type of work
desired.
7. Education.
8. Special Training.
9. Work Experience.
10. Reasons for
separation. L
11. References. vy




WORKSHOP MATRIX

The success or failure of management depends largely on the proper administration of staff.

Managers need to sharpen their skills in recruiting and selecting qualified personnel,

in motivating staff to reach optimum performance, in training new employees and retraining

regular employees, in efficiently assigning and scheduling work, and in handling performance
evaluations and other staff procedures.

——)

PROBLEM:
LEARNING
GOAL ——— )| OBJECTIVES
3. Participants

will describe
four (4) kinds
of tests commonly
used for employ-
ment screening.

. Participants

will cite

five (5)
guidelines for
conducting a
Job interview.

. Participants

will describe
two (2) laws
which affect
personnel
recrui tment
and selection.

=4

RESOURCES |-)

CONTENT METHODOLOGY
1. General per- 1. Informal
formance tests. lecture with
2. Aptitude tests. guided dis-
3. Temperament and cussion.
personality
tests.
4. Task-related
tests.
1. Respect. 1. Informal
2. Preparation. lecture with
3. Atmosphere. guided dis-
4. Confidentiality. cussion.
5. Obtaining in-
formation.
6. Listening and
attending.
1. Civil Rights 1. Informal
Act of 1964 lecture.
2. Age Discrimina-
tion Act of
1967.

State and local
laws.

EVALUATION OF
KNOWLEDGE
ACQUIRED

ANTICIPATED
PRACTICE
OUTCOMES

-4

EVALUATION OF
IMPROVEMENTS
IN SKILL

. Workshop

staff

. Workshop

staff.

. Workshop

staff.

3. Completion of

4. Completion of

. Completion of

post-test
item 5.

post-test
item 6.

post-test
item 7.

3. Participants will

examine five (5)
hypothetical test
items to deter-
mine their legality
according to
criteria provided.

. Participants will

examine a case
study and select
the appropriate
candidate for a
position accord-
ing to criteria
provided.

. Participants will

examine a case
study and deter-
mine if the pro-
visions of two

(2) laws affecting
personnel recruit-
ment and selection
are adhered to.

[3,]

3.

Completion of
skill-test
item 5.

. Completion of

skill-test
item 6.

. Completion of

skill-test
item 7.



WORKSHOP MATRIX

The success or failure of management depends largely on the proper administration of staff.

PROBLEM: Managers need to sharpen their skills in recruiting and selecting qualified personnel, in
motivating staff to reach optimum performance, in training new employees and retraining regular
employees, in efficiently assigning and scheduling work, and in handling performance evaluations
and other staff procedures.
EVALUATION OF ANTICIPATED EVALUATION OF
GOAL' == LEARNING Ry CONTENT METHODOLOGY |y RESOURCES KNOWLEDGE PRACTICE IMPROVEMENTS IN
OBJECTIVES ACQUIRED OUTCOMES SKILL
To familiarize 1. Participants will | 1. Vestibule training. 1. Informal | 1. Workshop| 1. Completion 1. Participants will . Completion
participants name and describe | 2. On-the-job training lecture staff. of post-test examine ten (10) of skill-test
with the elements three (3) types 3. 0ff-the-job training. item 8. case study prob- item 8.
of personnel of training. lems and suggest
training. appropriate Einds
of training for
each.
2. Participants will | 1. Community resources 1. Informal |1. Workshop | 2, Completion
suggest ten (10) [ 2. Organizational lecture staff. of post-test . Participants will . Completion
potential train- resources. item 9. examine ten (10) of skill-test
ing resources. 3. On-the-job resources. case study exam- item 9.
ples and suggest
appropriate train-
ing resources for
each,
3. Participants will [ 1. Time savings 1. Informal |1. Workshop | 3. Completion . Participants will . Completion of
suggest five (5) | 2. Money savings lecture staff of post-test examine five (5) skill-test
criteria for 3. Manpower savings. item 10. case study evalua- 10.
evaluating train- tions of training
ing results. and make sugges-
tions for their
improvement.

- 1X -



WORKSHOP MATRIX

PROBLEM:

The success or failure of management depends largely on the proper administration of staff.
Managers need to sharpen their skills in recruiting and selecting qualified personnel, in
motivating staff to reach optimum performance, in training new employees and retraining
regular employees, in efficiently assigning and scheduling work, and in hand1ing performance
evaluations and other staff procedures.

GOAL

LEARNING
OBJECTIVES

To familiarize
participants
with preferred
methods of
assigning and
scheduling
work.

1. Participants will

describe the five
(5) elements of
the process of
assigning and
scheduling work.

(2] £ WM
. I

EVALUATION OF | ANTICIPATED
j CONTENT r—a METHODOLOGY | RESOURCES |} KNOWLEDGE 1 PRACTICE [—
ACQUIRED QUTCOMES
Determining attain- | 1. Informal | 1. Workshop | 1. Completion . Participants will
able needs. lecture. staff. of post-test examine a case

Setting priorities.

Scheduling work.
Planning work
assignments.
Assigning work.

item 11.

stude and priori-
tize ten (10)
work tasks.

EVALUATION OF

1 IMPROVEMENTS

IN SKILL

1. Completion
of post-test
item 11.

- LLX =



WORKSHOP MATRIX

PROBLEM:

The success or failure of management depends largely on the proper administration of staff.
Managers need to sharpen thefr skills in recruiting and selecting qualified personnel, in
motivating staff to reach optimum performance, in training new employees and retraining
regular employees, in efficiently assigning and scheduling work, and in handling performance
evaluations and other staff procedures.

GOAL

To familiarize
participants
with preferred
methods for
handling per-
formance eval-
uations and
other personnel
actions.

LEARNING . EVALUATION OF ANTICIPATED EVALUATION OF
j| OBJECTIVES CONTENT METHODOLOGY RESOURCES KNOWLEDGE 3  PRACTICE ——3) IMPROVEMENTS
ACQUIRED OUTCOMES IN SKILL
1. Participants will | 1. Actions 1. Informal 1. Workshop 1. Completion of 1. Participants will . Completion of
name and describe | 2. Results lecture staff post-test make a performance skill-test
three (3) 3. Errors item 12. evaluation of a item 12.
criteria for hypothetical em-
performance ployee utilizing
evaluations. three (3) appro-
priate criteria.
2. Participants will | 1. Promotions 1. Informal 1. Workshop 2. Completion of 2. Participants will |2. Completion of
name and describe | 2. Transfers lecture staff post-test examine a case skill-test
three (3) major 3. Terminations item 13. study example and item 13.

types of person-
nel action.

reconmend the
appropriate
personnel action
to take.

= bHX -



COAL AREA 1:

TC FAMILIARIZE PARTICIPANTS WITH THE
ELEMENTS OF PERSONMEL PLANNING AMD POLICY



COAL AREA 1: TO FAMILIARIZE PARTICIPANTS WITH TEE ELEMENTS OF PERSOMMEL
PLANKING AND PCLICY

A

LEARMING QRJECTIVES ANTICIPATED PRACTICE QUTCCMES
1. Participants will list four (4) 1. Participants will examine a
major areas of personnel policy. case study and make four (4)

suggestions for improvinc a
nersonnel nelicy.

2. Participants will describe eight 2. Participants will examine
(8) laws which affect the develon- case stucies and determine
ment of personnel policies. if the provisions of eight

(8) laws aftecting personnel
nolicies are adhered to.

Content

Personnel Planning and Policy

Personnel nlanning involves the continuous process of setting persornel
policies. Such pelicies reculate the number and kinds of employees neeced
to run a particular housing developmrent, determine their job duties, assess
their ccmpensation and fringe benefits, and establish procedures for recruit-
ing, hiring, administering, and evaluating them. Althouch policy planning
usually takes place within executive management, housingc managars are direct-
1y involved in implementing personnel policies within their own developments.

Personnel policies defire the rights and the responsibilities of employees
and of workers. Most autherities have a personnel manual which describes
nersonnel policy as reflected in:

(1) The housing authority's purpose and administrative structure;

(2) The numter and kinds of staff needed for particular develooments;

(3) Selection criteria, job descrip*icrs, and performance standards for
all positions;

(4) Guidelines for personnel actions, such as promotions, transfers,
and terminations; and
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The following chart describes the principal laws that affect the develop-

ment of personnel policies in housing authorities.

LAW/REGULATION

FFFLICABILITY

PROVISIONS

1. Walsh-Healey Fair

Labor Standards

Owner or Manage-

ment firm gross-

ing over $250,000
per year.

Must pay employees at least
$2.30 per hour.

Must pay at least time and a
half for each hour over 40
hours per week.

2. National Labor
Relations Act,
as amended

Any development
grossing over
$500,000 per year.

Unlawful to discriminate
against employee for union
activity.

Unlawful to infiuence employee
voting to determine what union,
if any, will represent employees.

Unlawful to interfere in union
affairs.

Unlawful to refuse to bargain
with a union which represents
a majority of employees.

3. Federal Insur-
ance Contribu-
tions Act
(Social Security)

Any employer who
pays wages to an
employee in excess
of $50 in any one
quarter

Employer must withhold a certain
percentage of employee wages.

Employer contributes equal amount.

Employer must have employee
identification number.

Employer must file quarterly
return on IRS Form 941.
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WARECELATION APPLICABILITY PROVISID}S
Faceral Urernlov- Ary croloyer whe nas | i'ust pay a Faders! Unemnloy-
rent Tax four or mere emnloy- | ment Tax to Internal Fevenue

ees in a calendar yearn Service.

Arount ¢of tax depends on
ernloyver's history of stabii-
ity of erpicyment anc state
unemnioyrent tax.

[f tax 1iability exceeds S1C0
for any auarter, rake cerecsits

quarterly.
5. Internal Fevenue iny emnloyer Varicus recuirements, incluc-
Coce (Fecdaral ing withholdine taxes Trom
- - A\
Incere Tax) erployee paychecks and “iling

H-2 forrs., Every ernicrer
should cttain a copy ¢f Circular
E, Employer's Tax CGuicda,

wnich is availaule Tron the
Internal Pevenue Service.

Title VII of Ernlovers with 15 Unlawful for an emnlcver t¢
the Civil Picnts or rore ennleyees do any of the follcwing 'e-
=ct of 15¢& cause of rece, coler, sex or
(Equal Frtley- national origin:
rent Cnpertunity)
-Fail or refuse to hire
-Discharge
-Niscriminate with resnect
to corpensaticn, terrs and
conditions, and orivileces
of ernloyment
-Limit, se”recat_, or ciassify
erployees or job apciicants
in any viay that would cenrive
individual cf emnlovrment
opportunities.
Cccurational Errloyers with one ] Emoloyers rust corply with Jcb
Safety anc or rore erpleyees safety anc health standards
rfealth Act issued by the U.S. Cerartrent
of 1

a70 of Labor.



LAH/REGULAT ICH

AFPLICAZILITY

PROVISION

8.

Age Ciscrimina-
tion Act of 1967

Employers with 2
a

or more srrleoyees

Prohibits arbitrary acs cis-

crimination for indivicuals
the ages of 40 and €% in:

~-Hiring
-Discharges
-Promotions

-0ther personnel acticns

A\

Equal Pay Ict
of 1963

£11 emnlovers
ccvered by the
Fair Lator Stan-
cdards Act

Bans any differential in pay
based on sex.

0

10. Rehabilitation Any erolcyer Prohibits discrimiraticn cus
Act of 197% to a handicap uniess it can
be shown that the indivicual
cannot perform the job.
11. State and Local Vary -- checl the Wage and hour nrovisicns
Laws laws apniyine in
vour juricsdicticn Vlorking conditions
Disability laws
Income taxes
Equal employment
Civil Service !lerit Systars
Other specific rrovision
Methodology
1. The material cn nerscnnel nciicy and relevant laws should be
presented in an irfcrmal lecture
Resources

1. Workshop staff can present the informal lecture.



GOAL AREA 2:

TO FAMILIARIZE PARTICIPANTS WITH THE ELEMENTS OF
PERSONNEL RECRUITMENT AND SELECTION
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cCRUITIENT AND SELECTION

LLARMING Q3J5CTIVES

1. Participants will sucgest five (5)
sources for recruiting personnel.

2. Participants will name ten (10)
items that should be included
in apnlicaticn forms.

3. Participarts will cdescribe four
(4) kinds of tests commonly used
for ernloymert screening.

4, Particirants will cite five (5
cguidelines for conducting a jo
interview.

)
b

5. Particirarts will descrive two (2)
laws vhich atfect rersonnel re-
cruitnent er selection.

Content

Personnel Fecruitment and Selection

C FAI'ILIARIZE PARTICIPANTS WITH THE ELEMEMTS QOF PERSOMMEL
UhL

ANTICIPATED PRACTICE CUTCTMES

(9]

Participants will succest appre-
priate recruitinc scurces fcr

ten staff-nositicns.

Participants will examine a
sample job apnlication and rake
five (5) sucgesticns for imorov-
Tag it

Participants will exarine five
(5) hynothetical test items to
determine their lecality accorc-
ing to criteria nrovided.

Participants will examine a cass
study and select the aporonriate
candidate for a position accord-
ing to criteria provided.

Participants will examine a case
study and cetermine if the prec-
visions of two (2) laws affecting
nersonnel recruitment and
selection are adherec to.

Selcw are the nrincipal sources from which a manager can recruit qua’ifiec

rersonnel:

1. Scheols and Training Programs

- Yocational and Trade Schools.

e

l.ese are cood sources for recruiting mainterance anc clerical stic;;.

- Hich schools, business colleaes, community colleges, and four-year
universities (oreferably with a curriculum in housing manzcement

or 2 related field).

. Trhese are good sources for management perscrnel.



- Special traininag progran graduates, cuch as in hcusing manacerment
cr a related field.

Probably the best source for both managerment and raintenarce
rersornel.

Ernleyment Agencies

(]

- State Emrloyment Systems
- Local «nd Private Emnloyment Agencies

Advertising

Advertisements in newspapers and in professional trace journals.

Bulletin-board announcements in local, State, or Fecderal civil
service offices.

Radio and television employment commercials.

Help wanted signs or brochures in the manacement cffice.

Personal Sources

- Contacts with leaders cf local groups, such as churches, sccial
agencies and clubs.

- Announcements to resicents to see if a cualifiec resicdent wishes
to aoply.

- PRecommendations and referrals from present employees.
5. Cther Sources

- Previous employment applications.

- Announcements tc present employees tc encourage in-house anrlicatiens.

-

Promotions from within the organizaticn are an excellent way o;
ouilding staff morale.

- Lists of qualified former employees who have been laid off cr vhc,
for some reason, have voluntarily left the manacerent orcanizaticn.

Job 2oplications

An incispensable part of recruiting and selecting emplcyces is tc have

acrnlicants complete a job application form. Job aoplicaticns snhould be well-

cesicnec, with clear and simple instructions.



'‘ost job applicaticn fcrms request itiie following information:

Nare, address and telephone number

Cate and place of birth
- Marital status
- Number of children or dependents
- Health status, height and weicht
- Type of viork desired
- Years of education ana schools attancecd
- Other special schooling or traininc
- Previous jobs held/beginning and encirc nay
- Reasons for leaving previous jobs
- References
A well-develoned application form has the fellowing advantages:

- It is a simple test of an abonlicant's ability to spell and write
and to answer factual questions.

- It provides the manacer with valuatle inforamtion before the
emoloyment interview.

- It cgives applicants assurance that their cualifications are on
record.

After an applicaticn is completed, the ranzcer should investigate the
applicant's previous work history. He shculc <cuble-check the facts listed
on the application and discuss the aoplicant's character and performance
vith previous supervisors. Valuable information can also be obtained by
checking with officials of schools the anrlicant attended and by talking
with people listed on the application &s rzTzrznces. These contacts can
nrovide helcful insights into the anpliczni’s tehavior and performance in

a variety of situations.



Testing

Before they actually interview a pnrcscective errclcyee, many managers
have applicants take cne cr mere tests tc measure whal they can do, their
ability to learn, or their attitudes and ability tc get aleng with other
nacnie.

Tests used to select emnloyees shoulc reasure onlv those skills,
abilities, ana attitudes that are required tc cc the jcb. Courts have
ruled that tests that are not directly job-relztec viclate equal employment
laws if they discriminate acainst minorities cr vcren. The use of the
following kinds of tests for selection nurncses as heen successfully

challenged in job discrimination cases:

General performarnce tests: tests to measure vhat a person can
actually do teyond what is required by the ion.

Aptitude tests: tests to measure a vcerscn's ability to learn and
general abilityv beyond what the job reauires.

Temperment and personclity tests: tests to rezsure a person's
attitude and ability to get alonc with other recnle.

There are other reasons for avoidinc tests %het are not job-related.
Relying on a test that measures skills not recuired tv the job can also
result in:

- over-qualified workers, or

- unqualified or under-cualified workers who are sirply skillful
test takers.

A manager who uses tests should reremtzr that <est results are not
guarantees of performance. They can be mislezding if the tests are not
administered correctly or if the scores are misinterrreted.

Job descripticons should be used to cdetermine vhat to test for in

filling a particular position.
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Job des riptions provide a clear description of both:
- lhat the worker does, expressed as explicit action ve :s; ard,
- lhat gets done, expressed as reasons for the action.
Example of these two elements are seen in the following char
IN JRMATION HOW EXPRESSED EY ‘FLES
What th worker does: Explicit action Talks
actions ind behavior verbs Types 2tters
Reads 1d reviews reoorts
Dige  les
Eweegs floors
Turns aindles
Pulls 2vers
what ge s done: A reason for the Talks ith resicerts tc
results worker's actions: work Jut aarecment
why he does it Types 1 complete report
Digs r ie tc niant Lush
Sweeps to clear floor
Turns 3ndie to start
macrk 1e
PuTTs 2ver tc onen vent
An 1lternative to written tests, and one which reflects :tual job
descrip ions and performance standards, is to assign a task ¢ virg instruc-
tions a 1 to observe and monitor the applicant's performance. Unfortunately
such te ts, by their nature, cannot be used tc screen applicz ts before an
intervi .
Intervi vina the Prospective Employee
Th  job interview is an important part of the recruitmer and selection
procedu 2. The manager should review the job requirements pr or tc the inter-
view sc that he or she is thorouchly familiar with them. Suc 2ss in inter-
viewinc 1 job apnlicant depends on being well prepared. The 21lowing
factors ire important to a successful interview:
- st all the information concerning the applicant and 1e iob.
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- Determine additional information needed for making a decision.

- Make a mental or written 1ist of what is needed to talk about
with the applicant.

When Setting Up a Job Interview:

- Arrange an appointment with the applicant. Try to make it as con-
venient as possible.

- Arrange a suitable setting. The manacer should remember that suc-
cess in interviewing a job applicant depends in part on the inter-
view setting. The following factors are important:

privacy and comfort

an informal opening

establishment of confidentiality

freedom from interruptions

Hhen Conducting a Job Interview:
- Introduce yourself and put the applicant at ease.

- Tell the applicant about the job and obtain the information
needed to decide whether the applicant should be hired. (Perhaps
bty taking notes once some rapport is established with the
applicant).

- Conclude the interview comfortably and on schedule. If you
decide during the interview that the aoplicant cannot be accepted,
say so tactfully but clearly. If you decide to hire the person,
do so. If you are still undecided or are unable to make an im-
mediate commitment, promise to contact the applicant within a
specific period of time.
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Below are some quidelines to follow in conducting job interviews:

The interviewer must:
- Respect the interests and individuality of the interviewee.

- Pre-establish clearly the objectives to be cained or purposes to
te served by the interview.

- Ret and review background information.
- Plan the interview.

- Determine what is important
- Structure information to be determined.

- Make the interviewee feel at ease.
- Encourage and allow the interviewee to talk freely.

- Refrain from making too many comments until the applicant has had
sufficient opportunity to express himself.

- Select physical conditions that are suitable.

- Privacy and comfort,
- Quiet,

- Establish and maintain confidentiality.
- Minimize interruptions.

- Listen and be attentive. Ask fact-finding cuestions. BSe alert
and flaxible.




The following chart surmerizes laws affecting personnel recruitment and

selection:

LAW/REGULATICHN

APPLICABLE TO

PROVISICHS

Title VII of the
Civil Rights Act
of 1963 (Equal
Employment Oppor-
tunity)

Empicyers with 15
or more ermployees

Makes it unlawful for an
employer to do any of the
following because cof race,
color, religion, sex or
national origin:

- Fail or refuse to hire,

- Discharce.

- Discriminate with respect

to compensaticen, terms and '
cenditions, and orivileces
of employment.

- Limit, segrecate or classify
employees or job anplicants
in any way that would deorive
an individual cf employment
opportunities.

Ace Discrimina-
tion in Employ-
ment Act of 1967

Employers with 25
or more employees

Prohibits arbitrary ace dis-
crimination in:

Hiring

Discharces

Promotions

Other personnel actions

‘fany State ancd
Local Laws

Vary -- check par-
ticular laws ap-
nlying in your
jurisdiction

Eque? Erployment

State and Civil Service and
Merit Systems.
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Methodoloagy

1.

(5}

The material on recruiting sources shoulc be presented in an
informal lecture. Participants can first be asked to sucgest
pnossible sources; the workshop leader can then fill in any caps
that remain, finishing with a summarizing lecture.

The material on application forms should be presented in an in-
formal Tecture. Particinants can first te asked tc sucgest
appropriate items: the workshop leader can then fill in any gans
that remain. The workshop leader may desire to prepare before-
hand a sample comprehensive job apnlication form on a piece of
newsprint.

The material on tests commonly used for employrent screening
snould be presented in an informal lecture.

The material on conducting a job interview should be presented
in an informal lecture, intecrated with the role play on inter-
viewing. (Instructional Aid 2-2).

The material cn Taws affecting personnel recruitment and selection
should be presented in an informal lecture.

Fesourcas

L

Workshon staff should conduct the informal lectures and the rcle
nlay.
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TASK 2-A: ROLE PLAY ON JOB INTERVIEWIMG - INSTRUCTOP'S GUICE

Introduction

This is a role play designed to get participants to practice the
different skills a manacer needs to adequately perform a jocb interview.
It can be nlayed two or three times with different participants rlaying
the role of the interviewer. The instructor shculd first ensure that all
particinants understand what role plays are and why they are dene.

Instructions to Particinants

The instructor should tell participants that in fthis role nlay one
person will portray a housing manager and that three cthers will play dif-
ferent job annlicants. The instructor should then chose four actors and
give each his role scenario. Yhile the actors familiarize themselves
with their roles, the instructor should describe the task tc the other
participants as follows:

(1) They are to observe the scene, but not interfere.

(2) They should try to identify salient questions needed to
cetermine the best applicant, either asked cr unasked.

(3) They should try to determine which applicant is the best
qualified for the job.

Conducting the Role Play

Have the participants portray their roles. Stop the scenario after
each actor has sufficiently pertrayed his role. (Interrunt the process
only if one or beth actors do not adequately portray the role.) After
the scenario has stopped, ask the following questions:

To the observers:

(1) What were the different interviewin¢ skills portrayed?
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(2) Give an example of how they were displayed.
(3) What skills were most effective? Why?

(4) What questions were important in determining
the best applicant?

(5) What important questions were not asked?

(6) Were all three candidates interviewed in a standard
fashion?

(7) Which candidate is the best qualified? Why?
To the actors:
(1) Describe your role.
(2) How did you feel portraying that role?
(3) Would you have done anything differently? What?
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PLAY SCENARIO

The Rele of the Manacer

You are seeking to hire a supervisor for your develooment's

vidual who m

security force. You are lecking for an ind

(]

ok

the followinc qualiftications:

(1) has completed an accreditec “r2irinc ccurssz in
(2) has had precfessicnal experience in security.

(2) has had supervisory sxneriencs.

(2) can axercise discinline.

.2, has scrie degree <7 sensitivity tc the nreblers
resicdents and an casv-coinc tzmperarent.

(6) can work clesaly with other manacerent parscnn2
resicents, the nolice denartment, and local scc

service agenc

—de

o5,
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The Role of Candidate I: [I'r. Freen

You are applyincg for the job of supervisor of the local housing
development's security force. You are thirty years old, married,
and have two children.

You worked as a Pinkerton Security Guard for three years, and
then left tc work in a steel mill. You still work at the mill, but
would 1ike this job because it pays more money. You're not sure
whether you should take the job, however, tecause a friend of yours
once worked in a public housing development and has told you many
times how residents lack respect fer law and authority. You feel

you could handle the job, however, if you crackecd down hard enouch.



The Role of Cercicete 2: Mr., Blue

You are applying for the job of sucervisor of the lccal housing
development's security force. You are fifty-five years old, a re-
tired police sergeant.

You would Tike this job because it could sunplement your pension.
Your wife and you lived in public housing for five years when you

were first married.
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The Role of Candidate 3: Ms. Purple

You are apnlying for the job of surervisor of the Tocal housing
development's security force. You are thirty-five years cld, a
former MP in the WAC's. You left the service to get marriad.

You would like this job because you need the extra inccme.

You've never lived in a big city before.
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GOAL AREA 3:

TO FAMILIARIZE PARTICIPAMTS WITH
THE ELZHENTS CF PERSCHWEL TRAINING
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LEARNING C2JECTIVES

TO FAMILIARIZE PARTICIPANTS WITH THE ELEMENTS OF PERSONMNEL
iR

ANTICIPATED PRACTICE OUTCOMES

1. Participants will name and 1. Participants will examine ten
descrite three (3) types of (10) case study nroblems and
trainine. succest appronriate kinds of

training for each.

<. Particinants will succest ten 2. Particinants will examine ten
(12) notential training re- (10) case study exzrrles and
sources. suggest anproecriata training

rescurces for eacn.

3. Participanrts will sugeest five 3. Participants will examine five
(5) criteria for evaluating (5) case stucy evaluations cf
training results. training and make succestions

for their imorovement.

Content

Personnel Traininc

Every new employee needs to bz introduced to the new job environment
anc taucht how to nerform specific tasks, regarcless of previcus trainine,
ecucation or experience. Snecific occasicns for retraining also come
atout when an emnloyee is transferred or cromcted or when a job chances
because of a new method of handling vicrk.

iew employees are often trained iradecuately. The new empicyee is tcld
to work with 1ittle or no break-in nericd and is left to learn the job with-

out adequate assistance. Moreover, he or she is often not adequately briefed

atout the pnolicies, ideals and objectives cf the orcanization.

The maracer snould have a well-nlanned personnel trainir¢ trccrarm, which

reflects an operating procecures manual. Such @ manual should previce
written instructions for everv job cateccry, and cutline certain srecific

points such as: ceneral conditions of emplovmert and hours c¢f work, holicays,
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sick leave and vacation policies, organizational policies with respect to
public relations, employee attitudes, and prospects for advancement. Most
important of all, such a manual should contain a complete discussion of
the particular job: how it is done, its meaning, and its importance.
Conducting training for newly appointed employees is a good personnel
rolicy. In this way, employees can be quickly prepared for their jobs;
employees who have transferred or have been promoted are provided the oppor-
tunity to learn their new work as quickly as possible; and accidents, incor-
rect work, and other costly mistakes can be reduced. Ongoing training can
help staff adapt to new work situations and to major changes in job-content
or work relationships, reduce work dissatisfaction, and can improve skills
and knowledge necessary to perform the job.

Determining Training Needs

Training should be used to solve work-related problems only after the
supervisor has tried improving and clarifying instructions, work assignments,
or performance standards. In identifying training needs, the supervisor
should look for:

(1) The same or similar problems experienced by several workers,

(2) The same or similar problems experienced by one worker,

(3) Recurring misinterpretation of work instructions, or

(4) Recurring inability to meet performance standards.

Once needs are identified, the supervisor should determine which skills,
if improved, would prevent the problem from recurring.

Types of Personnel Training

(1) "Vestibule" Training

Vestibule training is the orientation given to employees
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before they begin tc cdc a job, either unon hiring, promotion,
or transfer. It should:
- Introduce the worker to his or her co-workers.

- Familiarize the worker with the tasks and procedures
of the jobt.

- Explain how and where the job fits intc the orcaniza-
tion's structure.

- Enable the worker to obtain the neeced raterials and
sunplies.

- Establish a workinc relationship between the employee
and the manager.

Vestibule training can be either fcrmal or informal, oresented
indivudually or to a groun. Formal vestibule training is
usually accompanied by informal training at the work site.
On-the-Jdot Training

Cn-the-job training is given to emoonloyees directly on
the job. It should be structured so that emplcyees:

- Clearly uncerstand the reasons why it is being held
and how it is connected with their work, and

--Can recognize potential pay-off from actively parti-
cipating in the training.

Off-the-Jot Training

“hen on-the-job training is inaporonriate 2ither becausse
of the length or nature of the material to be presented cr
because insufficient resources exist in-hcuse to co an
adequzte jcb, off-the-job (classrcom) traininc may be desir-
able. It can be civen by other employees, by cutside trainers

uncer contract, or by crouns or institutions in the comrunity.



Training Resources

Below are notential resources to suoplement cn-the-job training
or to conduct off-the-job training:

- In the community --in schcols, incustry, business, or other
acencies and institutions, such as:

- business machine dealers
- sccial service agencies
- adult or continuing education orocrams
- special training institutes
- rrcfessional or trade associaticrs
- manufacturers, and
- velunteer groups.
- In your crcanization -- from such sources as:
- nolicy or orocedural manuals
- nperscnnel training snecialists on thza staff
- other staff members
- managers in other developments, arnd

- your supervisors or other central office staff who are familiar
with the work.

Flanninc Traininc

Once trainin¢ needs and resources are identified, the supervisor
should clearly identify staff canabilities and Timitations, anticipated
results, training cests, and time available for traininc.

Conducting Training

- Do cneck and double-check tane facilities, ecuipment, materials
anc supriies to make sure you nave everutihing uou need.
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- Do tell the employees well in advance what they will be doing,
when, how and why.

- Do remind them regularly of times and places. If someone other
than the manager is doing the training, make sure both have all
the information needed to conduct the session and evaluate the
results.

- Do follow the training plan carefully. Record any recessary changes
made in the plan during delivery and the reasons they were made.

- Do not have to interrupt or delay the session because rooms, materi-
als, or resources were not there. Delays and interruptions destroy
interest and interfere with learning.

- Do not spring the training on staff without warming. Most people
learn better and more easily if they know why and for what they are
being trained.

- Do not get so far off the training plan that it is not known what
to evaluate when finished.

- Do not be inflexible. Be prepared to allow trainees to spend more
time on some things and less on others even if it involves changing
plans.

Evaluating Training

To evaluate the results of training, the manager must know:
-Yhat the training is intended to do (training objectives);

-What resources were used (how much time, money, manpower,
facilities and equipment);

-What the training actually accomplished (results).

The process of evaluation consists of comparing actual results to
objectives and resources to find out:

- How close actual results came to meeting objectives; and

- How close actual resources used relate to planned uses.

By evaluating how close actual results came to meeting objectives,

the supervisor will determine if the training was goal-effective, that is, why



it provided employees with needed skills and knowledge. The superviscr
should also check neriodically over saveral months to see whether trainees
nave retained what they learned.

By evaluating how close actual resources used relate to planned uses,
the supervisor can determine if training was cost-effective. Sorie con-
siderations: cdces it cost more te train workers to dc their work better
than it wculd to repair their mistakes? Does it cost more to train workers
than to hire more qualified workers? [Managers should weigh all the costs

of training against anticipated benefits.

Consicderations In Evaluation

-Dces it save time?

- for the manager?

- for the staff?

- for the management organization?
-Does it save mcney?

- in decreased cperating costs?

- in overtime pay?

- by decreasing accidents?

- by decreasing employee or resident turnover?
- by making it unnecessary to hire more staff or subcontract?
-Coes it save manpower?

- by increasing the use of skills on-the-job?
- by nelping existing staff learn new wcrk®

- bty ircreasing morale through providing imnroved career onpcrturitizs?




5

‘lethodology

1. The material on personnel training should be presented
in an informal lecture.

Resource

1. Yorkshop staff should conduct the informal lecture.
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GOAL AREA 4:

TC FAMILIARIZE FARTICIPANTS WITH PPEFERRED
METHODS OF ASSIGNING AND SCHEDULIMG YORK
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GOAL_AREA 24: TC FAMILIARIZE PARTICIPANTS WITH PREFERRED METHCDS OF
ASSIGNING AND SCHEDULING MWCRK

LEARNING OBJECTIVE ANTICIPATED PRACTICE CUTCCME
1. Participants will describe the 1. Participants will examine 2
five (5, elements of the pro- case study and assign and
cess of assigning and sched- prioritize ten (10) work tasks.

uling work.
Content

Assianing and Scheculing York

To assign and schedule the work of a housing development staff, the
manager needs tc know:

- Staff capabilities and limitations.

- L.icensing or certification requirements for certain kinds of work.

- Lews coverning working hours and conditions.

- The amount of work that needs to be done.

- The time, money and materials available to do the work.

- The skills required to do the work.

- The nriorities of the organization, develonment, staff, and resi-
dents for cetting the work done.

Tke process of schedulinag work and making assicnments is basically cne
of bucdceting the time anc manpower available to get needec work done. The
manacement organization, the community, the residents and the develonment's
staff all have different needs -- many of which can conflict. The orocaniza-
tion may need the manacer to snend less money; the residents ray need
recreation facilities or play equipment for their children; and the staff
may need salary increases to keep up with the cest of living. The comru-
nity may viant residents to keeo to themselves, while the resicdents may want to

take part in community 1life.
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Petermining Mnat Heeds Can Be Met

- Determine how much work is availatle. If you have five emplcvees
who each work 40 hours per week, then 200 working hours of staff
ine are available to do a week's work.

- Examine personnel records, job descriptions, and nerformance stan-
dards to determine what skills are available to get the work done.

- Compare what needs to get done with the time and skills available
to do it to determine what and now much cf the needed work Yyou can
do ir the time allowed. Be realistic in vour estimates of staff
time. Do not expect anvone to work 100 percert cf the time. Be
careful to account for breaks and other "down time" and to allow
time to move from one task teo another. Emnloyees will resent anc
rebel against being treated 1ike machines.

Setting Priorities

Priority work is work that:
- Is most important to the most people.
- Is necessary for other work to cet dene.

Planning York Assignments

After work has been scheduled, the manager must decicde who will do it
by reviewing staff working hours, schedules, ard skills to determine who
can do the work at tne apprepriate time and complete it by the deadline.

Meither work scheduling nor assignment planning can take olace ince-
pendently. This process requires a marager to balance time and manpower
resources to:

- lake maximum use of time without cverloadine the staff or forcing
employees to rush or do work thay are nct qualified for.

- Make maximum use of skills without overtaxing staff or assicning
so many cifferent kinds of work that emnlovees beccrme confused atout
methocds and procecures or standarcs.



Scheduling Work

The work schedule should allow management and staff to get the work
done efficiently and effectively. The work should nrogress by building
naturally from one task to another. The manacer may find it useful to
set un a calendar with each day's work described in terms cf what is to
be cone, at what time, and how long each task should take.

Assigning “York

ith a work schecule anc¢ assignment nlan, the manager is ready to
nut the staff to work. In making assianments:

- Make sure the employees clearly uncderstand both the work they gre
to co and the time 1imits for completinc it.

- Make the staff aware of the way the work fits together.

Finally, be preparad to deal with the unwillingnass of some staff
rembers to do certain kinds of werk and the desire of others to do tasks
they nave not been assigned to. If possible, workers should te given a
choice of what work they would 1ike to do.

Work assignments and schedules should meet twe criteriz. Thev should

L
(|

- Ticht enouch to maks sure the work cets done (nroductivit:
cersiderations).

- Flexible encuch to allow employees an onnortunity to learn new
skills (career crowth considerations).

ilethodoloov

1. The material on assicning and schedulinc work should be nresented
in an infcrmal lecture.

fesourceas

1. UYorkshoo staff should conduct the informal lecturs.



GOAL AREA 3:

TC FAMILIARIZE PARTICIPANTS WITH
PREFERRED METHODS FOR HAMDLIMNG
PERFORMANCE EVALUATICHS AMD QTHER
PERSOHNEL ACTION
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GCAL AREA 5: TO FAMILIARIZE PARTICIPANTS WITH PREFERRED METHODS FOR
HANDLING PERFORMANCE EVALUATIONS AND OTHER PERSOMNEL

K

ACTICHS
LEARNIMNG OBJECTIVES ANTICIPATED PRACTICE OUTCOMES
1. Participants will name and 1. Participants will meke a2 ner-
describe three (3) criteria formance evaluation of a hyec-
for performance evaluations. thetical emnloyee utilizing

three (3) appropriate criteria.

ra

c¢. Participants will name and Particinants will examine a
n

cdascribe three (2) majer case study examples anc recom-
types of nersonnel action. mend the aprronriate nersonnel

acticn to take.
Content

Performance Standards

Performance standards should meet two criteria:

- They cshculd be usable. They should not interfere with thea work
or cost tco much to acoly.

- They should be reascnable. They should measure scmething that
is really important ard not hold the worker accountable for some-
thing he cannot control.

Examples of typical and acceptable performance standards are seen
in the chart on the following page.
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TYPICAL ACCEPTABLE PERFORMANCE STANDARDS

WHAT IS 7O BE WHAT DO YOU NEED TO KNOW?
~EASURED?

acticns - how many are to be taken (writes all entries in
ledger)

- what kinds are needed (writes entries accurately)

- how often, or in how much tire (by 5 p.m. each day)

results - how many are to be produced (four inspections)
- what kinds are needed (thorouch inspections)

- how often or in how much time (by end of month)

arrors - how many are allowable (ten errors)

- what kinds are allowable and what kinds are nct
(typing errors; no spelling errors)

- how often can errors be allowable (avery 200 words
tyned). (This can be expressed as a percentage cf
error or as a number of errors ner a nurber of
actions or results; tyoes 50 words per minute with
S0 percent accuracy; fewer than two typine errors
per page).
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Evaluatino dork Performance

A manacer can evaluate a worker's performance by:

- spot-cnecking the work,

- watching the worker nerform,

- tracking work flow nroblems, or

- reviewing complaints from residents cr cc-workers.

In evaluating a worker's job nerformance, the manacer should be
careful:

- not to interfere with or interrupt the work process.
- to be attentive and ohservant.
- to be cbjective and fair in annlying standarcs.

Promotions and Transfers

Promotions cenerally take nlace:

- Accorcding to a schedule or lencth of service.

- As a result of outstanding nerformancs on the npresent jobD.

- As a result of other rerscnnel actions which have le“t a
vacancy hicher in the orcanization for which the ermployee

is cualified.

Transfers (moves from one field of work or denartrent to another
without necessarily moving upward in the structure) can take nlace:

- I'nen an employee becomes unable to do his or her present iob,
but zan do other kinds of work the orcanization needs.

- When an emnloyee is being trained in several kinds cf werk to
eventually qualify for a promoticn.

- inen there is a rersonal conflict with sunervisors or ce-workers
and the ermpioyee is cualifiad for a cosition werking with differ-
ent pecole.

- “Yhen an emnlovee with ability shows an interest in ancthrer job.
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To decide whether to promote or transfer an employee, the manager
will need to know:

The employee's capabilities, training, education and experience.

How well the employee is performing his or her present job.

The performance standards and selection criteria for the job
for which the employee is being considered.

Whether the employee wants the promotion or transfer.

Before promoting or transferring an employee, the manager should
consider the following questions:

Can the organization afford it?

Does it have the money to pay this employee more?
Can it find someone to do his present work?

Does it have the time and money to train him for his new job
and train someone else to do his present one?

How will it affect the operation?

Will work get done satisfactorily while the change is being made?

How will the rest of the staff feel about it? Will it cause
morale problems? Or will it encourage them to try harder?

How will new supervisors feel about it? Will they be able to
relate to and work with this employee in the new job?

How will the employee feel about it? Will he like the work?
The new people? How might he react to the change? How will it
affect his relationships with other people? How difficult will
it be to make the change?

How will his new supervisor feel about him? His new co-workers?
How will he feel about them?

How will the residents feel about it? How will they react to a
new person in this employee's present job?
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- Can the employee do the new job?

- Does the employee meet the requirements of the new job?

- How much training will he need before he can really cdo it?
In making decisions, the manager has a rescensibility to:

e objective, fair and unbiased.

ge fully inforrecd of the potential impact of the situation.

Follow the procedures established for such actions.

Exnlain the action and reasons for taking it to the employee, to
the transferee's nresent co-workers, to the new staff that the
transferee will be working with, and to residents.

Some transfers will move the employee into a lower level jcb. This is
a difficult step, but is certainly tetter for the worker than termination.
Downward transfers can be effective when:

- "he wcrker becomes unable to do the present job because of illness,
injury, or other reasons, and there is nc suitable nlace for him
at the same or a higher level.

- A law or policy imnoses a new licensina, certification or training
requirement for a job, and the erployee whec holds that nosition,

theugh a valuable workar, is unable or unwilling to qualify.
- An empioyee is a discinline oroblem (is late to work, rafuses to
carry out assicnments, is rude to residents, has a drinking nrobien’.
The managar's reszonsibility in these casss is to document the ba-
navier thoroughly and accurately, and try to work out a solution
with the employee. People scmetimes react well to being moved to
a nosition with jess yesponsibility, or to one which they feel better
able to do.
Termination
Firing ain 21ployee is a serious acticn. B2efore taking it, rake sure
that:

oy ; T i L ey ]
{1, You need to do it, and

(2) You have a good reason ("just cause") to do it.
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Con’t fire anyone without suororting evidence (such as time
sheets or records of ncor work). In addition, it can be illegal to fire
scrrecne for reasons included below.

TLLEGAL REASGNS FOR TERIMIMATIONS

CAUSE APPLICABLE LAY
Race, color, religion, Several Federal laws, such as Title VII of
sex, raticnal origin the Civil Rights Act of 1964, and many
and age state Taws pronibit such actions.
Union activity Personnel actions acainst your emnloyees

for union activity may viclate the Naticnal
Labor Relations Act. Some states also

have laws making anti-union dischage
illegal. Consult your attorney.

LEGAL REASONS FOR TERMINATICNS

[11eqgal Activity Theft from develcoment; misuse of funds
or equipment; theft from rasidents.

Inadequate job Poor quality of work; too slow in com-

performance pleting job assignnierts; Taiiurs to

follow instructions.

Unreliability Failure to show uo for work; consistently
late for work.

Uncooperativeness Failure to get along with supervisor,
fellow workers, or residents.




I[f a manager has "just cause" for discharging an employee, the next
step is to figure whether he really needs to do it. Sometimes a less drastic
acticn can solve the problem. To decide this, the manager will have to
snend some time findina out why the nroblem has occurred.

- Is it a versonality problem or a work pnroblem? Haybe a different
job or supervisor would solve the oroblem.

- Has it been gcing on for a long time, or did it croc up suddenly
tc rark an otﬁerwﬂse good work history?

- Has the job, and not the employee, changed? Could training solve
the nroblem?

- Is it really the employee's oroblem? Is the manager sunervising
adequately? Are nis instructions clear? Has he tried to nelp the
employee improve?

- Can the organization afford the time and money it will take to
solve the problem? Is it worth it? !ould solving the problem
cost more than firing the employee and findinc someone 2lse to
do the work?

If the manager ras a real need and just cause for discharging an

amoloyee, he should co the fellowing:

- Document the cause. He may have to prove he has a cood reascn fer
the action.

- !lotify the emnlovee in writing

- Before taking action, lay out the reasons, the consequences, and
anything the empnlovee can do to aveoid being terminated.

time termination procedures are instituted, state the

the
asons for the action acain and the orccedures +hat will be followed.

.,.
-
D
n..

- When a tarmination date has besn set, the dismissal notice snhould
state again why the employee has teen firad and when nis 1as% work-
inc day will be.

- Follow nrocadures carefully and thorouchly. T-is will nrotect the
manacer as well as the employee.

3
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- Avoid oublic confrontations with the erployez. Xaer
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nrivata so it won't interfere with the work of others or cause
needless earbarrassnent.

riethodoloay

1. The material cn personnel actions should be presented
in an informal lecture.

resources

1. ‘'Yorkshoo staff snould concduct the informal lectura.






FOST-TEST: UHAT DID YOU LEA

RN?

1. Cite four areas personnel policies cover:

a.

(93]

w

b.

e

2. ilatch the following laws affecting oersonnel policies with their

provisions:
LAL/REGULATIC!H

"'alsh-Healey Fair
Labor Standards

Hational Labor Relations
Act, 2s amended

Federal Insurance Con-
tributions Act (Social
Security)

Federal Unemnloyment Tax

Internal Revenue Code
(Federal Income Tax )

Title VII of the Civil
Rights Acts of 1964
(Ecual Employrent
Qoportunity)

Occupational Safety

er.c Health Act of 1870
Age Discrimination Act
cf 19¢€7

State and lLoczl Laws

from the Internal

PROVISIOHS

Must nay empicvaes at least
€2.3C per hour.

i‘ust pay at least time &nd
a nalf for each hour over
40 hours per veek.

Must keep accurate time
recerds on emnloyees.

. ust nay a tax to Internal

Pevenue Service.

Fmeunt of tax depends on
employver's history of stabil-
ity of employment and state
unemployrent tax.

If tax liability exceeds S1CO0
for any quairter, make deposits
cuarterly.

Various recuiremeats, inciuding
withhc cdinc taxas from arricyee
naychecks and filing -2 forrs --
every empleyer should obtain a
cooy of Circular I, Emoloyer's
Tax Guide, which is avaiiatie

=

"ayenue Service.



Employers must comply with
job safety and health stan-
dards issued by the U.S. De-
partment of Labor.

Wace ancd hour provisions.
Workine conditions.
Disability laws.

Incore taxes.

Equal erployment.

Civil Service !erit Systems.
Unlawful to discriminate
acainst employese for union

activity.

Unlawful to influence =amployae
voting to cdetermine what union,

if any, will represant smployees.

Unlawful to interfere in union
affairs.

Unlawful to refuse tc tarcain
with a unicn which represents
a maiority of emnlovees.

Unlawful for an employer to

do anyv of the followinc becausa
of race, color, sex or naticnal
oricin:

Fail or refuse to hire.
Nischarage.

Discriminate with resnect to
comnensaticn, terms and con-
diticns, and privileges of
emnloyment.

Limit, sagrecate, or classify
ernlovees or icb anonlicants in
ary way that would deprive in-
dividual of emnloyment coper-
tunitisas.
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notential sources for recruiting

Emnloyer contributes equa

?ohi?i?s arbitrary age
iscrimination in:
iring

ischarges

romotions

ther nerscnnel actions

mployer must withhold
ertain percentace of
mnloyee waces.

i
mount.

mployer must have employee
dentificaticn number.

mnloyer must file quarterly
aturn cn IRS Form 941,

nersonnel :




5. Match the folleowing kinds of tests with their anosrooriate
local areas:

Ceneral Performance Tests a. lleasure a nerson's ability
to learn.
Antitude Tests E. lleasure what a parson can

de beyond job recuiremnents.

Temperament/Personality c. Measure skills rzquired by
Tests the job.
Job-relatad Tests d. Measure atility to cet

along with others.

(93]

. List five (3) guidelines for conducting a job interview:

a.
b.
S
-l
2.
7. Belovt are two maior laws affecting nersonnel recruitment and
salection. Descrike their major nrovisions.

a. Title VII of the Civil Richts Act of 1%¢4 (Equal Employment
Opportunity).

b. Ace Discrimination in Emplovment Act of 1%567.




G.

i

1C.

i‘atch the following tynes of training with their definitions:

Yestibule Training a. Civen tc employees by super-
visers or other staff.

On-the-job Training b. Initial orientation.

Qff-the-job Traininag c¢. Conducted by contract bescause
of length or nature of material
to De coverecd.

Sucgcest ten (10) notential resources for trainina:

Place the followinc steps in the nrecess cf assigning and scheduling
werk in the aroder order. Correct order:

. Plan werk

. Assign work.
Deternine what needs can be met.

o0 Tro

. Set rriorities.
Schedule work.,
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Cite the thres nrincical items performance evaluations measure:

—

a)
(b)
(c)

“afine the following typas of nersonnel action.

(a) nromotion:

(b) transfer:

(c) covnward transfer:

(d; termination:
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AMSWERS TO POST-TEST
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Personnel policies define:
(2) The housing authority's purpose anc acministrative structure,

The numter and kinds of staff neaded fer narticular develonments,

—
D

——

-

(¢; S2laction criteria, job descrintions, and nerformance standards
for all nositions.

(c¢) Guidelines for personnel actions. such as nromoticns, transfers,
and terminations, and

(e) Cescrintions of ccrpensation and benafit rcolicies such as salaries,
wages, time off, fringe btenafits, and employee arowth nayrments.

ay Ty 1y by €y 0y By By 05

Scheols and training procrams
tmoloyment acencias
Advertising

Personal contacts

Rcency Staff

lost job anclication forms requsst the followine informaticn:

fa) 'larme, address and talanhone number.

(b) Date and clace of birth.

(c) HMarital status.

(¢) tlurber of children or dependents.

(e) Health status, heicht and weight.

(f) Tyne of work desired.

{c) Years of aducation and schools attanded.
(n) Other special schooling or training.

(i) Previcus jobs held/beginning anc endinc ray.
(i) Reasons fcr leaving previcus jobs.

(k) Refarences.

by, &, d; €

Interviewing Guicelines

a. nlan adequateiy.

arrange a2 convenient aonointment time for beth interviswer
and intervievee.

. arrance a suitable setting.

tell the apclicant about the jot.

cbtain nesded infermation.

pe frank with the interviswee about whether or not he
cualifies for the position.

encourage tne interviewee to taik freely.

o

—H (D CL O

[T
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Title VII of the Civil Makes it unlawful for an emplover
Rights Act of 1964 to do any of the following because
(Equal Errlcyment of race, color, relicicn, sex or

Opportunity) national origin:
Fail or refuse to nire.
Discharge,

Discriminate with resnect to com-
pensation, tarms and conditions,
and privileges cf erployment.

Limit, segreaate ¢r classify
employses or job apolicants in any
way that would deorive individuals
of emnloyment oorortunities.

Age Discrimination in . . . . . Prohibits arbitrary ace discrimina-
Employment 2ct of 1667 tion in:

Hiring.
Discharges.
Prometions.

Other rerscnnal actions.

business machine dealers

social service acencies

adult or centinuing education nrograms
snecial traininc institutes

orofessicnal or trade associations
manufacturers

voluntear croups

nolicy or procedural manuals

personnel training soecialists on the staff
other staff members

manacers in other developments, and
sunerviscrs or other central office staff
who are familiar with the work.
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Does it save time?

- for the manacer?
- for the staff?
- for tne manacement organization?

Does it save monev?

in decreased cperating costs?
in overtime pay?

Yy decreasino accidents?

by

by decreecirce enmnrloyee or resident turncver?
hy making it unnecessary to hire more steff cr subcontract?

Dces it save manpower?

[81] O O
— — ———

o

0

(&

by increasina the use of skills on-the-job?

by helping existinc steff learn new work?

by increasine morale through oroviding improved
carzer opportunity?

d, a, &, b
actions
results
errors
promotion - an incra2ase in work responsibilities usually with a
concormitant increase in salary.
transfer - movement from one fisld of work cr dermartrent to
another without unward movement in the orcanizational
structure.
dowrward transfar - movement to a Tower level cn the crcanizational
structure.
termination - firing.
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LL TEST: CA' YOU USE WHAT YOU HAVE LEEONET

Below 18 a descripticr o personnel policy for a given posiiion.
#hat s missing?

(=

5

Supervisor, Security Personnel

Job Description - The supervisor of security personnel is resnonsible
for the day-to-day supervision of all security personnel: this werk
invelves work nlanning: scheduling, assignine, and sunervisinc all
nersonnel; training new parsonnel: and handling nerformance evaluations.

Quaiifications - The supervisor of security oersonnel must meet the
fellowing qualifications:

To have comnleted an accredited training ccurse.

To have had previous exnerience in security.

To have had nrevicus supervisory exoeriance.

The ability to effectively exercisa discinline.

Sensitivity tc the nreblems of residents.

The ability to work with other manacement nersonnel, the local
nolice, resicents, and social sarvice nersonnel.

e T
=h D OLO O

Hours of Hecrk - !‘oncay through Friday, &:00 a.m. - 3:00 p.m. Three

weeks of non-accumulative vacaticn per annum; two weeks accumulative
sick leave per annur.

Salary - 214,000 per annum; major medic2l insurance.

s

hat 18 missing?
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Belcw cre various pclicy staterents cbout cifferent joks. Z2lace
a check before those whkicn are in viclation of the law

(a) Maintenance trainees will start at $2.10 ner hour.

(b) Security nersonnel will be given comnensatory time for any
hours worked over forty (40) par week.

(c) A1l amployzes have tha richt to unioniza.
(d) Management requiras that all ernloyees belong to the union.

(e) Part-time erployses, espvecially voung rasidents hired to heln
with maintenance during the summer, will be paid out of natty cash.

(f) Every employee has tiie ricght to unemplovment insurance.

(h) Women do not qualify as security nersannel.

Ecual werk means equal nav.

(i) A1l personnel must retire at age 65.

(j) Full-time emnlovees must be at least eighteen (12) years of acga.
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4. Below t8 @ job arplication form from a hypotheticcl rousing authority.
What is missing?
JOB APPLICATICH FCRM
lare:

Address:

Telanhone:

Date of Birth:

Place of Birth:

Position Applied For:

Grade scnool attended:

from te

Hich schecol attended:

frenm to

Previcus work experience: (Start from last job held)

—y

Posit

Mature of lork:

one from to nresent

Ppsition: from to

Hatura of Mork:

Pesition:

=h
-5
(&}
3
ct
o

lature of York:

eferences (include Mame, Address, and Title if anproeriate)




. Tests thct measure ceveral performance, grtitude, ¢rd temperament
have been successfully challenged in the courts because they were
not job-related. Which of the following test items do you feel are
approvriate?

ol

For clerieal staff?

(a) Type this paragraph in five minutes with fewer than five
mistakes.

(b) Add this column of figures.
(c) Do the following square roots.
(d) Answer True (T) or False (F) to the following
Statement: Many welfare recipients have illegitimate babies

to increase tre amcunt of their welfare checks.

(e) If X2 = (X)(X), what does 1% o ?

For maintenance staff?
(f) Mr. X can wax 2,500 square feet in an hour. Mr. Y can wax 2,000

square feet in an hour. If they work together, how long will it
take them to wax 11,000 scuare feet?

(a) Have you ever fixed a leaky faucet?
(h) How would you fix it?

(i) What do ycu think about residents who neglect the care of
their appliances?

(i) What kind of paint is best for interior wall surfeces?

Por security staff?
(k) pid you ever work as a security cuard before?
(1) Ynere?
(m) Do vou think most resicents get involved in illecal activities?

(e) If ¥°= (X)(X), what does Y2 =2



For social service staff?

(p) Do you like werking with people?

(q) Where should you go if you need transportaticn services?

(r) Answer True (T) or False (F) to the following statement:
Many welfare recipients have illegitimate babies to increase
the amount of their welfare checks.

(s) Do most residents of public housing want to live there?

___(t) Why are many poor families headed by females?

6-7 You are seeking to nire a supervisor of social services. Look at the
requirements for the job and then select the best candidate:

-

Job requirements:

Age: 35

Supervisory experience: 3 years

Graduation from an accredited school
Membership in the U. S. Fecderation c¢f Social Service

Workers
Candidates:
J. BLACK
Personal : Born March 3, 1940, Naw Yurk
‘erried, 2 children
Education: Eastern Shores, MSW, 1963
Employment: Caseworker, Mew York Department of Welfare,
1963-65
Lecturer in Casework Eastern Shores, 1966-71
Supervisor, New York Children's Agency, 1971
L. GREEN
Perscnal: Born Cecember 30, 19<¢3, Ealtimcre
Married, 3 children
Education: Southern Comfort, MSW, 1968
Employment: Caseworker, Family Service Acency, 1966-6¢
Supervisor, Children's Aid, 1968-70
Supervisor, Family Service Agency, 1970
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R. WHITE
Personal: Born June 15, 1937, Los Angeles
Married, no children
Education: Pacific Slopes, MSW, 1667
Employnent: Parole Officer, Idaho Parental School, 1967-7C
Chief Probation Officer, 1970
A. RED
Personal: Born January 10, 1939, Chicago
Married, 1 child
Education: Western Seas, MSW, 1967
Employment: Caseworker, Children's Agency, hicago, 1967-563
Caseworker, Family Welfare Society,
Urbana, 1968-69
Case Superviser, Farily Welfare Society,
1CES
8. GRAY
Personal: Born January 1£. 1632, Middletcwn, !lew Yerk
Married, 1 child
Education: flational School of Social Services, London,

Emoloyment:

United Kingder:, MSW, 1966

Caseworker, Lutheran Family Service, 1966-68
Lecturer, Southern Comfort, 1568-69
Director, Lutheran Fe¢mily Service, 1969

H. BROWN

Personal:

Education:

Employment:

Born March 3, 1937, Des Moines
Single

Lonely Pines, !'SWl, 1962

Parole Officer, Big Mound Detention Center,
1962-66

Counselor, Children's Mental Health Center,
1966-68

Director, Western County Center for Girls, 1968
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Accredited Schools of Social YWork

School Year Accredited

Eastern Shores
Southern Comfort
Slippery Rock

Shady Tree

Oak Hill

Pacific Slopes
Frozen Lake

Bakers Bay, UK
‘lestern Shores
f{orthern Comfort
Western Seas
Atlantic Hills
Salem Harbour, Canada
Rusty Rail

Hational School, UX
Oak Grove

West Lake

1950
1947
1956
1969
1973
1969
1942
1963
1240
1932
1939
1920
1940
1958
1920
1937
1967

Criteria for llembership in the U.S.
Federation of Social Service Workers:

Graduation from an accredited U. S.
Application

1 Year experience

525 per annum

P e L T e
5500 Mo
N N VN *

School of Seccial hork

Which candidate is best sutited for the job?

:.”'}!ét ?
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Flease corment on the eligtibil
affecting recruiting and selec
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ty criteria based on

ing employees.




lem situaticns require.

f-the-job

SITUATION

Vestibule
Training
On-the-job
training by
supervisors
0F

training by
consultants

(a) Maintenance staff need to
learn how to repair new
models of kitchen appli-
ances.

(b) Social Service staff need
extensive training in
counseling skills,

(c) The budget clerk does not
know now to apply for va-
cation leave,

(d) A security cuard does not
know how to apply for va-
cation leave.

(e) Social Service staff need
tc learr now to cemplete
the new referral forms,

(f) A1l security staff need
sensitivity training be-
cause of poor attitudes
towards residents,

(g) Clerical staff are having
trouble changing ribbons
on the new tyrewriters.

(h) A maintenance man has been
using the electric waxer
incorrectly.

(i) Social Service staff are
unaware of community re-
sources availablie to
residents,

(j) Security staff need licens-
ing by {h state auth ty
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9. Suggest appropriate training resources for the following personnel
problers:

SITUATION RESOURCE
(2) Maintenance staff need to

learn how to repair the new
models of kitchen appliances.

(b) Social service staff need

extensive training in counseling
sk1T1s.

(c) The budget clerk does not know

how to run the adding machine.

(d) A security guard does not know

how to apply for vacation leave.

(e) Social service staff need to learn

how to complete the new referral
forms.

(f) A11 security staff need sensitivity

training beczuse of poor attitudes
toward residents.

)
(i
—

Clerical staff are having %irouble

changing ribbons on the new type-
writers.

(h) A maintenance man has been using the

electric waxer incorrectly.

(i) Social service staff are unaware of

cormunity resources available to
residents.

(j) Security staff need licensing by

the state authority.



=
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IC. Describe why or why not the following Kinds c?P training would be

i
o ) ey .
cost-effective:

(a) The accounting clerk has some light typing skills; she wants to
become a secretary in the management office because the job has
potential to pay more. Since she is a good worker, the manager
decides to train her to type. She takes an hour from her morning
work scnedule to attend typing class at a local high school.

(b) Social service staff need training ir irterviewing and counseling skills.
A university-based consulting firm can provide a training package that
viould cover the necessary skills in four half-day sessions. The manager
decides to have the ccnsultants come in every morning for four ccrsecutive
lays.

(c) Social service staff are unaware of the resources available in the
community. The supervisor decides to send two on a field visit to a
local Information and Referral Agency. The manacer agrees to let them
spend three working days there.
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(d) 'aintenance staff need to learn how to service the new appliances.
The manufacturer has agreed tc let them take a three day trainirg
course covering minor repairs. The manager decides to let them go.

£
i

(e) Security staff need sensitivity training to the problems and needs o
residents. A Tlocal consultant agrees to provide a day's training in
attitudes and misconceptions about residents of public housing. The

manager agrees.
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11. Read the following imstructions.

[

You are to assume the role of Mr. Urname.

a. You are the Project ianager of a 580-unit project in
the Central City Housing Authority.

b. It is 11:00 a.m. Monday, MNovember 16. You have been in court
this morning and have just arrived at your desk. You have
been away from the office since Wednesday evening, November 11,
taking two days of your annual leave.

C. During your absence a number of memos and messages have been
placed in your "in" basket.

2. You are to read over each item and decide whom to assign the work to.

3. Record the person to whom the item should be assigned on the
Decision Sheet.

=S

Record the order in which each item should be handled in the Order
of Priority Column.

llote: A Directory of Persconnel for the Central City Housing Authority
is included for your convenience. You may refer to it and use
the information in it as needed.
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CENTRAL CITY HOUSING AUTHORITY - DIRECTORY

BOARD CF CCMMISSIONERS

Mr.
Mr.
Mr.
Mr.
Mr.

M.
C.
liss
A.
Jd.

Banker, Chairman
P. Accountant

Merchant
F. Labor
P. Attorney

CENTRAL OFFICE STAFF

Mr. T. Headman
Mr. R. Estate
Mr. U. R. Boss
Mr. B. Fixer

Mrs. V. Friendly
Pr. I L Fillep
Mr. L. Bid

Mr.o W, Tightfist

Executive Director

Directer of Housing

Director of Management
Superintendent of Maintenance
Directer c¢f Resident Services
Manager - Rental Office
anager of Purchas‘rc
Comptroller

PROJECT STAFF - ‘lest Side Manc- Frciect

Mr. Urname

fir. L. Resident
iMiss S. Horker
Miss B. Doer

Mr. J. Alltrades

PESIDENT CCUMNCIL

Mrs. I.

M

e

Elected

Mr. 7.D. Driver

Frs. T,

.

Uriter

Manager

Assistant Manager
Resident Services Aid
Bookkeeper - Review Clerk
Maintenance Foreman

President
Vice Presicert
Secretary



FPCJECT MANAGER - DECISION SHEET

Item #

Assigned to

Order of Priority

(&)

10

_‘[ 9_
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Mrs. Johnson came by to explain that the reason she didn't pay her rent
last month is that she had to send money to her daughter who is in the
hospital. She wants to know if she can make partial payments of $5.00
a month until she makes up the 355.00 she owes. Policy does not permit
partial payments.

Mrs. Smith called to complain about Mrs. Wilson's pet canary. She says
she doesn't know why Mrs. Wilson is allowed to have a pet when you made
her get rid of her dog. She is going to get her kids a new dog uniess
you make Mrs. Wilson get rid of her bird. Mrs. Wilson is handicapped and
does not get out much.

Wednesday, November 11

Mr. Urname

Manager

Central City Housing Authority
Central City

Dear Mr. Urname:

[ want to know why I can't have my apartment painted. It has not been
painted since I moved in 18 months ago.

I am a good housekeeper and have kept my walls very clean but the cheap
paint you used won't take the scrubbing you have to do to keep them
clean with five kids running around.

Mr. Alltrades tells me I have to wait six months before I can get paint.
This doesn't seem right especially since the color of my walls doesn't
go with the curtains I made for my windows.

Please help me.

Sincerely,

Mrs. Jones
Resident
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Friday, November 13
Memo To: Mr. Urname
From: Mr. L. Resident - Management Aide

At your request I called on the Barton Family to find out why
they are refusing to pay their rent for last month.

Mrs. Barton is complaining that the hinge on her refrigerator
door broke five weeks ago and can't be repaired. She claims that
food can't be kept in it the way it is and that it is too small
anyway.

Mr. Alltrades says he had to order a new hinge and that he will
be able to have the door fixed in a week. Fe also told me that
Mrs. Barton doesn't really want the door fixed but wants a new
unit.

Two weeks ago Mr. Barton talked to someone from Legal Aic who
advised him not to pay any rent until we provided him with a
refrigerator that was in good condition and that was adequate to
the needs of his family.

[ checked the refrigerator. It is six years old and is the largest
size that will fit into those old style kitchens.

Thursday, November 12
Message To: Mr. Urname
From: Mr. Alltrades - Maintenance Foreman

How can I get my job done when residents like Mrs. Wilscn refuse to
cooperate? Yesterday she refused to let the Ace Pest Control men
into her unit. She was notified a week age that her unit was
scheduled to be treated. She says she keeps a clean house and
doesn't need all that poison spread around in it. The Ace men say
that we are throwing away our money unless they can treat every

unit in the building. What should I do about this? Her neighbors
are giving me a hara time about the roaches in their apartments which
they say are coming from hers.
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Memo To: Mr. Urname

From: L. Resident - Management Aide

Friday nicht I attended a meeting of the recently formed Westside
Citizens Action Committze. This is a community group, but it is
largely made up of non-white residents from our project. This
group feels that CCHA is insensitive to the needs of the young
minority families in the community. They cite the following:

1. 90% of the people 1iving in the Westside area are non-white
but only 60% of the people living in the project are non-
white.

2. Only 2 residents (myself and a maintenance man) are
employed in the project. None are employed at the
Central office.

3. The Resident Council is dominated by old people and is
not representative.

4, The Resident Council is dominated by the Manager.

5. Young, minority families are discriminated against.
Preference in admissions is given to small families
and to eiderly people.

€. The Authority deces nothing for the community . Non-
resident groups are not allowed to use project facilities
for meetings and other purposes.

7. Most of the families evicted are young and non-white.

The Committee is planning to meet with two other neighborhood
groups to draw up a list of demands which they will give to Mr.
Headman and Mr. Banker. There was some talk of staging a rent
strike if the demands are not met. One of the demands will be
the appointment of a resident to the Board of Commissioners.
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Thursday, November 12

Mr. Urname

Manager

Central City Housing Authority
Central City

Dear Mr. Urname:

At our last Resident Council meeting I learned that the two
public schools adjacent to the project have decided to close

the playgrounds and gymnasium to our children after 5:00 p.m.

on weekdays and on weekends and holidays. The reason given for
this action is that the custodians who have been responsible

for watching the children and for closing up when they went

off duty are unable to control the vandalism that has been taring
place after the playground supervisor and gym teachers have left
for the day.

The parents feel certain that the problem is caused by a gang of
kids that live outside the project. Why must our children be
deprivad of places to play because of those other hoodlums?

Why don't the police do something about this?

The Council wants ou to do something to correct this injustice
and protect the rights of our children.

Raspectfully,

Mrs. 1. M. Elected
Resident Council
Resident

Poiice Sergeant Keller returned your call about the windows that
were broken last night on South Project Street. He said that the
Patrolmen that investigated the complaint, called in by Mr. Jackson,
learned that the windows were broken by three older teenagers who
threw rocks and made threatening remarks to the residents in the
area. They questioned all the witnesses but could find no one

who was villing to identify the boys or file a charge against

them. He said that unless one or more witnesses are prepared to
file charges and identify the vandals there is nothing more that he
can do. He suggests that you advise these residents that they must
cooperate with his men if they are to have any effective law en-
forcement program in this neighborhood.
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Friday, November 13
Memo To:  Mr. Urname
From: B. Fixer - Superintendent of Maintenance

Re: Mrs. C. Smith

Yesterday I sent Bill Plumber to Mrs. Smith's apartment to replace
her hot water heater. She has called this office every day for the
last three days about this work order but when Bill arrived she
didn't want to let him in and gave him a going over that no man
should have to take. There were a lot of other residents listening
in too. Bill is so mad he is threatening to quit unless she gives
him an apology. I can't afford to lose a good man so it's up to
you to see that she does.

Friday, November 13
Memo To: ¥r. Urname

From: L. Resident - Management Aide

While you were out Mrs. C. Smith came in with a complaint against
one of the Fixer's plumbers. She was very upset. She says that
she has been trying to get an emergency with her hot water heater
take care of for the last five days. MNo one in Fixer's office
would tell her when the work would be done other than to say they
would fix it as soon as possible. She said that without letting
her know they were coming a plumber showed up just as she was
leaving to keep an appointment at the Health Clinic. She says she
doesn't understand why she has to Tet someone come in and mess up
her apartment when she isn't there to look after ner things and
that if they had zalled her she could have arranged to be at home.
She also complains that the plumber was very rude to her and
wouldn't listen to her complaint. When she left home she said she
was going to take this up with Mr. Headman because the plumber had
the nerve to ask her for an apology.

EMD OF SKILL-TFST ITEM 11
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Read the following case study:

n

. Mr. Green is a highly skilled craftsman and has been working for

the housing authority for the past year. In that time, his work
performance and work habits have been well above average. The
maintenance supervisor has told you that Mr. Green 1ikes his work
but doesn't care much for the residents.

. The maintenance supervisor sent him to you because several resi-

dents have complained recently about comments he has made to them.
In particular, he told one what he thought of her housekeeping
ability. He told her that he thought that residents were a pain-
in-the neck to him and that he wonders why others put up with them
as much as they do.

. Before the project manager even begins to speak to Mr. Green, he

states that as far as he's concerned residents are not much better
than animals and that while he's going to do his job well, he's
going to be sure that residents understand that they have to do a
better job too.

. You know that this is a better paying positicn than Mr. Green has

had in the past and that he 1ikes the freedom in the work situation
as well as the convenience of the location to his home.

. He has been earning a living for himself since he was eighteen

years old and he has never been out of a job for more than two days
at a time. His skills have always been saleable and he has gotten
along fine on his zwn ability. He has never been able to afford

a really fine home, but he's always been able to live in a clean,
neat, well-maintained dwelling. He knows encugh about public hous-
ing to know that the residents are subsidized and that some of the
subsidy money comes from the taxes he pays. He finds it difficult
to understand why residents cannot take better care of their dwelling
units than they do and he believes that most or all of the residents
are lazy and just looking for welfare handouts. He has always been
an outspoken man. He likes his job but he knows very well that if
it doesn't last he can find another one. Morecver, he knows he is
the most valuable maintenance man on staff.

|

(a) Briefly evaluate Mr. Green's job performance. Be sure to
include all relevant criteria:
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(b) What is the appropriate perscmmel acticn to take?

(e) How would you handle this action?
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ANSWERS TO SKILL-TEST
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ANSWERS TO SKILL-TEST

(a) A description of how the job relates to the overall housing
authority mission.

Performance standards.

Guidelines for promotions, pay increases, transfers, and terminations.
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b)

(c)

- O 0

Violates
Violates
Violates
Violates
Violates
Violates

the Walsh-Healy Fair Labor Standards Act.

the Walsh-Healy Fair Labor Standards Act.

the National Labor Relations Act.

the Social Security Act and the Internal Revenue Code.
the Civil Rights Act of 1964.

the Age Discrimination Act of 1967.
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3. Participants were asked to check those recruitment sources which were more
appropriate for the staff positions to the left. Below are suggested
answers.
on
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1. Security Staff X X X X X X X
2. Security Supervisor X X X X X
3. Maintenance Staff X X X X
4. Maintenance Supervisor X X X
5. Clerical Staff X X X X X X
6. Cashier/Accountant X X X X X X
7. Assistant Manager X X X X X
8. Social Service Szaff X X X X X X
9. Social Service X X X X X
Supervisor
10. Billing Clerk X X X X X X
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4. The sample job application form should also include the following items:

-Health Status/height and weight
-Other special schooling or training
-Reasons for leaving

previous jobs

5. (c) is inappropriate - it attempts tc measure performance beyond what is
required by the job.

(d) is inappropriate - it attempts to measure attitude.

(e) is inappropriate - it attempts to measure attitude.

(f) is inappropriate - it attempts to measure performance beyond what is

required by the job.

(1) is inappropriate - it attempts to measure attitude.

(j) is inappropriate - it attempts to measure performance beyond what is

required by the job.

(n) is inappropriate - it attempts to measure attitude.

(o) is inappropriate - it attempts to measure ability to learn.

(q) is inappropriate - it attemrts to measure what can easily be learnad

on the job.

Note: Questions (r), (s), and (t) are appropriate. It is legitimate to
try to assess the personality traits and attitudes of social service
residents towards residents.

6-7. Solution Sheet
BLACK GREEN WHITE RED GRAY BROWN
Age: 33 29 36 34 35 37
Educ: | Eastern| Southern| Pacific | Western| National Lonely
Shores Comfort Slopes Seas School, UK| Pines
C .
=XPET:| 2 vears| 5 years | 3 years | 4 years| 4 years 5 years

Black has only two years of supervisory experience.

Green is only 29 years of age.

White received an MSW from Pacific Slopes in 1967, when the school was
not accredited. _

Gray did not attend a U.S. school and therefore does not qualify for
membership in the U.S. Federation of Social Service Workers.

Brown obtained an MSW from Lonely Pines. Lonely Pines is the smallest
school and not, therefore, accredited.

Red is the choice, because only he meets all the regquirements.




8. Participants were asked to suggest appropriate
Suggested answers:
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training formats.

(a)

Maintenance staff need to
learn how to repair the
new models of kitchen
appliances

>

Social Service staff need
extensive training in
counseling skills

The budget clerk does not
know how to apply for
vacation Teave

A security guard does not
know how to apply for
vacation leave

Social Service staff need
to learn how to complete
the new referral forms

A1l secruity staff need
sensitivity training be-
cause of poor attitudes
towards residents

Clerical staff are having
trouble changing ribbons
on the new typewriters

(h)

A maintenance man has been
using the electric waxer
incorrectly

(1)

Social service staff are
unaware of community re-
sources available to
residents

(J)

Security staff need licens-
ing by the state authority
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Note: Vestibule training is recommended for initial orientations
and/or situations that require brief demonstrations; on-the-
job training for problems several employees were experiencina
of a less technical nature; off-the-job training for generai
problems of a technical nature.
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9. Participants were asked to suggest appropriate training resources for
the following personnel problems:

(a)

(b)

(c)

(d)

(e)

()

SITUATION

Maintenance staff need to
learn how to repair the new
models of kitchen appliances.

Social service staff need
extensive training in counseling
skills.

The budget clerk does not know
hcw to apply for vacation.leave.

A security guard does not know
how to apply for vacation leave.

Social service staff need to learn
how to complete the new referral
forms.

A11 security staff need sensitivity
training because of poor attitudes
towards residents.

Clercial staff are having trouble
changing ribbons on the new type-
writers.

A maintenance man has been using the
electric waxer incorrectly.

Social service staff are unaware of
community resources available tc
residents.

Security staff need licensing by
the state authority.

RESOURCE

manufacturers

consultant from a counselirg
agency or from a untversity

experienced supervisor or
co-worker

experienced supervisor or
co-worker

supervisor

consultent from a private
firm or wniversity

manufacturer

supervisor or expertenced
co-worker

consultant from a soctal cgency
or university

professicnal consultent
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10. Participants were asked to describe why or why not the following kinds
of training would be cost-effective.

(a)

(b)

(c)

The accounting clerk has some light typing skills; she wants to
become a secretary in tne management office because the job has
the potential to pay more. Since she is a good worker, the
manager decides to train her to type. She takes an hour from
her morning work schedule to attend a typing class at a local
high school.

It might be more cost-effective to hire a skilled typist if one

18 needed. The amount of time needed to train a typist i1s tco

great to merit such training during work hours. The accownting

elerk should be encouraged, however, tc enroll in a night course

.f she desires.

Social service staff need training in interviewing and counseling
skills. A university based consulting firm can provide a training
package that would cover the necessary skills in four half-day
sessions. The manager decides to have the consultant come in
every morning for four consecutive days.

This type of on-the-job training by a consultant would probably

be cost-effective.

Social service staff are unaware of the resources available in the
community. The supervisor decides to send two on a field visit to
a local Informaticn and Referral Agency. The manager agrees to let
them spend three working days there.

This seems an inappropriate training mode, with little provision

for monitoring content and effectiveness. It would probably be

more effective to have an agency rerresentative speak to the workers

in their work setting for a day or helf-Cav.




(d)

(e)
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Maintenance staff need to learn how to service the new applicances.
The manufacturer has agreed to let them take a three day training
course covering minor repairs. The manager decides to let them go.

This would probably be very cost-effective in the long run. FEven

if the manufacturer's charge were high, significant long term

savings would acerue in maintenance.

Security staff need sensitivity training to the problems and needs
of residents. A Tlocal consultart agrees to provide a day's training
in attitudes and misconceptions about residents of public housing.
The manager agrees.

Thtis weuld probably be cost-effective.



PROJECT MANAGER - DECISION SHEET

Item # Suggested Assignments Suggested order of priority
1 Assistant Manager 9
2 Resident Services Aide 10
3 Resident Services Atide 8
4 Manager 4
5 Resident Services Aide 5
6 Muanager 1
7 Assistant Manager 6
8 Restident Services Aide 7
9 Assistant Manager 2
10 Maintenance Foreman 3

i L g
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12-13.  Participants were asked to evaluate the case of Mr. Green:

(a) Mr. Green's job performance could be evaluated thusly.
Task Assignments Personal Relations
Actions Highly acceptable unacceptable
Results Highly acceptable unacceptable
Errors Highly acceptable unacceptable

{b)

(c)

An appropriate action could be a formal warning, supported
by training to improve Mr. Green's attitudes and inter-
personal skills.

In talking with Mr. Green, the manager should:

Point out the importance of resident-management cooperation.

Impress upon the maintenance man his role as a member of
the management team.

Help the maintenance man to see that technical skills are
not the only skills needed for the kind of a job expected
of him.

Give him an opportunity to vent his feelings about residents
and then help him understand why residents are as they are.

Recommend training to change the attitudes of the maintenance
man.

Try to get him to promise to try to do better.
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