











RESPONSIVE LEADERSHIP SEMINARS®

RESPONSIVE MANAGEMENT
LINE-LEVEL LEADERSHIP®

EFFECTIVE MEETINGS MANAGEMENT

“Where Theory Meets the Road”




RESPONSIVE LEADERSHIP SEMINARS®
EFFECTIVE MEETINGS MANAGEMENT

Effective Team Meetings Include:

Performance problem solving

Performance idea generation

Collaboration (preference input at a minimum)
Acknowledgment of individual/team performance success
Crisis response review

Specified “start & stop” times

Discussion of required/disliked actions/operations twice

- O @ m g o w »

Pre-meeting individual discussions of divergent views

e

Periodic participant survey (i.e., length, frequency, focus,
open, collaborative, follow-up)

Effective Team Meetings Exclude:

A. Individual negative performance feedback
Harsh negative team feedback
Complaining, whining and gossiping

Discussion of individual (non-team relevant) topics

m o 0w

Marathon sessions (except for extensive organizational
change)
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RESPONSIVE LEADERSHIP SEMINARS®
COMMITTEE AND STAFF MEETINGS

Preparation Decisions

Name

Frequency

Day/Week/Month/Quarter/Date of Meeting
Start Time

Length

Start Date

Agenda Schedule

Agenda Items

vV v v v v v v v %

Rules: Confidentiality
Only Agreed-on Substitutions
Sharing Feedback/Comments/Observations
Problem Solving/No Gossip/No Whining
No Surprises

Personnel Issues to Supervisor (Meeting Leader)
Prior

Must Follow Agenda
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RESPONSIVE LEADERSHIP SEMINARS®

EFFECTIVE MEETINGS MANAGEMENT
AGENDA OUTLINE

A.  General Information Passing (Manager/Supervisor Initiated) I
B. Follow-up Items/Request for Agenda Items I
C. Problem Areas (Manager/Supervisor Initiated) I
D. Review of Organizational Policy, Procedure, or Process I
E.  Group Input Items (Manager/Supervisor Initiated) I
F.  Group Input Items (Staff Initiated) I
G. General Information Passing (Staff Initiated) I
H. Potential Items for Next Meeting’s Agenda I
L. Items Not to Be Announced or Discussed I
J. Social Time I
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A. Provide Eye Contact, Pleasant and Sincere Voice
Qualities, and Receptive Body Posture

B. Request Input from Group Members

C. Verbally Acknowledge Input of Group Members

D. Provide Rationales for Your Requests and Points of View

E. Provide Specific Operational Descriptions

F. Request Group Members Understanding

G. Provide Examples

H. Attempt the Use of Appropriate Humor

I. Provide Offers of Assistance

J. Use People’s Names

K. Provide Compliments to the Group Members

L. Empathize with Stated Frustrations

M. Make Requests

N. Request Rationales and Alternatives from Participants
Regarding Requests for Change

Richard L. Baron “Where Theory Meets the Road”
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RESPONSIVE LEADERSHIP SEMINARS®
EFFECTIVE MEETINGS MANAGEMENT

Dialogue Behavior




RESPONSIVE LEADERSHIP SEMINARS®
EFFECTIVE MEETINGS MANAGEMENT

Participation Level Definition Chart

Team Directed

>

< Other Directed
Participation - Complete Limited . Delegation
Level . . Consultative
Autocratic Autocratic (Team
. . (Team
. . (No (Individual . . Consensus
Discussion c .. c e Participation) c ..
* Phase Participation) | Participation) Participation)
L Others and Others and
Problem Others . . Team
. Individuals Team
Definition
111
Solution Others Others Others and Team
. Team
Definition
v
Solution Others Others Others Team
Selection
V. Others and Others and Others and Others and
Solution
. Team Team Team Team
Implementation
From /
Time Period Number of Sessions
To /
f of Use
Total | — E— E— E—
Topics E— E— E— E—
% of Use % % % %
% Target 10% 20% 60% 10%

/.
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RESPONSIVE LEADERSHIP SEMINARS®
EFFECTIVE MEETINGS MANAGEMENT — OBSERVATION/FEEDBACK FORM

DIALOGUE BEHAVIOR
MANAGER STAFF
“OK” “OK”

EYE CONTACT, VOICE VOLUME, A.
INFLECTION, CLARITY
REQUEST FOR INPUT B.
ACKNOWLEDGMENT OF INPUT C.
RATIONALES
DESCRIPTIVELY SPECIFIC D.
REQUEST FOR UNDERSTANDING

E.
EXAMPLES
HUMOR

F.
OFFERS OF ASSISTANCE G
USE OF PEOPLE’S NAMES
COMPLEMENTS H.
EMPATHY I
MAKE REQUESTS
REQUEST ALTERNATIVES J.

A Richard L. Baron
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Time Started Time Ended

AGENDA OUTLINE

GENERAL INFORMATION PASSING (MANAGER/
SUPERVISOR INITIATED)

FOLLOW-UP ITEMS/AGENDA ITEMS

CONCERNS OR PROBLEM AREAS (MANAGER/
SUPERVISOR INITIATED)

REVIEW OF ORGANIZATIONAL POLICY,
PROCEDURE, OR PROCESS

GROUP INPUT ITEMS (MANAGER/SUPERVISOR
INITIATED)

GROUP INPUT ITEMS (STAFF INITIATED)

GENERAL INFORMATION PASSING (STAFF
INITIATED)

POTENTIAL ITEMS FOR NEXT MEETING’S AGENDA

WERE THERE ITEMS DISCUSSED THAT MAY HAVE

BEEN INAPPROPRIATE?
SoCIAL TIME

“Where Theory Meets the Road”
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RESPONSIVE LEADERSHIP SEMINARS®

EFFECTIVE MEETINGS MANAGEMENT

Concern or Problem Presentation/Discussion

General Description (10 words) (15 seconds)

Operational example(s) (2 sentences) (15 seconds)

Reason for concern (1 minute)

a Impact on “customer”

b.  Impact on things (equipment, schedules, cost, procedures)
c.  Impact on our unit’s crews/staff

d.  Impact on others (units, crews/staff/management)

e.  Impact on reputation of organization

“Has anybody else experienced this work problem?” “How?” (For
all participants — max. 2 minutes)

“Is this a problem we need to solve?” (15 seconds)

“Suggestions on how could we solve this?” (For all participants —
max. 5 minutes)

My (the discussion leader’s) recommendation would be... (30
seconds)

Other discussion (2 minutes)
Summary of discussion (30 seconds)
Follow-up — who is responsible for doing what? (20 seconds)

Follow-up — when are they responsible for having it done? (20
seconds)

Follow-up — we will review this on (20
seconds)

“Where Theory Meets the Road”



RESPONSIVE LEADERSHIP SEMINARS®

EFFECTIVE MEETINGS MANAGEMENT

TIME NEEDED:

GROUP SIZE:

Application & Practice Exercise

1 hour, 15 minutes

Five to six participants per team

ROLES DESCRIPTION: A. PRESENTER — ONE PERSON

/.

A A
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(1) Welcomes participants;

(2) Presents an Agenda Outline Item “A”;

(3) Presents an Agenda Outline Item “E”;

(4) Conducts the meeting for seven (7) minutes;

(5) Interacts during the meeting by using as many of
the DIALOGUE BEHAVIORS list items as possible;

(6) Keeps track of time.

. FEEDBACK COORDINATOR — ONE PERSON

(1) Is a RATIONALE/REASONABLE PERSON (see “E”
below);

(2) Using the DIALOGUE BEHAVIOR list, observes the
Presenter and coordinates feedback to the
Presenter, following the seven-minute meeting;

(3) Three (3) minutes are available for feedback.

. SUPPORTER (POSITIVE) — ONE PERSON

Responds sincerely, supportively, positively, and
encouragingly to the Presenter’s ideas, solutions,
suggestions or plans.

. NON-SUPPORTER (NEGATIVE) — ONE PERSON

Responds unsupportively and negatively to the
Presenter’s ideas, solutions, suggestions or plans.

. RATIONAL/REASONABLE — ONE TO THREE PERSONS

Responds with reason and logic, either “pro” or
“con” to all proposed ideas, solutions, suggestions or
plans. Ifa “con” response is warranted, respond
pleasantly.

“Where Theory Meets the Road”
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RESPONSIVE LEADERSHIP SEMINARS®

EFFECTIVE MEETINGS MANAGEMENT

INITIATING THE PRACTICE: A

Participants are assigned to their practice groups
(4 to 6 persons) and requested to move to
their designated meeting area. Participants
take with them the meeting skills materials
and their name tent. One of the
participants is asked to volunteer and
assume the initial Presenter’s role.
Individuals to the right of the Presenter EN
then assume roles as shown in diagram.

VRE‘SENTE[‘)

ROTATION OF ROLES: A

Each member of the group will have an
opportunity to assume each of the
roles. At the conclusion of any
Presenter’s feedback, the roles are
shifted to the right. Rotation
continues until every member of the
groups has assumed all the roles.

DEBRIEFING AFTER PRACTICE:

IA1LISO3
Did you identify situations suggesting: D
(a) positive feedback;
(b) negative feedback;
(c) accepting feedback;

(d) not presenting a topic item;

(e) preparing individual participants prior to the meeting;
(f) attending too much to the “NEGATIVE” person;

(g) attending too little to “NEGATIVE” person.
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RESPONSIVE LEADERSHIP SEMINARS®

RESPONSIVE MANAGEMENT
LINE-LEVEL LEADERSHIP®

LEADERSHIP DEVELOPMENT SURVEY

Supervision Effectiveness Feedback
For the Individual Leader

®

— APPENDIX A —
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RESPONSIVE LEADERSHIP SEMINARS®

®
S3 DIMENSION AVERAGES PROFILE

The Responsive Management: S°®: Leadership Development Survey provides the
supervisor/manager with feedback on his/her Responsive Management® style with team
members. The Leader can assess her/himself across nine DIMENSIONS (22 questions),
identified as important to TEAM Satisfaction, Performance, and Purpose (Likert, 1967; Baron,
1978; Rackham and Morgan, 1980; Hogan, Curphy and Hogan, 1994). Besides self-assessment,
this instrument offers the Leader important feedback opportunities on his/her Responsive
Management® style from both the persons he/she leads (Level One) and the individual who is
his/her manager (Level Three). S*® provides the beneficial comparison between a “self-
perception” (Level Two) and “others-perception” (Levels One and Three) by plotting a
PROFILE.

DIMENSION AVERAGE

Level Level Level DIMENSION PROFILE
DIMENSION One Two Three

A. Communication
: Level 1 - Level 2 |:| Level 3
B. Confidence I:l I:l _ |
1 7
C. Job Knowledge I:l l ‘
] 6
D. Helpfulness ‘ ‘ I:l
5
E. Courtesy ‘ ‘ ‘ ‘ 4
F. Informativeness I:l I:l
. | 3
G. Use of Authority I:l l ‘ )
H. Sensitivity | ] |:|
E— 1
0
& @ @ o 2 A A o
& & ®» & @'5\ & § \2‘? &
F ¥ FF ¥ & & F &
5 N & S A > & R
& S N = > o
) Oe Qo R 00 -‘? \d o)@ ‘B’Q
S ¢ & ¥ & & <
o 60 «© n_-.z'
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RESPONSIVE LEADERSHIP SEMINARS®

RESPONSIVE MANAGEMENT:
S3® LEVEL ONE — SUPERVISEE’S ASSESSMENT

Name of Manager/Supervisor being rated 1 6 month
Unit Division Date U Annual
Instructions: To assist the above-named supervisor with continued development as a Responsive Supervisor/Manager,
would you please rate each of the 22 satisfaction questions that follow using the rating scale below. Remember, you are
rating this supervisor on his/her management style in supervising you regarding these Dimensions. For each
question, in the column to the right, please mark a:

"7" if you are Completely Satisfied "3" if you are Slightly Dissatisfied
"6" if you are Satisfied "2" if you are Dissatisfied
"5" if you are Slightly Satisfied "1" if you are Completely Dissatisfied
"4" if you are Neither Satisfied nor Dissatisfied "NA" if the Question Does Not Apply
After completing the questionnaire, please insert it in the envelope provided and mail. Ratings
HOW SATISFIED ARE YOU ...? Column
A. COMMUNICATION DIMENSION
1. ..That you are free to discuss your job with your SUpervisor? ................c.coiiuinrnenenennn ..
2. ...With the frequency your supervisor asks you for your ideas and suggestions on solving job problems? ..
3. ..That you can privately, but candidly, question your supervisor’s suggestions, requirements and
COMMUNICATIONS? . . . oottt ettt ettt e e e e e e e e e e e e e e et et et et et e
4. ..That you can contact your SUpervisor When necessary? . ... ... ........uuuneeunnennnennnennnenn.
B. CONFIDENCE DIMENSION
5. ...With the frequency your supervisor uses your ideas and suggestions? ................. .. ...,
6. ...That your supervisor has confidence in you and your decisions? ...................oviininrn.n..
7. ...That your supervisor supports your decisions? . .. ... ... .....oueutinmtnetnen i
C. JOB KNOWLEDGE DIMENSION
8. ...That your supervisor knows or can help develop the solutions to most of your job or task problems? . . ..
D. HELPFULNESS DIMENSION
9. ...That your supervisor provides sufficient assistance, equipment, training, and resources to allow you to
successfully perform your job? . .. .. .. .
10. ...That your supervisor responds to your requests quickly? .......... ... ... ... ... .. . ... ...
11. ...With the frequency your supervisor offers you assistance orhelp? . ..............................
E. PLEASANTNESS DIMENSION
12. ...With the frequency your supervisor compliments you on your job performance? ....................
13. ...With the pleasantness of yOur SUPETVISOI? . . . ... ...ttt e e et
14. ...That the other staff of your supervisor are pleasant? .. ............. .. .. . .ttt eneniennn ..
F. INFORMATIVENESS DIMENSION
15. ...That your supervisor provides the information you need to improve your job performance? ...........
16. ...That the performance information provided to you by your supervisor is used to help you rather than used
PUNIEIVELY L e e e e
17. ... That your supervisor helps you understand the purpose of your job and work tasks as they relate to the
Organization’s MISSIONT . . . . . ..ottt ittt ettt e e e e e e e e
G. USE OF AUTHORITY DIMENSION
18. ...That your supervisor allows you sufficient independence in making decisions concerning your job? . ...
19. ...That after considering other points of view your supervisor makes firm and lasting decisions? .........
H. SENSITIVITY DIMENSION
20. ...That your supervisor is sensitive to diversity and differences among people? . ......................
21. ...That your supervisor is family Sensitive? . . .. ... ...ttt e
I. HAPPINESS DIMENSION
22. ...That you are happy working in this SUPErviSOr’s Unit? . ...............ouiininrnrnenenenenann..
A Richard L. Baron “Where Theory Meets the Road”
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RESPONSIVE LEADERSHIP SEMINARS®

RESPONSIVE MANAGEMENT:
S3® LEVEL TWO — SELF ASSESSMENT

Name Date O 6 month
Unit Division O Annual

Instructions: Please rate each of the 22 satisfaction questions that follow using the rating scale below. Remember, you are
rating how you think your staff feel as a group about you regarding these Dimensions. For each question, in the column
to the right, please mark a:

"7" if you are Completely Satisfied "3" if you are Slightly Dissatisfied
"6" if you are Satisfied "2" if you are Dissatisfied
"5" if you are Slightly Satisfied "1" if you are Completely Dissatisfied
"4" if you are Neither Satisfied nor Dissatisfied "NA" if the Question Does Not Apply
After completing the questionnaire, please retain for future comparison. .
Ratings
HOW SATISFIED ARE YOU ...? Column
A. COMMUNICATION DIMENSION
1. ..That your staff are free to discuss their job withyou? ....... ... .. .. . .. .. ... ... .. ... .. ....
2. ..With the frequency you ask your staff for their ideas and suggestions on solving job problems? . .. ...
3. ...Thatyour staff can privately, but candidly, question your suggestions, requirements, and communications?
4. ..That your staff can contact you when necessary? . ...............o ittt innnnnnen...
B. CONFIDENCE DIMENSION
5. ...With the frequency you use your staff’s ideas and suggestions? ............... ... ... .. ... ...
6. ...That you have confidence in your staff and their decisions? ................ .. .. ... ... .......
7. ..That you support your staff’s decisions? . ........... ...ttt
C. JOB KNOWLEDGE DIMENSION
8. ...That you know or can help your staff develop the solutions to most of their job or task problems? .. ..
D. HELPFULNESS DIMENSION
9. ..That you provide sufficient assistance, equipment, training, and resources to allow your staff to
successfully perform their jJob? . .. ... ... . e
10. ...That you respond to your staff’s requests quickly? ......... ... .. .. .. . . . . . .
11. ...With the frequency you offer your staff assistance or help? ........ .. ... .. .. ... .. .. ...
E. PLEASANTNESS DIMENSION
12. ...With the frequency you compliment your staff on their job performance? .......................
13. .. That you are pleasant? . ... ... ...ttt et
14. ... That the other staff in the unit supervised by you are pleasant? . ........ ... ... ... ... ..........
F. INFORMATIVENESS DIMENSION
15. ...That you provide the information your staff needs to improve their job performance? ..............
16. ...That the performance information provided by you is used to help your staff rather than used punitively?
17. ... That you help your staff understand the purpose of their job and work tasks as they relate to the
Organization’s MISSIONT . . . . . o\ttt ettt ettt e et e et ettt e ettt e e
G. USE OF AUTHORITY DIMENSION
18. ...That you allow your staff sufficient independence in making decisions concerning their job? ........
19. ...That after considering other points of view, you make firm and lasting decisions? ... ..............
H. SENSITIVITY DIMENSION
20. ...That you are sensitive to diversity and difference among people? . ... ..... ... ... ... ... ........
21. ..That you are family Sensitive? . ... ... .. ... . i
I. HAPPINESS DIMENSION
22. ..That your staff are happy working in your unit? .............. .. .. .. ittt
A Richard L. Baron “Where Theory Meets the Road”
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RESPONSIVE LEADERSHIP SEMINARS®

RESPONSIVE MANAGEMENT:
S3® LEVEL THREE — MANAGER’S ASSESSMENT OF THE SUPERVISOR

Name of Manager/Supervisor being rated O 6 month
Unit Division Date O Annual
Name of Manager Providing the Rating

Instructions: To assist the above-named supervisor with continued development as a Responsive Supervisor/Manager, would
you please rate each of the 22 satisfaction questions that follow using the rating scale below. Remember, you are rating this
supervisor regarding how she/he supervises their staff on these Dimensions. For each question, in the column to the right,
please mark a:

"7" if you are Completely Satisfied "3" if you are Slightly Dissatisfied
"6" if you are Satisfied "2" if you are Dissatisfied
"5" if you are Slightly Satisfied "1" if you are Completely Dissatisfied
"4" if you are Neither Satisfied nor Dissatisfied "NA" if the Question Does Not Apply
After completing the questionnaire, please return to the supervisor. Ratings
HOW SATISFIED ARE YOU ...? Column
A. COMMUNICATION DIMENSION
1. ...That the staff of this supervisor are free to discuss their jobs with their supervisor? ...............
2. ...With the frequency this supervisor asks his/her staff for their ideas and suggestions in solving job
PIODICMS .
3. ...That the staff of this supervisor can privately, but candidly, question their supervisor’s suggestions,
requirements, and COMMUNICAtIONS? . . . .. ..ottt ettt et et ettt et eeens
4. ...That the staff can contact their supervisor when necessary? .................c.iiuieniaunan ..
B. CONFIDENCE DIMENSION
5. ...With the frequency this supervisor uses his/her staff’s ideas and suggestions? ...................
6. ...That this supervisor has confidence in his/her staff and their decisions? . .......................

7. ...That this supervisor supports the decisions of his/her staff? .................................
C. JOB KNOWLEDGE DIMENSION

8. ...That this supervisor knows or can help develop the solutions to most of his/her staff’s job or task
PIODICIMS . . e e

D. HELPFULNESS DIMENSION
9. ...That this supervisor provides sufficient assistance, equipment, training, and resources to allow his/ her

staff to successfully perform their jobs? . ... ... ... .
10. ...That this supervisor responds to his/her staff’s requests quickly? ............ .. ... ... ... .. ...
11. ...With the frequency this supervisor offers assistance or help to his/her staff? ................. ...
E. PLEASANTNESS DIMENSION
12. ...With the frequency this supervisor compliments her/his staff on their job performances? ..........
13. ...That this supervisor is pleasant with his/herstaff? .. ....... ... ... ... .. .. .. ... .. .. .......
14. ... That the staff of this supervisor are pleasant? ............. ... .. it
F. INFORMATIVENESS DIMENSION
15. ...That this supervisor provides the information her/his staff need to improve their job performance? ..
16. ...That the performance information provided by this supervisor to his/her staff is used to help them rather
than used punitively? ... ... .
17. ...That this supervisor helps her/his staff understand the purpose of their jobs and work tasks as they relate
to the organization’s MISSION? . . . . . ..o\ttt ettt e e e e e e e
G. USE OF AUTHORITY DIMENSION
18. ...That this supervisor allows his/her staff sufficient independence in making decisions concerning their
JODS
19. ...That after considering other points of view this supervisor makes firm and lasting decisions? . . ... ..
H. SENSITIVITY DIMENSION
20. ...That this supervisor is sensitive to diversity and differences among people? ....................
21. ...That this supervisor is family Sensitive? ... ....... .. ...ttt
I. HAPPINESS DIMENSION
22. ...That this supervisor's staff are happy working in her/hisunit? ...............................

A Richard L. Baron “Where Theory Meets the Road”
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RESPONSIVE LEADERSHIP SEMINARS®

RESPONSIVE MANAGEMENT:
S3® _ SUMMARY AND OBJECTIVES

I.  Dimensions averaging a "six" rating or higher (check boxes):

U Communication U Helpfulness U Use of Authority
U Confidence 1 Pleasantness U Sensitivity
U Job Knowledge U Informativeness U Happiness

II. Dimensions averaging below a "six'' rating (check boxes):

U Communication U Helpfulness U Use of Authority
U Confidence U Pleasantness U Sensitivity
U Job Knowledge U Informativeness U Happiness

III. Questions averaging below a "six" rating (list: Question #, question concept, and rating):

Question Question
# Dimension Rating # Dimension Rating

IV. The two Questions I have selected for the Improvement Plan are:
Question # Current Rating Value New Rating Value

V. Actions I will take to achieve my “New Rating Values™ are:
1. Meet with my Manager to review the Questions and New Rating Values I have selected;

2. Meet privately with individuals who report to me for clarification and suggestions for
improvement regarding the selected Questions;

3. Other Improvement Actions I will be taking to achieve my New Rating Values are:

a.
b.
C.
d
e
Signed Date
A Richard L. Baron “Where Theory Meets the Road”
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RESPONSIVE LEADERSHIP SEMINARS®

RESPONSIVE MANAGEMENT
LINE-LEVEL LEADERSHIP®

RESPONSIVE EMPLOYMENT:
TEAM EFFECTIVENESS FEEDBACK
FOR THE INDIVIDUAL EMPLOYEE

— APPENDIX B —
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RESPONSIVE LEADERSHIP SEMINARS®

RESPONSIVE EMPLOYMENT:
DIMENSION AVERAGES PROFILE

The Responsive Employment® survey provides the employee with feedback on his/her
relationship with the supervisor and other team members. The employee can be assessed across
three dimensions, identified as important to Team Effectiveness: Supervisor Relations (6
questions), Team Member Relations (10 questions), and Work Responsibilities (10 questions)
(Goldstein; 1974; Baron, 1978; Donaldson, 1980).

DIMENSION AVERAGE

Level Level
DIMENSION One Two DIMENSION PROFILE

A. Supervisor Relations E l:'

 Level 1 | REGEE
B. Team Relations D I:’
7
C. Work Responsibilties
I
5
4
3
2
1
0
Y &
S & hy
.S? éo &@0 (.9 &0 \Q"b
& i §
~
K F & S
o < &
S
&
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RESPONSIVE LEADERSHIP SEMINARS®

RESPONSIVE EMPLOYMENT:

Employee Assessment Review Procedure

Initial Meeting: The purpose of the initial meeting is to review with the employee each of the
assessment items and ratings given by the supervisor. During the review, supervisors should
keep in mind the positive value of noting improvements, being exact, giving examples, and
providing rationales. It is beneficial for the tone of the conversation to be descriptive and
focused on clarification of expected employee behavior rather than justification of the
supervisor’s ratings and observations or attempting to gain mutual agreement.

After establishing a time for a follow-up meeting, provide the employee with the Responsive
Employment®: Assessment Summary (page B-6) along with the Level Two Assessment
(Employee Self-Assessment). Request the employee complete the self-assessment and establish
three-month objectives in preparation for the scheduled follow-up meeting.

Follow-Up Meeting: The purpose of the follow-up meeting is three-fold: (1) to discuss
observations and reactions of the employee regarding the Assessment feedback; (2) to review
and establish the three-month Responsive Employment® Objectives; and (3) to review (and
practice skills where necessary to increase probabilities for success) the items and associated
skills rated as needing improvement. The success of this meeting is measured by the level of
clarity both parties achieve relative to specification of what actions need to be taken to bring
about performance improvement. Efforts are concentrated on what methods or strategies are to
be used by both parties to better assure above average work performance.

A Richard L. Baron “Where Theory Meets the Road”

Responsive Management Systems®
A A i B3



LEVEL ONE — EMPLOYEE ASSESSMENT BY SUPERVISOR
Name of Employee being rated

Unit

Name of Supervisor providing rating Date
Assessment Questionnaire:

RESPONSIVE LEADERSHIP SEMINARS®

RESPONSIVE EMPLOYMENT:

Division

O 6 month
O Annual

To assist the above-named employee with continued development as a responsive

employee, would you please rate each of the 26 satisfaction questions that follow using the rating scale below.
Remember, you are rating this person on his/her responsiveness as an employee regarding his/her Supervisor Relations,
Team Relations, and Work Responsibility Dimensions. For each question, in the column to the right, please mark a:

"7" if you are Completely Satisfied

"6" if you are Satisfied "2" if you are Dissatisfied

"5" if you are Slightly Satisfied
"4" if you are Neither Satisfied nor Dissatisfied

"3" if you are Slightly Dissatisfied

"1" if you are Completely Dissatisfied
"NA" if the Question Does Not Apply

After completing the questionnaire, review your ratings and note examples of each of the three dimensions: Supervisor

Relations, Team Relations, and Work Responsibilities. Arrange a time to visit with the employee.

Dimension
Average
Column

HOW SATISFIED ARE YOU THAT THIS EMPLOYEE ...?

A. SUPERVISOR RELATIONS

AN S

. follows instructions and directions?
. listens to recommendations and feedback?
. implements feedback?
. requests permission when needed?
. disagrees or objects reasonably?
.. provides needed information?

B. TEAM RELATIONS (with the supervisors and other team members)

7.
8.
9

10.
11.
12.
13.
14.
15.
16.

. offers greetings?
. offers complements?
.. volunteers to assist?
.. offers apologies?
. listens to feedback?
.. requests permission?
.. disagrees or objects reasonably?
.. participates in discussions?
. contributes to group projects or tasks?
. shares information?

C. WORK RESPONSIBILITIES

17.
18.
19.
20.
21.
22.
23.
24.
25.
26.

A Richard L. Baron

. follows procedures?
.. reports illegal, unethical, or unsafe work events?
.. correctly uses work supplies, equipment, and property?
. . maintains good work attendance?
. adheres to work dress code?
. adheres to work safety code?
. is punctual?
.. remains on task?
. completes work assignments on time?
. is honest?

Responsive Management Systems®
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Ratings
Column
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RESPONSIVE LEADERSHIP SEMINARS®

RESPONSIVE EMPLOYMENT:
LEVEL TWO — EMPLOYEE SELF ASSESSMENT

Name of Employee being rated 0 6 month
Unit Division 0 Annual
Name of Supervisor Date

Assessment Questionnaire: To assist you with your continued development as a valued and responsive employee, please
rate each of the satisfaction questions that follow using the rating scale below. Remember, you are rating yourself on
responsiveness as an employee regarding the Dimensions: Supervisor Relations, Team Relations, and Work
Responsibilities. For each question, in the column to the right, please mark a:

"7" if you are Completely Satisfied "3" if you are Slightly Dissatisfied
"6" if you are Satisfied "2" if you are Dissatisfied

"5" if you are Slightly Satisfied "1" if you are Completely Dissatisfied
"4" if you are Neither Satisfied nor Dissatisfied "NA" if the Question Does Not Apply

After completing the questionnaire, you may wish to review your ratings. In preparation for the Follow-Up Meeting with
your supervisor, summarize the data.

Dimension
Average Ratings
Column HOW SATISFIED ARE YOU THAT YOU ARE AN EMPLOYEE WHO...? Column

A. SUPERVISOR RELATIONS
1. . follows instructions and directions?
2. . listens to recommendations and feedback?
3. . implements feedback?
4, . requests permission when needed?
5. . disagrees or objects reasonably?
6. . provides needed information?

B. TEAM RELATIONS (with the supervisors and other team members)
7. ...offers greetings?
8. ...offers complements?
9. ...volunteers to assist?
10. ... offers apologies?
11. ... listens to feedback?
12. ... requests permission?
13. ... disagrees or objects reasonably?
14. ... participates in discussions?
15. ... contributes to group projects or tasks?
16. ... shares information?

C. WORK RESPONSIBILITIES
17. ... follows procedures?
18. ... reports illegal, unethical, or unsafe work events?
19. ... correctly uses work supplies, equipment, and property?
20. ... maintains good work attendance?
21. ... adheres to work dress code?
22. ... adheres to work safety code?
23. ...is punctual?
24, ...remains on task?
25. ... completes work assignments on time?
26. ...is honest?

A Richard L. Baron “Where Theory Meets the Road”
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RESPONSIVE LEADERSHIP SEMINARS®

RESPONSIVE EMPLOYMENT:
ASSESSMENT SUMMARY

I.  Dimensions rated by the supervisor averaging a "six" rating or higher:
Supervisor Relations Team Relations Work Responsibilities
II. Dimensions rated by the supervisor averaging below a "six" rating:
Supervisor Relations Team Relations Work Responsibilities
ITII. Questions rated below a “six” by the supervisor (list: Question #, content, and rating):
Question # Question Content Question Rating
# Rating
# Rating
# Rating
T
IV. Three-Month Objectives:
l.Increase my supervisor’s rating of on Question # for the Dimension of
to a rating of
2.Increase my supervisor’s rating of on Question # for the Dimension of
to a rating of
V. Comments:
A Richard L. Baron “Where Theory Meets the Road”
Responsive Management Systems®
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RESPONSIVE MANAGEMENT
LINE-LEVEL LEADERSHIP®

MAKING WORK AND QUALITY
HAPPEN: EMPLOYEE WELL BEING,
MOTIVATION AND LEADER INFLUENCE

— APPENDIX C —
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Employee Well Being, Motivation and Leader Influence

RESPONSIVE LEADERSHIP SEMINARS®

MAKING WORK AND QUALITY HAPPEN

Peak
Performance

Moderate
Performance

Most
Amenable
To
Influence

WHAT MAKES
QuavLiTy HAPPEN

* Collaboration

» Co-Worker Relationships
* Customer Satisfaction

* Increased Responsibility
* Increased Autonomy

* Job Success

* Recognition

* Leader Relationships

Satisfied

Neither

Non-
Performance

Least

Amenable
To
Influence

A Richard L. Baron
Responsive Management Systems®

A A i°

WOoORK HAPPEN

WHAT MAKES

* Monetary Compensation
* Benefits

» Space

* Hours

* Physical Surrounds

* Workload

C-2

Satisfied Nor
Dissatisfied

Dissatisfied

“Where Theory Meets the Road”
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RESPONSIVE MANAGEMENT
LINE-LEVEL LEADERSHIP®

COMPLETION CERTIFICATE

— APPENDIX D —
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?'\E
K RESPONSIVE LEADERSHIP SEMINARS®
of

A AResponsive Management Systems®

certifies that

has actively participated in and
successfully completed the skills-based Seminar

RESPONSIVE MANAGEMENT
LINE-LEVEL LEADERSHIP®

This Certificate of Completion is awarded the day of , 20

Signed,

Richard L. Baron, Founder

Responsive Management Systems® “Where Theory Meets the Road”
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SEMINAR EVALUATION

Organization Date

Using the scale to the right, please rate each of the seven

. . . 4 = Very Satistied
questions below. [ would particularly appreciate your 3 = S:tgﬁeiils ¢
comments, suggestions, and observations about what you liked 2 = Slightly Satisficd
and didn't like in this presentation. 1 = Dissatisfied

Rating (Please circle your selection)

1234 1. How satisfied are you that the information provided in this seminar is relevant to
the performance of your work or your organization? Comments:

1234 2. How satisfied are you that the information provided in this seminar is sensitive to
and positively responds to the differences between people? Comments:

1234 3. How satisfied are you with your ability at this time to apply the information
covered in this seminar to your work or organization? Comments:

1234 4. How satisfied are you that you had sufficient opportunities to participate?
Comments:

1234 5. How satisfied are you that your questions were answered adequately? Comments:

1234 6. How satistied are you that this was a good use of your time? Comments:

1234 7. How satisfied are you that you could recommend this seminar to others? Is there
someone in particular whom I could contact?
Name of Contact
Organization Name Phone #
Your Name (if you feel comfortable)

8. What other training topics would you like to have presented?

A\ Richard L. Baron “Where Theory Meets the Road”
Responsive Management Systems®
A A -
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