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MINUTES OF BUDGET AND CONTROL BOARD MEETING

NOVEMBER 1 6 ,  1977

EXECUTIVE SESSION

S t a t e  P e r s o n n e l  D i v i s i o n  D i r e c t o r  J a c k  M u l l in s  o n  t h i s  d a t e

c o m p le te d  a  p o l l  o f  t h e  f o l l o w i n g  B u d g e t an d  C o n t r o l  B o ard  m em bers on  th e

i te m  o f  b u s i n e s s  d e s c r i b e d  b e lo w :

G o v e rn o r  Ja m e s  B . E d w ard s  ( t h r o u g h  E x e c u t iv e  A s s i s t a n t  P e t t i s s )  
M r. G ra d y  L . P a t t e r s o n ,  J r .
M r. E a r l e  E . M o r r i s ,  J r .
S e n a t o r  R e m b e rt C. D e n n is  
R e p r e s e n t a t i v e  Tom G. Mangum

STATE EMPLOYEE GRIEVANCE COMMITTEE -  LAKE ERIE HIGH, S R .,  GRIEVANT, 

VERSUS DSS -  The G r ie v a n c e  C o m m itte e  f i n d i n g s  an d  r e c o m m e n d a t io n s ,  a l o n g  w i t h  

t h e  c o m p le te  r e c o r d  on  t h i s  c a s e  w h ic h  i n v o l v e s  t h e  " d e n i a l  o f  m e r i t  i n c r e a s e , "  

h ad  b e e n  f u r n i s h e d  t o  B u d g e t  a n d  C o n t r o l  B o a rd  m em bers p r i o r  to  t h e  B o a rd  

m e e t in g  h e l d  on 1 1 / 8 / 7 7 .

The G r ie v a n c e  C o m m itte e  h a d  reco m m en d ed  " . . .  t h a t  t h e  A gency  

b e  u p h e ld  i n  i t s  a c t i o n s  f ro m  1 / 1 3 / 7 0  -  1 1 / 2 / 7 2 . . . "  an d  " . . . t h a t  t h e  f i r s t  

m e r i t  i n c r e a s e  p a id  t o  t h e  a p p e l l a n t  b e  a d j u s t e d  t o  1 1 / 2 / 7 2 ,  an d  s u b s e q u e n t  

m e r i t  i n c r e a s e s ,  i f  g r a n t e d ,  b e  b a s e d  on  a  1 1 /2  d a t e . . . "  an d  t h a t  " . . . a n y  

c o m p e n s a t io n  d u e  to  t h e  a p p e l l a n t  b a s e d  o n  t h e s e  a d j u s t m e n t s  be  p a i d . "

T he B u d g e t an d  C o n t r o l  B o ard  p o s tp o n e d  a c t i o n  on t h i s  m a t t e r  

a t  t h e  1 1 / 8 / 7 7  m e e t in g  p e n d in g  f u r t h e r  s tu d y  o f  t h e  c a s e .

T he B o a rd  m em b ers  p o l l e d  v o t e d  u n a n im o u s ly  t o  r e c e i v e  a s  i n f o r m a t i o n  

t h e  G r ie v a n c e  C o m m it te e ’ s  f i n d i n g s  an d  re c o m m e n d a t io n s  i n  t h i s  c a s e .

I n f o r m a t i o n  r e l a t i n g  t o  t h i s  m a t t e r  h a s  b e e n  r e t a i n e d  in  t h e s e

f i l e s  an d  i s  i d e n t i f i e d  a s  E x h i b i t  I .



Jock S. Mullins, Ph.D. 
Director

exhibit t
/ / / / f c / 7 7

Stole Budget & Control Board 
PERSONNEL DIVISION 

1205 Pendleton Street 
Columbia, South Carolina 29201

803-758-3334
M E M O R A N D U M

TO: Members o f  the  S ta te  Budget and C on tro l Board

FROM: Jack S. M u llin s  Z ^ txx£ c -K < ,

DATE: November 1, 1977

SUBJECT: S ta te  Employee G rievance Committee f in d in g s  and recommendations

The S ta te  Employee G rievance Committee he ld  a hea ring  on October 25, 1977, on 
the appeal o f  Lake E r ie  H igh, S r . ,  a g a in s t the  Department o f  S o c ia l S e ry ice s , on 
den ia l o f m e rit in c re a se . The S ta te  G rievance Committee met fo llo w in g  the hear­
ing  and rendered i t s  d e c is io n , a copy o f  which is  attached,.

Enclosed, a ls o , is  a copy o f  the  case records along w ith  the  d e c is io n  a t each 
le v e l o f  appeal w ith in  the  agency's grievance procedure .

The S tate  Employee G rievance Committee hearing  was recorded and can be tra n s c rib e d  
fo r  rev iew  by members o f  the Board should such be d e s ire d .

Under the  Grievance A c t, the Board has f i f t e e n  (15) days in  which to  render i t s  
d e c is io n  d a tin g  from  November 2 , 1977.

I t  is  the  d e s ire  o f the S ta te  Employee G rievance Committee th a t  no in d ic a t io n  o f 
the Comm ittee's a c t io n  be made p u b lic  o r  re leased to  the  p a r t ie s  u n t i l  the Board 
has rendered i t s  d e c is io n  o r e le c ts  to  pe rm it the  Com m ittee's d e c is io n  to  take 
e f fe c t  a f te r  f i f t e e n  (15) days. T he re fo re , you r con fidence  in  the in te r im  would 
be g re a t ly  a pp re c ia ted .

Mr. A lb e r t D. Ray a ttended the  hea ring  fo r  me on O ctober 25, 1977. We w i l l  be 
happy to  appear be fo re  the  Board to  answer any q u e s tio n s .

I f  we may be o f  fu r th e r  a ss is ta n ce  p r io r  to  you r m eeting to  d e lib e ra te  your 
a c t io n ,  p le a s e . le t  us know.

JSM:gm 

Enclosures



NOTICE TO BUDGET AND CONTROL BOARD OF GRIEVANCE COMMITTEE ACTION

GRIEVANCE HEARING

appellant’s name: Lake E rie  H ig h , S r.

JOB CLASSIFICATION: B u ild in g  Design A ssoc ia te_________________________ _____

AGENCY: Department o f S oc ia l S e rv ices  DATE: O ctober 25, 1977

NATURE OF CASE: Denial o f  m e rit increase

FINDINGS AND RECOMMENDATIONS: ( u s e  a d d i t i o n a l  p a g e s  i f  n e c e s s a r y . )

Statements o f  Facts

1. Mr. Lake E. High t e s t i f i e d  th a t  he rece ive d  a ve rba l commitment from  then 
d i r e c to r ,  D r. A rth u r R ive rs , th a t  he would re ce ive  a 10% increm en t a t the 
end o f  h is  s ix  months p ro b a tio n a ry  p e rio d  and a y e a r ly  in crem en t th e r e a f te r .

2. The agency presented evidence and tes tim ony to  in d ic a te  t h a t ,  in  accordance 
w ith  e x is t in g  agency procedures, Mr. H igh, who was h ire d  a t a Step 4, Grade 
16, would no t be e l ig ib le  fo r  a m e r it  increm ent f o r  a minimum o f  15 months.

3. In A p r i l ,  1971, Mr. High was eva lua ted  by h is  s u p e rv is o r , M r. Roy Loyd, who 
d id  no t recommend a m e r it  in c rea se . F u rth e r te s tim o n y  by D r. A rc h ie  E l l i s  
supported the  fa c t  th a t  he would no t have approved a m e r it  in c re a se  f o r  Mr.
High a t  th a t  t im e , as was h is  p re ro g a tiv e .

4 . The agency s t ip u la te d  th a t  Mr. H ig h 's  con tinued  p ro v is io n a ry  s ta tu s  d id  n o t 
p rec lude  h is  re c e iv in g  a m e r it  in c re a se .

5. The agency 's  p o l ic y  in d ic a te d  th a t  Mr. High was e l ig ib le  f o r  c o n s id e ra t io n  
fo r  a m e rit increm ent 15 months from  h is  i n i t i a l  da te  o f h i r e .  He was no t 
recommended fo r  m e r it  increm ent a t  th a t  tim e. The p o lic y  f u r th e r  in d ic a te d  
th a t  he should have aga in been e l ig ib le  fo r  c o n s id e ra tio n  f o r  a m e rit in c rea se  
15 months la te r  on J u ly  13, 1972. Due to  the fa c t  th a t  he was on leave w ith o u t 
pay fo r  th re e  months and th re e  weeks, h is  e l i g i b i l i t y  date was advanced to  
November 2 , 1972. Mr. High d id  no t re ce ive  h is  m e r it  in c rease  u n t i l  January
26, 1973.

(CONTINUED)

F or th e  Com m ittee D a te

FORM GC 1 0 6 - R e v is e d  1977



. Lake E rie  H igh , Sr. 
Page Two

s ta te m e n t^o f B.°Lipy

1. The p o l ic y  under which m e r it  inc reases  were granted was S. C. Department 
o f  S oc ia l S e rv ices Employee Performance A p p ra isa l Number 1550 which s ta te s  
th a t  "S tep increases a re  to  be recommended fo r  those employees whose 
perform ance is  judged to  be s a t is fa c to ry  o r b e t te r . "

2 . The s ta te w id e  compensation p lan (pay schedule) in  e f fe c t  a t th a t tim e 
d ic ta te d  th a t  an employee h ire d  a t  Step 4 , Grade 16 would not be e l ig ib le  
fo r  c o n s id e ra t io n  f o r  m e r it  in c rease  u n t i l  a 15 month pe riod  had passed.

Recommendation

The Committee recommends th a t the agency be upheld in  i t s  a c tio n s  from 
January 13, 1970, th rough November 2 , 1972. However, the Committee recommends 
th a t  the f i r s t  m e r it  increase  paid to  the a p p e lla n t be ad jus ted  to  November 2 , 
1972, and subsequent m e rit in c re a se s , i f  g ra n te d , be based on a November 2 
da te . F u r th e r , we recommend th a t  any compensation due to  the a p p e lla n t based 
on these ad justm ents be pa id .



Jock S. Mullins, Ph.D 
Director

TO:

FROM:

DATE:

Stote Budget 8. Control Board 
PERSONNEL DIVISION 
1205 Pendleton Street

Columbia, South Carolina 29201

M E M O R A N D U M

Budget and C on tro l Board Members

November 1, 1977

Jack S. M u llin s

303-758-3334

SUBJECT: Summary o f fa c ts  to  the Budget and C ontro l Board

Appeal o f :  Lake E rie  H igh, Sr. vs Department o f Socia l S e rv ices

The S ta te  Employee Grievance Committee convened on October 25, 1977, to  
hear the  g rievance  o f  Lake E rie  H igh, S r. vs the Department o f  S oc ia l Serv ices 
conce rn ing  a den ia l o f m e r it  in c reases .

The hearing  was recorded, and t ra n s c r ip ts  can be made a v a ila b le  upon re ­
quest o f  the Board. Mr. A lb e rt D. Ray attended the  hearing as my designee.

Mr. High was employed on a p ro v is io n a l appointment on January 13, 1970, as 
a P u b lic  W elfa re  Examiner. On June 23, 1977, Mr. High r e t i r e d  and f i le d  a 
g rieva nce  concern ing the  den ia l o f m e r it  increases from 1970 u n t i l  1973.

The c ircum stances su rround ing  the  tim e pe riod  from 1970 u n t i l  1973 are as 
fo llo w s :

1. Mr. High was employed on January 13, 1970 under a p ro v is io n a l appoin tm ent. 
Dr. R ivers v e rb a lly  promised him an increase  a f te r  6 months i f  h is  
perform ance was s a t is fa c to ry  and each subsequent y e a r. D r. R ivers  re ­
t i r e d  in  June o f  1970.

2. Mr. High was appra ised on J u ly  13, 1970, a t which tim e h is  p ro v is io n a l 
s ta tu s  was extended and he d id  not re ce ive  any in c re a se .

3. He was employed a t a Grade 16, Step 4 , which placed him in  a 15 month 
rev iew  b ra c k e t.

4. On May 21, 1971, Mr. High was appraised and placed in  permanent s ta tu s  
but w ith  no m e rit  in c rea se . A t th is  tim e he was placed in  an 18 month 
rev iew  b ra cke t.

5. On January 26, 1973, a f te r  being out on leave w ith o u t pay fo r  th re e  months 
and 21 days, Mr. High was appra ised and rece ived  h is  f i r s t  m e r it  in c rea se .



-2 -

The agency's case was based on the fo llo w in g :

1. That is  was very hard to  re c o n s tru c t the  events o f s ix  years ago du rin g  
which tim e Mr. Hiqh had not f i l e d  any form al g rievance  o r  placed any th ing  
in  w r i t in g  concern ing the  events in v o lv e d .

2. That even though the re  was no s ta te  p lan  o f  a d m in is tra t io n  o r compensa­
t io n ,  the agency acted in  accordance w ith  the p ro v is io n s  o f i t s  own 
in te rn a l m e rit system.

3. That even though Mr. High rece ived  above s a t is fa c to ry  performance a p p ra is a ls , 
the  agency had the  d is c re t io n  o f  g ra n tin g  or no t g ra n t in g  a m e r it  in c rea se , 
as is  the p o lic y  now.

4. That the den ia l o f  m e r it  increases was a p p a re n tly  due to  the fa c t  th a t he was 
h ire d  in  the m iddle o f the  pay range f o r  grade 16 w h ile  another employee who 
had been w ith  the  Department o f Socia l S e rv ices f o r  more than 20 years was 
a lso  in  grade 16 a t le ss  pay. The new agency head f e l t  e q u ity  was very im­
p o r ta n t and u n t i l  the o th e r employee reached Mr. H ig h 's  ra te  o f pay, Mr. High 
would not rece ive  a m e r it  in c rea se . Mr. H ig h 's  case was based on the fo llo w in g :

1. Dr. A rth u r R ivers had promised an in c re a se , which he never re ce ive d .

2. That he was d is c rim in a te d  a g a in s t and tre a te d  u n f a i r ly  because o f the e q u ity  
th e o ry . He a lso  f e l t  he had been s in g le d  ou t o f  a l l  the o th e r employees
in  being denied a m e r it  inc rease .

3. That he was more q u a li f ie d  than the  o th e r employee and subsequently
should have been paid more in s te a d  o f being fro ze n  a t  h is  pay ra te  u n t i l  the 
o th e r employee caught up w ith  him.

(NOTE: The amount o f  money due Mr. High as a r e s u l t  o f  th e  S ta te  Employee Grievance 
Committee recommendation would be $131.76.)



IEMPLOYEE GRIEVANCE APPLICATION FORM 

(THIS FORM TO BE COMPLETED BY THE EMPLOYEE INITIATING THE APPEAL)

E m p lo y ..'. Name ____ Pake E r i » S r » ______ ___________________

1, Have you been a permanent employee for at least six (6) m o n th .?_5 ( 7 T e a rs

2. Have you complied fully with the grievance policies and procedure* within

3.

your ag.ncy? __ __

Have you received a final decision from your agency?

There was no com m ittee h e a r in g  
Y e s fb u t i t  was n o t  c o m o le te ly  

p r o c e s s e d -S ta te  O f f ic e )
(IF YOUR ANSWER IS "YES" TO THE THREE QUESTIONS ABOVE AND YOU WISH TO APPEAL THE DECISION 
OF YOUR AGENCY TO THE SOUTH CAROLINA STATE EMPLOYEE GRIEVANCE COMMITTEE, YOU MAY DO 
SO BY COMPLETING THIS FORM.)

APPELLANT'S NAME: ___

JOB CLASSIFICATION: ___

AGENCY: ___

HOME ADDRESS: ___

TELEPHONE: ___

L a ie  E r ie  H igh , S r ,

R ld g . D esig n  A s s o c ia te

S .  C. L e r 'a rt-a e n t o f  <To c i a l  S e rv ic e s

2315 Durham D riv e , W est C olum bia, S

79H-1556

C. 2=169

GRIEVANCE

STATEMENT OF FACTS INVOLVED:
(Be as specific as possible as to names, dates and location. Continue on additional page or 
pages if necessary.)

I  was h ire d  on Ja n u a ry  13 , 1970 by DFW a s  a  P u b lic  W elfare  E xam iner, P r o v i s io n a l  
A n o in tm e n t . A t th e  end o f  6 m onths, my r a t i n g  by my s u s e r v i s o r ,  Mr. Womack 
who was P. A. C h ie f  was E x c e l l e n t ,  and my r a t i n g  by D r. A r th u r  R iv e rs  was a VG-2.
W ith t h i s  r a t i n g  D r . R iv e rs  a d v is e d  me T would be P erm anen t on J u ly  13 , 1 9 70 a f t e r  
he l e f t  th e  D en a rtm en t, and  I  was to  r e c e iv e  an in c r e a s e  each  y e a r  i f  my work was 
s a t i s f a c t o r y .  T d id  n o t r e c e iv e  anv r a i s e  fo r  3 y e a r s  and 10 d a y s . 
vrom th e  d a te  I  was due a P erm anen t s t a t u s  a rd  s in c e  t h a t  tim e  each  d a te  I  was due 
an in c re a s e  I  d id  n o t r e c e iv e  one. I  t a lk e d  w ith  d i f f e r e n t  o f f i c i a l s  o f  th e  D ep artm en t 
h u t n o th in g  has e v e r  been done to  th e  d a te  I  r e t i r e d .  I  have been t r e a t e d  u n f a i r l y ,  
u n e g j an^ havp been  d i s c r i n i n a n t l y  t r e a t e d  i n  o th e r  ways d u r in g  t h i s  s e r v i c e .

I  r e a u e s t  a s s i s t a n t s  from the  S t a te  G riev an ce  Committee i n  c o l l e c t i n g  th e  f i n a n c i a l  
cnm oensation  T sn o u ld  have had u n d e r th e  r u le s  o f  the  B e u a r tn e n t.  DPW had i t s  own 
M erit S ystem  u n t i l  1R73» and T was due in c r e a s e s  u n d e r th o se  r u l e s .

^ 7
7

D al.
August 1 ? , 1977

AeeeiLANT

O nfftw i (w h it.) f.lw tn .d  I .  S lat. F .it .n n .1  O tviM n  
Capy (blue) itw m tX  by tfnp layM -C .m p lau i.ftt

Form 3C 1C1-1M S . I . —



S ep tem ber 1 2 , 1?77

D r. J a c k  S . v u l l i n s  
D i r e c to r
S . C. S t a te  P e rso n n e l D iv is io n  
120*5 P e n d le to n  S t r e e t  
Colum bia, $ .  C. 29 211 

Dear D r. ’T u llin s :

T have re c e iv e d  y o u r l e t t e r  o f  Septem ber 7 , 1977 r e q u e s t in g  i l l u s t r a t i o n s  
o f  in e q u i ta b l e  tre a tm e n t  I  r e c e iv e d  w h ile  w ork ing  a t  S o c ia l  S e r v ic e s .

S ix  m onths a f t e r  I  was employed • n th  the D epartm en t of S o c ia l  S e rv ic e s  as 
a P u b l ic  ’ % lf a r o Exam iner which was l a t e r  chai ged to  B oard ing  Home L ic e n s e r ,  I  
wa3 r a te d  by D r. A rth u r B. R iv e rs  a s  VO-2 which was above a v e ra g e  r a t i n g  o f  my 
e f f i c i e n c y .  T t was th e  p ro ce d u re  a t  t h a t  tim e f o r  em ployees r e c e iv in g  a  good 
e f f i c i e n c y  r a t i n g  to  he g iv e n  a werm anent r a t i n g  w h e th e r o r o v is io n a l  o r  o r o b a t io n a l  
em ployee a f t e r  s i x  m onths o f  s a t i s f a c t o r y  s e r v i c e ,  b u t  I  d id  n o t .

My in c r e a s e  was due in  f i f t e e n  months on A p r i l  1 3 , 1 9 7 1 . Mr. Loyd gave me 
a r a t i n g  o f  7G-? o r  3 , b u t  I  had to  go on le a v e  w ith o u t  pay  u n t i l  S e p tem b e r. I  
th o u g h t s u re  when I  re tu rn e d  in  S ep tem ber I  would g e t  my i n c r e a s e ,  b u t  when I 
re c e iv e d  my n a y -ch eck  1 s t i l l  d id  n o t  r e c e iv e  my i n c r e a s e .  My f e l lo w  em ployee 
Eugene P u lm er was due an in c re a s e  in  the f i f t e e n  m onths t i n e ,  b u t  r e c e iv e *  h is  
in  J a n u a ry  o f  1773 in  tw e lv e  months from h i s  l a s t  in c r e a s e  when he s h ju lo  n o t 
have re c e iv e d  h is  in c re a s e  u n t i l  A n r i l  o f  1773 . I  r e c e iv e d  the f i r s t  one i n  
J a n u a ry  o f  17 "’3 t h a t  I  r e c e iv e d  from the d a te  o f  my em ploym ent, a t o t a l  of 
th re e  y e a rs  work w ith o u t an i n c r e a s e .

T was to ld  by R. H. B u c k n e ll, J r .  I  would n o t g e t  a n o th e r  in c r e a s e  u n t i l  
my co -w o rk er and T got to  the same s a l a r y .  He was n o t  my s u o e r v is o r .  T fe e l  
ne d is c r im in a te d  a g a in s t  me in  h o ld in g  my s a l a r y  down when a l l  the  tim e I  had 
good e f f i c i e n c y  r a t i n g s .  I  b e lie v e  i t  was my age as w e ll  as be ing  e re iu d ic e d  
a g a in s t  me as an  in d iv id u a l  a s  I  would n o t be a p u o o e t fo r  him o r  a iy o n e  e l s e .

Dt*. M u ll in s ,  when th e s e  th in g s  to o k  o lace  th e r e  was no g r ie v a n c e  la w , b u t 
I  w ent to  a e o n le  in  p o s i t i o n s  I  f e l t  I  oould deeend  on t h e i r  w ord, some o f them 
mad* h o n e s t  e f f o r t s  y e a r  a f t e r  y e a r  by  r e tu r n in g  to  o e rso n n e l to  g e t the oroblem  
s e t t l e d  h o n e s t ly ,  b u t  s in c e  the  oroblem  o r ig in a te d  th e re  i t  has n e v e r  been 
s e t t l e d ,  t h e r e f o r e ,  I  f e l t  I  had to make a l a s t  e f f o r t  to  re c o v e r  what I  f e l t  
and f e e l  was my r i g h t s  as a s t a t e  e n lo y e e  who has worked hard s in c e  I  have been  
in  s t a t e  s e rv ic e #

I
X I Lake E r ie  H igh, S r .

231c Durham D rive
W est C olum bia, S . C. 216°

L E H sr:c lc EH UNIT
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September 7, 1977

Mr. Lake Erie High 
2315 Durham Drive
West Columbia, South Carolina 29169 

Dear Mr. H1gn:

This 1s in  regard to  your grievance appeal to the State Employee Grievance 
Committee on compensation.

According to the State Grievance Act #1025, as amended, Section 2, "Compen­
sa tion  sha ll not be deemed a proper sub ject fo r  consideration under the grievance 
procedure except as 1t applies to  alleged 1neou1t1es w ith in  a p a rt ic u la r  agency 
o r department." We need fo r  you to  s ta te  s p e c if ic a lly  the Inequ ity  which has 
occured as 1 t re la tes  to  how you were tre a te d , 1n re la tio n s h ip  to  how others were 
tre a te d . This w i l l  a id us in  determ ining 1f your grievance comes w ith in  the 
ju r is d ic t io n  o f the State Employee Grievance Committee.

Please le t  us know 1f you have any questions concerning th is  m atter.

S incere ly,

Jack S. M u llins 
D irec to r

JSM:gm



August ° ,  ” 7

D r. J a c k  S . M u ll in s ,
D ta te  ° '» - s - n n e l  D i r e c t o r .

D ear D r . M u ll in s :

* l - a s e  n a i l  me a fo rm , so  t h a t  T n a y  f i l l  o u t  t h a t  r e o u e s t ,  t h a t  I  be g iv e n  a 

p^**«onnsl i p ’/rrii*iC6 p.p  - •-;•

r  r a i l e d  o u t  a g r ie v a n c e  f o m ,  as to  th e  r i l e s ,  and s u b m it te d  i t  to
l i v i s  • » t *  t o o t .  >* S 051* 1 *e r v l  90 4 day  ”  ' ’

June  2 3 , 1 ^ 7 .
,  <ne ™ . d  in  t e r s o n  bv M r. M i l l i a n s ,  a n a r t y  o '  th e  g r ie v a n c e  u n i t  o f  th e  
;  <; c * v  — v e s te r d a v ,  t h a t  th e r e  was no e x ~ l a n i to r y  r e a s o n  to  - i r e  ,o me

‘ ason •• •' I  was denied a g rie w w i t a > n »  hea ring  i t  - fo rm er o lace  
w o r k e r  Uhe U <days - a t  the law a llow s -o r such - e r s u i t  o f  my g rieva nce .

Y o u r ,

Lake r . H ig h , S r .
2 3 1 c Durham D riv e  

W est C o lum bia , S . C. 29161* 
°h o n e ; T H h - l^ d



R O B E R T  D . F L O Y D  
interim commissioner

2 Si
South Carolina □a
Department of Social Services

S ep tem b er 13, 1977

Dr. J a c k  S. M u ll in s ,  P e rso n n e l D i r e c to r  
S ta te  Budget and C o n tro l  Board 
S ta te  P e rso n n e l D iv i s io n  
1205 P e n d le to n  S t r e e t  
C olum bia, S outh  C a r o l in a  29201

D ear D r. M u ll in s :

As r e q u e s te d  in  yo u r l e t t e r  o f  S ep tem ber 2 , 1977 , th e  e n c lo s e d  
g r ie v a n c e  in f o r m a t io n  and p e r s o n n e l  f i l e  on Mr. Lake E r ie  H igh i s  
s u b m itte d  f o r  y o u r r e v ie w .

S in c e r e ly  y o u r s ,

R o b e rt D. F lo y d , ACSW 
I n te r im  C om m issioner

R D F :js lr

E n c lo su re s

P O  B o* 1520 /  C o lum b ia , S o u *  C aro lina  29202 /  (803) 758-3244
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M ID D LE  IN IT IA L  \T • O f  D IR T *.

O .,D A *  VEAhJ ’
place o r  B IR T H

31 IQ ! fo lu a b ia . S.C.

. R . ic ,  *p1oye<> H i 
_U S. C IT I . ' I > n : p ______

jiBRTM  I jN A IP ilA L.liO  
Q hO N C .nz tn





i . ' .  ■
0 .

y o

•' ' I f

t * !  ' i  :■ . ' '  • :

_______ __ i •. r  >
. I

• • ■ ( J «j ' \  C v . . ’ i

i ' '■ I-' r .  ••• ■- • ~ ‘ ' •

* i !  1 •• J : •« ■< a i • I; ro , i

■ ’1 ■*»««‘J . K i i  __ /  ■ 1 ’
( * • . r , - • , ' • . S1 • , . '  . - 

*- t '• -  i. .
? 'v  ff n l •

----------- --------------

i - U - T .  _ 1 2 j  • —  -  •. 3 ,

V . . 1
’. d d r

________

. ' / h  / > ■ ,  '

' C

• • * • • • V * i . . .  ri • .. C'-. ■ . v . ... <j |P ' j

c > 9 * .

• • ‘ - - ./.X INK) j
. . . . .  *

| r *.n
_• r S : :  ’ L ’C- '  <v n ro r r  n r .

;• y . a,-., cctt.; s r u r .  ors i f  • ;U *. , s
■ ' l l  > . J •>-....!j

’ •>
. .!: I i.„.-C. ?r ;-»■ 0  , ,

h l . t l a i l l . i

1 ? . .  • • ■'
’ t n d  ’ » •"

i
•v .'j c o  b - \ r: \

; i sa
• • » —-7

C C .U .iU lA  £C

T j-p jfr | ( , r  I f . l : ic :.; »b.»r

wn. IV—2

tiT.VfUl I oi>.i i- r  , c  „  i •>, ,.j i , c
I , •. t r  . . .  > i ,  i ' i  .,
• •. .  t.a H l . , , .  . . .  M u , ;

■ < « •» :.. j.ii, i «,| » .i.. : , . , j  II . . .  ;  |____________ [____________ I_____________

*-...

f  112*.".' ' . .V i: . ‘J'.-''.' ,E r ' r t f  I'W .-.i: u> . »«. n c i’ i • -rti <1 (nun.

IhiS t i i l i ir i i. ilm i c. lu rn i ' i  , {o c Intern..) Rc.eilue
‘ ■ervite .tn i apiwo; i-.it.- m .i «.. n 't,.

». »>- ■ nt , , I w» .» I • U , «



THIS CASE MAY HAVE SOME OR ALL OF THE FOLLOWING DEFECTS WHICH 

MAY BE QUESTIONABLE WHEN READING. IN SPECIAL PROBLEM AREAS, THIS 

ROLL NOTE MAY BE REFILMED ‘ .'FOR’5 6 7 ’ HE DOCUMENT OR DOCUMENTS IN 

QUESTION.

1 . PHOTOCOPY NOT CENTRED PROPERLY CUTTING OFF SOME OF THE 
INFORMATION.

2 . DOCUMENTS ARE OF POOR LEGIBILITY AND MAY NOT PHOTOGRAPH 
WELL.

3 . DOCUMENTS DAMAGED OR TORN BEFORE ARRIVING FOR FILM ING.

A. DOCUMENTS CONTAIN A DOUBLE-COPY IMAGE, THE UNDERLYING 
IMAGE IS  IRRELEVENT TO THE READABLE INFORMATION.

5 . DOCUMENTS WITH GLUED INSERTS WHICH LTRE OR COULD NOT 
BE REMOVED, INFORMATION MAY OR MAY NOT BE UNDER THE
INSERT.

6 . OVERSIZED DOCUMENTS THAT COMPRISE TWO OR MORE FRAMES.

7 . EXTREMELY DARK COLORED DOCUMENTS THAT LACK CONTRAST 
BETWEEN WRITING AND BACKGROUND.
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i - I / ’a l  . -:’T ,  o . - k n a i  c o m ?'W Sa t io m

CMPLCYfR'S ID NO__ <5 0

fcO; IfCTOR RETS 5} lf?NT SYSTEM

o -
Vi- / ' '

, c< - •■■■<;

SCC. SEC. NO. AKN

za - b - ; .

>- A

Th- wbo'/a na i ?U c.nployea has fil-nJ an application for rotiromant te become effective. ______ _____  ______
v'a <jra H lsg a b d  to  begin the benefit ckecki oj toon after that date as possible* However, we cannot begin to process the apolication 
-.tii >/c ! iv- the- inform .bon -ciJUMt - J i Row.

i a 1. i ir (■.) euariori'/ rc.'Srt. on .inch rh s rnenbar w«!l aorear will be as follows:

QUARTER ENDING DATE I RETIREMENT DEDUCTION SHOWN

9 /3 Q Z 7 7 , 19 1 7 2 .3 0

6 / 3 0 / 7 7 2 2 3 .O S
.1 ____ r* • z -m — 19 . 1 7 8 .6 8

1 2 /3 1 /7 6 2 2 9 .7 4

} 0 9 / 3 0 / 7 6 , 19. 2 6 8 .0 2

19

■ o am oj.i: . :oi.n wbc;e  ir item should ropreionj the last contribution to be reported for this member.

, urt.her c o r t i f /  th is  er-.oloyee w as/w ill be lest oa id  (o r the  2 3 r d  day o f '  .Time* ______________________ I9_Z?
•J their annual rate of pay this day was/will be 1 6 ,5 9 2 .0 0  ____________

i d r s  b. ■ • . - it  ih .e e  {") ccnsrcu tive  fiscal year earnings were

LASS I ei.iPLO'i EES MAY OMIT THIS)

FISCAL YEAR TOTAL COMPENSATION

July 1 76 TO JUNF 10 77 1 9 ,4 6 3 .5 7

July 1 75 TO JUNE TO 76 1 5 ,0 0 0 .6 5

July 1 74 TO JUNE 30. 75 1 3 ,4 1 9 .9 4

■ a above in fo rm a tio n  includos all accrued V A C A T IO N  a n d /o r SICK LEAVE fo r  which this em ployee w ill be paid.

7 / 1 3 / 7 7  ’ P e rso n n e l O f f i c e r
(D.t.l

R B BRIDGES
(SsQ’M lvre )

/ Business

(O th o . I  '.<1(1

r e  ( ? )  c o p te i  of th u  f^rm ,)’• to  b »  r t i< 4 p jz t« J  in i t ested by th o  e m ip 'o y e r  O n e  copy .» t j  he  ( o r w e H t d  to  th e  O n e  r o p y  ib o > jld

be  r c tJ u ie d  b y  <h» e m p lo y e r  hr on f i le
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S e n  .1 C r s c '. in a  I k . - . r 'f U n a n i  c4  S c c r a l  S e r v i c e s

PO ST  O F F IC E  BOX 1520 
COLUM BIA, SOUTH C A RO LIN A  29202

.'''•m orond’jii

To: H r. ' ’c r r . iro n  TooMcn
c h ie f  o f  f

F r o ' n :  T .  r .  H l S r. . C -

H i i l r t i n "  r c '  ' / ’ r. * 'ro p .

Subject: A'f. i r e ' en t o f T,. 1’ . *»r.

i

P lrn r r  be s d r i «t«d t b i t  T nine. to  r e t i r e ,  e f f e c t ’ V’ - - -»■ 
<-

( ‘-h

cc: Mr. Robert U . F lo y d ,  ACSV ;  
F r r n o r n c l (/
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Sfcrnvi I; PER FO R M  A V E  L \ X L U A IIO S CIGARACTE RISTICS

Tins section describes sevrini job perform:.; ce and personal cheractcristics. Rate the p e rfo rm .'ice  of this em­
ployee on li’Ose pertinent characteristic con 'd?, d in this section tor tiy  per- e under review. Be objective ar.u 
do no t let your rating of one factor i'lfli:.:.. . sour rating of another. Each cb: tract -ri tic 10 be lu duated  hrs 
fisc degrees or levels of achieve.??' t b \ veil ?h it may be tnensined. Each level i*. defined to -  your use with ex­
amples of pm forma;:, e which be accepted as characteristic of t in t  level. It th  ■ c oph-vec jo b  pori<ir:.i?nc<- 
or level of acb; -.eaten, genet ally e w e * ',■<•;'!-’> to  the •exainp’. cited, check that p..-t;cu!.,i oo\. Y. ■ .y -h w  «.er. 
use your own wools, which in your opinion. would better desetibe the employee - perfv’tn n.
in the app opriate bc-x or attach them on a separate page with proper reference. ' '  '

The five ratin-t levels to be used ate defined as follows.
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Highly superior perform ance; woik cbr.rac ieri.;. *1 •.unusual m u / . i f ’.Kh-
mei ts. Completely reliable. x , '" 7 7 .?

-L  . A- --*z
Bet a  than norm alls a .e e p t.t 'le  petf« finance; work fieuncnhy exceeds r to i t . 'l  
job II. yr net. tents.

W ork is baiistaetorj t.nd ac'cp '.abte I at -eluoni exceeds norm al job  n quire- 
ments

Woil. is satisf.ich is in some respects I it does no! fulls meet not m a I j i b  re ­
quirements. Immediate improvements anticipated.

P001 perform ance, work below job requiicrnents. Im piosem ent no: tu.tieipu'.ed.
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0 ? 0

I 'N f 'V . ’ l !-i > ,r- o i -  \Vi >|’ K 
f l ic  extent In v I fob the e.-ipluVi -c 
h '  g r . p id  al! eh m .-rh  <■) the 
work .!• •nn.-ntiil. I! • degree Io 
which the trio -ircd  , ||,| pro-
cedtttes have b-en irtt'Meicd.

D 'i. iii ia a  das little  nr no u t ' • 
.standing el v-oii. a .lenm .'r.i end/ 
or 'cents un d le to master the 
•k ills required.

M a rg in a l

learns w o il assignment slowly 
Ifcrphu", much insiruction .aid 
f f i  i. it. r A ' l  . u i i r e n t  o f  i ■ v ! 
skit's is m aigiii.d Needs further 
training.

i :  . 
a r  ' , 
r. . ,
• d u q  n t .

O R G A N IZ IN G  a r !  I ’ f.ANN'IN 'G  
I-t ie c ti. cr.ess in xsstem • ! callv 
p!.i.in ii:p work asu 'nm en’s . r : j
achic. ing desired resells with min 
intern v.a'te or duplication o f t f -  
fo rt

Unable to plan. effectively r r  to 
comp' le t. -.-s within rea*. •i,..l>le 
perilous of tune. Needs detailed in­
struction*.

Deforms!..ties o rb  u , Moral ca­
pacity to organize .u-.d plan w i"k  
assignments 11 fee’ ll - ,-i Frequently 
does Ilnu rs  the hard way with 
waste o f time and effort

r..lf
'  . 1 
’a r i d  res> 
duplieali ■

R E LA TE  N < Iff?  v it l i CLl.-.'s’ lS  
Extent to v Inch i-n.p!.. e tab- 
lish'.s and cl> :mr»r,ii „ tc ,  profes­
sional relationship w ith clients.

Often Io -s eoiiiro! and I von ex 
aurlio iiia tne v.i.fioin regard fur 
client s ft-eon

Sici.i'.'u -s .hoses Iasi, of respect 
and pi.p -s,-s i.v a s.dius. iseptls io 
be ca it'icne ! ."  to ‘ eh contro l ,n.d 
a •« mere* s o* others.

S h o w -  i t  
t o ' -  >m ’ 
a n d
client's p - 
control i 
c irc i'i ii 'i.  :

RELATIO NS!UPS wish OTHERS 
'I he cup.r i t i  w ith v . lii t l i the em­
ployee vvurl nt harmony with 
other- ttrd pains the respect, eot- 
fidm cc. and cooiscialion of clients, 
other af tities, aim outside public 
contacts

Has poor relation ships with nth- 
cis Is suli-.i. ar gi.n entative. o f­
ficious, belligerent. or completely 
withdrawn Sh ies 'ittle  or no ci- 
fort to nnp'asc 'he pert.rn to per­
son relations,’lips.

Rchilt'onships v.ith others arc not 
as h - im u ’-,oils a-, the) 'hon 'd  be 
'lends at times io exhibit impa 
tierce, unndiness, or taciicv-ncs
Is O;".|S|.).1 lly  l i l t  i , I l  Cl CO t>-
plaints to  fat as conduct is con­
cerned Needs counseling front 
lim e to lime.

I 'snails 
lo-.v c m ; J 
and enjoy 
fisienee.

CO O PERATIO N " '  • '
, l i a  - • \ f i i :  i ’ > i.i. I> the hnplovee 
Fee Ip I
ci.Ues, and others lo r  si horn wo ik 
is pc i formed

Tor the most part is uncoopera­
tive and nr dependable. Resents 
suggestions from  supervisor rod 
refuses to assist others when re­
quest d.

M ay be cooperative with super- 
visor and helpful to o'.b o  on oc­
casion. In general ItOvvevet, pre­
fers to o r left alone.

Makes ;u. 
operative, 
and Io as

q u a l it y  o r  o u t p u t
Degree to which employee's ou t­
put is ihoroui -It, aceiu.ite, end 
irticts quality stcndatds.

Work of poor quality. Mu-.t be 
chcckid constantly and often re­
done.

Quality of wotk below average 
Or.lv occasionally ’meets accep­
table standards

Q u ility  ot 
Generally : 
oeeasion-.

I ’R O P V t l iY ! I V 
M i.-su ie iiii nt o f the soluntc of 
work accomplished and tale of 
proptess on assignments.

Very slue worker Q uim by of 
output is well below itie iage of 
other-, in the same class

Works slowly Only occasionally 
achieves rate o f production which 
is e o n s :  fe te d  a v e ia g e

\ \  'fk Ollt| 
average g

IU D G M E N T
Extent to which the employee's ac­
tions and (teeisiiuis toe appropriate 
ar.d are based upon sound reason­
ing and common sense

Uses little  ic. soning ot common 
sense in deciding course of a-.ti >n 
Judgment cannot be relied upon

P icnucntlv makes decisions and 
lakes action without good le.ison. 
Needs some prod.bn; to verity 
facts, think things thlO’.ifh . and 
convidet .onseip.v nees betore it. -k- 
mg a decision ot taking action.

Usuallv nt 
sii i i '  in la • 
ei.d, jud /i.

D l-P T N D A H IL irY  
The extent to which the employee 
can t-e ic lied upon to meet sunk 
scheduies and fu lf i l l  rcs|tonsibih- 
lies and commitments

Can seldom be relied upon to meet 
woik seliedulcs without constant 
Mirseillance. lends to frequent tar- 
dines, and abuse of lease prtst- 
leges.

Occasionally may be relied upon 
to complete woik assignments 
within prescribed schedules Needs 
frequent pitxtding. Occis-onaliy is 
late in reporting to vio ik or in 
keeping appointments Requires 
more pushing than should be nec­
essary .

Generally d 
telied upoa 
lies and co 
attendam e :

IN IT IA T IV E

»
l'he detrrnun.ition and energy dis- 
jl.is e.t in osreiecuntni obstacles 
lith in  the scope »»l the job, in 
finding ‘ olutions to pioblents and 
in keeping productive!) occupied.

Almost never initiates action on 
the job w ithout specific instruc­
tions Work effort stops when ait 
obstacle is encountered until out 
s:Je assistance t olfered.

Occasionally lakes i n i t i a l i s e  in the 
pctfort'iunce ot assigned duties but 
leans heavily on others to Had vo­
lutions to problems

I  r e q ia  m b  
f o r m  a . e r g  
I V l l l t ’ l lS  s ■ 

o v i t c i u - i i n i



r r y Z»hov -’ S 't ru r1; rd i*7 ' r - ’ . 'ic ’-'S

I I  is tbs  ,'i i i !  i j  I, n o w  1 1 • o ;  , x-
pcc lso f Weil. ?s.i in,lent and ■ i- 
forms wish high .!• re ol • .ill.

le'.ceptu'nalb w i l l  in fu r n :  .1.
knov led • • .m l < ill .re  <it|, or 
.m il cxk’C-’d [ ai.i.n i , quit en'u'ms

i.i orranizes
.’•thieves de­

ls occasional

Ccnsi .|c iiti\ 
u i 'i l .  ue li 
r i- s u i ls  m ill
ficiency.

in e.ir.i '(•r and plans 
anti . a. vrs devised 
a I.1J-.1 degree o f cf-

I'. irtils i.in .liii;' el p’ anning .:n,1 or- 
Kuniztng un i v i: ,-|i f .s i i ir i '" " c i 
to a b lip .no . I.scl in’ e.cliicvcnicnt.

prefe iior. I 
. nw .Her - i  

reed for 
a  usually i.i 
ruler vr.n i;i»

Is vc iy  r ' f  ; in pri-.un Io p r i­
son tc la iio r.''iip , ! :•! urv: ;,li.. is  
in fu ll <• .-itrol , f  h .u i'tk  ever. un­
der ih- mo i trying eiicuni'.i.,nc<i 
Displays warmth, in:-?'.:iiy
and ilcx ib iliiy . Sctutes ih . ’ .-.t in- 
volvemei". n  we m -'.i; 0:1 I:: prob 
k il ls  in his nay.

1. e x e rc io ’ 1 in r  ,-ry wav in re- 
‘ peel to r . . : ■ • : . .  n relul in-
s l i ip  I I I - 1 f.s iiii-ili professional
in.-iip.-ieii.-e 1 i-nvi'enlls :>ble to 
i i i r l .  s. i:h  ili.-e l ,n terms of ins 
capacity •• rnl goals.

ell w ill, fe l­
and o th e r 
; i-nd con-

Is very effective in person to per­
son relationships. Is aim.1-1 al- 
wavs in fo il control of n in r-.lf 
clan under t ie  most trying eir- 
cui:: lai.ccb. Displays l,.-:t, warm iii, 
and in: y iily . x 'ii-up. .ds re.peek 
confidence, and cocipetaiioii from 
all quarters.

I- exception.I in ever' way in rc 
sped to p m 10 per-nn icl.ilion- 
ship anil 1 a seiy definite us-ei 
to the in i igc o f the obicc.

irt to Ic

• w
co­
ins.

Can always be depended upon to 
cooperate fulis am! in goo. spirit, 
b an excellent team worker.

Goes out ni the way to make him- 
self avail able whenever and where- 
c v ti needed I a mperio. leant 
worker w ho »•»«; :r. I•>> r lty  m J 
fooperiitr. i-nrs.- m others.

satisfactory, 
ird with only
: redone.

W ork is thoicu'gli, accm.-te, and 
generally above the quality re­
quirements

Is cor.sisien:! thorough. i ’ rodutes 
work o f k. best quality. (lately 
makes ni: n l.is .

rtory. Meets 
andards.

! is: worker. R..le of progress on 
ii'.signmenis and volume c l output 
is above average.

I's. e|'.i. ..ills i . ’pal walker. \  ol- 
n'lie i>: i  uput 1 fiii i. : 'le ru iy  ve il 
above the ai .r. of o -a i; s in the 
same class.

•nable deci- 
1 ms. In gen- 
ii ic .

Is perceptive and logical Can be 
relied upon lo secure and evalu­
ate faets correctly and m ole de­
cisions nr lake action w ith a m in­
imum of error.

Actions and decisions rellect eon- 
sisient lopic.il thinking gnJ excep­
tional reasoning.

and can be 
rc»|x>nsibili- 

1 line and 
atisfactoiy.

Can always be depended upon lo 
meet schedules and coninmnienis. 
Make, special effort to be punc­
tual and to complete .assignments 
in advance of deadlines

Extremely conscientious in meet­
ing work si'hnlules and in lu l l i l l  
ing rcvfxviivihilihcv and com m it­
ments 1 an always be depended 
U|xw regardless ol circumstances.

Displays considerable rncigy and 
moves ahead on own im itative lo 
complete assignments Demon- 
sir.iies much rtso iiic rlu ln tss  1111J

Consistently im liites action, finds 
solutions to problems, and keeps 
w o ik n io.iuy. Is creative and in ­
novative.

blip.no
lopic.il
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This section i; to  Iv used p. record a nn t:.|:vc n in n n iy  <f your evaha u, the c a , i | . : y x  ;i.d  to n n l.e  specific rcco:r»- 
mcnd.'.tioi.s for caroci •».. »i - ..s well ,-s fm si.l-ry mere. ■. . proinotiun, n r etc -r cl . in:?. Ik* .is specif.c as pc.-able, but * - 
o b k e tis . ; op

review, it-, ogni/in. t t r .  li.a n  rive r  no, me or V f r  < . ill. faeioi- varies from po  i-’i’ to  p osi-ion, and cheek ihc
appro ,m ate  box in tne sum m ary appraisal. / /  ■ ,

z i  - — ' z . .’’Z /  ,
1. D i-euss e r.olove ’s .strengths and p > hive qualitks .. ____ . ___ { '. i'rj___ d’.. i___  x z " ' '

/ ?  ’ / ' / ■ / -

/

2. Di'xu.is employee’s venknesses

-------------------------------- ----------- -- -----  J  ' -------------------V  y* ----------- -------
and negative <g: ;li!ie.. __  ___•______________ / ' '  •

jLx-__ /  Jfc.___ • .

/

3. T o  what extent lias (here been iirp r<" ement in p re .. >usi> noted veal, factors! __ _ . i ____ ' z

4. W hat action is recommended to . ist employee t • im prove las p.’rtorm anee and j Hennal? * 1

' m -- -  ■> •• T i .
/

*5. Does employee appm-r eontent vvitii his own prog; ", in the work he is doing'’
/  .
<■ y

.If am w et is “no" what action is recom m ended to meet ins needs.’ _ ' . z ...

*6. What i< the employee's general at'i'.i.dc toward his evaluation ’

7 Recommendations for salary inen se. prom o'inn. or

----------------K ceuinm cnd.d  for annual ‘ alary iiiucnsc
---------- ----- Not recommended for ,e va.i! sal.uy mere
-----f---------Recommends d foi merit salary increase ,
--------------- Recommend consider s o for pro::, •!ion

----------------Perform ance unsaiisl„ctor’, in p:e-..nt po-dion Recommend

T ransfer_____________ ___Reason _________ ___ ________________ L

O t h e r ____________________ R e a s o n ______________________________

EVAI I AVION SUM M  \R V

i tner enaii '.s-

- /

v lu i i  vacanev occurs

Within the scope of h r  (h e r) pre en; duties and icsponsi'otiities. indicate 
anee o f this employee. In doing tins. Iv a r m mind

( a ,  I he rating assigned on alt individual factors in A c/iuri I. V 
( b )  1 he differing importance of laeio ts (rem  position to position.

(u re le ) your overall evaluation of the perform-

MESM



D ' d r  :? i-L>

, « A JFO R  /. . • . [W .G E i. r .  Y . .!<

U n ,..'i« M :c f t o t y M ' i t r t i n n ! S t .

Ma \.\<.»:mem i <ii

^ H h il . l I Io
^ ^ 1 1 .  I l ‘ : ii.

Sik - ' . s I n - 1 - o r  . it ’ ii il.  t o  m a k e
. I , ,  l i v e  i t  of 1 ’ . ( h r )  ov n
li ; . i ' i  I m il • .H l . •'.u i i i . i l  . s Io
i. ' -te tii.o- i n  liiu if.po it in t m a l­
ic : s.

lias d itf im ltv  in I a m -tiiii. :  lime 
l H’ t>.-i k  . to nient in i l.d ili-h- 
iii - u e i p iiiu  itie-s .-slien i la-atty, 
resnina- in linn  bcuir. misspent 
both In the i-iuplo-ee and his 
(he r) ■ uhuidinai.-s

Usually in 
lime D i d i  .. 
i a le  i l l a t io n  
die tune - 
nates.

M A N A G I-M E N I O l I'RORl.E. 
Oemorsti i i i . l  p. im iiiinncc in as- 
sir-iii- .-. v .iiiH o llii ■ and 'll ■
Mil i - l ' l t i l i " .  gamut- I 'iv ir ua.-lty, 
icspecl. ..ud suppoii .,r,.l in e.xer 
rising supervision

Show. link- - ' ’ i.-icits to supers ise 
s i i h o - i - s  t l  ■ ilifficu tts  in s- 
cnrii'u' o r i ’ ’ <s li.-' ■ e / lv ft  to *e- 
cur. ..-li s.it-p :l and i ■ ; eel.
la w line  in ..h i'iu  lo  tra in  Ot Io 
counsel others

Reconl o f supeivi'ini-. Iiaining, 
and eounse-l'ii;’ subordinates ts 
>[o t i i  1 e i.i.is h ip  qualities arc be­
low .u.-iii e.

Maintains 
eitiplov.'e n< 
job of ire 
s iibo iiliii.ii 
their lova lli

n i i i i . v r i o \  ni a i  i w i i ' i ; y
1), n unstinted . i . ■ . i . :i ,'i-
ir ih i. in g  no il. !.>• 1 : r.l n dcle- 
gating rtsro-, .i ii .uni , uliori-
ly to: its ncsomphsini.-ni .. ;l.o-.it 
loss o f lon tro !.

Either dispi . s a m arled  reluc­
tance to i . '  ite i o  st . l - , s r i l in . i i<  s. 
p re fe ir i: . ' to le l im  all .iillhority 
..nd u  .pensik-i.iy in Iris own 
hnn.ls in  de! . . i  iinxxrsclv to 
the extent Duit ire loses c o m ic !

Occasion • Ify uses p.xot judgment 
in i!. !ej:. '.:'i aulhoiity and respon- 
s ib if.li or in distrif-.iting nor!, 
load am.nip subordinates.

f ie i i- r a l i . .* 
i s p o i . d l ' - l u  

i l i . i i  ibirlcs i 
ordinates in 
comphsli li ic  
of question 
signing, and 
quciit.

O RIG IN  \ |  11 V IM v . i i r .  ATION 
Demonstrate 1 perform .nee in lin ­
ing original thinking . - I exercis­
ing iniacinaiion in dci...np. new or 
improved m e tho .!'o f v.oik.

Display Irdlc ill le iltlion  Resists 
new ideas Clings to obsolete 
methods nt accepts a routine 
method ;is only j ie>cciiurc.

.dull occasionally demonstrates 
o iir iiiah ty  nr imagination, looks 
in othem for new ideas. Needs lo 
be prodded.

Occasionalli 
and innovan 
i.eiv method 
mques with 
ou ip iit, itiqii 
ini: costs, o i 
ficiency.

DECISION \ I  ik iN t .
Demonstrated tfriiu iiia i-.ee in the 
capacity to make v . i '-1 nd tinieb
decisions

•

Is mile, isixe lend, to c.icilk.le or 
may jum p to eoneluMons and make 
hasty and unto.in led decisions

Is slow in making decisions, which 
occasionally arc faulty Has ten­
dency to b i influenced by exter­
nal pressures. Docs not always 
base all o f the facts properly as­
sembled and ex-jhiated prior to 
making decisions Sometimes leans 
on others fo r assistance in the de­
cision making process

Decisions u , 
Occasional! 
or lia-ly in 
but pel lor a- 
cra lly meet'

ot:;".! performance evaluation characteristic;

U iu a i is f e  tc ry M a rg in a l Sc

*

•

L •
•

DSS-432-Rcv. 7-72

uiii.il


- r y A b o v e  S in n i ’ n r t l js
U  I M 1 5 A S 1

-live i's< of
. ir - ii c- mi*- 
c ^ ^ k t  < ie r

A b iiilv  to i i i .i ' <• lliv  Ik s ' use of 
(iv. n lim e n.i n| it:-* lim e of sub 
ordinates is al.ii.e ..n iage Gen- 
cr.dlv • js . i ln i '  is  v  e i l  o r:-m i 's ' l l  
and maintains r f ie e iiic  controls.

I ' s t m i n  Pales mils!.in In  • ab ility  
in i ia ii.u 'in - of hi- < her ) own 
lone and llie  lime o f la (her) 
siii o id.n tas. 1

supcvisor- 
iocs .idrqaale

(level ipi'ig 
i rnnuuai.sis

:?l»>rl.

o verv effective in m anaring and 
sopervisim Is proficient in li.iin - 
in r  and den  Io. iiv: M ihoroiirrtcs. 
icsii. ru.'ine. ins’i stien.tns and 
w tal.i.e- ses .mJ 1 clpinr: in in to 
become mine r'n fic ien t. Mal.f.s e f­
fective use o f 'k i l i .  ami talents o f 
subordinates

Is an outstanding manager ami 
superi;■ o ' Demonsti.itcs ■.ui'ermr 
s* il l in i.’. iu m i’ dv ie lop i .c, and 
u tili/im - sul'uidinat.'s to achieve 
the best ic 'ii l ls  possible.

nolhn.its and 
•» w i.cly and 

unuing sub- 
ay ns IP ac- 
rs Instances 

rmen: in .Ki­
ng arc in fic-

Demonstrate* cam h i lile s'.oil in
rccoyr.i-III" III! .'I ..I,J lim i­
tations nt s 'il’otdiii.ues in dis- 
s barging re >• on.i bi (its and exer­
cising .inth iii i>. bnovs sslicn and 
n? whom in ilcr. : . i i (in is  rarely 
commit* a. mt |tnl mem m this re­
spect.

Demolish, les .n unusual capacits 
to i-.i’ ui.e a .mi nt v.orl
loads, and ('••!(. all.ms of an tlia r­
il'. am i.’i.: Ins aibnidinaie .mu 
h in o . l ’ Ael i-ses the b.<; possi­
ble results in accomt iishm.: objec­
tive ' v it|.nut loss of control.

/
/  ■

•es new ideas 
i illing io  try 
■|'l IK ii ICi.ll- 
o inctcasing
: ilily , reduc- 

r '.v l. i 'l  cf-

Makes fieqtieril contributions o f 
ideas. Is iinn 'in .d ivc  am1 alert to 
tr\ new methods. Possessts o rig i­
nality.

Is high!) iit '. iliv e  and ii”  a ,na­
tive. M ales saenifi?ant contribu­
tions tsi t. e improvement of work 
pio.s'se- .aid overall efficiency.

/
, /

. all 1 valid.
S .lll.l 'low

at decisions,
■is aica gen­
ie itnudal ds

•

Denoi’istiaics noticeable a b ilit i Io 
n rrm  at t in i.ly  d .cs ia n * which 
are logical anil well supported bv 
tact or reason Only os.ee .ion illy  
arc decisions overruled by higher 
authority

Is unusually |»crs'. ptive clear 
Ihinl.in,:. and devisi ce. Makes 
rapid, sound decisions bn’ is t e n  
in sensing when t.u ibon may be 
ssell adsise.l Almost never are de­
cision’ seriously questioned or ie- 
vet-cd.

/

i

iHD N E C E S S A R Y  L’ Y  E V A L U A T O R  A N D /O R  R E V IE W E R
•

, r y  J A b o v e  S ftrr.c ' t r d M e r i l s i i o u s u iV. s
—
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^ 7

.’UlAC .C|, X

Jli ..CXCMi
dhj.Cf 'J..

l .  !i. . v  . *
_ L L.L. io r

rev iew  a lv

IL ls  i t  i*'i o ':.?  to ix v .\ry  ItC-ka r i o  i i oh cc b in  correct-
l ’oview a ' .x .

!hi 3» •■'.’ • hi.-,h rc c u 'v e d  aa :inci'or/?ni o f  7 ’ r x i ie i r j ;  h in  w  xuil .tfiAary to

< l i ’ r!.'27« u«3'V r  tho ? ■' ; -one:.4'i;» o f  i  '73-7*’ » th in  piucodl bar. xu an i i  conch K v i ' r t
with a  ■■. o f j .  . > . . . •/.- fo r
J » b ii :• bwo • . th«i *•• :Ow f i l l  c . -i.WA-o, -  . au «•.
the re  c..flc;,v'.-.a v .o cc  c u rre n t r.w.-.ew d a k :  b««yr.id Jaw, 197c vo’. u i  be a d jn r .tu i
to  ba j t v i i x  • l.'n? t  p ry  p e r io d  o l’ t.’*0 .’w ro-'j. yeax (6 / i 'J  /71' ) .  "’h.io n o t io n  raixr: d
tap, ..... e a le  o f  U /0 2 /7 5  t© to  6 / i :  ■. - .? ■- u .
c.ppzoxir.v; •- ly  !;'• r.13 v ihu .

lb ? .  High xwoeived incresawat e f 7’ offoetivt. <Ute 6/13/75. ■ »o pm
Xt-riuV  u v ? is. '.■/ . // '1  c.ud i f  t -u  cuvm i'v  r . r  o f  /.he .r, c w - r v  J i l l  fox-
77 io  r -m.«Cz 1 -. -1 he • •..II A-'ceive f i r s t  the 1-, bare  1 , i  - - .w. 1 then  the  m e r it
ii ic rc o c o  m  i:1vo-. eydov e f f i ’ c t iv o  too boy iiu j.b ’. j o f  Iho u o x t rp p ro p r ia x o  uay p e r io d  w h ich 
ic  6 /2 5 /7 6 .

On F r id a y , Juno 11. h r .  I i ly h  mot in  i r r  o f f i c o  and I  c a r e fu l ly  oxp lu iixed to  hits the 
ia fe r c - i t io i i  Purnir•ia*d f.'oo.o. ’ lion lie departed  rxy o f f i c o ,  ho itavo co ndo’VT w ith  o thu rn  
prccenc the in p re cn io n  th a t  bo f u l l y  understood b in  pay and ro v io v  da te  o ta tu a .

I f  I  cay be o f  cny fu r th e r  aon ic tance , p lonno l o t  co know.

K J d ilo
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I la rc h
E ig h te e n  
1 9  7 6

D r .  K. A r c h ie  E l l i s ,  C c v r i s s i o r  e: 
S ta te .  D A t .  o f  S o c ia l  S e r v ic e s  
P o r t .  O f f i c e  B ox 1520
C o lu m b ia ,  5 . C . 29202

D ear' D r .  E l l i s :

I  } u s t  w a n t t o  l e t  y o u  know  how  v e r y  g r a t e f u l  we 
a re  f o r  th e  in c o m p a r a b le  s e r v i c  ;r. o f  H r . L a k e  b r i o  h . gh_.
O ur c o u n ty  o f f i c e  i s  s p a c io u s ,  a t t r a c t i v e  and  d e s ig n e d  f o r
e f f i c i e n c y .  W ith o u t  r e s e r v a t i o n s , I  c a n  s a y ,  t h i s  w o u ld
r .o t  have  been  p o s s ib le  w i t h o u t  M r .  l l i g h ' s  v e r y  a b le  a s s is ta n c e .

I  am u n a b le  t o  s u f f i c i e n t l y  v e r b a l i z e  o u r  a p p r e c ia t io n  
f o r  a l l  h e  d i d  f o r  u s .

S i n c e r e l y ,

Jam es T .  H o lc o m b e  
D i r e c t o r

J T H :d d d

c c :  H r .  R edden J .  Tham es

r>



D n r W A 't.o iJ. n o u r n r s  a  h a ik
l.’ JT ! ’ I / A l  i | l . n i ' - ! K L  ‘ .M >  C A H O iO U O C Y  

13 3 .1  T A V L O K  i . I  H r . i:  I ,  S U IT E  n o  

C O L U M B IA  S O l l t i l  <*A! O I IN A  2 H 2 O I

l l u i n i O N ,  X 5 2 .t» f . 'n O

M arch  1 2 , 1976

TO WHOM IT  MAY CONCERN:

RE: L 2 . l l i c h ,  S r .

T h e  a b o v e  nam ed  p n t i c i v  b a r  b e e n  u n d e r  n y  p r o f e s s i o n a l  
t h r u  3 / 1 2 / 7 6  a n d  r.iav r e t u r n  t o  v o r k  3 / 1 5 / 7 6 .

i j L

R . P a t t e n  W a ts o n ,  11. D.

R fW /jb v p ,  ,* u  u-A t .  r. x ‘ x
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TO Ell I, LAY E W/C'JT I'A i 
FltCE'. LEAVE K/CUT . AY

TO LEAVE I.'.P IT  i'AY 
i'E i;p " ,. : :-p :;.T  
r; - k  i oyt.ent 
TPiiN.TFEi 
DECEASED

IF  K-’ PLOYFS IS PPIIE TEEI lINAYE.j, IS Y t-E E ’ ErYIENT kECJSIENDP!) YLS_ 
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section i i  -  c i t a c t  c  stays.

TO:
DO. Cr?ICE -  DIVISION CC. W FI'.’E - UYIPJOK

title POSITION TITLE
w F a’ - oiny ■ type - appoi::?:"’:?

'1KZEKLY 3AI.C.Y MKEFKLY SALARY
•PXRT.'i ASSIGNED PJQiitA. . Al .»! t i ’L'.
j i . \ 6  rc  sa ■ <i FUNDS Fa . S.’.LAPI
Jias', FOR TRAVEL FUNDS FOP TN.-'DPp

•A. J C'jAW’E NAME ’LAND.

,,
A P .1 .;: .

; os c (-:r. • g - ’ i u  s f  es 
pp p .: v ' a.■ . ?_ 2
p. a. - ;tain’.-;.an;e
P. A. - SERVICES (ADULT)
C A F SIUV -  GENERAL 
C A P  SKRV - KN IRC 
POOL) STA'P 
IICtlulAKEN SERVICE 
ccjnty auiinis tuition

T H A I. Ftt.’ ir .
MOJEI, c h ip ., -  SPTPO.
CONSUMEH EDJC. PRO J .

IF  LOCALLY PAID. SPECIFY

SECTION i n  - p _ £ r_ v :p,^ i ,p . ,-:o :

r  A :■ .
C A :
c /< :
P C  . .
i: i • a.-.
r.E. i  a:

ATE . r c b . . . 2 3 # _ U L L 6
(.'i.j,11 P i. Y-ji : s , v i  oh »
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Suulli Camlina Dco.'iUiiem of Social jtn v ic its
POST OFFICE BOX 1520 

COLUMBIA, SOUTH CAROLINA 22202 

November 23, 1975

P e rso n a l e n d  C o n f id e n t ia l

Memornnrfi.m

T o : M r . H o ra c e  F. J a c k s o n ,  D e p u ty  C o m m iss io n e r
B ureau  of F is c a l  O p e r a t io n s  

F rom : T he C o m m iss io n e r

S u b jec t: M r . L cke E rie  H igh

As of M o n d a y , D e c e m b e r  I ,  I cm  tr a n s fe r r in g  E ric H ig h  to  th e  C h ie f  o f  S ta f f  o f  the
A g e n c y .  It is  v e ry  e v id e n t  th a t  9 0  to  95  p e r c e n t  o f th e  job s a s s ig n e d  to  M r. H ig h  in  th e  fu tu re
w i l l  b e  c o n c e rn e d  w ith  D is t r ic t  a n d  C o u n ty  m a t te r s .  T h e re fo re  i t  is lo g ic a l  fo r  him  to  b e  su p e rv ise d  
B y  Mir. R e a id e n .

R. A rc h ie  E llis 
C o m m issio n er.

RAE-h

C C : M r. P h ilip  G r o s e ,  C h ie f  D e p u ty  C o m m iss io n e r 
VM r. H a rriso n  R e a rd e n , C h ie f  of S tc ff 
M r. L ake E rie  H ig h , B u ild in g  D es ig n  A sso c io te



South Ocpnit :t nt of Sees-.! E r n ie s

M em orm dem

POST OFI-ICF 30X 1520 
COLUMBIA, SCUT!! CAROLINA 27202 

December •!, 197.5

T o : M r. H o ra c e  F . J a c k s o n ,  D e p u ty  C o m m iss io n e r
B u reau  o f F is c a l  O p e r a t io n s

From : T he C o m m iss io n e r

S u b je c t: M r .  C la y to r  H . W a tts ,  C ro f t in g  T e c h n ic ia n

In my m e m o ran d u m  to  y o u  d a te d  N o v e m b e r  2 8  r e q u e s t in g  th e  t r a n s f e r  c f  M r .  L ake E rie  

H igh to  t h e  o f f ic e  o f  C h ie f  o f S ta ff, I fail,?.-1 to  mention a  lik< tran sfer for M r .  C lay to r H , W atts . 
A s you  k n o w , W efts  w orks d i r e c t l y  w ith  M r .  H ig h  in  h is  d u t i e s  as B u ild in g  D es ig n  A s s o c ia te  
a n d  i am now  a sk in g  th a t  you p le a s e  ta k e  th e  n e c e s s a ry  s te p s  to  t r a n s f e r  M r .  W a tts  t o  t h e  o f f i c e  of 
t ^ ^ h i i e f  of S ta f f  e f f e c t iv e  D e c e m b e r  I, 1975 .

R. Archie Eliis
C o m m iss io n e r

RAE-h

CC: M r. P h ilip  G r o s e ,  C h ie f  D e p u ty  C o m m iss io n e r  
M i .  H a rr iso n  R e a rd e n , C h ie f  o f S ta ff  
M r .  L ake E rie  H ig h , B u ild in g  D e s ig n  A ss o c ia te



C O U N T Y  C O U N C IL  O F  B E A U F O R T  C O U N T Y  
B C A U fO U T  C O U N TY , S O U TH  C A R O L IN A

CHA7HMAN

G R A D Y  D. T H A M E S

VICL CHA

C O U f F  IL  l . ' .E M r i U S

L F h G Y  E G R O W N  £ 

G A R Y  0  rO H D H A M  

W IL L IA M  V.'. G R A N T . J H . 

1 ‘ V lD  JO N E S

H A K I t iE T  K C r S lZ R lIN G

W IL L IA M . L .  M C B R ID E  

B O O N C R  T .  W A S H IN G T O N

JAM ES W Z U M W A L T

COUNTY MANAGER

August 11, 1975

A rch ie  R. E l l i s ,  Commissioner 
S. C. Department o f  Socia l S e rv ices  
I’ . 0. Box 1520
Colum bia, South C a ro lin a  29202 

Dear D octo r E l l i s :

I am w r i t in g  to  commend Hr. Lake E rie  High fo r  the  
a ss is ta n ce  he has p rov ided B e a u fo rt County in  p repa ring  
new o f f ic e  space fo r  the County Department o f  Socia l 
S erv ices and Food Stamp O ff ic e s .

A .coup le  o f  years back, as M anager-of Kershaw County, I worked 
w it !  t iie  County S o c ia l S e rv ices D ire c to r  to  design  new o f f ic e  
space fo r  the P e r t in e n t .  The D ire c to i knew l i t t l e  about 
c o n s tru c tio n  end I knew n o th in g  about the  flo w  o f  paperwork in 
the S o c ia l Serv ices Department. The r e s u lt in g  b u ild in g  was an 
improvement over the condemned f a c i l i t y  the  department had 
p re v io u s ly  occupied but i t  d id  no t p rov ide  a p a r t ic u la r ly  good 
work f lo w .

C .  C . H A IG H

COUNTY CUi’F.RVISOn

This past ye a r I was faced w ith  the  same problem  in  B e au fo rt 
County. To my d e l ig h t  I found th a t  d u rin g  the in te r im  you had 
added i ' r .  Lake E rie  High to  the DSS s t a f f .  Mr. High inspected  
the  b u ild in g  we had chosen fo r  re n o v a tio n , advised us o f  i t s  
assets and l i a b i l i t i e s ,  and prepared ?. proposed o f f ic e  la you t 
making the  best p o s s ib le  use o f  the  space a v a ila b le .  H is 
a ss is ta n ce  has not on ly  made i t  much e a s ie r  fo r  me to  c a r ry  ou t 
my r e s p o n s ib i l i t y  o f  f in d in g ‘adequate f a c i l i t i e s  fo r  th e  
departm ent', bu t 1 mu confident- i t  has r id e  i t  poss ib le  fo r  
I 'r .  Axmann to  run a much more e f f i c ie n t  o p e ra tio n  fo r  o u r 
c i t iz e n s .

1 both  commend Hr. High fo r  h is  p ro fe s s io n a l competency , * and 
y o u ^ fo r  hav ing  the  fo re s ig h t  to  crea te  h is  p o s it io n  j n ^ o u r

cc: H r. L. C. H igh , Sr. 
H r. Frank Axmann 
H rs. Lo is G. HcGarvcy

A U Q l'31975
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P Archie L'lis 
Commissioner
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South Cr.rolinni 
Department of A A !  S e i v i t ;

/■ngtrj 22, |'?75

, '/'1 * f C o u n t y  l/.z> t\^~ cr
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Cc
P.

. 'I c.i i.oun.y

B e n i.fo r t, t  '! C i ; ; l : n o  2 ?  A '
v; a 
\

He: Elio 1,'inhzf" v

\  A
• ' /  . __
A : ' ■ i

L«cur \ '□ If-:

I- v -„  a .ro-c-. er much p A - y r >  fc  receive your le tter o f August i i ,  
' ’ -  • ' - -  A A  fo r his ;•«. . e

I . w o v m  o f M r .  H i jh ’ s a b ili ty  and hove recognized him oriv... k,
.......>' I un  if.Jnrd  happy to  licva your unro itched b .f . - r

fo  u  n.i •. a par? o hi. personnel f i lo .

’.l!sc fa ' r- n y  p-rconal opprec Nation to  you for vour 
t!lougn lii l ' .  i vzritinp. v«.

W ith c !l good i. i ' ' , t£ ,  i on

C ord ia lly  yours,

I’ . Archie E fli: 
Commissioner

RAC.-ih

cc: M r. Eric Nigh

c c : A.di. B vchno  1 1 /M r, G e o r g e
Foi M r. H ig h 's  p e rso n n e l fo ld e r  s \ .

W X ’  a

a  a

P.0. Dox 1523 /  Columbia, South Carolina 29?u? /  (80J | 753 3244
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__ M r. l a k e  E r i e  HJ.f;h, S r .  
2315 C u r h e n  D r iv e  
W est C o lu m b ia ,  SC 2 9163

r  .
I 4<l .»n t I U.” 1, ( I..,,., 

M \V,!,O- V, . t 
I P'.Qm.’Cny N - » _  >,«. »< t 

W A
Iro ru fd  V/ J

d t e I «to fo
J  How ’ J  S*.r 1-m . f

f  1 r«  r *  '.« %  cm- r>. , *» *  
■ ■ ' ■
i I - k I» - J tz ». ti V ' v • 6 w I » I i re '.■
F !

•t KFNNfTH AVCOCi M O M I H ,  COMMISSION 
J MARION MMS fUHOING — 11 f j  r . . i  ; st:

Columbia, s c u m  c a r i n a  i e

• ►. I ..i >,. . Li
r-'« «j C ‘ f »A » •• :**r ■ ! J • ,

Pear Mr. H igh:

You re c e n t ly  a tlended t i p  M u lt ip ’nasi c C c re e n in f Center f o r  S ta te  
exployeea a t f ia t ?  bark d e a lt1' C op te r. On th e  a ttacked  f o r -  you 
w i l l  f  j :id Cue t e s t i s ;  f o r  ve.ic:. you should be fu r th e r  eva lua ted . 
We ru g fe s t ,  a t y o u r ccnvea iencc, t i n t  you make a rra n fo r.en ts  to  
c o n su lt v i f  11 r  . i <. r/ ■<•/{• v

fo r  a d v ice  eoncereiu~ t h -  c e r c e n iv  f in d in g - . ,

Year f r . r i l y  do t: ?r been sent a co: .pi e tc  copy o f  y o u r screcn- 
r r c u l t s  a- d be can co m p le te ly  adv ise  you k th is  n a tte r .

A f te r  fu r th e r  o v a ."  tor. 
the  a t ta c h 'd  is rn  and re  
need th is  1 ;.fr»r • it k.-: t<

pleas* c '-y n lc tc  the r i  bt. hand side c f  
t  n s  ’ ’’  1 • c one1 ' envelope. W<* 

eva.lv.-.te ca r p r  y r  .••>.

I f  y.*a navi? us.v 
yen fo r  you r :...

■ ics.'. u-.r, r te a s e  c- n t  a c t, at Thank

‘.’•in cere 1.y.

i ’avh.l . M cC a llu r, P ir c c to r  
E a rly  h i sense Ic te c t io n

t
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vat; c u r  F o i.io r . up Ki.pori

P a t i e n t  K ti . .h e r :  

C o m p le te d  d y :  _  

J k  Corup] c t e d :

P l e a s e  c o m p le t e  t h e  i n f o r m a t i o n  b u lo u  
a f t e r  b e i n g  f u r t h e r  e v a l u a t e d  by 
a p p r o p r i a t e ,  s o u r c e .

Y o u r s c r e e n i n g  t e n t s
i n d i c a t i n g  f u r t h e r  e v a l u a t i o n  

r J ‘a r e :

D id  y o u  c o n t a c t
t h e  r e f e r r a l  
s o u r c e ?

U’a a t  v a n  t h e i r
r e s p o n s e  t o  t h e  
t e s t  r e s u l t s ?

S t a t e  t r e a t m e n t  and  r e c o r o c n u -  
r. L io n s  f o -  e a c h  t e s t .  F o r  e x . -  
d i e t ,  m e d i c a t i o n s ,  e t c .  I n d i c n t ,  
i f  t r e a tm e n t ,  w as n o t  n e c c s s a r v .

■ 5 , 1 •, i / . f i  i i. •

t /  f  1,'i-L /  (" rl

#

| 2 . 1 v- (i C 1C < */ »*r• C• *•>» <’■ / c . • - u  5 At « '” • •
T ?

«JS»«re "}~/,f  r e I ‘« rj •' /  , x < ■

e j  7/)< <-> 1 J  /n e ,  ■ c n »  .7 / * . C I^ /  ! <!>/. f .«> z, <>•'"J  -  ""r ’
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•
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•
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5 .
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PLEASE RETURN TO: M u l t l p h n r . i c  S c r e e n i n g  C e n t e r
S . C . D e p a r tm e n t  o f  H e a l t h  f. E n v i r o n m e n ta l  C o n t r o l  
J .  M a r io n  S im s  B u i l d i n g  „
2 6 0 0  B u l l  S t r e e t
C o lu m b ia .  S . C . 2 9 2 0 1

i/.fi
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CO. or F i t s  -  DIVISION

POSITION TITLE

L't.KLY SALAnY

f? o r  I e : i ;  - c \ : - : p  „ .  p .-." '-

type - a! po:::t:l£K7
Pl'- J

SRA11 ASSIGN .S

;^s ra< salary
Fac ; ) . i t y  M a n a i/ r i c n t rO M A N  a; l

POP TRAVEL
ro ::a  r ov pa: '?y 
pin ; ” i “  ~

E x e c u t iv e  A s s  j  s l a n t.

2  CKAICl

•■s FO? tVP.TY '1 PICE •■.U.A.'lL’S: 
AP O' • . . I k .  •

, a. -  i ..Salve 
. A .  - SEiVICD' (A rjL T )
A F SEXV -  VLXITL.L 
A F SEW -  L'K INC 

COD ST,VIP J
D.IBIAKEK SERVICE 
IVi.TY AIII1NIS 7-UTION 

'IA1 PULPS
XiKL t i  l IE . -  SP’ IC .
NOISIER EtJJC. WWW.

LOCALLY PAID, SPECIFY

septi v :  H i  - j - ....... . ' l . __ /::?  v -.v. l
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k> ' e : j>  , - c . a . r ' ;  -lip< a sk< p.a.

\ \ l  i:. ".:. p pn i:p :it  systim q.'ai.H  r k L 2 0 1 S 7 - j  f» A i, : :: : .  s : : .v .  qual

\K S : r i?.T,'':R « | ~;,?etA '. F A ' .-j
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I’.c-uh i ( ); Interim  ( ) ;  P roba tionary -1st { X 'l 2nd ( ) 3rd ( )

___________ Position I HP B , l i l d i n & n o s ly .o  A s s o c i a t e

F a c i l i t y  M a n a g e m e n t ( 15-1)

COUNTY 

1 1 - 2 0 - 7 4

DIVISION

Jute assigned io present position

of —•Jr’-' “j ? _L ___b- ?d on performance d '.rm g  period  from _

UNIT

Em ploym ent dale 

1 1 - 2 6 - 7 4

DISTINCT OFFICE 

1 . - 1 3 - 7 0

_  to 5 - 2 6 - 7 5

G U ID E L IN E S

Srclia ii I: PER FO R U A N T E E V A LU A TIO N  C l  sR.ACI ERISTICS

Tiiis section describes several j p x fm n ian c . .m t! personal characteristics. Rale the pcrfornianee of this em­
ployee on those p 'li'.c .n  ch..r;.. i .sties con i.m ed  in th is section for l lv  period under review. Be objective and 
do not let you: rating of on. f.ietof influNte. your ra ting  of another. Each characteristic to  be evaluated has 
five degrees or ! • e!» of acln. vei.-. by which it may be measured. Each level is defined for your use with ex­
ample s of p-rform , -ce which n ay  lx accepted a . characieriu ic  of that level. If the  em ploye? job pcrfoinian.ee 
or lave! of aehi. ament geneiaiiy c o rn s ru u N  to the exam ple riled, check lhat particular box. You may, however,-, 
use you: own x >ids. which in you: opinion, would better describe the employee's perform ance and insert tbesTi'.A 
in the appropriate box or attach them on a separate page with proper reference. -A

zt-s !

\  </< z ;

A C H IE V E M E N T
LEVEL

'eritoLi us

.bovr St a- lard

..ti&fn. .ory

iarginal

msatisfaetory

LV A l U A TICN  
S3 .’m il1 1,

M E

D E FIN IT IO N

S

M

U

Highly superior performance; work is characterized by unusual accom plish­
ments. Com pletely reliable.

1 ei'.u ill.m normally acceptable perform ance; work frequently exceeds norm al 
job  requirem ents.

W oik is satisfactory and acceptable but seldom exceeds norma! job require­
ments.

W oik is saibf.iclory in some respects but d<xs not fully meet normal job re­
quirem ents immediate iinproxentents anticipated.

l \  or peiform ance; woik below job requirements Improvement not anticipated.

vnlu iicd by ' L.  ‘ ‘.-Y ' ' ____ Date _  _ . *• S

i  i / t / , ’  '  '

.cxiewed by . y  Y  1 L . - j / D ale .

.evieweJ with e m p lo y e e __ ____________________ _ —
' i  (IMDLOYLE SIGNAIUPFI

Date
f?-* / " S

35 432-Rrv. 7-72

r

pcrfoinian.ee
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_ J  i - n . ' . i v  • ' • • I, ■ . .•, i«, the

l'<\
W p iih l I I I  ■ of !,is •

S. o m  h l t f e  i i I 'o  . i t ' l l . I V  Io  m a k e  

v iiT .  i ;• in  i ni In i ( in 'i i  own 
[ t im e .  I 'v r o . i i i ' .  • n ! ' i . i i :  i, ih -i io

un ite  lime on li: i l l , ;  o r ta n !  m a f ­
ic IS.

I I  - -1 t i i . 'd t i  in bn turns
proper,s. ) , '. | r  n.ert in e i.i! !n l|.
I l l : :  v o r l  p : ' . ' i i  ;.es >fitn i i  I.'.oltv, 
resultin '' n. linie’ be nt! mi -.pen! 
bolt' | ' i  | ! i f  • fiintnyec .uni his
t Io  i ) M i l ' o n l i n a t i  s.

|»M: ’ 1 ‘ :

• ' . :
I*’V i!H»V 
n Ik  ..

M A N A O L M L N  I' OK ! 'i il ' 1- 
Deinon tr ted pe ifonn.iiu . in as­
s ig n in ' :  . ■!;•• I .m d  <•:■.••, n-
S'ltx'itlm .i' , u p ;  , i!  tm ,d ii
i i i p i i i .  .u n i M i j ' jM i ;  .nn, m i  ,er- 
C IM Ilg  '.u p e t1 IS B IP

Shoivc liiile  i . i i ' i u ' i  io  supervise 
M ih o . d m .u p s  II.-,', d iffm iliv  in  se-
i i n i : r ;  u i . i l i i  l i i i l e  i : i to
. l i r e  I t i ' "  I . m l  | eel
1 .'I.i; ; in .iliih iy  |o Iran'. o r Io
counsel other*.

Record of supers isirp, tia inm i’.. 
and i'ouii« ilim '. Mthordimiti’ s is 
spotty 1 end ! • 'hp tpr..lilies are hr -
l l ' l l  . 'lll'l. lj 'l

Maintains
i  i u i i ' o i  e e  i

job ol p 
s i . b o r d i i i  e 

their loyal.

1)1:1.1 ( , . i  f h )N of \ l ’ ! t d ’ l r V  
D e il'i '" ': :  '1 'd | .-rf'-.rn n • ii ... 
I i i l iu n i;  i  rk ' ,d . ,
fa ting  i c |  tstbihty ;niil m thm i-

Io n  of control

I n  d i | - ' 11 ,■ in 1 .J rein:-
1 . . : : . .  I i  d i ' l . ' r . e .  Io  lb .  f d ’ t a le ». 
p r e t e i i I ' . j ;  io  h i -in .dl .m l'o n ly  

i" l  r i'ijxm  i' i io i in , . i *  0..11
hoi i .. or it. ■ .i. 'i o iiv i . l i  Io 
the : stem that he 1 m  . control.

O .'ii sioii i l l . tis.-s poor mdp nurd 
i .i dele;'.Hie, .u iilio itlv  .nd re -p .'i-  
srt'dity or i r  distributing v r it l 
kind arnonp m l ordinates.

Cl V ile »•:I »\ 
rc* jsinsibth- 
i f i s i i  «
o n i i t u i t c  i 
voih ; I 'h  i 
(if ,i-CM'- ;• 
siemag aih 
qucn»

O K Ili lS  \ I  1 1 V IM  \< ;i \  VI
Demons: la u d  fc r fim n  in  d o ­
ing -.in ,,'la' I I I "  k m i
in g  ifu . i"  t t ’ .U i hi in  d e v : -  'I;* n : \ oi 
ifttp iow d  ru 'lhoJs of v«>:k

f in , '!  • l i l i l  im o.iiition Iteiisis 
ne ii ideas. C lin ; * I -> obsolete 
itiel.'im i  or accepts n routine 
melltcr.' is o iih pto .'dtuc.

Duly oee, s i n.illy deniopsti .nrs 
w i" in .. li f .  oi n ii.tp iir'iion . Looks 
to others ten nets ideas. Needs to 
be prodded.

Occasion. P 
and inn.'- , 
new mell. ■ 
niiines un i, 
output in. 
inn costs, o 
fit icncy .

DECISION M A k lN f t
D ’ tiK im li .itvd j . i lin iii. 'i ii 'c  m tii • 
capaciti lo i...ike valid .md timely 
decision ■>

•

1, indecisive lend-, io v n'illntc or 
t ii. i i jump to lo iie lu  i n s  m d  m a k e  
hast; end unfounded d . iiion -

Is slim in in.'I.ing decisions, ssliieh 
oeension.dli are faulty, lias ten- 
demy to be influenced In exter­
nal pressntcs Does not alseays 
base all of tbe taels propeily as­
sembled anil evaluated prior to 
mat.in;- decisions Sometimes leans 
on othets (or assistance in the de­
cision making process.

Decisions i 
O icu iiom dl 
o i hasty i ,i 
but perforin 
erally m eil

OTHER p r n ^ r j M  a , \ i r r .  • . 4S • I l< M < V w EVALUATION CHARACTERISTIC.
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A b w * ?  . ,re! f u r i : ? u  • 'i j  i u i s i
' 7  :

•

■ i" ”  ■ 
MlbOldi-

A b ilin  to rt: k r the b -o  > ■• o f 
litn r ,■11.1 o l t i l l ’ linn  ill M.l>- 
. i's |«, ill >\ - s.r.o 'e. G i l l

Cialis ‘.iK.’ l.ini’ . is t ‘ i K i !  '■•[.. cd 
.■ml u iiiiiit.iiii'. effccltvc controis.

I V h v».v.h n o  ■ * iv lin r .ib itin
i:i in .iii » • t♦ • t »I i <!:*•»> it
t.u’e . in  »hc umc <»f his (her) 
M ihorduuict.

1 -

s '
‘s

r

bpcrviM»r-
rulftn i.i’e

o:urn..n<U

Is very effective in in .in .ir in - anil
wipei vi 1. tv . i .- i i i ’ i in tr .io-
iny ttiiil developin' u s ,
teeiv i.i i,. • then 'H it t  lbs end 
weaknesses an.! Itclpint' them to 
become more pr< ■ icieiu. Makes e f­
fective i f  of si lit' and talen'v o f 
sub.-: tn. ,les

1 . an initCamlini- nvan.ir-er and 
Mtpetv-tt.tr. P un  a'-i.'ab-s t t fv i io r  
•k ill in liTiintr . developing..
Il'iliC iite •u t'e i. la achieve
the btst results i f  oiblc.

in tity :>r 1
!'el> an.* 

i.an;: ri:!’ - 
.15 to IC-
Instances 

lit in as- 
arc ir fre -

15.-nii>:i‘ ti. tes eohs's’etal'le kil: in 
ie»o; n i'in s  the . ■ • "a l linn-
la iio i . o: in ilis -
e li. 'y in y  rcepnft-biliiv .-".I cver- 
ei n.n t 'lo r if ,  K u i . • ".hen anil 
to sihon; to d i' He slr.l. ta ic ly  
t  " u i i ' i i '  a i’ ' i- i,i. gi’.i nt i i tins te- 
spret.

Demonstrates an nnt stta, cap i its 
to halm . ■ ass, i- i'iiiits , wo. I
Io ms. j " l  ile ’ : ’ is is, .,ol!a •
Its arson.'. las .bari’ iii. ICS .mil
liiittse lf A ' is s i - best |s "s i- 
blc results in . s o inpli •hi'iy. objec­
tive' w ithout loss i.f i .  a tio l.

new idea*, 
a ; to try 
new lech- 
tn .tc .i'ine  

, tcd'IC- 
veiall cf-

Makes lu o i i i i t l  ce-.ti.' ineii.s i f 
ide.' Is iiiiapin.itr.v .to 1 alert to  
try lien t.iciiioJs Posvi-ssev origi 
r . i l i t i

Is hieni) i i i  ir .e  ami imagin.i- 
t ’ se Makes s i. . .  i. nt con tn tn  
l i o n s  to  the im prover'enl ol v.ark 
processes amt overall efficiency.

:.nu valid, 
ti.f! »low 
decisions,

•

Pen: nsir.de' lu l i i  abl. .bi!.:'. io  
iirtive al timet; ife ti oils which 
are lo£-.cal ami well s iiii-o r'.’J by 
f—ct c r  icason. Only occa*if.i.tlly 
arc decisions overruled by higher 
au lhorii)

Is utiiisu.'iis perceptive, clear 
thinking, and it. oive. Makes 
rapal. sound deeisioits 'mt is keen 
in  x'nsmi ssher caution mav be 
vscll advised Almost never are de­
cisions ic iioush questioned o r ic - 
verseJ

J
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C <J: v  I - A

P E w l ) !  • . ' . ; \ 4  <■;•:. . - v - f

KNO '.d l I PS I- O! 
lire  ectrnt tv* s ii. i. l |l,e • a;,*- '. ,'e 
has |*.i. . . .  ( a ll i ! .  iv.i •••. n! tin- 
wml. n -i; :**r . ni. tile ilcrm e to 
which i:,t. required . < , fo .
Cedurcs have been mastered.

U r / ; '  /  ' r r ‘ 0 1 /

I k «’‘V J; U's • o r 1,0 ur.J !- 
o f u ,- . i ?• •^ntcri m J '

»M M’l.PV. t!’> ib, • to .»%:,•! tbt, 
skills icq .' .\u .

M c rg in u l

I i . i i n -  w o r k  n s s i . i i n i m l  ' l o w l y .  
R c o ' i i i c s  n i i n l i  i n a r i i < i , ■*., m i, I  

p i l 'd . i l l . e .  * 1 1  o i  i v ( ( i • ,|
s i  i l ls  is  ia . i i g i n . i l  N e e d s  l . n l l i e r
tiainu, ■

H .... 
<lP.« ,

i’ J-

O R G A N IZ IN G  -mJ I’ l ANN IN 'G  
E ff ie li 't t . . '.x  in s > - \ . * i!*< Pv 
plunrh’ij* vc»i\ .issi"’ •, ?r>t\ und 
achieving desired results v ,;h i...a- 
in titrii waste o r duplication ot i f .  
fo ri

I n.:’’ k to I ' :n d fr-. ’ i ,,r |o 
co m p ile  • isks vitJJi ic.iM.in hfc 
p.’ ihj.ls o f time Needs tlct.iilvU in- 
M iiu iiuns

n , 1110,011 ; t .  ( a h  O C lu S O V V 'l i . | .  
p . ie i lv  lo  n n it  p la n

assign:, v n's c lfe c tise li. bteqoetills 
does , I n in 's  t in  l i a i d  w a y  w i t h  
waste of in i. ' ,,nd effort.

r . t i

M U « I I t

REJ zS'J IONSHIP •..-.'h C! U N'r-q 
I stent to w h irl, cm | 1 e>;
lishes f,nd demons!,at |-ci!cs- 
kional rch, iionsfrp w.th cb .m ,

I

Often loses e o r t i , !  be.oriv .
am! intatrve wit tai, rcgatJ tor 
client's feibat's

Sometimes u.,..,v |...q. „ f  ,espcc: 
am' i.npo- own salims. S u d s  to 
be i.iaponcd as to self contro l ..nJ 
ass. rem s, o f others

& ki 
U v  . '
ni'.U :i{-»

contro l i.
v iitun ib i

R IILATIO NSIUP S with O f  H t ! l S  
" I be c its with which the em­
ployee wcnl.s in hi.-mo-..• w*:li 
e th r,s  nn»l I- in* the r«sp rt, ron- 
fidci.se. ..no coo,'.'ration of t r i , *  
ether ng.nues, and outstoe put 
contacts

Has poor i ;  l . ' l i S f , ' ' ; w i ' h  Olli- 
ers l» Mtlici., ni ai'ientatise. o f­
f i c io u s ,  b e , l i f e r s ' i l .  c completely 
u i 'lk i a v r  M ■, "s lipAe o, „ 0 e f­
fo rt to imp; >•, t v. person to per­
son relationships

Relationships with others ate not 
as ham,nt h u ts  a ,  th e y  s h o t , I d  b e .  
Tends at limes to exhibit u rn .. 
l ie n e e ,  t i m i d . ness or tactlessness 
I ocs'a'.ioirdl) the object of com­
plaints .so fat as conduct is con­
cerned. Needs ci imseling front 
time to tunc.

Um’. IU ■ 
low vnipl 
;’»ui er.jt” . 
flkT.wC.

Wo,‘OOP,-RATION
•  extent ■ which th employee 

'doper..!. • .. upersi 
ciate.., and other* for who: i stink, 
is performed.

I oi the most pan i.  uncoopcra- 
tis'c an,l unde pen.'able Resents 
suggestions from supers iso- and 
refuses to assist others si hen n  
quested.

May be cooperative ssith super- 
sisot and h ilp /a l to otbets on oc­
casion. In ■ .-'letal howe.ei, pre­
fers to be left alone.

M ales ;*n 
operative, 
and t<» as

Q U A L IT Y  OF O l l i  PUT 
Octree to w! icl, employe Vs out- 
pvt is thorough. accurate. and 
me ts quality si.i:’ .!.,rjs.

PRO.j U i I l \  ITY  
Measut emem ot the i ,  o f
ssoik accomplished and of
progress on assignments

V.otk of poor quality Must be 
fh .'s lcd  constant!, anJ often re­
done

V ri slow w e ,',. ( i. an ";, of
o rtpa l i- well b - lo i  asit..ge o f 
others iii the same class.

Qualit; o f work below average, 
( l i d s  o c . . o'..nails meets accep­
table s la t* . '.a  . is .

Qv il iiv  v 
Genet.dJv 
occasion..

W oii.s v loa li Oitls oeeasii,nails 
achieves rate .1 pro.b.etic'n which 
is COIlSk’s Itri .i\Vr.H'C,

W otk . 
average jh

IU D G M I N r
Extent to which the employee's ,tc 
tions and decisions are app;>•!•:,ate 
and are based upon sound reason 
inj: and common sense.

Uses little i.O kiiont' or common 
' •  i t '  ',  in  d e e i . l i a -  c v - u r c  o f  a c t io n  

) i J , c , c n l  c a n n e l  be t e b e d  u p o n

I re'ti'er.tb makis .decisions m.l 
tales acf.nt without ,'Oixl .e . i'/n . 
Needs s.inu pio.lv,ini' in  verify 
facts. Iliad l l  taps Ihtotiplt. and 
s'onsidet co aw i,i:eue<’ s befoie mak­
ing a dcci.a’n or taking aefon.

Usually t!
su'ns in n«, 
oral, pi i»a»

D E P E N h A n iL IT Y  
The extent to which the emp’ siee 
can be id le d  upon to m n t wotk 
schedules and fu lf i l l  icspunsibdt- 
itcs anJ eomtintmciits

t  a n  seldom b,- relied upon to meet 
work schedules s.iihont c o n s ta n t  
su,cedi nice, lend- to frequent tar 
diness .mil abuse of leave prisi- 
lepes.

O .vis ional!, n,.,v be relied upon 
lo eomplele work as<,itnt„ei,ls 
v itlii', I 'tcs .td '.d  schedules Neids 
fii'v |i,er; | ic’d-hne Occasionally is 
late in ie,x>ttu,,' to w o ti or in 
keeping apfoiiitiuents Requites 
more | aslun,. Hun should be nec­
essary

G e n i  i  i l i \  »f. 
r e l ie d  u p o n  
l ie s  .1'it I *»♦, 
a l ie n  I t t u v

^ N I T lA I ' I V r
d e l ,

^ ^ R i r . l  in oveicommg u - i. i.  r ,  
w ith in  the scope of t it* -  job, ,n 
finding solutions to problems and 
in krcpinf. p 'o .lu s liv iiy  occupied.

Almost never in i t ia t e s  action on 
the | xb without spcsilic instiuc 
l i e n s  W oik e llo t l stops whet, an 
o! st.ivlc is r iieo '.iiu rn .l until out­
side as-.stance is i  ItercJ.

( , e v a s io n  t i ls  i  Acs in itiative it, the 
p e l I n i  m .n .v  t I f  a s s ig n e d  d ' . l l l l  s b u t  
leans hi . n i l s  o n  o t h e r s  to  f in d  s o ­
lu t io n s  | | i  p i o l  n 'tn s .

I rctju .'n ih  
fo il • aKbCf
I V’ l.t ,'s v »i
0 *cu«’ •nil'

ia.iigin.il
fidci.se
fidci.se


A b ? v c  .-'-:c?jrd f/.c riie ri.v jr .

f  • k i l l  

IS.

I l . i t  tl' U iU.;li l.n ' . i i ’. l f  ’ i>l all 
r . t , ol v m k . ■ i >niii in iiu.l •• i 
tonus is id i high be .ee nt sl.iil

I >, eplio ...lit "  ell ir.lnrme.i. 
K i 'm ln t 'e  and lu ll tie- ‘ iip .'ia ’ r 
an.' exi.ed position icquiru iicnls.

arc ar.i/es 
ieV'.'s de-

>ccas..HiaI

C nr ' i l l y  ..!• ni'C .mil plain 
n o  i, well mal eves desiied 
r e - u i is  v . i l l i  ,i In : : . i degree 01 ef­
ficiency.

I .  ouisi.'in.lii g in pl.inni’ : and ur- 
pa n i/in " i  ii. l. which conin'. mes
Io a sup .r im  level ul a, hicvcinenl.

A  .sion d 
v arensxs 
.. .11 131

..su.illy i.i 
. varying

|\ very e f ’ecris i .  i- o r  In per-
• in rel..! on . I ' alnum always 
i l l  (ill! C i l . l t l d  H l ! | i | ' l ‘  W e l l  I ' " -  
dvr the in 'SI t in .  ci. is l.ir.es. 
I)':.j-l.iys la.:;. v..,r.n* *h, in ..p ity  
and flex ib ility . S i.u ics  client in- 
volveiann: in , 'l . in i.  on In, pfeb 
lenis i:i I " 1 \i.ty.

Is C tee; Pt»r..,| ii every .• ..s in re- 
sp.e i io i ' i i  on to person ieh.b m- 
sliips ,m.l at i  ih iiu t i i?  pro'cssional 
coni "et.i ce. Coiisi 'm i l l  li'le to 
v . o i i .  s s i l t i  client in t im r  of Ins 
C J a .i.y  ,i,.a {.O.lls.

v i t i i  fel- 
t.l c ih .is  
anti Cjti-

Is very effective in person to per­
son rckitionsiiips. Is .dm. i.l- 
v.ays i n  lu ll control of himself 
ever ai. 'er the most 'ty in.. eir 
s ii ir  .1‘ ii.es . Dr.p!a,s t. cl, y .i rn ii. 
• ih 1 integrity. Commands rc s p .il, 
lo n filc u c c . and iciopcration bom  
a ll quarters.

Is e ircptional in every way in te- 
sp.ct Io person to persoi, icliuion- 
slups an t is a very definite asset 
to  the i.’ i.ige of the it f io . ’ .

beetled,

Can ales aye. be dep'iided upon to 
cooperate fu lly  am  in enod spirit 
I t  an excellent team v h i I.it .

Goes out id  the way to make him ­
self . vailatde whenever and whete- 
evei nee.led Is a superior team 
worker who in spites loyalty and 
coopei.divcn.ss in others.

itisfaciory 
. v it. i onl, 
clone.

W oil. is thorough, accurate, and 
penn il ly  above l i  e quality le- 
qtiiremcids

Is consi'len ih  thorough. Produces 
v o :k  o f highest quality. Rarely 
makes mistakes.

•y Meets 
■ Juftls.

I ast workei Kate o f | tugiess at 
ass'giiiiieiits in.I volume of output 
is above average.

I s- , -ptionally rapid wo.kcr V o l­
ume ol output is consistently s.ell 
al-ove the average o l others in Ihc 
same class.

tblc defi­
ne In gen­
ic .

Is perccpiiv mid logical Call be 
relied upon io e c u . and evalu­
ate f icts ctsiieeily and make de­
cisions or take action .vitii a min 
iiunin o f error.

Aeiions aia1 decisions li'flcc t con­
sistent logical thinking and excep­
tional leasonmg.

nJ can he 
. sponsibdi- 
Iuue and

I ls f . lC IO I ) .

Can alssavs t>e depended upon to 
meet schedules and voniinilin.nts. 
Makes special e ln . il to he punc­
tual and to complete assignments 
in ailvai'.sf o f deadlines

lix ticn ie ly  conscientious in meet­
ing work sells tides and in fu lf i l l­
ing res|sm sibililiet and commit­
ments Can always be depended 
upon ley.irdless of circumstances.

■n

.■ tu in css  in

Displays considerable energy and 
looses ale.nt on own nu iiiiive  lo 
complete assignment' Demon- 
Mialcs iiu ic I i I .  s o u i . c l i l l n e s s  a n d  
originality.

Consistently initiates action, f in d s  
solutions ts> p io l’ lenis. and keep, 
work m o iin i; Is curative and in 
ii.iva iisc

isl.ir.es
1%e2%80%98ii.es
rcsp.il
vhiI.it
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r  .• f services 
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•o  Ei.' LEAVE K/07T PAY 
H IM  Ell L! ACT W/n',.7 PAY

TO i.'F.VC L’ /OUT PAY 
PLi:; ...; n ; ;  
iil- .;p. TIC.T 
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DECEASED
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. 4 ^  -  LIA’ IS: CO. OFFICE -  DIVISION

I 'W I T T . I '  ) \ ,  - l i i i n g  i ! >P'( L i c c - n 'C l POSITION TIT IE B u i l d i n g  D e s ig n  A s s o c ia t e .
?E -  nPFkil-'TtFF;; TYPE -  A p p o iu n x ; T*”

LEJllLV ..A .’ A: BIWEEKLY SALAFY

c ip y i a sm :: 3 . A d u l t  S e r v i c e s  L i c e n s i n g ino.;nA»; ass: : : ;ed B u r e a u  o f  F in a n c e  & M au.:v,
.'.I’  P'/'. SALARY FUNDS F’03 SAlJlpy

I.I’S i FU K 1'3 r l'-\ i . a f\ VEL

i: x i NAME H'ANTi.

on n i  - 1.11 l» IIVl IH k. i . n n-.i’ i

■ ■ .........................................  • .  '.P IE S  :

X T _ l  X X "
P. A .  -  . A. LF . Eli AEG E 
I . A . -  SERVICES { AI'.'LT) 
o w  r  - sexi ial 
; i f  r.Etv -  wk m e  
POOD STViP 
-!3H 2 '/.i:~  SERVICE 
VOUETV AmjMISTEA71XI 

: rm .  h ’nes
JOOEL CITIES -  SPTD1. 
oo ssxx r. r a r e .  r:«oJ.

fg.n:TY fsfbs f  r.>;:c 
P. A, -  i 1 !. ..
P. A. -  SL'IVIPPE (ADULT) 
C A F SB.VICLS 
POOD STAMP
COUNTY ADMINISTRATION

OTiiFNiS:

FU.'. '  r oe STATE P 'T IC )' S A LAY I  EE: 
P.-'-'Ti.AI, C .i'I.ATlvNS I'D

F’ lNAl.k'f. P. A.
F » : a; : i  h.  v .
F IM liC E  lUUT. 
FINANCE K. A. 
FB.AKCE GUI 
7RA1.WU c m

data p;i» 'fA ..'):;.; 
l.ES A STATISTIC 
R O W  iFMEN’i 
SUPi’I IF S  A SCI 
fF lil lT  SYSTEM 
AUHK. SiRV.

P.A. -  MAIN 
P.A. -  SEHV 
P.A. -  L1C
P.A. -  OEM
QJAL CPM-F'.S. 
QUAL CON-GEN

C A P .  
C A F ' 
C i  i  • 
FOOD ■ : 
JillFMAF 
MEDbAi

SPECIAL FUNDSi OTHERS:
IVPLIC SIR CAREERS
KOl’EI CITIES -  P i.II.
DJNNEil F'NDN PliOJ.

r r  locally paid, spfxifv
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v ; >■ .! Cr? [>' S t* :* .;!  - v i r e s

p c .  i c n - 3 : ; \ :  b z i ;
C O L U M u I/., >CUTH C A P H .IW A  29202

N o v em b er J 9 . 4

1 ~ : M r. l lo fc .c e  F . J a c k s o n ,  D e p u ty  C o m m is s io n e r
B u re a u  F in a n c e  & M an ag em en t

/

F ro m : M r. R . H. B u c k n e l l ,  J r . ,  C l i i c f
A d m i n i s t r a t i v e  S e r v i c e s

Su’h jc c l .  A t t a c h e d  C l a s s  Code <$ P o s i t i o n  Q u e s t i o n n a i r e  (M r. L ak e  E r i e  H ig h )  1 F ' '

F o rw a rd e d  f o r  y o u r  u s e  i s  t h e  c l a s s  c o d e  an d  p o s i t i o n  q u e s t i o n n a i r e  
s u b m i t t e d  on  M r. L a k ?  E r i e  H ig h .

A j o b  a u d i t  w as  c o n d u c t e d  by S t a t e  P e r s o n n e l  on  N o v e m b e r  7 and i t  
w as c o n c l u d e d  t h a t  a  new  c l a s s  s h o u ld  be w r i t t e n ,  e n t i t l e d ,  c o d e d  6 6 1 9 , 
a n d  g r a d e d  a t  2 5 . — „

A d u l t  S e r v i c e s  t i n t s  h im  t r a n s f e r r e d  o u t  o f  t h e i r  c o s t  c e n t e r .
When d o  y o u  w an t t h i s  d o n e ?

Z < ? \  ‘ - k t

RH B:ec

E n c J o s u r e r  ( 2 )

/  s
c- ,

/*7 zx-

C < _ A  A ^ " '  *' 
/7 k A.

4 ^
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C

. 1
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f p : I>,1, » ! -I  ■ I i'l.l.e*. , i «■ 1 li.f I •
< I3 | i fU l. t .4 « v n  Cl t h *  It . . t '  l i i . t M ,  r« r n ... II I

' '  ' . • • . ,  . ' .......• * * « * • ...........................................................................

q u a li f ie d  a*, j Uy < n ir ra r .u h o n  p ju C fk k P j. )

F unction :

|c i a. >conr 
! / Z

I.’ ’’ 1 ft 50, <. ,* ftv.aif’n In If « In .»»• . < n ,, ,, . (t Jho ,,. G „ V1 ,<r,pJ ,<4
, • h»S c5.’>k.

' toC.I 
* 10 pkc

__  *'»pcrrencc
• • u p.’o / r n e n l m m  o ;n  n  p e t i t io n s  v  i l l  he m a d e  f ro m  th o s e

cr an 
most

l.n fL ". , un ited super', rs ion p ro v id e s  a v a r ie ty  of re sp o n s ib le  and d if f ic u lt  d ra ft in g  
end a rc h ite c tu ra l assignm ents; p e rfo rm s  g e n e ra lly  se m irou tin u  or d iv e rs if ie d  d u tie s  r t -  
q u i.n p  ju< ji.c jii in  t, e ” p l i t iio n  o f p ram  .;.r s n t ; >.:.cd in  the des ign  of coun ty  and 
d rs u ’ Ci. ; oei.J s e r v e rs  com plexes; w o rk  is governed  by t re n d  in s tru c t io n s , o b je c tive s  
and p o F c ie s .

Exarm?i . of V.’er  b I : o r  f o r m e r i:

P a ifc rm .. p ro fess io na l w o rk  in  the in it ia l c rra fiiup  o f b u ild in g  des igns .
May ro p io s e iit  tan dt.pai tiucn t in  deb r r . in in j ;  tire d e s ig n , la you t and fu n c tio n a l 

aspects fu r p a r t ic u la r  b u ild in g  c o n s tru c t io n .
Acts ev re p re se n ta tive  nt co n s tru c tio n  s ites to assure com pliance w ith  d e s ig n .
A ss is ts  in  coo rd ina tion  fa r the deve lopm ent o f the b u ild in g  p rog ram  th ro u g h  

p re p a ra tio n  of w o rk in g  d ra w in g  - in  connection  w ith  co n s tru c tio n  o f new 
b u ild in g s  a n d /o r a lte ra tio n  o f e x is t in g  s tru c tu re s .

A ss is ts  cr c u iu ic tt ir  al h r  ms com niiss icncd to p re p a re  bu ild ing , p lans by’
. d ra ftin g  the in i t ia l  p lans lo r  f in a l re p ro d u c tio n  by the a rc h ite c ts .

P e rfo rm s rcl:;b_d du ties  as re q u ire d .

R e qu ired  Xnov . lc d - jc , Shi lie  nd A b i l i t ie s : ' -

E x tens ive  Know ledge of b u ild in g  codes as w e ll as p ra c tice s  and p ro ce d u re s  
o f co n s tru c tio n  p r iu c ip h s .

E xtens ive  c h i l l  in  p re p a r in g , re v ie w in g  and re v is in g  des ign  p lans and 
s p e c if ic a t io n s .

E x tens ive  know ledge of the law s g o v e rn in g  b o a rd in g  home lic e n s u re .
•*I

Necessary Spoci.«l_ R equ ire  m in i s.:

Co llege courses nr d ra ftin g  o r  spec ia l tra in in g  in  a rc h ite c tu ra l d ra w in g .

M inimum  T ra in in g  an d E xp e r ic  nee:

H igh  school g radua tion  and seven’ (7) ye a rs  expe rience  in  d ra ft in g  or b u ild in g  
in s p e c tio n , two (2) yea rs  of w h ich  m ust have been in  a s u p e rv is o ry  ca p a c ity .

V * . f  * . » »» ■ M »»•. • »» : - *.* ’<»» ♦ «*••*« »-v •»f » «* • w f  • — » »
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A,;i.-:rv N.-.mn

•
'x t .L l  £ , u y  I J j . |  .1.11L uC . J-ii)c i.J . d u t t i e u -
| S r i,!"  1

__i’.iir- . >-._o ‘ . r . : n ' :;-• . •*. L '.'.r.igi " ■ ; • ! . ________________ _
3 Job I - X l l ' l in  (C liv .’  il l (-1 '

C o lusiuL a____ H i ; h ’ u -.!___ S o u t h C a r o l i n a __________ _
4 I'retent ClawWa-'.tinn 1 r Job T itle

_ j k ’. . n J ? . . .  _
5. Job T i. .■ of b iij’ .-r i iu r

Hei* :i tin flnjurit:

'1  New I'.i.itiun
( J  lt-.-i l . - . a i f . i  . . l ; , in  I l e i p i r s t

[ ’ III i j l i n l f i l  n \ i . l i . l c  l 'e i3 O IU ir l  U l '. IM O t i

r .  f o r . .V a c a n c y  I . i u i . .

t o n  ."EusoNNt'r. m v is io v  use only

Cl.”  .Ikatur. Code

_ J i ; iX u - id  . .C l : ' '  J L & L J Z i l  i l i i t  *«ab ‘..U-V- ......
ti Vi'oi’: is (C i. '; ’: l; o.-eg iiit”  b n )

l ’ernmn nt

r : n ; ■
□  P'rt .'i'inr

T i:.. ' . 'r \  
fl l'.!1! Time
□  l.'.lt ’.line

Niil.lb-r cl ii’.yntbi 
of tuiinur.i- 
< niplo-i tin-lit__ E'

Api'i-im.) Claw.

Cl.ev ( i i : h _ _ ___

Slut Cell-_____

. A.s;ciii) Code.

Approval__ -Date.

D e w r i ; .1 of Pn i 
a . Cem-r.-.l i.csixituibilitics:

U n d e r  g e n e r a l  s u p e r v i s i o n  p e r f o r m :  a  v a r i e t y  o f  r e s p o n s i b l e  a n d
g

d i f f i c u l t  d r a f t i n g  a n d  a r c h i t e c t u r a l  a s s i g n m e n t s ;  p e r f o r m s  

g e n e r a l l y  s e r a i - r o u t i n e  o r  d i v e r s i f i e d  d u t i e s  r e q u i r i n g  j u d g e ­

m e n t i n  t h e  a p p l i c a t i o n  o f  a l l  a s p e c t s ,  e s t a b l i s h e d  p r a c t i c e s ,  

an d  p r o c e d u r e s  u t i l i z e d  in  t h e  d e s i g n  o f  c o u n t y  a n d  d i s t r i c t  

S o c i a l  S e r v i c e s  C o m p le x e s .

B. Specific Duties:

1. P e r f o r m s  p r o f e s s i o n .* !  v o r ’ in  b u i l d i n g  d e s i g n .
2. A c ts  • $  d e p a r tm e n ta l  r e p r t  e n t n t i v i  in  U te d e s ig n ,  la y o u t and f u n c t i o n a l  

a s p e c t s  f o r  b u i l d i n g  c o n s t  r u c t  i o n .
3 . A c ts  a s  a s p e c  .. 1 i s t  in  c o n s t r u c t i o n  e .a p i-c ts  .
4 .  S u p e r v i s e s  p r o j e c t s  t h r o u g h  d a i l y  v i s i t s  to  b u i l d i n g  s i t e s  lo  i n s u r e  

c o m p l ia n c e  w i t h  d e s i g n .
5 . A d m i n i s t e r s  a n d  c o o r d i n a t e s  th e  d e v e lo p m e n t  a n d  r e v i e w  w i t h  S o c i a l  S e r v i c e s  

b u i l d i n g  p r o g r a m .
6 . D r a f t s  i n i t i a l  p l a n s  an d  p r e s e n t s  t o  a r c h i t e c t s  f o r  f i n a l  r e p r o d u c t i o n .
7 . A s s i s t s  i n  t h e  p r e p a r a t i o n  o f  w o r k in g  d r a w in g s  i n  l o i i i i c c t i o n  w i t h  c o n s t r u c ­

t i o n  o f  new  b u i l d i n g s  a n d / o r  a l t e r a t i o n  Lo e x i s t i n g ,  s t r u c t u r e .
8 .  C o o r d i n a t e s  a l l  S o c i a l  S e r v i c e s  b u i l d i n g  p r o g r a m s  l o  i n s u r e  u n i f o r m i t y  

o f  p r o j e c t s .
9 .  A s s i s t s  a r c h i t e c t u r a l  f i r m s  c o m m is s io n e d  t o  p r e p a r e  b u i l d i n g  p l a n s .

1 0 . P e r f o r m s  r e l a t e d  d u t i e s .

Approx.
ft of I
Tim?
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C a l c u l a t o r  e n d  d r a f t  ' e q t t p i  i.-m :.

Y t^ ^ c rk .

40 h o u r s  P l u s
Good w o r k in g  c o n d i t i o n s

Siiperv.sion Heeciv.-o; E.- cube Hum Yeui \>i>*k is IN vps.i il by Ycur "  ; o  ii 'u

G e n e ra  1 S u p e r v i s i o n

: ,5 n r O i t r . ' . i  •» b h fb 'U , F ' bi li Supetveoi w ’ ,'i: Sup“ n:se<l
Tub

C o u n ty  C o m m is s io n e r  
C o u n ty  W e l f a r e  B o a rd :  
D i s t r i c t  D i r e c t o r s  
A s s ig n e d A r c h t r - c u

Ereij of
Con', ret

T itle F rrfj. of 
Contact

F r e q . S t a t e  GSA F r e q .
F r e q . T e le p h o n e  C om pany F r e q .
F r e q . B u i l d i n g  C o n t r a c t o r s F r e q .
F r e q . 1

No. o f . 'n r ;  ' V Job 'I jd<» of TIi; re H.i;best L c 'v l Suliwduiatcs 
Sitncrvi .c l j

!_L___ If ra L lJ  '. . : . . l 'c r . lu i i£ j .a r —I__________

No. of 
Einp. 

1

Suprrvb v v  Kc.y • b ik in i ; I..’ t tht N r .:b. r, T i'irs  and ( >• ‘.I of i.:o ”  ■. • * «•< Si>perv;« ••!.
A O r"4i i . i

B u re a u  o f  F in a n c e  c  M a n a g e m e n t 
Total No. of Er.ip. Supervised

FAIT.' I I  TO  BE C 0M FL1 1 ED i i  IM M E D IA T E  .SUFE llV lSU it

Q rjliflra tio a *
A. M in im um  C tuernl Ecac.it.oi

si

H ig h  S c h o o l  G r a d u a t e

B. Spscialuxd Education o r T r.'iiiing

C o l l e g e  c o u r s e s  i n  D r a f t i n g  o r  s p e c i a l  t r a i n i n g  in  a i  c h i t e c t u r a l  d r a w i n g .

C. Minimum Wwfc Eepenmce

N in e  ( 9 )  Y e a r s  b u i l d i n g  i n s p e c t i o n  o r  d r a f t i n g  e x p e r i e n c e ,  f o u r  ( 4 )  y e a r s  
w h ic h  m u s t  h a v e  b e m  in  a  s u p v i v i s o r y  c a p a c i t y .
D. Special Ski-u or A ttribu te ! ilv q c u c j

K n o w le d g e  o f  b u i l d i n g  c o d e s ,  k n o w le d g e  o f  c o n s t r u c t i o n  p r i n c i p l e s .  D e t a i l e d  
k n o w le d g e  o f  S o c i a l  S e r v i c e s  p r o g r a m  a r e a .  A b i l i t y  t o  c o m m u n ic a te  w i t h  p e o p l e .  

1. Supervisor'! Comments on D r.c iip ln u i of Employee Duties

A d e q u a te  d e s c r i p t i o n  a b o v e .

E .  A r c h i e  E l U s ,  
C o m  i  a s  io n .:  r

r
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t

•<ame ____i
/. J  J  ' ' 1
< /  ■ > ~ f .

DIVISION

?a'.e assigned to  p io e n t  pcoiri t

is  o f ___

KEI’Unt e ..v»l < .1 .v s  r r u  c  i: i-v a u u a t .on  

Rt-piilai ( ) ; !•>;<’ ini f ) ;  I r v ’-ati.v .m y-lst ( ) 2nd ( ) 3rd ( )

z /

COUNTY i n n

E-.iplcymciit d a t e ___

DISTRICT CTHC”

s
--------- z— —  bated on  perform ance J  riir-’ norical fr •’.m

/ .
to

P ^sidfii Title

z. ,
• /

,<  /  / -  /  •> //  /  ;  ■, 2 2 L  

/  ~ ~ r~

GUiDEL’H-::;

Section I: PERFC'll*; V.’CL EVALUATION C r lV I AC•'L.'NSTJUS

TliL  section d .-cri'-cs '.eve-.! job  pcrfotrr..mc: ir.d  personal chiur.co-ristics. Rate the p.-iforrarncc of this em­
ployee cn those pertinent lictcristics cor.tnmed in this . 0,115 for tb. ntrio'.l under review. Be ob jcc th c  and 
do not k t  year rating of one factor infill nee your rating of another. Each characteristic to  be cva’uatc 1 has 
live degrees o, levels of achievem ent by \ Inch it may be m easured. L -cli level is defined for vctir use with ex- 
a tnpks of p iiunnancc which may be accepted its characicriui.- of that level If the employee job perform mice 
or level of acme* ement " ’ lu n U y  correspond* to the exam ple cited, check that particular box. Y ou may, however, 
use your ow 1 words, which k; your op.toon, would belter describe the employee’s performance and insert them 
in the appropriate box or a ttach them on a separate page with proper reference.

five rating levels to be used are defined as follows:

A C H IEV EM EN T E V A LU A TIO N  

L E V EL SYM BOL DEFINITION
ieritorious

.uo' c Slandard

atisfactory

rarginal

nsatisfactory

saluated by

(.-viewed by

ME

/ Z  "A x
, as^  J  

s

M

HighL superior perfotm ancc; work, is characterized by unusual accom plish­
ments. Com pletely lei. l  ie

Better th in  norm.ill) a c t piuble peifoiniancc; work frequently exceeds norm al 
job requirements.

W ork is saii?factory and fleet pi able but seldom exceed* norm al job require­
ments.

W ork 1* satisfactory in some ic sp eu s  but does not fully meet norm al job re­
quirem ents. Immediate improvement 1 anticipated.

Poor perform ance; work below job requirements. Improvement not anticipated.

_  D a t e -------

; r E e . i / ‘_ c X - U j L t  . v  ' . J  D a tf T X ___,.A — / . X z J '
* * 1 z' z  /

A /

Z J  “

n , „ .  Z / f / ? - /

?  /  x A z
.•viewed with employee _____ -x • Z  . ~ ' / r

*") (CfdPLOYCC SIGNATURE) 'I 
Cz

Date

I5-432—Rev. 7-72
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f e h f c s m * ; c s  l v / •::• i.'-‘. . .  ,C. t :  :-;L  . ik .j < 7
•

U n r c f i :  t d c ln r y M c i f f i n a l \w’k

KNO W I I D.Tf- (IP  W O R K 
'f l ic  (M in i Io v hieh |i .• c jn - lo . ee 
ha* grasped al’ element* of the 
work assignment, the , epr e (•» 
which the : red '.kif's :• :i-l r . .a-
c c d u tx  luxe been m as 'c ic j.

Demnnstiates Hide or no imder- 
Y.inshnc n f v .vrl assignment and '
ot seems unable lx m ailer the 
skills required.

Learn* svork . ssiunmenl slowly. 
Requires much instills tiun ind 
guidance A tl un im n l o l icquued 
skills is margin it Needs further 
training.

I f .n  M iffi.
•uni le l it. ’ 
m enu of , 
adequate in

O R G A N IS IN G  and H A N N IN G
Effectiverc-s in rx ••r-ufic: l!y 
plannine x-3 assipma• .•:* arid
:.rhiesi,ip. di tiled rc*ii!i* • tb m i :- 
in iu n  w. ' i  o r dur-l e.u.< i  of e f­
fort.

Unable i<> plan effectively nr to 
c . ir iy le ?  la-.f.s chin re isoi-.s' le 
l« ! -  ids o f lime. N .c is  del.ufeJ m- 
s tiu . lions.

Itrn ionsttn ics o .ily  occasional ca­
pacity to orc m: c ai d | Ian void, 
assignment* cltcviiscly. Frequently 
r io t*  llnio . die bard way with 
waste of time and effort

Genet ally 
v ork if f .-s "  
sired res,if. 
elliptic .dor. .

R ELA TIO N S H IP  v it!. < l . ’ EN fS
Extent to  winch employee csr.ih- 
lixh&s and d . n ttrs fu t.”  p re -s  
sional relationship v itii ci.cnis.

O ften loses control and becomes 
iiuth.si ita.tice w ithout regard for 
client s feeling*

Sometimes shows lack of respect 
and imposes. own values Needs to 
be cautioned is io self control and 
awareness o f others.

Shows know' 
res pcmsibil.tx 
a:-d agr.-e 
client's par, 
contro l o f 1 
cire umstanu

RELATIO NSHIPS with OTHERS
The capacity v itb  sxl"-h em­
ployee xvr«ks in harmony with 
others ar.d ;a:r.s the re-i eel, cen- 
fidenee. and ijcp s ra iio n  o f clb.-ais, 
other ai'cr.cici, and outside public 

^■ ^ tta c ls .

Ha poor relation-‘ups with o th­
er* Is sid le-, a 'l'' ncnl.'live, o f­
ficious. belligeren', or completely 
un fa ir, x.n. Si d.es Hide or no ef­
fo rt ki improve die person to per­
son relationships.

Relationship* w ith  other* arc not 
as ha-m orions as they should be 
'lends id tunes to exhibit impa­
tience, untidiness, or tacl’xsstix-s*.
Is occasionally the object o f com­
plaints so tar as conduct is ton- 
remed. Needs counseling from 
time to time.

Usually gets 
low employi 
and enjoys ; 
fidcnce.

COOPERATION
The extent to which the employee 
cooperates with sirpervsor!. asso­
ciates, and e thers to r whom v nrl,
is performed.

For the most part is uncoopera­
tive . nd tiitvf: j in i. I-Se Resents 
sup-esti.'iis f io n i ‘ i.je is iso r and 
refuses to assist ethers when re­
quested.

Mas be cooperative with super­
visor and helpful to others on oc­
casion In general however, pre­
fers to be left alone.

Makes an ,. 
operative, t 
and to assis’

Q U A L IT Y  OP O U TP U T
Degree to which employee's ca: 
put is tharoup'., accurate, and 
meets quality su.ul.ilds.

W ort o f pour q iu .li'i Must be 
e lec ted instantly' ai d often re­
done.

Quality i f work below average
Only occasionally meets accep- 
ta le stai '.nd-.

Quality o f 
Generally : 
oeca ion.il x

P R O D U C T IV IT Y
Measurement o ’ the xolimxe of 
woik aecomrluhed and rate of 
progtesx on assignments

V e n  skw v o iS tf.  Quantity of ,
output is well J'clou as c i. if  v of
Others io the sanu vhiss

Works slowly. Only occasionally 
achieves (ale o f production which 
is tssnsiJctcd aveiayc.

• w»»ik o n 'r :
average pro '

JU D G M E N T
Extent io which the employee'* ac­
tions and decisions are appiopti he 
and are based upon sound reason- 
ing and common sense

Uses Hide reasoning or common 
sense in deciding course of action 
Judgment cannot be i r ln d  upon.

Frequently m ikes decisions and 
lakes action without good reason.
Needs some pioddmg to verify 
facts, think things through, and 
consider ceintcqu.-nei-s before mak­
ing a decision or taking, action.

Usually in 1 
sions in not a 
cral, judgintu

D E P IN P A lilL IT h
The extent Io which the employee 
can be icheJ itpo r to meet work 
schedules and lu lf i l l  rcxjxxitxibili- 
ties and commitments.

•

C.»n svUloin he ieli«d ufxwi to meet 
v pik vehvthtles w ithout constant 
Mtneth.uwc. l ends to licqnent tar* 
(ttncsx 4tui abuse o f l<*.«\c privi­
lege i

Occasionally may be ic licd upon 
to complete work assignments 
wnhin p itw ii lu d  schedules. Needs 
ficqucnl pioddu.g. Oee.ision.illy is 
late in repcifling io  wotk o r in 
keeping appointment*. Requues 
more pushing than should be nec­
essary.

G cncia lly  d 
relied u)M>n 1 
(iw*> .ind cut** 
at t vnd.rlK C 1C

IN IT IA I IV I
The detcim inalion and cneig.y dis­
placed m osercoit'ing ehst.eh-s 
w ith in the scope of the g>b. in 
finding solutions to problem ' and 
in keeping productively o cu| iesl.

Almost n-sei in itia te* action on 
thr p>b w ithout specif** instruc­
tions Work e tto it slop, when an 
oh-taste is n iceantere j until out­
side assistance is offered.

OvcaMuc.illy lake* iiiitia iivc  in the 
ju r ft 'i m.HKc t»l .!'Mpw*l Julies h»t( 
le.nu heavily on othets to find d i­
lutions lu p io h k n »

l i* (|iicn th  . 
(’ HIM .RLV|‘ t t 
Lxh lh lts M»r 
iK V U o n illlf
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r r
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of (h ilie i 
. require- 
■ . Skill IS 
.‘tl.

H , tliruotn.il kiviv o f nil ,»\-
l evls <*’ vo ik  arsii’,.i 'cn| afnl pel- 
tonns with hi^h dcyicc o f >kill.

r  s. -p" .ually veil irrfo ii.o ,!
lu  lwns'.-a Hint skiM a.ie •- el i n 
and exceed position 1i-iiuii c lients. V

orcam/e? 
lives d"- 

'ccasiunal

C o iris ien tlv ori'anives nod plans
or1, well and at bases h-i-ed 

results with a hi.;li degiec of ef- 
fi.nncy .

Is outstnndir ' in el. lining and o r-  
y.uii/rng ssod. which eontr.i mt-.-i 
ta a superisu 1 sel o f a . i -ic.vnr.cr.t.

/

V

ter.siorul
os.’.fencss
.ceil fo r 
■su.illy in 
r varying

Is vc i\ effective in person Io per­
son i i l . i t .  n -nips Is almost always 
in full control of h ineeii even t.n- 
dsr the mod Hying en t-nnv.ances. 
Displays tret, \v„rin !h , i.r>t ey.fily 
and flexib ility , Secures client in ­
volvement in working on his prob­
lems in his way.

Is exceptional in ever, way in n -  
spict to perron in  person ie ‘ .,. r. 
slops anti in a ‘ d ' r -  , ro'ns'ie.i’ ,1 
comp r.-nce (• 'U t.i,t. i.t ly  able to 
semi, with client in terms o f bis 
capacity and goals.

z

z
/  •

with fel- 
t.J others 
and con-

Is very- effective in person to per­
son re ! tier.ships. 1". olins-'. a l­
ways in fu ll control of lih.iseh' 
even on let the most try in c cir- 
cum .ii nets. D irpU yt fact s-. rinth. 
and inteyiity. Commands respect, 
confidence, and cooperation from  
a ll quarters.

Is exceptional in excry way in re ­
spect to person to i ci'fian re lation­
ships and is a sets dc ii.tiie  a -et 
to the image o f ll.c Olfiec.

y

10 fcc co- 
..met ions, 
needed.

Can always be depended upon to 
co o p c ta le  fu lly  and in good spirit.
Is an excellent leant worker.

Goes out o f tl.e svay to  make lu.-.l- 
sclf avaiUblc s. tic never and ts h te -  
cver needed 1 a superior l..on  
worker who it.sones loy.d'y a.id 
coop rntivcr.csx in others.

/
t '

•isfacte; y 
with only 

c jo t  e.

Work is (borough, acsitr.tlc, an 1 
generally above the q.t.i'iiy  re- 
q u iie iiie n ls .

Is consistently thoro.. m Ptodt. - 
sierk o! big'icsl quality. Isau’ y 
t,iat.es mistake-.

z
/

V'

ry. Meets 
nurds.

Fast worker. Rate o f progress on 
assignments and volume of output 
is above average.

Fsceptionaliy lap.d ssoiber. V o l­
ume o f o titj iii i» u • suitnt'.s v e il 
abuse tin ase.age of Olliers in i t v  
same class.

/
V

•

iblc deci- 
.s. In gun-
C.

0

Is perceptive and logical Can be 
lelied upon to secure and evalu­
ate facts coriectly and make de­
cisions or take action with a m in­
imum of ciror.

Actions and decisions reflect con­
sistent logical th inking ami excep­
tional reasoning.

i x

id  can be 
spsinxibili
Tune and 
ivfactory.

Can always be depended «i|sin to 
meet schedules and lom niitn icn 's. 
Makes special c ffo it to be punc­
tual and tsi complete assignments 
in advance of deadlines.

Is ttcn ic ly  eoi.siientirius in meet 
ing wotk s ilrdu lvs  and in fu l f i l l ­
ing responsibilities and com m it- 
m-.nts. ( . iii always In: depended 
ii|v n  regardless ot circumstances. V

n to per- 
o f d tltlC . 
fulness nt

Displays considerable energy nnd 
inosis ahead on own uuiiaUve Io 
eoinplcte assignments D .n ion- 
stialcs much le s o i i i i i f i i 'n r s s  and
HI ig u ia liiy .

Consistently initiates action. finds 
xtd iuntns to  piid'Ienis. and lo p s  
walk 1110x11:1. Is VIC .line a fid in
1 .os a li vc. V

tliruotn.il


S e c t io n  l l :  R A T IN G  PERSO N 'S SUM M ARY O f  t- •'PfOY T  : • . , 'NATION A N U  RHCOM f fHh’DA'f u -N

Th'u section i< to ' m ed to  tceord  a  ,v.rr.-tive sum m ary c i yt.»n ev.de.ni' n 'V tin; employe/'. and to m ake ‘•necif'c rcc<»— 
raendatious for career pm; res' as well as for Salary int reuse, prom otion, o r  other change. Be sir specific as possible, hut I 

•.jcctivc and open minded.
"After all factors have been rated, determ ine your over; 11 evaluation of tl.e em ployee’s perform ance fo r the period u n .i.. 
review, rccopnizinp that the relative impi rta’ ca or weight nt li e fae.-.’VS varies from  position to po.uion, and check . ■ 
appropriate box in the summary appraisal.

1. Discuss employee's strengths and positive qualities:

— ---------------------

_  z  • ----------t— • /
— z l / z .  , > . '  r-.> ■■ . /  ' / r Az
— — A -------------------------------------------------------------

I

2. Discuss em ployee’s weaknesses ar.d negative qualities:

3. To what extent has mere been impiove* ca t in previously noted weak f a c t o r s : --------------------------------

4. W hat action is recom m ended to  assist employee to improve his perform ance and p o te n tia l? ------------------------------------

Does employee appear content with his own progress in the work he is d o in g ? ---------------------------------------------------

If answer is “no" what action is recommended to meet his n e e d s? ------------------------------------------------------------------------- —

*6. What is the em ployee’s general attitude toward bis e v a lu a t io n ? __________________________________________________

7. Recom m endations for salary ir.crca; . promo!ion, or o ther chan >.

v R crn.om ended for annual salary incteasc.

__________ Not recom m ended for annual salary increase.
__________ Recommended for merit salary increase.

__________ Recommend consideration for prom otion when vacancy occurs.
__________ Perform ance unsatisfactory in present position. Recommend:

T ra n s fe r__________________ R e a s o n ______________________________________

O t h e r ____________________ R e a s o n ______________________________________

E V A LU A TIO N  SUMM \R Y

Within the scope of his (her) pre cut duties and responsibilities, indicate 
ancc of this employee. In doing this, bear in n iinJ:

(a )  The rating assigned on all individual factors in .Scczhm I U
(b ) The differing importance of factors from position to position

mployec's Com m ents;
/
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I*J1 UC SB: -i: 
KCffiEL V i f  I PS - 
DOKN.m FKiKJ p:.t'.i.

LOCALLY PAID, SPECIFY



S C U i H C  i x - v  y -  ;  o ;  S C C IA L  S J :V ! C r S

c c - ’ ^ ’ a ' J o V . H v;  i C . ^ .  2 W 2

F e b r u a r y  2 0 , 1974

M r. R. II. B v c k n a l l

• -  -»
U r .  R o b e r t  D. F lo y d  /

Y o u r K o f  F e b r u a r y  19
C c n c - '- r .  ’ i.(; t l ,o  T r a n s f e r  o f  D e a r-d in g
ilo iio  i n s p e c t o r s

I w o u ld  s u g g e s t  t h a t  y o u  c o n t a c t  H r .  G ary  H ow ard  c o n c e r n i n g  t h e  c o s t  
c e n t e r .  I  w„ u i d b e  o f  t h e  o p jn io n >  h o w ev cr>  t h u  t lR  c o sV ‘’c e “ ^ ° 8 t

l e . a a i n  t,« e  so m e , b u t  t h e  t i t l e  s h o u ld  be c h a n g e d  to  A d u l t  
S e r v i c e s  L i c e n s i n g .

S ' X r " " ’ ;  ' ' i t h  • I W 1- 1 -  r - n ’. o n n e l  „  t h e  B u re a u  
o l  I m a r i e c  an d  M a n a g e m e n t.

R D F /lb



B u re a u  o f  S e r v i  < <•.•
CC Jm?Y ‘ *- J \

B o a r d i n ' ;  Ho t _ L i c e  p ■' . r  .
» i i 7 r o a  i i  t ’ .

G e n e r a l  O p e r a t  i o n s
SAb/.zY (-* .! ' Y L C .Il]

type c? APpniN;\ ::?i p.’jotutiona ;

:4CKOTT r,’i 
’ 350710:1 
STEP Ila? a’-’.St 
SALARY RLUICTI ON

a., .1. a . . . a ' I • n I,
< ;i ; iA . < • ,'! • . I ’ .a

PE • • i r ■ e?;i ■ i s . .v .to:i

, b  j  - j i : •; • >, y i ; , < r  on .vi:

KMaOVn : 1 :ko E r i c  ___ Hi ; .h ,_ c  i?._
V  i  < nt:..’ ; l.U ii/ .T .J T ’u ' . ' .  une)'

SALARY: $ 1 1 ,6 6 2  $ 4 4 S .5 3  F o i l
/aWNJAL h l ’. . ~.<LY FUI L OR PAU? TIME

245 O'? 6491 
COC1A L . t v . f

3 / 8 / 74
“ m E c n v j

A d u l t  S e r v i c e s  L i c e n s i n g  j  ,
?’ 0 A AH ASSIGN’ . G . : . t  Lh.C. I l l " )  SLOT EG. TRAVEL HEIL (Sic.

prcratt on
PER'JARfJ.’T___
pi.OV I  SIC < ala

exempt___
TLUPO.LA'.Y

. : i T

DESIGNATION
ke. i ::;;?;t

a; . .jii;?-;?'.-? kc pikes 
? 'i F!» • '.VS L’z 'A Y
i'.x : ;  ED LEAVE V / PAY 
TO ED : E '> .•>• W/CUT PAY 
FROM EL LEAVE I,’/OUT PAY

TO LEAVE V.-O’JT P A Y ___
PEiiao ?a i l a 
rp- e ; •loyhev? 
transput XaX
DECEASED

r r  BJPLOYEE IS ’. ..:: D, IS 1 .. . . . .  . ? '••’. '

-.SIMMS» ' ’ ?ASr. FOR NELL ACT] .A

NO

SECTION I I  - CHAESE 0- STATUS

FRCTi: 70:
OLEIC" - E IV TA I". o r p b b r  AS.S1.. & O p e r , co. office -  D iv is io n  B u r e a u  o f  S e r v i c e s  

POSITION TITLE
*»7 »• «T • TYPE - APPOINT.’.“ NT

IW1.LI3.Y S AEARY BIWEEKLY SALARY
tc'u?-; assig: t.? PA L i c e n s i n g FrOGRATi assigned Ad u  1 1 5 c r v i c e  L i s i  ff .

WPS r w  SALARY FUNvS Ft. a SALARY

f!DS FOR T7.A’ ,EL funds f ;g tkavl:.
L’C CI AM L NAME

sfctium n r  - u?‘ r  i.’;u . H a  fvcu- am Ac. ' r . : - : : aim.; v r * w .

|jps FO" c » \?:n >t : i : r r A u /n s s :
jii ! ■ AI I i l

A. •  i <A 1?* j £?<'Uiv .* <
’. A. -  SERVICES (ADULT)

& F SERV -  GENERAL 
& F SERV -  MX INC

[OOJ STAMP 
kW M’.EC? SERVICE 
PUI.TY A tn iN IS : ATION 

CIAI.

’ !E.Y ’.OiPF:..--E PUN!, 
p. A. -  :-iAi;."nSANCi:
P. A. - SERVICES (ADULT) 
C & F SERVICES 
FOOD STAMP
COUNTY AiHINISTRA" IOIi

m r  _fok s taa _ o ? n i e salariesi

OTHTHS:

finance p. a. 
F iia -L 'E  is. v.
I la. ' i ' L Ul)l T . 
PII.’ALG! I I .  A. 
FD.'AI.VE GIN • 
TRAINII1J CTR

SPfVTAl FUNIS:

DATA r x e - r i ' . ' j iu  
EES A STATISTIC 
PROCTHIEI.T 
SUPPLIES i  SLR 
HP! 11 SYSTEM 
AKI1N. S ii.V .

P.A. -  HAIN 
P.A. -  SE.iV 
p .a. -  L ie  
P.A. -  GEH 
GOAL COK-F.S. 
DUAL CON-GEN

OT1IFRS:

IL'FL CITIES -  Sl’T V .. 
IKSIKER ERIC. PROJ.

LOCALLY PAID, SPECIFY

IUL! 1C SIR CAREERS 
MODEL CITIES - R .ll. 
PCNNEN FE'JiJ PROJ.

'______ FUNIA- -  <y.R?V a in ?  -  G L. -.AL OP: .ATiVNu -  CO. EA|-. PU I 'IN J . a?.. Iy‘ ' a',. IT - LAI: IN , IR'T; CP. AP,•>>),■ ID ; . " '

•VFD: ________________________ _________________________

2/2a<' / 7 4

JCEAICIAN OF CalJt.’TY P.ttltD)

j ’i u.*a. .0.1 i .  ■
'J

A ' ( - / . L  eNTifl. U U C b 'lJ

Z . t ______U - 7 - Z z  / - ■  _____ j -

. z  / k ; .' •
»» nr > / /  »•» « ’

(fthit \ '
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h

X

' I
<4 % ✓V.

Cp 3

K Ajrhie tills
C w nv’ u-.p.

S o u t h  C r u n l i i i a  L - , - .  u  

D i i p . n  l u s e i i t  n t  S n u . i t  S n i v i c a s

D i s t r i c t  O f f i c e  I I r  
2 1 9  i>. C o n g r e s s  S t r e e t  
W in n s b o r o ,  b o u t h  C a r o l i n a  

?9IGO

N o v em b er
S i x
1 9  7 .3

• ", 1 » •- v r V i . t  ■ •

’ < ■

D r . B. / i r c h J e  K i l l s ,  Ccimai s o i o n e r
S o u th  C a r o l i n a  D e p a r t u c n t  o f  S o c i a l  S e r v i c e s
P o s t  O f f i c e  Dox

/ -v \  s t a t e  DiiCCtor /  •

D e a r  D r. E l l i s :

V  A . ±v ■LS’ n c t * t n e r e r o r e ,  t h e  u s u a l  c a s e  t o  s i n g l e  o u t  o n e
d a t i l i  ^ n r V ^ W ^ e >W7 r r ’ 1 f e ° 3 C0C!>'e n <*d *0 Give specia l, conmen- 

' h ?v a lu a b l® ^ s t a n c e  ho has rendered  to
1 « * • * - <  m c r  a n d  a  r  o f  c o u n ty  o f f i c e s  i n  D i s t r i c t  I I I .

^ ’ b ILt GL ’?O t ° n l y  d e n i 'r;nc<' d r e v  t h e  f l o o r  p l a n s  f o r  t h e  D i s t r i c t  O f f i c e  
h e  b u  m ad e  s e v e r a l  i n s p e c t i o n s  o f  o u r  now  f a c i l i t i e s  c u r i n g  t h e  c o n s t r u c t i o n  
a n a  l a s  p ro v id e d  G u id an ce  a»d  d i r e c t i o n  t o  t h e  c o n t r a c t o r s .  U is  u n d e r -
? , a : : , h  < h  ' 1 « •  « j x > r t l . o  in  e n d  h a s  d X i =
t h e  n eed ed  c o m b in a tio n  t o  pxoduco  th e  b e s t  i n  f l o o r  p l a n s .

M r. .h ip .  . .u s  g r a c i o u s l y  a s s i s t e d  tw o  o f  o u r  c o i u i t i o o  i n  p l a n n i n  '  f o r
H  ° X c h ’\ r d ,K:3 t 0  b<? ^ i U b l C  f ° "  tv o U o t h 2 r c o u n t i e s

i  i s  w h ic h  a r c  a r i i c i r o t o n s  new  f a c i l i t i e s  i n  t h e  n e a r  f u t u r e .
e 1 - ? *  ° f  o o n s i u t a t i o n  w a l l  u l t i m a t e l y  c o n o u n a a t e  i n  b e t t e r  s e r v i c e  to
c l i e n t s  a n d  c o r e  f a v o r a b l e  w o r k in g  c o n d i t i o n s  f o r  t h e  s t a f f .

1 i kC  tO . 0 X rre S S  P c r e o n a l  a p p r e c i a t i o n  t o  y o u  an d  t h e  o t h e r s  r e s ­
p o n s i b l e  f o r  m a t i n g  a v a i l a b l e  M r. j u ^ ’ s  c o n s u l t a t i o n .

W ith  b e s t  r e g a r d s ,  I  am

C o r d i a l l y  y o u r s ,  ____

l le d d c n  J .  T h aac is
•A * '* > • .

c c :  M rs . B la n c h e  M c C u l lo u g h ,  D ep u ty ?  Q o r a M W o n e r

J —1» .

l1 O lio» I ' ?0 , Columbia So,ilh Caii'li.'ti ? /X 7  ! iQO.ii t ’-H I? 14



.HVCPHAt MrLHC’UC 
c^n tcno  <1*

>>
T̂ NALD ‘ /.UNOCi- , . p o
Thomas t - m/ur, j r . p n

MCMATOkOCV
moTTowc o. riSMSUhHC, .m .m. o

ncphroiogt
WAITCF* O COWARDS J» ,M . 0

OASTnotN 'CHOI oov
RICHARD M MCUMAJ, M. C.

T i n :  C o l u m b i a  C j. j >. i c ,  P. A .
4 •/j  u  l  a  u n ». l  &  t r» e r  t
C oi.nuuA .S .C . ;*i'VO4

O c to b e r  1, 1973

Le>
ov A PPOIMTf i, NT 

TCHTHONf f»<» 7T*>- «»8©

x :

TO WHOM IT HAY CONCERN*:

RE: M r. L ake E ...K i2 h » .
2 3 1 5  D urham  D r iv e  
C o lu m b ia ,  S o u th  C a r o l i n a

M r. H ig h  h a s  b e e n  u n d e r  o u r  c a r e  f o r  a num ber o f  y e a r s .  He w as 
h o s p i t a l i z e d  on A u g u s t 2 0 , 1 9 7 3 , a n d  d i s c h a r g e d  o n  A u g u s t  2 7 . 
S i n c e  d i s c h a r g e  f ro m  t h e  h o s p i t a l  we a r e  c o n t i n u i n g  t o  f o l l o w  
him  in  t h e  o f f i c e  w i t h  r o u t i n e  v i s i t s .

T E H /c jc
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AU—i . 'LO.. L .
. i . . . . . .  I F .Cnxtf  • * n iw
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i t " • ' i? :  :.. . • , i •.. •-. l A'-'Tiu

liylove:;

.

- ’ .v n i - h  n r ,  I

H o a r d j i : " H o n  Li c  c n s  c  f
7 1 . .  •■ I .'3 i ' l l  I..

(I?-., i ; . j  ~u vs :.":«'r;7)'

salary: $ .6 6 2  F u l l
." \l T , ’.';. Ally ru n ,  6 i ; ; , r  v ic e

.‘■•V.'i;.!, S: 1 '

6 r? 2 < .‘L

G e n e r a l  i t . r a t  ’ w
SAI. . , rUNu (-• . -r-C .IX i»

■ af?oi: pro. t t r l ' s '.

____ L i e  .; , ; j  i / ; __________________ / ______  _____ /
- • . r  7  . m i -  J lo? .

prcjacto;; qctel'dei- pxovisiol’al
lx lctt___

LAKY

travel in : : : /  { . ir f i  s : T - ;.’ . ’

L IE -.liliC Y

.n 'T.tcn'
tic::

: alary -teak-H'-l

L iM a C iT i, '! .  
■ ■
s i’s.
7 i~ :u :.v .T i' :

/ . r ? u : . ' . r x . - i i  eb 
TO ED LEAVE 1.7 Y 
FT.a-s re  leave w/  pay 
70 ED LEAVE W/CUT PAY 
K :« i AB LEAVE Vf/OUT PAY

TO NEAVE I.''CUT PAY 
nPIN'TAT i l  R.NT 
re- wploykeit 
TR.'NSFD?
DECEASED

j? . r  is  psi us -n, io  re- stploitient RFOOCTiNrxp yes_
r r . - : , i \ . >  p;”  ~l acttln

no

FRO!:

G c T ° r .- j  I n c r e a s e

secticn it  - change or status

TO:
r c r  -  e r a s  to:: CO. OFFICE - DIVISION

POSITION T IT iT ro s in W ! TITLE

type - APi’OTir::'-:.: TYIT - APPOINTMENT

iVTZiCA SALARY h ; < . 6 5 CIRT'FNLY SALARY JiuG .^3
a.co •v .i assignfd FRCURATI ASSIGNED
UNITS re.' SAI FUNDS res  SALARY
on?: for ? vv: :

PCX CHANGE

FUNDS FO.: TRAVEL

name change

sfcttcn i n  - sL 'R e r c? r .n h v  roa i -mam assign: lys and travel

JDS FOP ffttl.'TY CFHCK S'P ARif. 
ILEAL CL •:.'■■ F t  
•. a . - ha'i’l . .u..-;:
. A .  - S'. .Yl. IS (AF’ILT;
6  F s e :v - al 
& F SF.RV - l,K n rc  

K>i) stx ::’
MITUKEt SEP. VICE 
UNTY AUilKlSTRATION 

IA1. 11)?.' £
O-.L CITIES -  SITUS.
CUTER EIVC. I OJ.

LOCALLY PAID, SPECIFY

COUNTY’ V.vpfXr '.'ND
I’ . A . -  S SAI?. 7 USANCE 
P. A . -  SERVICES (AL'JL 
C S F SCtVTCES 
FOOD STAMP
COUNTY AUIINISTRATION

CTIERS ■

FUNDS F>‘>■: Si ATI: OFFICE SAU R IE S : 
G.'.N'.iAL l . LAI 1 CMS FI’

FINANCE I’ . A. DATA J’:vc\’ "S:’ 1 P.A. - HAIN C A F
H .T .. ." ; M. V. R K  & STATISTIC I’ .A . -  SERV C A P
FINANCE hiXiT.’ PKOCUr.B'uOIT P.A. - LIC c /. :•
FINANCE M. A. SUPPLIES *  SF.R P.A. -  CEN FO?C
FLNANCE GIN ITER IT  SYSTIU Q'JAL CON-E.S. i:j  :
TRAINKJ;i CTn AUIIH . S’ HV. QUAL COM-GLN MEi I A

s r rc iA i FVNV.: o m n ts i
r u s t ic  SLR CARTERS 
MODEL CIT1NS - R . ll.  
DONNER INI?" IRO.I.

i ' ~ Li'-’ ’ , . '..!:■  - ; i .  ./.i ■ •■'.io;. -  co. n r ;-  - "7 ;?  n : - - j .  pint*. a.ilaiop E ':’

/ ” l-7 '  '*—■ ' £ s- -< ' ____________________ _

(> nt'oNNLL a r r i / !  a}'JCIIAllTI.U i OF COUNTY I.iYUID)
I M l x .  _______ :

J(C«XJNTY T IL ." ;. . ::  OR i fv j. . I i .N  . I l l j ) "

7-16-73

{ - 4 A A r I'* . . , A ’

( f il ’Iy' . 'y .Ti'm .nff’LRVi: e . y



May 1 , 1 9 7 3

)

TO WHOM IT  MAY CONCERN:

T h i s  i s  t o  c e r t i f y  t h a t  I ,  L a k e  E r i e  H i g h ,  S i . ,  w as s i c k  a n d  u n a b l e  

t o  w ork  d u r i n g  t h e  f e l l  o w in g  p e r i o d :

M a rc h  19 t h r o u g h  M a rc h  2 2 ,  1 9 7 3  (4  d a y s )

Sv.’o r n  t o  b e f o r e  me t h i s  1 s t  d a y  o f  M ay , 1 9 7 3

■ C L

N o ta r y  P u b l i c  o f  S O uth  C a r o l i n a

My c o m m is s io n  e x p i r e s  4 - 2 2 - 6 0
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M CTirf
.m e;.'
? ir/.T .'Jsi; 
ary H f j j t j e r i ' j

r.i..

S i'jp r . '.^ l: ': '

a,-,- I'-ttl;,: .-si
TO I I  : "A' •' A :
p . ~ ■ : a lea’. ■ - 
TO EEA? W/PUT ?AY 
Fr.UY E l LYAVE W. .' l l  ?# Y

TO w <3Uf pay 
r*-ii .‘7A7! 1 
* E* IITr'i. 1 i.'.-.'t* 
THAKSm 
uecs'.s :;p

fkployee :s  Bens .7;c., is  ' r - e '  '-cr/.i-'iT R£r ra  >r.._ 
■UoSt EE-"5r-?’ for r r  r o tr if  AC’.iOH

Nv

i t i s f c e to iy  s e rv ic e . -  increm ent recoixnanded

S E cn  n  - cwt: , —

I IlE '.i TO:
C’ l’ IC il -  PTVI. !0N co . rrr;r{. - o r . 1. is :

.•.ton ?iTi.t , - A in . i ! ,  TI.'I.E

>01N " '?•.•? T )- 'i - AH-uIi;'.*',

"U.T.Y SAURY 3 h O > « 3 C u m iK i.Y
. JUI ASS] FY-OSET AT.'UHP

13 POS S’ l-AHY m < ?  IC ' s y
13 FOR ’PR ME),

CHA UP E

I' NX f or TRAVEL

t. a: • .

septi on 111 -  ••>rtr.-,r  o r  r  j< .» • 4:. a ■ ■ 1 \« r  ••,.• • r u v n .

5 FOR CCTiNT- OTIOE S,' •
;ai p f-.r j. iic :'.''-  r s ’ ccuj'Tv r c  ;.'sp fjm » Af !. * . Cf'i
A. -  ,V.I:. ..I.'AnCE . P. A . - MA i l i i ’A'ANCE F Inan. l u . *. : AY A f SP K '.'iW , p . . '.  -  II41M c a p  - . . i
* .  -  SERVICES (AKH.T) P. A . -  SIX'. ICES (ALJi T; I'INam t. : i .  v. • e., a S T A rr - r ii f .A .  -  SOYV C A P  SKI -  1

S P SERV -  CENYXAL C A P  S FT VICES F INAI'Vf. i'U«T. . .r-> ir . j. " . P .A. -  L1C c a r  s r . i • v
A P SERV -  WK XIX
AO STAMP

POO!) STAMP FINANCE r . .  a. Slip,'' n ;  a s in I '.A . -  CEH POOD • TA'iH
COUNTY AEKINXSTYTA'flCH FKAf.'CF G!JJ . MERIT SY.'-T-M C 'AL COI -P ,S. HfliRIAKFR

LEUKKi SmVJCE
INTY AUUHI5TP.ATJ0N

7M IN 1 I! . OTO ADMIN. SFJiV. QU*i. CON-CEN MEDICAL ASSJL

At FUNDS
1EI. CITIES -  SPTK . 
s i« m  t r u e ,  pro J .

OTtgRS » s r r n  a 1 P' 'NX : OTHERS 1
IVHI.1. SLR CALLERS
MCI'-PL CITIES - R .H .
DONNER FNPN PROJ.

LOCALLY PAID, SPECIFY

r .n .ts  -  c o r , ifv  tiuvtl - g i n u : operatic;. -  co. LXi'LNSE P.i N s C’l IL  PC. IT  - " l :  IN Cl). I 'r M  co. APHUij.' F U f't.

r
/

r tD i / • ■ ( -  v . /

( ro tS w TU t G rF l'.fV )

[STATE L 'i'i TO,.)

(CW.IL.TAIi 0? COUNTY b.AND)
t / C ). _____ ______________

^ c n ' N n  1 U itc io i:  o il o n i r ic : . '  c h i u j

1 /15 /73
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S C I! 'l l  i NA. v)l.! A

d e p a r t m e n t  c ; -  s o c i a l  : y r  v i c e s

R ! P O R T  O H  e m p l o y e e ' s  p e r f o r m  a n c E V A L U A T IO N  

R e g u la r ( • / ) ;  In te r im  ( ) ;  P rn l ; b  m a ry -1st ( ) 2nd  ( ) 3 id  ( )

( J

t ’ I 
r- I-

■ / ? ? j - ' I
Position Title

/ 2 Z _ L
- / / r -

X '

UNIT DISTRICT OFFICE

ate

DIVISION COUNTY
/ £ / / ’ -7

ae assigned to  present posit it ------—

, o f __ I !  / /  /  ~7 ___based on performance during peril.T front X .--------Z  - •? — Z- <■-------to . / a ? ? '* '

Employment date

G U ID ELIN ES

.S o m o ! 1: P E R F O R M A N C E  E V A L U A T IO N  C H A R A C T E R IS T IC S

This section descnbcs several job performance and personal chatacleristics. Rale the performance of this em ­
ployee on those pertinent characteristics contained in this section for thp p nod under review. Be objective and 
do not let your rating of one factor influence your rating of another. Each characteristic to be. evaluated has 
five degrees c; level, or achievement by which it may be measured. Each level is defined for your use with ex­
amples of performance which may be accepted as characteristic of that level. If the employee job performance 
or level of achievement generally correspond.- io the exam ple cited, check that particular box. \  on may, however, 
use your own words, which in your opinion, would better describe the employee s perform ance and insert them 

he appro,;', q? box or attach them on a separate page with proper refcicncc.

The five rating levels to be used arc defined as follows:

A C H IE V E M E N T  EVALUAT ION 

LEV E L  SYM BOL

eritonous

hove Standard

uisfactory

iarginal

nsatisfactory

valuated by

eviewed by

ME

AS

S

M

U

DEFINITION

Ibah !' stipcrioi performance; work is ebar.c teri/ed  by unusual accomplish­
ments. .'om pleiely reliable.

Belter than norm lly acceptable perform ance; work frequently exceeds normal 
job requirements.

W ork is satisfactory and acceptable but seldom exceeds normal job require­
ments.

W ork is satisfactory in some icspecjs but does not hilly meet norm al job re­
quirements. Immediate improvements anticipated.

Poor perform ance; work below job requirements. Improvement not anticipated.

/ -  / / -  / , - P  7  j ;

cviewed with c in p lo y ee-T l_ Date

SS-432-Rev. 7-72
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is it) Is- used iii fc<. i ' .i ii .rrrJiv-e of you. :v.d.ii. aion «.» the em p lo y e  ,.i;d to make specific re ro rt
nw ndahotr. to- cineer pro;.ie.“  as well as lor ■ . 1 \ increase, p. em otion, o r cilia- change. Be as specific as po. -iblc, h i :  be

(-'eiive am: n-m indeJ.
z .har ;il! f.iti )-. Ir.'.e beer, rated. o ' m i r e  y n .r  overall e v a k titiu i >f ike employee*' I'.-rfnnn.mec lor the p.rio.l ti i ’r, 
review, rc to  ai/m e ik.it ike id  intpoitance or weight o f the factors vaii < from position io position, and cheex 

appropriate b .j\ in II. • summary e.l

1. Discuss employee's sii.m rilis and positive qualities: ______________________________________________________________

2. Discuss em p lo y e 's  weaknesses and negative qn lilies:

3. T o  what extent has there l -en  im prov-m eat in previoti ly noted weak factors: —

4. W hat action is recommended to assist employee to im prove his performance and potential.'

k5. Does employee app-a- content with his own progress in the work he is doing? — Z 'k s k l5- 

If answer is "no” what action is recom m ended tr. meet Ins n eed s? ---------------------------- / ----------

*0. What is the em ployee's general attitude toward his cv .i!uauo ii?-^?i.-< -

7 ^ =

.C z . s''-~

7. Recommendations for salary .urease promotion, or o ther changes.

_____ Rec<?mm'i-.d. d for annual salary increase.
_________ Not recommended for annua, salary increase.

__________Recom m er.Jcd lot merit salary increase.
__________ Recommend eonsider.ition for promotion when vacancy occurs
__________ Perform ance unsatisfactory in present po-itioo  Recommend:

T ra n s fe r__________________ Reason ______ ______

O t h e r ____________________ Reason ______________

EV A LU A TIO N  SUMM \R V

Within the scope of Ins (h e r) pretent duties and responsibilities, indicate (c irc le) your overall evaluation of the perform ­
ance o f this employee. In doing tins, hear in mind: Z*~g\

(a )  The rating assigned on all individual factors in S u lio ii I U M ( S )

( b )  The d iffe r in g  im p o rta n ce  o f fac to rs  fro m  po s itio n  to  pos ition .

AS M E

Em ployee's C om m ents;
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Metre j; til

k W t F n r . r  n r- w  .rj. 
l i e  CM.nt to - I ■ .• the M i f l t i iK  
h u  gtii'ped all c k i'.  .it 01 t ic  
work i-.ssignnienl. t 1. demee Io 
which the riuu -ied  skills ar.u pro­
cedures Imvc been m . tercel.

D elatin 'irate- lim e i.- r.s t in 'r r -  
stiir.h ii:- f l  V ' : i .is-ai-tuneru and-' 
or i i - c i i i . i; : i„ i 'ic  10 1.taster the 
‘ kills iv ip iti J.

le a n 's  w o ik  ntp.ei’ i -low ly.
Is'- rilili-s 1 I ' 'll r  • tru . la -1 and 
pui.l nee. A li- u n ' i i . "  i of retpiirt I 
skills i- maipm.it Nc.-Js further 
11.lining.

IL .1 si, '• 1 
an ' icl.i .
l l t t l t lS  n l 
adequate 1

O R G A N IZ IN G  and P LA N N IN G  
Effectiveness in v  ■ tc iia iicu lly  
p lanrinn i .m l  as»n nxitCw is and 
.u lii."  .ns de.iied ic  . .  v . -i nin- 
irs.tim waste or dup iua iion  of ef­
fort.

Unable lo plan effectively or u  
complete 1 is .s v .j'lim  n..s. '..able 
p .- io . ls  o f I- te Nei Is tk 'la tli J in ­
s tru c tions .

I).u..oust rates 01 I, o.c.isional ca­
pacity lo fstcainre and rl.111 woik 
a - .1 m." im ts  ctl-’ -t '..uh  . t •••(ivciiilv 
«Joe-. thin . the h . id  way w ith  
s aste of lim e ano rlt'o rt.

Generally 
woik e flen . 
sili-il res', 's 
d v p li '. tio '

R E L A T IO N * ,! ! '' v lih  CLIEN TS 
I'.M in t lo v.I-.tch employee esttib- 
Itthes ai'.J tlcmcinrtiaies profes­
s io n a l re la tio n s h ip  w ish c lic n .

Often lows control and becomes 
uuthoril. t in - without repaid fo r 
client's fcelin,

Sometimes slums l.ak of -expect 
.m l imposes o . 11 v a lo r .  Needs to  
be cautioned as 10 -.-If control and 
awareness of Olbeis

Shows ki 
rest oi'sibm 
and ap, . . 
client's p- t 
control 01 ' 
circumstan

RELATIO NSH IPS w ith OTHERS 
The capacity v im  w h ic h  the  em ­
ployee works >n hart one w ith 
others and gam:- the respect, con­
fidence, and co jp .-i.it .on of cli.n l>. 
o ’ hcr agencies, and outside public 
con tacts.

lias (soar relationships w ith o th­
ers. Jc ".lih .r .-.i-iinieni, tn e  of- 
ficiou" b t ’ !:n-icnt. or complete!'- 
withdrawn. M. es E rie  01 no e f­
fort to improve the f.etson to per­
son relationships.

Relationships w ith others tire not 
as h , -nor,011s ns il . should be. 
Tends at tint < to exhibit im pa­
tience, unruliness, m laci'i-ssneis. 
1> occasionally the object o f com ­
p la ins  so tar as conduct is con­
cerned Needs counseling Iron ' 
lime to time

Usually 
low emp 
and enje 
fidclIcC.

cotOORERA'HON
l l . c  exten t to  w in ch  the cniph yee 

cooperates with sii;.* i v isc rs , as io  
Gates, and o the rs  lo r  w -liom  work 
is performed.

Tor the most part is uncoopera­
tive and undependable Re^m s 
suggeaiiogs from  supetvis >. and 
refuses to avast others when re­
quested.

May be eooperairve with super­
visor and helpful to others on oc ­
casion In general lien, ever, pre- 
fcis to be left alone.

M akes tin  h 
o p e i. i i iv e . 1. 
and  lo  tvs

Q U A L IT Y  O r  O U T P U T  
Degree to  w h ich  e m p lo ye e 's  o u t- 
pt) is tho ro 'i' h, accu ra te , and 
n a . t s  q u a lity  s tandards.

Work of pool quality. Must bi 
checked constantly and often te- 
done

Q u .t lil)  o f  w o rk  be lo w  average. 
U n ly  occa s io na lly  meets aceep- 
ta b 'c  standards.

Quality 1
•eneialk- 

occasion 11 \

PR O D U C TIV ITY  
M e.isiirin icnt o f the volume o f 
work accomplished and rate of 
prepress on assignments

Very slow worker Quantity of 
output i '  well bv io* average of 
Others in the ante class.

Wot Is  slowb Cnls occasionally 
achieves r ile o f  p ' i  d n c iio t i v in e 'll 
is considered aveia- c

W oik out 1 
aveiage p ii

JU D G M EN T
I: stent to which the employee's ac­
tio n s  and decis ions aie appropriate, 
and are based upon sound reason­
ing and c o m m o n  sense.

Uses little  leasonirp or common 
sense in d c . i . l in g  course o f  a. ti an 
Judgment cannot he iclied upon.

I r ii iu . n th makes decisions and 
lake* action w ill in n  goo I reason. 
Needs S.II.U prodding 10 verily  
(acts, think llun j s through, and 
consider conse.pifiti rs before m ak­
ing a decision or taking action.

Usually ta 
siims in ik” ' 
c’ la l, judgiin

D E P h N D A H lI  I I  Y 
H ie  e n r o l  to  w h ic h  the em ployee 
ean l-e tehed u p .a  to  meet v o r k  
se lied iilcs  and I i . l f i l !  re s p o n s ib ili­
ties and c o m m itm e n ts

Can seldom be relies, upon lo meet 
woik whe lutes without constant 
surveillance Tends to  lis-quenl tar­
diness ami abuse o f lease p riv i­
lege*.

O . i . sionally niai be relied upon 
to coniplcle woik assienments 
within p ic s v i ib c d  s , lic -d u le s  Needs 
fn -q u e n t p io d d iiq  O cca s io n a lly  is 
lat. in reporting 10 w o ik o r in 
kci pmg . ppoiiiuoi-nts Requires 
more pushing than should be nec­
essary.

Generally .1 . 
relied upon 1 
lies anil co 
attendance ■■

TNII T I A T I V E  
T h e  d e le in iin . itu in  and energy dis­
played in nsciconuni- obstacles 
w il lo n  the  scope o l f i r  job, in 
f ind in g , soltiticsn'. to  p io b ie m s  and 
in  keep ing  p i «sduc l iv e ly  occup ied

Almost never initiates action on 
the job without «| re it is iii. itn c - 
tu rns  W o ik  i l f o t l  tops w hen  ait 
obstac le  is e"..oiottcicd u n t il o u t­
s ide assistance is o tle rcJ

O . 1 ’ s io n a lb  t a i l ' s  in it ia t iv e  in  the 
I . 1 lo i  11101.e o l .is o . ned du tie s  hut 
It .1 l i r a i t t v  on o p  c iv  l o  I111J so­
lu tio n s  n> p io h l i iu s

I re q u e n tli 
I t U l l l  a c C ii-  
l .v lu l- i ts  ‘ O. 
I 'V C I i l l l l ' . l l ,

maipm.it


o f d ll l ie s  
,v  re q u ire *  
l i t  s- i l l  IS 
.IS.

/ . ' n v o  S f n r . ’.jr J

Has th o io ic 'i I i. i‘.*.i.'<b e of a!) as 
11 .is  s| v .u l. us-iemi’ f.-.t .in.: fc r- 
Inrins w ill, iiij-h itc.itrec of ski'i.

M c ' l iO l  > •;« :

I scc |' ! • • " . v r l '  ii.fo 'ircd . 
Km ■ t . tee -nd - id !  . : i- ■ -i-pei lei' 
..ini esc .d I ' lsiii.in re.; lirenienis.

C o n s i'le n lly  o i ia n i /c s  .and p!..n» 
w o rk  w e ll and ach ieves den ies ! 
resu lts  w ith  a h igh  d e v ice  o f  e f ­
f ic ie n c y .

organizes
Kieses dc- 
ngcastotiul

Is .nu-'a rd i. -  in r 1? :ni ",". n-'d or- 
ita n i/- l; ' vo . k win li contributes 
to a -ai, e»;.u level o f asl'.ievcns.t.

r»fc~«4oml 
awareness 
need fo r 
i-a ia lb ' in 

er v a ry in g

Is very i ' f v ! i . v  in | n  to per­
son ic la t i',ii *iit« |.  ..b’ lM t always 
in fu ll conirol of iiiii-.‘,.'.:' e.er. un­
d o  tli .' i lost tryiro'. ciiciia-.sl.ir ees. 
Displays tact, warmth. i-iepn ls 
and flex ib ility . Secures die  d in- 
volveiiient in e.oil.ir.g cu hrs p ro b ­
lems in bis w ay .

Is -.-'..ep" r.d  in : v - n  s ay in ic- 
■p.'it to pet-on t a p :  it ;  i i-.i 
ships ano in e\i ah t-n • p . o n a !  
sompeii i.-.-.. Con isie/dty at :e io 
w m 1. with client in v. nrts  u h is  
capacity anil goals.

w ith  f r i ­
end o th e rs  
. a n d  ro n -

i<t ru c tio n s ,
needed.

i> eery effective in person to per­
son r?l. ti<>!i'.'i:ps. Is almost a l­
ways in fu ll control t? himself 
es’.it under tl..- most ty in g  c ir ­
cumstances. D i; lays tact, warmth, 
and integrity. Co: .niar.ds respect, 
confidence, and cooperation front 
a lt quarteti

Can alway s hr depended upon to 
coo pe ra te  fu lly  and in  pood spirit. 
Is an esrellcnl team w o iie t.

Is cvrcpiien i in every s■ ,.y in re­
spect tei pers-jn in  p.'t-cn re la ti.n - 
ship. and i-. a very si-.firi.lc a-set 
to ttic image of the o il in '.

G o - ' out o f the way to make him ­
self av. ilaole v licuevei m .1 where- 
evei ncedej Is a supcnoi uam  
worker who urp ire ', loyalty and 
cooperativeness in  othcis.

atir'actory. 
d v i l l i  i nly 
• etionr.

W o rk  is llio r . '. t tg li,  accu ra te , and 
g e n e ra lly  above the q u a lity  re ­
q u ire m e n ts .

Is cornisteinly thoiouph Produces 
work of hiphrst quality. Rarely 
makes m istakes

•.ry. Meets 
adalsls

Past worker Rale o f piop.rcss on 
assignments and soiumc o f output 
is abuse average.

E scep iiiau -d l; la p id  s sn ikc i V o l ­
um e id  I arpat n  s e l l - :• I c ' l y  V..-H 
above the p se i. ig c  o f o th e rs  in the 
la m e  class.

■aMr deci 
•'is. In gen' 
>le.

Is pe rcep tive  and lo g ica l. Can be 
le lic il upon to sccuie ai d evalu­
ate facts correctly and make dc- 
ci'is'ns ot lake action w ith a m in­
imum of ertor.

Actions and decisis"'.* ic fks 't son- 
sistsiit h '.'i.a l th inking ansi escep- 
t io i i j l  reasoning.

m d  can be 
e -p o n s ib ili-  
l  im e anJ 

O lfa c to ry .

Can always be depended m on Io 
meet schedules and commitments 
Makes special e ffo rt to be pone- 
iii. il -mil Io complete assignments 
in advance of deadlines.

Cslienis'ly eon cienlious in meet­
ing vsiik schedules -Hid in fu lf i l l­
ing responsibilities and couiin il 
m.-nls. Can always be depended 
U|K>ll ie p .ildiess of c ircu iu s l.inces .

o f duties, 
(fulness in

D isp lays  cons ide rab le  energy and 
m oves attend on o w n  in to  d is c  io  
co m p le te  lo s ifism e n ts  D em on- 
sti ales u n isb  le ssu iise lu iness  and 
O tlg ll ia li ly  .

C i n s is le iit ly  in it ia te s  ac tir it fin d s  
Solu tions lo  p io b h i i is .  and  keeps 
w in k  iits is itig . Is c ie i t is v  and in - 
IHIV..IIIS .
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TO WHOM IT  KAY CONCERN:
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S w o rn  t o  b e f o r e  n e  t l i i s  5 t h  d a y  o f  D e c e m b e r , 1 9 7 0 .

My c o m m is s io n  e x p i r e s
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S t a t e  D i r e c t o r
I
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CLASS “ IT l F

Boarding Home L icensor

SV AT". o r  SOUTH C Au O UIJA

CLASS CCO2

w >

(N o te :  T h e  e x r m p  -- of w o rk  l is te d  in  t h i *  *-ians s n e c .f.e a t.o n  a re  no t n r u  o n ly  d e s c r ip t iv e  o f  a r y  o n e  p **J 1 io n  in  t h e  d j ; s .  In  o  ? !X .* 'i c  d . m i -  
f u d  p o s it io n ,  sor*. m : (L r c r  r e l - i  1 d u '.u  m a y  be r c q u n ,  J ,in  1 s o n r ■ e « a m p lc s  m a y  be  o m it tc o .  The in te n t  o f t h e  l . „ t c d  f ’.G rti^ lea  I t  tu  t  »■> e v »o  
e ra l in d ic a t io n  o f  th e  l . ’ ve ls  o f d i f f ic u l t y  a n d  re s p o n s ib i l i ty  c o m m o n  *o  a ll p o s it io n s  in  th is  c la s u .

In  o r d e r  t o  t ?  c o n s id e re d  fo r  e m p to v m e r t »n a po ho n  in  tn ir  c la s s , an  a p p lic a n t  m u s t have  th e  s ta te d  m in im u m  e d u c a t io n  and e x o e r l^ 'K e  c r  an 
a c c e p ta b le  « u . *  nc a j p p n . ? u  hy  th e  S ta te  i \ ,  v n e l  p . v . r io n .  S e le c tio n  fu r  e m p lo y m e n t in to  o ; • n  p e t it io n s  w.l i  t>« m . .u  f re .n  l . i c i u  in iM t 
q u a l i f ie d  i i s  d e b  m in e d  by  a p p ro p r ia te  t e r m in a t io n  pm  .s s c s )

F u n c tio n :

Under general s u p e rv is io n , inspec ts  and examines f a c i l i t i e s  used by s e rv ic e  
r e c ip ie n ts ,  such as board ing homes, nu rs ing  homes, fo s te r  homes and day cere c e n te rs , 
f o r  com pliance w ith  re g u la tio n s  under the Department o f  S oc ia l Serv ices program s; 
conducts surveys o f f a c i l i t i e s ,  in c lu d in g  a l l  p ro v id e rs  o f se rv ice s  to  de term ine 
i f  e s ta u lis h e d  requ irem ents fo r  lic e n s in g  o r c e r t i f i c a t io n  undur South C a ro lin a  
Law are adhered to . . ■9

Examples o f berk Perform ed:

Inspects phys ica l p la n ts  of f a c i l i t i e s  and determ ines i f  they meet departm ent 
standards and re g u la tio n s  fo r  l ic e n s in g .

In te rv ie w s  w orking personnel r e la t iv e  to  se rv ices  rendered and observes f a c i l i t i e s  
fo r  compliance w ith  c i v i l  r ig h ts  le g is la t io n .

Compiles in fo rm a tio n ; prepares re p o rts  and makes recommendations from f in d in g s  
o f in spec tion s  and exam inations.

Provides general a d v is o ry .s e rv ic e s  to f a c i l i t i e s  to  enable them to meet re q u ire d  
re g u la t io n s , standards,* g u id e l ines and q u a l i f ic a t io n s .

Researches and in te rp re ts  q u id e lin e s  to  ensure proper a p p lic a t io n  f o r  e f f i c ie n t  
o p e ra tio n s .

Performs re la te d  d u tie s  as re q u ire d .

Required Knowledge, S k i l ls  and A b i l i t i e s :

Considerable knowledge o f laws and re g u la tio n s  govern ing  board ing homes.
A b i l i t y  to  in te r p r e t  and appb s ta tu to ry  re q u ire m e n t* ,  re g u la t io n s  and 

procedures.
A b i l i t y  to  a s c e rta in  fa c ts  by personal co n ta c t and o b s e rv a tio n .
A b i l i t y  to  prepare c le a r  and concise re p o rts  and to use ta c t  and firm n e ss  in  

in s p e c tio n a l work.

Minimum T ra in in g  and Experience:

A b a ch e lo r's  degree in  business a d m in is tra tio n , e d u ca tio n , o r  the s o c ia l sciences 
and fo u r (4 ) years experience in a s o c ia l se rv ice  program.

I

. i ( ) -72



TO WHOM I T  M Y CONCERN:

T h is  i s  t o  c e r t i f y  t h a t  I  w as s i c k  May 20 t h r o u g h  t h r e e - f o u r t h s  

o f  May 2 5 ,  1 9 7 0 , a n d  u n a b l e  t o  p e r f o r m  d u t i e s  r e q u i r e d  by my jo b .

L a kc JE r  i e  II i  g h O'
B o a r d in g  Home L i c e n s e r

ie  d a ySw orro t o  b e f o r e  me t h i s  t t  ______
/ f  A ^ t 1 9 7 0 .

N o ta r y  P u b l i c  l o r  S o u th  C a r o l i n a .

d a y  o f

My c o m m is s io n  e x p i r e s  S < ?  / < 7 o < 7



. I d idn 't clear ibis with Dr. Rivers but feel that 
ih? mtormcfion will be helpful to you. OK?

7 /1 /7 0  '
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D r. A r t h u r  B. R i v e r s ,  D i r e c t o r  .
S t  a t  c IX • pa r  t me n t  o f  P u b l i c  We 1f  a  r e  
P . 0 .  B ox 1 5 2 0
C o lu m b ia ,  S o u t h  C a r o l i n a  2 9 2 0 2

D e a r  D r . R i v e r s :

S i n c e  I w i l l  be t e r m i n a t i n g  my e m p lo y m e n t w i t h  t h e  S t a t e  D e p a r tm e n t  
o f  P u b l i c  W e l f a r e  e f f e c t i v e  May 4 ,  1 9 7 0 , I w is h  t o  p a s s  o n  my com­
m e n ts  c o n c e r n i n g  M r. L . E r i c  H i g h ’ s p e r f o r m a n c e  f o r  u s e  i n  h i s  
e f f i c i e n c y  r a t i n g  w hen  i t  b e c o m e s  d u e .

I  a s s u m e d  s u p e r v i s i o n  o f  H r . H ig h  w hen I w as t r a n s f e r r e d  f r o m  C h i e f ,  
D i v i s i o n  o f R e s e a r c h  a n d  S t a t i s t i c s ,  t o  C h i e f ,  D i v i s i o n  o f  P u b l i c  
A s s i s t a n c e ,  on F e b r u a r y  <■, 1 9 7 0 . A t t h a t  t i m e ,  d u e  to  t h e  a b s e n c e  
o f  M r. T .  I’ .  H e i s l e r  b e c a u s e  o f  i l l n e s s ,  i t  w as n e c e s s a r y  f o r  
f - r .  H ig h  Io  r e m a in  in  M r. k e i s l e r ' s  o f f i c e  t o  a s s i s  w i th  t h e  d u t i e s  
t h e r e  u n t i l  A p r i l  1 ,  luV O . D a r in ;  t h i s  t im e .,  M r. H ig h  e s t a b l i s h e d  
a c e n t r e ]  :;\ tern w b e re lr ,  t h e  l i c e n s i n g  s t a L u s  o f  b o .a rd in g  h o p e s  in  
t h e  a r e a  a s .  ip , u t o  M i. D ig!: c o u ld  he  d e t e r m i n e d  a t  a n y  t i m e .  T h i s  
i n n o v a t i v e  s v . ; h - . i  i n d i c a t e . !  a h ig h  d e g r e e  nt a b i l i t y  on t h e  p a r t  o f  
M r. H ig h  to  r e a d i l y  c o m p re h e n d  th e  1 i r e .u s i n g  p r o g r a m  a n d  t o  p l a n  in  
a n  o r !  r l y  a n d  e f i e c t . i x e  i a s h i o n  t o r  d i s c h a r g i n g  h i s . r e s p e n r .  i b i l  i t i c s .

T b i.j  : \ s  ten . l a s  pi o v e n  to  be i n v a l u a b l e  b o th  t o  me a s  h i s  s u p e r v i s o r  
a n d  t o  M r. H ig h  o n c e  he  b e g a n  w o r k in g  in  t h e  f i e l d .  I n  a b r i e f  s p a n  
o f  a p p r o x i m a t e l y  s i x  w e e k ' o f  f i e l d  w o rk  M r. H ig h  h a s  b e e n  a b l e  t o  
a c c o m p l i s h  n o r .  w o rk  o f  a  h ig h  q u a l i t y  th a n  1 w o u ld  h a v e  t h o u g h t  t o  
bo h u m a n ly  p o s s i b l e .  lie h a s  b e e n  a b l e  t o  w o rk  t h ro u g .h  a  n u m b e r  o f  
d i f f i c u l t .  r.i tu .i t  io n  a b o u t  w h ic h  1 h a il b e e n  p r e v i o u s l y  in f o r m e d



O r. A l i i  I It. : i > •< • • • II IV 1

n o t ! . : n  c o u l d  be d o n e .  Tn f a a "  s i t u a t i o n s ,  H r .  h i g h ’ s  jo b  h a s  com­
p l i c a t e d  by t i e  f a d .  o t h e r  c o t i l a d  by D e p a r tm e n t  p e r s o n n e l  had
a n t  * i . ?.• I i-' ’’ ’> t r d i n  : h . - iu  p • r u n - a ie l  a n a  •••j.r r e  5a L i o n : h i  p s  v i  l.i>

. . i . ■ . r e : : - - .  ' i r .  II i - h , - s s  . An ifflpl lv 8
a n d  u n iq u e  a b i l i t )  t o  m e M  a n d  t i l l  in f c r . l  l i . c i i t l y  n t  a n y  l c v c l ^ w i t h  
p e o p le  f r o m  a l l  v a l k p  <»f l i . i e ,  w a s  a ’ M e t o  v e r b  t l i r o i r  I, t h e s e  s i t u a ­
t i o n :  r ' i  c r e a t i n e ,  a v o r v  in - . . • o i  la  c D e p a r t  i-e n  t .

I  h a v e  fo u n d  M r. Di e h  !.< b e  a , o s t  re .sp o u :; t i d e  n e .rso n  a n d  lie h a s  
d e m o n s t r a t e d  a  co : c t i '  i/m  d e g r e e  o f  i n i t i a t i v e  a n d  r e s o u r c e f u l n e s s  
w h i l e  p r o v i n g  t o  ;••• bku t e o o j  an I p f u i .  Hits w o rk  h a s  b e e n
m o re  t h a n  s a t i s ;  n e f o r y ;  i n  n y  o p ’ t i i  u ' i , i t  h .a  b e e n  e x c e l l e n t .

S i n c e r e l y  y o u r s 1,

/  / 1

/Tan, s  f». V e m e k ,  C h ie f  
D i v i s i o n  o f  P u b l i c  A s s i s t a n c e

JO W :an
(z
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May 1 , 1 9*7 (J

U r . A r t h u r  B . R i v e r s ,  D i r e c t o r  
S t a t e  D e p a r t r e a t  o f  P u b l i c  W e lf a r e  
F . 0 .  Box 15 2 0
C o lu m b ia ,  S o u th  C a r o l i n a  2 9 2 0 2

D e a r  D r. R i v e r s :

S i n c e  1 w i l l  b e  t e r m i n a t i n g  my e m p lo y m e n t w i t h  t h e  S t a t e  D e p a r tm e n t  
o f  P u b l i c  W e l f a r e  e f f e c t i v e  flay  4 ,  1 9 7 0 , T. w is h  t o  p a s s  on my com ­
m e n ts  c o n c e r n i n g  M r. L . E r i e  H ig h ’ s  p e r f o r m a n c e  f o r  u s e  in  h i s  
e f f i c i e n c y  r a t i n g  w hen i t  b e c o m e s  d u e .

1 a s s u m e d  s u p e r v i s i o n  o t  M r. H ig h  ..’h e n  1 w as t r a n s f e r r e d  f ro m  C h i e f ,  
D i v i s i o n  o f  R e s e a r c h  a n d  S t a t i s t i c s ,  t o  C h i e f ,  D i v i s i o n  o f  P u b l i c  
A s s i s t a n c e ,  on F e b r u a r y  C ,  1 9 7 0 . A t  l l i a t  t i m e ,  d m  t o  t h e  a b s e n c e  
o f  M r. T . R . K i s l e *  b e c a u s e  o f  i l l n e s s .  i t  w a s  ne< c s s a > y  f o r  
M r. H ig h  to  r e m a in  in  M r. K e i s l c r ' s  o f f  i c e  t o  a s s i s t  w i t h  t h e  d u t i e s  
t h e r e  u n t i l  A p r i l  1 , 1 9 7 0 . D u r in g  t h i s  t i m e ,  Mr. 1 'i, h e . s lu b l  i s h c i i  
a c o n t r o l  s y s t  cm w h e re b )  t he l i c e n s i n g  s t a t t i s  o f  b o a r d i n g  hom es in  
t h e  a r e a  a s s i g n e d  to  M r. H ig h  c o u l d  be d e . l e i ’l in e d  a l an y  t im e .  T h i s  
i n n o v a t i v e  s y s te m  i n d i c a t e d  a  h ig h  d e g r e e  o f  a b i l i t y  on th e  p a r t  o f  
M r. H ig h  t o  r e a d i l y  c o m p re h e n d  th e  l i c e n s i n g  p ro g ra m  an d  to  p l a n  in  
a n  o r d e r l y  a n d  e f f e c t i v e  f a s h i o n  f o r  d i s c h a r g i n g  h i s  r e s p o n s i b i l i t i e s .

T h i s  s y s te m  h a s  p r o v e n  t o  be i n v a l u a b l e  b o th  t o  we a s  h i s  s u p e r v i s o r  
a n d  t o  M r. H ig h  o n c e  he b e g a n  w o r k in g  in  t h e  f i e l d .  In  a b r i e f  s p a n  
o f  a p p r o x i m a t e l y  s i x  w e e k s  o f  f i e l d  w o rk  M r. H ig h  h a s  b e e n  a l> le  t o  
a c c o m p l i s h  m o re  w o rk  o f  a  h ig h  q u a l i t y  t h a n  1 w o u ld  h a v e  th o u g h t ,  t o  
be  h u m a n ly  p o s s i b l e .  He h a s  b e e n  a b l e  to  w o rk  th r o u g h  a  n u m b er o f  
d i f f i c u l t  s i t u a t i o n s  a b o u t  w h ic h  I  h a d  b e e n  p v t v io i i :  ly  i n t o n e d



D r . A r t h u r  B . R i v e r s - 2 - May 1 ,  1 9 7 0

n o th in g  c o u ld  be d o n e . I n  th e s e  s i t u a t i o n s ,  Mr. H ig h ’ s  jo b  was com ­
p l i c a t e d  by th e  f a c t  t h a t  o t h e r  c o n t a c t s  by D a p a r t in e n t  p e r s o n n e l  h ad  
a n t a g o n i z e d  t h e  b o a r d i n g  home p e r s o n n e l  .and t h e i r  r e l a t i o n s ! .  i p s  wi t h  
th e  D epartm  n t  was a t  an  i w f i s s e .  Mr. H ig h , ' ■
a n d  u n iq u e  a b i l i t y  t o  ir.net a n d  t a l k  i n t e l l i g e n t l y  a t  . n r  l < \ i  . v . . n  
p e o p l e  f ro m  a l l  w a lk s  of l i f e ,  w as a b l e  t o  w o rk  t h r o u g h  tn e n e  s i t u a ­
t i o n s  w h i t  c r e a t i n g  a v e r y  g o o d  im age o f  t h e  D e p a r tm e n t .

I  h a v e  f o u n d  1‘r .  H ig h  t o  be .a m o s t r e s p o n s i b l e  p e r s o n  .and lie h a s  
d e m o n s t r a t e d  a coins’, n d a b le  d e g r e e  o f  i n i t i a t i v e  a n d  ra  .joi’. i ce l u l n e s s  
w h i l e  p r o v in g  t o  h e  m o s t c o o p e r a t i v e  a n d  h e l p f u l .  H is  w o rk  h a s  b e e n  
m ore  t h a n  s a t i s f a c t o r y ;  i n  my o p i n i o n ,  i t  h a s  b e e n  e x c e l l e n t .

S i n c e r e l y  y o u r s ,

■A/  ? / 1 / /

/  /6 a m e s  0 .  W om ack, C h ie f
D i v i s i o n  o f  P u b l i c  A s s i s t a n c e

J O V :a a

ir.net


- C j £ )

S e.p l.,••• r  •», ) 9 7 0

TO WHOM IT ’AY COa CERM:

f h ’.s  j.s> t c  c c i  t i . i.y  t h a t  I  l a s  s i c k  May 20 t h r o u g h  t h r e e —f o u r t h . ; 

o f  May 2 5 , 1 9 7 0 , an d  u n a b h  t o  p e r f o r i . i  d u t i e s  r e q u i r e d  by v.v jo b .

:e  ' /  ' d a ySw orn  t o  b c f o t ,  . t i n  t!

-A? , ? ( • /  , , .  L t ! 0 7 0>

% Y d  /  A ' <  < w -

d a y  o f

N o ta r y  P u b l i c  f o r  S o u th  C a r o l i n a .

My c o m m is s io n  e x p i r e s  , . ,  / ' 7 ' / ' 7
/
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L r .  E l l i s ,

1 / /0

Gf>

T h is  *' - r  *—.v,iy  • •) . g .. ■? rrG*«.?''‘ jo”  tut* lo .u.oviP;'’ iii^Gr?Kvhion.

3t;i+<? ’ e r a  : d • n  t  o f  
. .1  •. .h_ a?. C.-. • L i c r .  Or.

• ir . ic . ' ad on id  a ie d i t io n

- ••’ r  • '
P u b l i c  .5*1 '■ o n  .’ '. I - j  a ,  c :  ;• i
J a n u a r y  I .  -LL.7, a  ? . •? a :e  l a f ;  • a . . .  ..............
. . , . . x . -• , . -  ; .. - • a  i - r - i .  t a u io n  Covr. e l l a r  on

pc‘-r-*... • r  i..»d u n t i l  J ; >.i-' ,.‘7 , I f -  :'b "  — -:a v" ’ :' aPP°3 f*? a 
.P r o  ■' 1'ecfe a . o r  -• C ' ■ ' * rodoral). Ha

... s or t ' - b  -aoy itie n  a n t i l  fa n  i /  i? ,  l? b G  -••- th .3 c ha he became L o a d in g  
}.o*:2 L ic ? p .\ v r*i?d is  r r * .  ~L> ta i. - * ,  %• >-4.1,0•

E d u cc r1 rn .- .'i . h a c k * r c s

H r, F a ir  r  re c e iv e d  an ;.B dcareo i n  January, 1 9 fb , i r o n  H n ih e rry  
Co] ?».f.3e h r r . . a  in  I’ rs h lv d  covrset and a ls o  roco ivsd  a - escue r' s C e r t i f i -  
c a te , he a ttended  the b e d ic a l C o lic r«  o f  f e u l i i  C a ro lin a  fo r  one ye a r and vas 
fo rc e d  no leave to  eyu t r o u c le .  in  l?b3  ha re c . iv c d  a c e r t i f i c a t e  ir o n
Se.wour Johnson F ie ld  (USAF) f o r  c c ip lo t in s  a s ix  nontlio  course in  ic a c h in g  

Hetduds. —. 

A ttached  is  a copy o f  tho  r .p p lic a i ion  o f  h r .  L ike  E r ie  H igh , ^ r .  
H r. I i i r h  ur.s p.ivon a p re v ia  io :  '1  appoin tm ent as a koai’u iPg .love L icense ! 
January 13, 1 ? ’O, i-6 -  tn a a a l s a la ry  : 10 ,190 .

Ti,- p rn y i- I .o . / . l  o i i t  r a t  »  r : i ^ ? d  Jul? p » 1?70,_ J

S in cc r l y  your3 ,

K . C. C ouch  
p e r s o n n e l  O f f i c e r

ROOM
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PA TH IS U N ITED  ET • LES COUNT 

TO A PPE A R  rC-F! Z\ T S R i.' O P  

JU R Y  S E R V IC E  1 0  BEGIN A T  

THE PEA C E A '.'E  'O M E  SHC'.'.l-'

i KePCr
10

U,\T(

By Oi cHr

P o s t  O f P i c e  B l c l q .  

I l b y  S t ,
F lo r e n c e ,  S . C.

1 1 : 0 0

P l o t /  nU v V  9  i t / Q

OT th e  C o u rt j , / >  <- L ~  -
1 0 - 2 1 - 7 0

C I . L f . t OATC
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—  I*'..-CIITAMT NOTICE --

1. JURORS WHO AT7LNC O O P " ?  IN COMPLIANCE V iiU  H IS SUMMONS WILL RECEIVE FOR

2. FAh-URE 1 0  > T T P N l - »>\ AC CTOAE'CE '-.'AYE "iHI ' U M V .'H  > , - , £".£ I ; N iS h A B lx  BY F IKE
ANO-OR IM W LS.ONM :’ .! .

3. THE U. S. M ’/H H A ’. HAS NO CONTROL O V R  H i"  JURY . AND CANNOT FXCUSF ANZ
PERSON f ROM JUFb DUTY.

4. IF BLCAUL '  0 "  GA ••/ t  l i ' NESS IN YOUR I'AM’EY. OR A SIMILARLY SERIOUS PROBLEM
THAT W O U Jl C O '\‘'i ! : U T F  W  UNDUE U m P O S IE P  OH IX H 'E M E  INCON’.TN 'Il NOE 
FOR YOU If; APPEAR iN COURT AT THE TlM'* INC'.' J ?  P  VOSJ M USI NOTH >’ I HE 
COURT bV MzUL LU, T A TEMPORARY E X U 'S "  IS EHCEN-.M  EXPLAIN Z.l I. THE 
FACTS, AN! INDICATE SPECIFICALLY I HE E a 'U J I.C  : HAY .'N U T . NEAP FUTUR’ WHEN 
YOU CAN A H 'i.N r U '-l THE tt/.CK C E 1 H IS  FORM FOR : 0 U P  : I . ’"FEE. I f  YOU PRE­
FER TO EXPLAIN T H r -C l/.C T S  IN Pi. RROH ILAf.lt R TUAN &*' I I .I1 F R  YOU MAY 
APFEAR ON : HE AC >Vl DATE ‘ OR L 'P ' .  TURPO H.. I.CWLVLR. E 'J f - i  AN An P! ARANC( 
WILL NOT ENTITLE rO U  TO SERVICE OR M IL C A E l . i.i S

5. UNLESS YOU -!;.f F i. 'E  A  H  TICE ‘ ROM THIS COUNT C- A TEMPORARY EXCUSE.
YOU MUST A '-T-NC AS DIRECTED | N t h i s  SUMMON:.,

- ta '; -  •••*-

. 7

*.*r

«<

ILAf.lt


O '
. ' •  V  ><; I il I
I_  I'L! aRTl l m  c i- i j a i  'y i p / jcf-.s

C- : ‘ h  . . . .  i , h ;; p | p  r y j - p  j .  A
SO r>r f, v is e  i  ,• ,

ft ».<'UI . t I »;.• p: otwtAL f i n  n;r,

]:Sl!?C! I ' ’.'"
Ic !<■ r 'M i l td  Ly iff <'ri> \ ml r, - t jr j-Jci-wl n-clinq

V.W -I, Fii t, -h I .

H IG H , W 2 i  E .  S r .

JU  H i l l

P.LD3. r s s i u : ;  ? c .

I/AW1

f  TA Tfi I.ZhV  EUT C7 DOS

l.[i:>ii: r< Fvii;r

AGl’k'Y
STATE

;:T 1
BLDG. DE3IGU

E Z ' i r W ! f  E Z ’I ,.j :t

J a n u a r y  1 3 , 1 9 / 0 ,  T ” a s  b r r e u  b y  1i S t a t e  Pm  n r b  ; c u t  o f  P u b l i c  I Jell*;, r e  a;: 
a P u b ', LC 1 '■ ■■ ■ I ,
• ■ ? .  *. .C h ! ' x • 1 t , ■ ■' • '
D i r e c t o r ,  K r .  *» B .  R i v e r s .  I r a  j s s u r a d  o f  a  1 0 *  e f /  c t i v e  J u l y  1 3 ,
1 9 7 0 ,  r r w i  d ' n .s  my r ^ r k  c n n t i n u c a  t o  s a t i s f a c t o r y  a n d  7 v o v ld  r e c e i v e  a  
r a i s e  e a c h  1? m o n th s ,  o r  l o s s .  I  d i d  n o t  r e c e i v e  a n y  r a i s o  f o r  3 y e a r s  a n d  
1C e r v r s .

Tr m y o p i n i o n  T w a s  da r . c r i r i n a t - d  a g a i n s t  an d  t r e a t e d  u n f a i r l y  a r  t o  s a l a r y  
i n c r e a s e s  n n d  p r o m o t i o n s ,  i n  a c c T t l n n e e  w i t h  t h e  S .  C . E e r . i t  S y s te m

c o R s in w  actim c$ r r ’j i t i t  relief sought by eployee

I  r e q u e s t  a  r e c o u r s e  i n  t h i s  m a t t e r  b y  t h ’ G r ie v a n c e  C o m m it* r e .

UAH A'.'O WE RECCES! I'uSE’.'HD

J u n e  2 3 ,  1 9 7 7  -  2 :  30  I ’M

I /,/.« r a . » i on  »< i i ) ”  , o ,• if.

A. OAIL 5CH1ME0 TH 1Wl f  (W G

SUb'-.i : 1 • SIGKSIIW
x  /  /  ’  /

V ' '  V ”  f i  / / V i  /  <' A  ¥—

z -



s c o r n  c / . i : o i  fi.'A
I  V  o - tP A n . ?.<er; t g , • so cia l  s e r v ic e s

L-.'h I.O V L;-. '-i> TVAIiCiZ K rPO R T  - STEP I - / k 
s u p e r v i s o r ; ’* r u p o r .T  c r  

r< t;. j e : t  s o n  m c o h k a l  r’ FETir.'O

JKSIROTM,
bn completed by 1. Grievant to request an informal wxtinq.

epare 3 copies: O': in?* 1 - Smxrvir.or; 1st copy - firnvani; 2nd co?/ - f ployee Relations Specialist.

• t l 'S  !!/.,'•£ (Last, f i r s t ,  I'li.Liit In i t ia l )  

HIGH, LA’35 E .  S r .

Jud lIILt

BLDG. DESIGN ASSOC.

.J7ATIOU LF.’GTII f  S! '.VICE
AGICCY

STATE EEPARTKEllT C ?  ESS STATE
Piitsm i job

BLDG. DESIGN ASSOC.

ISCRIFUOU Cf CG?L/.T"I

J a n u a r y  1 3 , 1 2 7 0 ,  I  ’a s  h i r e d  b y  t h e  S t a t e  D e p a r tm e n t. o f  P u b l i c  W e l f a r e  ar; 
a  P u b l i c  W e l f a r e  E x a m in e r .  A.t t h e  end  o f  6  m o n th s ,  m y r a t i n g  b y  M r. W om ack, 
my P .  A .C h i e f ,  w as E x c e l l e n t ,  u n d e r  M e r i t  S y s te m  G ra d e  ,/  18 a n d  a  VO-2 b y  t h e  
D i r e c t o r ,  M r. A. B .  R i v e r s .  I  w as a s s u r e d  o f  a 10,7 r a i s e  e f f e c t i v e  J u l y  1 3 ,  
1 9 7 0 ,  p r o v i d i n g  n y  w o rk  c o n t i n u e d  t o  b e  s a t i s  f a c t  c r y  a n d  I  w o u ld  r e c e i v e  a  
r a i s e  e a c h  12 m o n th s ,  o r  l e s s .  I  d id  n o t  r e c e i v e  a n y  r a i s e  f o r  3 y e a r s  a n d  
1 0  c a y s .

I n  ir.y o p i n i o n  I  w a r  d i s c r i m i n a t e d  a g a i n s t  an d  t r e a t e d  u n f a i r l y  a s  t o  s a l a r y  
i n c r e a s e s  an d  p r o m o t i o n s ,  i n  a c c o r d a n c e  ’r i t h  th e  S .  C . M e r i t  S y s te m

CORRECTIVE ACTION OR PERSONAL RELIEF SOUGHT BY EMPLOYEE

I  r e q u e s t  a  r e c o u r s e  i n  t h i s  m a t t e r  b y  t h e  G r ie v a n c e  C o m m it te e .

fiATF AhP U ’i  FEC'JiSI FPESL'.ItO

J u n e  ? 3 ,  1 9 7 7  -  2 : 3 0  PM

4. DATE SCliEC'JLED FOR INFfhAL METING

tVAIJ'S SIGKTTURf

I’orm
-  T-»

SIM K VISOR'S SM O T E

1649 E d i t i o n  o l  J u l y '  197A i s  o b s o le te .
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n.siKucfiUh's , . ,
To Lc conplcted by the supervisor to r e l j t c  his decision to the employee.
Prepare 3 Copies: Ori5in.1l - Supervisor; Cepy - fn lo y ro  Relation; S pecia lis t; Copy - Grievant.

EMPLOYEE'S liAML ( la s t ,  F irs t, Middle In itia l) jea  T im Of’uANIZAlIKI

H ig h ,  L a k e  E . S r .
B u i l d i n g  D e s ig n
A s s o c i a t e

S . C . D e p a r tm e n t  o f
S o c i a l  S e r v i c e s

1. STAfC DECISION

P r i o r  t o  y o u r  r e t i r e m e n t ,  y o u  v e r b a l l y  b r o u g h t  up  t h i s  c o m p l a i n t  w h ic h  w as  r e v i e w e d .  
You w ei’e  g i v e n  a n  a n s w e r  t h a t  y o u r  p e r s o n n e l  a n d  s a l a r y  r e c o r d s  w e re  i n  o r d e r .  
A p p a r e n t l y ,  y o u  d i d  n o t  l i k e  t h i s  a n s w e r .  A s I  pr> v i o u c l y  a d v i c e d  y o u ,  I  h a v e  no  
a u t h o r i t y  t o  g r a n t  a n y  s a l a r y  a d j u s t m e n t .

2. GIVE FC -.ICLE RECOURSE G.1 G CI3IK.' A , At F CCEDURE

I f  y o u  a r e  n o t  s a t i s f i e d  w i th  t h i s  r e s p o n s e ,  y o u  h a v e  th e  o p t i o n  o f  p r o c e e d i n g  
t o  S te p  #  2 o f  t h e  g r i e v a n c e  p r o c e d u r e s .
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C h i e f  o f  S t a f f

n > »• « * » i .. n t • «



J u l y  5, 1977

H r . H a r r i s o n  R e a rd o n  
C h i e f  o f  S t a f f
3 .  C . D e p a r tm e n t  o f  S o c i a l  S e r v i c e s  
P .  0 .  Dox 1520
C o lu m b ia , S o u th  C a r o l i n a  29202 

D e a r h r .  R e a rd o n :

I  an  i n  r e c e i n t  o f  Steps I - C ,  S u p e r v i s o r ' s  R e p o r t  o f  D e c i s i o n ,  
d a t e d  and s ig n e d  by  you  on  J u n e  3 0 , 1 9 7 7 , r e c e i v e d  by  me on  
S a t u r d a y ,  J u l y  2 ,  1 9 7 7 .

H r . R e a r d e n ,  i t  i s  n e c e s s a r y  t h a t  I  r e q u e s t  my g r i e v a n c e  
p r o c e e d  to  S te p  I I -A  a s  y o u r  d e c i s i o n  d id  n o t  i n  a n y  way s o l v e  th e  
a n g u i s h  1 h a v e  e x p e r i e n c e d  y e a r  a f t e r  y e a r ,  s u p e r v i s o r  to  s u p e r v i s o r .  
A d m i n i s t r a t o r  to  A d m i n i s t r a t o r  r e g a r d i n g
a n s w e r  " I ' l l  s e e  t h a t  t h i s  i s  c o r r e c t e d "

A t ta c h e d  i s  S te p  I I -A  r e q u e s t i n g  a n  
by  a n  E m ployee  R e l a t i o n s  S p e c i a l i s t .

my p ro b le m , a n d  a lw a y s  th e
»

a p p e a l  f o r  i n v e s t i g a t i o n

Y ours t r u l y ,

/L ake E r i e  H ig h , S r .

LSHSr sab

A tta c h m e n t  - 1
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EMPLOYEE GRIEVANCE ,’EPORT - STEP II • A 

A P P E A L  r o p  E Ft S IK V C STIS A T10H

m s t r o c t i: ; .-  - to t x  co- d j e d  py grievant

q 9

ntir.-.G itens on aJ.i h 
Identify each additions'

jnai jheuls of plain white paper, 
sheet v .tn  Ir.oloyee's na’.e - Las

"f •-scary. • ey continued cements to iton n -r .c r  to he ontirue:!. 
, f i r s t ,  and ." if’ e In i t ia l .

For SIE? II: Prepore 3 copies: Original - t/pipyee Relations Specialist; Cep/ - Grievant; Copy - Supervisor.

f’PLCYEE’S (t- *, First, hddk Initial) JiR TITLE

H ig h , L ?k e  E r i e  S r . B ld g . D e s ig n  A ss o c i a t e

L ml..

S t a t e  D e p a r tm e n t  o f  S o c i a l  S e r v i c e s
AG: iCY
S t a t e  D.

PRESENT JC3
B ld g  D e s g n . A ss e tS . S .

1.

J a n u a ry  1 J ,  1 9 7 0 , 1 w as h i r e d  by  th e  S t a t e  D e p a r tm e n t  o f  P u b l i c  W e lf a r e  a s  
a  P u b l i c  . . ' r i f a r e  E x a m x n e r. A t t h e  end  o f  6 m o n th s , my r a t i n g  b y  M r. W omack, 
my P . A. C .h ie f  was E x c e l l e n t  u n d e r  M e r i t  S y s te m  G rad e  f/18 a n d  a  VG-2 by th e  
D i r e c t o r ,  M r. « . 3 .  H i v c r s .  I  was a s s u r e d  o f  a  10% r a i s e  e f f e c t i v e  J u l y  1 5 ,
1 9 7 0 , p r o v i d i n g  
a  r a i s e  e a c h  12  
an d  10 d a y s .

my w ork  c o n t in u e d  
m o n in s , or l e s s .

t o  be  s a t i s f a c t o r y  an d  I  w o u ld  r e c e i v e
i  d id  n o t  r e c e i v e  a n v  r a i s e  f o rt. a y e a r s

I n  my o p i n i o n  I  was d i s c r i m i n a t e d  a g a i n s t  a n d  t r e a t e d  u n f a i r l y  a s  to  
s a l a r y  i n c r e a s e s  and  p r o m o t io n s ,  i n  a c c o r d a n c e  w i th  th e  S .  G. M e r i t  
S y s te m .

2. DFSCRIPE Pl DETAIL THE CORRECTIVE ACTIffl OP PERSONAL RELIEF SOUGHT:

brE 8^i*c c 'c a  r e e o u r s ® i-n  t h i s  m a t t e r  by th e  G r ie v a n c e  C o m m itte e  by 
r e im b u rs e m e n t  f o r  r e i n s t a t e m e n t  a t  t h e  p r o p e r  g r a d e  l e v e l ,  i n c r e m e n t s  
f o r  e a c h  e v a l u a t i o n  a n d  s a l a r y  a d j u s t m e n t s .

). STATE REAS09S FOR TESSI1.G TC T!k RE XT STEP:

T he d e c i s i o n  o f  S u p e r v i s o r  i n d i c a t e d  no  r e m e d i a l  a c t i o n  t o  my r e q u e s t

4. I WISH TO PUF'.Ui ICE GRIEVANCE TO (Check appropriate Step 
indicated below):

Step II Q ]  Step III

>• DATt: J u l y  5 ,  1 9 7 ?

b. EHPLGYEL’S SIGNATURE: z  / a

?  >  .  ■: c s  - r

f f .k k T
SICtAkHE:

TITLE:

E d i t i o n  o f  J u l y  7 A i s  o b s o l e t e
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K A rc h ie  E l ' i j
C o m m a s .o n e

f* ' » A K •ui.-»4 - U . i  i » ( t f .ii dbmmM . vnu*---»j»
D : .n « u j  ifi i c r  S o c ia l  J e r ' . i u . s  

J u l y  2 7 , 1977

M r. W a l te r  E . W i l l i a m s  
E m p lo y e?  R e l a t i o n s  S p e c i a l i s t  
S .  C . D e p a r t :  e n t  o f  S o c i a l  S e r v i c e s  
r .  C . Box 152c
C o lu m b ia ,  S o u th  C a r o l i n a  2 9 2 0 2

D e a r  M r. W i l l i  -> s:

SUBJECT: A p p o in tm e n t  as E m p lo y ee  R e l a t i o n s  S p e c i a l i s t

In  i c c o r d a r c e  w i t h  p a r a g r a p h  1 3 2 0 (m ) DSS E m p lo y e e  G r i e v a n c e  a n d  A p p e a l  D i r e c t i v e ,  
you  a r e  h e r e b y  a p p o i n t e d  to  s e r v e  a s  t h e  E m p lo y e e  R e l a t i o n s  S p e c i a l i s t  <n th e  r e v i e *  
e r i  s : t t i e : . i t a t  c f  t h e  g r i e v a n c e  s u b m i t t e d  by M r. L ak e  E r i e  H ig h  S r . ,  B u i l d i n g  D e s ig n  
A s s o c i a t e ,  S t a t e  O f f i c e ,  C o lu m b ia , S o u th  C a r o l i n a ,

I n  c o m p l ia n c e  w i t h  i n s t r u c t i o n s  c o n t a i n e d  i n  p a r a g r a p h  1 3 3 0 .2 ,  you  w i l l  p r o c e e d  
w i t h o u t  d e l a y  in  e v a l u a t i n g  a l l  f a c t s  a n d  i n f o r m a t i o n  c o n c e r n in g  t h e  g r i e v a n c e  s u b ­
m i t t e d  by  s u b j e c t  e m p lo y e e .  Upon c o m p le t io n  o f  y o u r  r e v ie w  a c t i o n ,  y o u r  d e c i s i o n  end  
re c o rrm t. n a t i o n s  w i l l  be  s u b m i t t e d  t o  t h e  E x e c u t i v e  A s s i s t a n t ,  S t a t e  O f f i c e ,  DSS, i n  
w r i t i n g  v i t h i r .  f i v e  ( 5 )  d a y s .

S i n c e r e l y ,

E x e c u t i v e  A s s i s t a n t  
t o  t h e  C o m m is s io n e r

P J :g w

c c :  M r. L ak e  E r i e  H ig h ,  S r .
M r. H a r r i s o n  R e a rd e n

-

s.

r .O  Co* 1520 / Cobm bl i 5«u»h Cotobna 2v<0? *C%) 753-3244



SOUTH CAROLINA DEPARTMENT OF SOCIAL SERVICES

/ e ^

COLUMBIA, SOUTH CAROLINA

A u g u s t  5 ,  1977

M emorandum

T o:

From :

M r. W a l te r  W i l l i a m s
p e c i a l i s t

Roy f .  L o v d , C K ie f  

D i v i s i o n  o f  P u b l i c  A s s i s t a n c e

S u b j e c t G r i e v a n c e  -  M r. L ak e  E r i e  H ig h ,  S r

P u r s u a n t  to  y o u r  r e q u e s t  c o n c e r n i n g  t h e  g r i e v a n c e  o f  M r. L ak e  E r i e  H ig h , S r . ,  
t h e  d e v e lo p m e n ts  s u r r o u n d i n g  t h i s  c a s e ,  a s  I r e c a l l  th e m , a r e  a s  f o l l o w s .

When 1 a ssu m e d  t h e  p o s i t i o n  o f  C h ie f  o f  t h e  D i v i s i o n  o f  P u b l i c  A s s i s t a n c e ,
M r. H ig h  w as an e m p lo y e e  o f  t h e  D i v i s i o n  a t  t h a t  t i m e .  I t  w as some m o n th s  
l a t e r  t h a t  M r. H ig h  a d v i s e d  me t h a t  h e  h a d  n e v e r  r e c e i v e d  p e r m a n e n t  a p p o i n t ­
m e n t .  M r. H i g h 's  p e r s o n n e l  r e c o r d  d id  n o t  r e v e a l  th e  r e a s o n  f o r  h i s  n o t  
h a v in g  r e c e i v e d  p e rm a n e n t  e m p lo y m e n t. I  e v a l u a t e d  h i s  p e r f o r m a n c e  a t  t h a t  
t im e  s o l e l y  f o r  th e  p u r p o s e  o f  g i v i n g  h im  p e r m a n e n t  a p p o i n t m e n t  so  t h a t  i f  
n e c e s s a r y  he c o u ld  be g r a n t e d  l e a v e  w i t h o u t  p a y .  My f u r t h e r  r e c o l l e c t i o n  
i s  t h a t  he w as h o s p i t a l i z e d  a t  t h a t  t im e  a n d  s h o r t l y  t h e r e a f t e r  w as g r a n t e d  
l e a v e  w i t h o u t  p a y .  He w as l a t e r  r e i n s t a t e d  t o  a p ay  s t a t u s .  A t a  l a t e r  
d a t e ,  a d a t e  w h ic h  I  do  n o t  r e c a l l ,  h i s  p e r f o r m a n c r  w as a g a i n  e v a l u a t e d .
A t t h a t  t im e  I recom m ended  a  s a l a r y  i n c r e a s e .

I f  I c a n  be o f  f u r t h e r  a s s i s t a n c e  to  y o u  i n  t h i s  m a t t e r ,  p l e a s e  f e e l  f r e e  
to  c a l l  m e.

R T L :v
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SCJTH l \ ‘.C! l!A CEIACFI'FU t f  SOCIAL SEI.VICES 

Etployto ! rrfcrT .m o Evaluation

l - r 'C U ’T.:

1(,„ p r j r . . y c je) 0{ the Er.pleyre 's F o rb r-a .e e  Evaluation report is  to a s s is t  in 
estiva ting  d i  ir, ..i■ '.e ls  to ogerr-te t-f•.iciv*»tiy pro t f  c ik v e ly  by irp ro d n g  vgri. perfcrsanic 
of individual taplayccj. I t  nay serve several purposes, s.ch as: - •

A. In ferring  the employee o f t i  e su p u n ice r’s evaluation of h is  

perforrance.

Fi. Insuring that the c '-loyoe p a rtic ipa tes v ith  h i: supervisor on 
the evaluation of h is perfec .snei.

C. Assisting in searching for causes where wort pcHcr.-.ance is  loss 

than s& iisfactcry.

C, A ssisting in planning for inproveront in areas where i t  My to 

need. 3.

[ .  Encouraging the orplcycc to pm ferr at his very te s t.

’ p. Assisting supervisors in tnuwinr, th e ir employees t e t t r . .

A ssisting in r.utir.g verf a ss ig '-en ts  and delegating ’ t c p c - s i t i l . t . t s
by focusing c.n crploytes1 sh ills  ana a b il i t ie s

Improving siyc rm o r-e r r lo y c t  c ir .n r .c a tio n s  ;-d  re la tio n sh ip ..

G.

II.

llocuncot ing support fo r  r u e m n d a k e r s  of a nature c c n .e rr . irg  
s a la ry  ir r r ia s e s ,  p n  . ( io n ,  h a n - . it  d o r r t : i ' , nr c i t ’ i s s - l ^

rrf 'K  c Ft” 1 l^VCh'S:

VuO A Report of F rp b /e e 's  Perforrance (valuation (CCS-bl?) w ill ha prepared 

for a l l  t r .  loyror. e>ec; t:

[rploycos v ith  temporary appoinl-onts.

B.

C.

0.

frploiiCS v ith  c.-.trgu.cy epnjir.treM s. .

f r p l “/c<s .'anointed te r lin ited  periods of p - r t- t i ru  duties (la ss  than 

12 b s ) .

I r .p h i t : :  with c p c i f ie  :p; oi. tcicr.ts to f/:r.n t j.tsi tiune by artcr.t
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The f!tp r I of bi-plover1s Porfer,-mee f valciliert (OSS-43?) I:»$ hern revised for 
d i l b t l l o n  by i l l  supervisors ir. t ’c pcH om nc c rv.••tost ion of all mployces in lb* South
tcrolina D e p a rted  of Social Services. This ferr i?  divided into two (2) sections.

1531

1531.1

1531.2

1531.3

1532

153?.

1532.2

1533.3

1r?.Q

15U

I topicfp general tied mfomaficn required to Le submitted.

2bd_Li-b2«lS id e n t i 'i r ' tf ■ ten (lu) pcrforcance evaluation c h a rac te ris tic s  on vhch  all 
H’i lv /css art to r , rated.

S." . ’ I -  TS icc.ntif i a: five (3) additional perforr.anci: evaluation ch a rac te ris tic s  which 
v ill I? r .C 'd f i .  -;m;('?,ent . - J  supervisory personnel. Space la s  torn provided to 
idd other f tr fc r - .-o e  characteristics d e re d  rccassafy by tnc individual ra te r .

tach ptrfcm snce evaluation charac teris tic  has five (5) levels of progression 
ty »hich i t  is  to be evaluated. For use by rating and rpvi'-wing supery isiors, tach level 
is described v ita  e.cnples of vh.it should be considered ch a rac te ris tic  of that factor.
In II.u evaluation process, if ,oi agree that tor 0erfcr-3r.ee equates in general to the 
c v ; l c  or eia-ples described, chock the rating for t la :  factor in the space provided.
Yc1 ray, i f  you chouse, use your own words to descrite  the perf omcnce evaluation of the 
employee. There s ; c c  r e m its ,  insert your wording in the apprepnatc place; if  space is  
r.ot available, attach 0 separate page to  the fern and properly cross reference to the 
changes added. • • y •

Sactinn I I  is tc be used to record a nara tive  ssrstary of your evaluation of the np lcyee 
and to n k c  specific rccomcndatior- for career progress as veil as for salary  increase, 
pro-oiio.:, or other .-hinge. be 3S specific as possible, but be objective and coer.-ninded 
became th is  provides you the opportunity to discuss in d e ta il the employee's strenglhs 
and/or weaknesses and to provide rt.c-..-.endatior.s fla t will -activate h is to  operate e ff ic ie n t­
ly  and effectively .

Section IT also includes an [value*.: 3-r—ar y which requires the rating authority to assign 
an overall jd icc tiv sl -aling for ii.c evaluation period keeping if, r.inj that not a l l  factors 
have the ss'.e significance in ro la lin , to the d ifferen t types of positions.

A space i:  provided at the end of this section for thn employee Io have h is  own 
cements .'.b-eut t c supervisor's evaluation recorded m writing i f he wishes. I t  is  rcto-.-.endccJ 
that i f  the irplcyrc desire; to add his co—ents tc tl.i form as a ra tte r  of record, he be 
requested to svb-it then to be typewritten on the fom . [rployecs w ill be requested I" sign 
or in it ia l  ile evaluation fom in the space provided, which will certify  that the performance 
evaluation has been dis:»sscd with fit'’.

I f  the mclcyec does not wish to have any cements, recorded on the pcrforr?nce 
evaluation fers, he should be asked to sign or in itic l in the apprep-iate space at the d o se  
of tl.fa in torvio . Io ce rtify  that the evaluation was discussed with him.

✓

rSCutTK'.bh'y r»Prci Pecauso in i t ia l  appointments are nafc lor a probe! io-pi
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frrJc J  of c i ;  (6) r.r-V' satis*. i f  e 1 on a pom -en t basis leycr.d 
f - a  p rio ri <?«;*;•:j; cco" s '.:*(.xfa-y v?r» p P r a n c e ,  a ll ra te rs  are iccuircd  te 
prrpari a cc.-pltf I perse* •-.<•« a  is a t i n  rcs-crt ("$$.4i?) ;<.«• t;sh  new c-ployrc a t 
use r.ac of ihc t i l t h  (Mi ) .* ■ u or tf-rvicc-, hnvc i t  reviewed by the proper rwiewing
fi’lhcrity , d is t’Jss i t  with the i -p lu e e , and sub-,it i t  to  arrive  ai . t s  destination  at 
l a i d  f if te e n  (1:<) r '- i r, p rior ts  the co-p lo tisn  o* the six  (6) nsnih probationary psriod.

.vos•>al If  P  • probationary evalustisr. of a new p-,aloyto 
be granted on additional wort period ctis  ! •rod• j l ,  e-clcvse'

Rir.cty (s'0) d .,5 . i i  .s  i t -  .ion - i s t  be mco* j  and will L? 
r;>rovfd only t . t r .r re  is  r;. *.:n to expect that t' ■■ rev e-ployec 
can r  d s i l l  i \n ra /e  in P xra  areas ir. which 1 x  is ( '- f ic icn t and 
p tta 'r , '.ho le .  '  c f k i s s 'u P r  r , .  P_? n t r  __ fo r  a ..n ine ty
(90) e » ts -s i:  ":s_p Lc_s." ~ ifp  'c_the • '.;r3 ti '. 'e _ c r  .•] rrs  
i . . .  . .  •. . _ l i v/. her ■, if
i!,i extension is c ? ; .* r r u  in by P t  " e r i t  i y s t f  iw e rv isa r , approval 
'. i l l  he gran tsJ, k i t h  w i l l  n c c c s s its t-  a rev p 'rf .r .an ce  evaluation 
ferr. teing rade. her Pro i . ’ j i i i c a !  n in e ty  (>*•) do. period,. I r i s  should 
bo dune in s u f f ic ie n t  t i * e  fo r  the perio^ance evaluation fern to he

/ /

’’ f  
!■(

* r l  vc
rv

i t s  c l i p ,  it  sestinafion at le a s t f if te e n  (l> )s s l 'i 'P e d  to
days before t f ' end of the nx te-sier period., foil-swing a p e rfe ra n re  
<?• .P 'n tic n  vsting of Satisfactory  or stove, the rp loyee will te  
granted fi-rrm r t s ta tu s , fcllowing a perfor-arse evaluation ra ting  
at th is  t ire  of Marginal, inc ep loyee ray, under exceptional circum­
stances, be cranted one (1) additional ninety (53) day extension, nay 
re  dr-.eted c"J reassigned to an existing vacancy in a le sse r  c la s s i­
fies, tior, for which ha ray he qualified , or ray t? tem inated frpn 
rr.pley ?nt, I. the evert an employee is  granted the additional ninety 
(9C<) <f?y extension or is denoted with rcassi enneoi, a follow-up 
prahetionary (-'.xluntior ru st be rape in the sane runner as for the 
in i t i a l  pre - t i f ' . - y  .va luation . AncPer f'argirsl evaluation ra ting  
s i  th is  t i “O s i l l  rc su il in Icninration of enplsy.ent.

I t
t  t

> •

« new c.-piayvc vne recr.ves a purtorranceB. 1 ■ -p : - ' " -  • . \  k  t
c-t ' v. lion f .  . • •. ■ ; ..at -j fa r h is  six (a) ra- P p.-ohaticnary pericd
i -y r a t  t s  ct ,‘. . i  ?n e x t t r u ic *  and h is  i- p lo y - , . ' :  . .s t  t . i t o r c ir x tc d .

1%2 f*'-*v.j • rC;.j]ar r-.P  ’"•.an..'' evaluation report is  to te ccnletcd for each
employee on t o Iv d v e  ( P )  rv*;hs' j r r jv e m r y  of the date of hie la s t regu lar or 
p rf ! r tic r» ry  evaluation, li peri'er-sicc . valuation torn should t : co-pleted, reviewed 
by In. rtv ii.ino , ; P a r i ty ,  P i.u s c  f wit' {! r employee, and sub mi red to the o ffice  of 
record at le a s t f i tte e n  (i? ) days tr io r?  t 'c  end of the twilvr (li.Po.nth period.

r f .- r r i T l  r - •'l • P 1 ■ 1: i~ Khsn r ptrr.arent rp lo x e  receives a 
regular rcr:cr-. t vai . a i i f  of ".crcir.cl, a s ; v .  l service evaluation 

■* ( I r tc r i* )  r uet !" rr,-pared a fte r  a rcriod of six ( ) ronths end for 
tho to ll s i '  ( .)  -enfh p r ie d  if  ‘'c  is  s t i l l  rfed  as h a rg i 'n i.
A fter t .o  (?) S iCfS'ivc ci.p (In t« rin ) cv a lia io rs  of K argim l,
the t 'p ln y tc  r r t  f i b  er t t ' - o ’f.J sod r r a s s i r *  f : ' or ex isting  
vacant i i s i l i .  i ir  . I ts sc i c la ss if ic a tio n  tor »- i •« he ray to

?  f 1 ■ -'



purled cf ?> , ■' cu m  nation
t;„.i period .■?' ,ds ■ 'liu fam : ,■ vuri

•lay-ent on a p .•r.-?'..-nt Lanis. t»ycr.d
; > - .r.ce , a ll ra ters are required t?

prrprr, e coupietH  r rfcmunci ■ . •’.•..•.lift i ■ .--I foS-Cv?) im  tub. new mplo,.-o j t  
the C.nd of t. . f i f th  (1th) s o v ie t ,  have i t  reviewed by tr- proper reviewing
ftlthcrity , discuss i t  v ita  the ; ;,1 ye?, and sut it  i t  to arrive i t  i ts  destina tion  at 
l e f t  f i f t e e n  (15) bu.u p r io r  b  i r e  c o * ; l i io n  o f iha s i '  (6 ) month p ro b a tio n a ry  p e rio d .
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J iZ fn lu Z liiJ l '- i- -u l f - r . r e tn t im e r y  evalw licn of a nev mployeo 
is  i i 'n ia d ,  f a  cmsloyov te u.?n;td en a d d it ir a l  .;e>rl period of 
n inety (50/ c'.,.s, This t u- s i .a - js t  sc r fc o — ciu u J t,.d w ill ba 
tp p - jv e d  f l y  i f  • 're  is  ru k  b a t  t> ? nev employee
to n  end V ila  i ' p ' u , ;  it ;  t r .  urea: in  v - ik n  : e i :  • f iu ic n i  and
r t t a i .. the lc .  1 c . b s ; is ' ;  . i t ; T ’r ;  r m - —  -
(  C ' . '

J d . i . i;n  i . _ .i . f  I f ' ,
the txtension is co -cu rrt. m . .  ’ '••• " e r it  System S uperv isor, approval 
v il l  t i  grentud, v '- . i i :  v i l l  r c c e s s ib t -  a re-u purfim ance tv a lu a / io n  
torn Lein; r sue ip - r -  pddi.ic •..! ni-.rfy (?',) day period, This should 
l«c dune i- s - i f i c n  ; t in e  f.u the perfa—ance evsluation fe r r  to be 
s u b i t te c  to :- ;fv e  at i t s  H irn S  d tr t in a t i a t  leost f if te e n  (15) 
d 'ye tafcrc  the end cf the a 'lcnaim  pmfod. fsll'v ing  n pertumanco 
pv.)lunticn rating of Satisfactcny o. amove, the raloyce w ill ba 
granted remanent s ta tu s , fe llo w s ; a perfem ane evaluation rating 
a! th is  tine of ha-ginal, the mplcyee "ay, under exceotionni circum­
stances, be granted one (1) additional ninety (>3/ day extension, ray 
he dim tcd end reassigned to ar, existing vacancy is a le s se r  c la s s i­
fica tion  for which ha nay te  qualified , or ray b? fcminatc-d from 
employ :r.t. Is t a event ar t p lo .ie  is granted the additional ninety 
(SO) day cx ir.n s ic - c r  is  denote, vii! reassign* H ,  a follow-up 
probationary e,aiu . i im  must te  : in the sa-? runner as for the
in i t ia l  prc'.atienary c v a b s i i 'o .  Another K a-a in ;! e v a lu a tio n  rating 
a t th is  t i r e  v i l i  re s u lt  in tem inaiion of em.pl3.--.cnt.

f t
if

V

C. t ' ■ ■ -• ' ' -• •*, a performance
Cv.ull l.an oi . .s .t i r iu u tc - j  for1 six (c) rum." erciatim .ary  period 
r.-y no! te  grunted rn exUrnric: and .Is employ . must be tom.ir.ited.

f f r 1''.”  f ' PMT 1 reuular te r:.m o rn ?  cvaluaticr report in ic tc cculeted for each 
mplvyre en t 'c  twelve (12) months' anrivers.-ry of the date ot h i r ia s t  regular or 
prob tic ften  evaluation. In. perfcr-anct evaluation fere should : com pleted, reviewed 
l.y ti rtvierdng u .'f  unity, risu .rrcd  < it‘ t 'c  emioyee, and suborned to the office of 
rscorJ a t le a s t fifteen  (15) d^yn te fc re  l c end of the n a iv e  (1^)oanth period.

A. Ifarniml f ..? .. V'.qn s rom am nt c 'c lm a  receives a
regular pcricm u 'c i e . a i . a t i r '  of .".iruinal, a sp tu il service evaluation 
( In tc ? i ')  n .s l h? p -rm re i a fte r  a period of six ( ) re-iths md for 
the fo llu v i-i s i r  ( , )  u . ••ric; i f  he is s t i l l  rted as harg irn l. 
After tvo (?) s .-c fs iiv e  special ( I r .b n o )  cvul.aiuns of h rg ira l , 
the c p le y tc  ru st e iV »r t(  , f o t t .  and rean siu '4 f !u nn ex isting  
vacant position in a lesser c la ss if ic a tie n  for i . i r  h» r.ay to
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qualified  or tern ir.j.ed  fro i fp le y .e n t .

. K ,  * -B. V-; :t?rv - t-r." A perrsncr.t c p lo . '.c  who receives a
regular p eri; ” a--. • af.cn e: i'n 'atist' aeb ry  le  t r - 'n o t e d  iron
enjjloynrni. V ac ■ e * c tp ': , ia l  cir•..•-ttanres ?-d with the approval of 
the appointing a .- . . , ,  concurred in by the ! V i t  f.-stc.i Supervisor, 
ho ray La u v o ta i : J re.-!S i./cd  to an n i s t i r . j  r  cancy ir  ? c jj-.a cr 
a r .o f .r  a : i  cy, a k . i . t  to the cc-plelioo cf a srtia fac tc ry  n’'nety (•?•) 
try  | ' f . : ' i : . - : - ’-y y i - k d .  Fcr t ; is t , ,c  a t t i c . ,  . p ,  a tio rsry  c .- lu itio :i 
repart : j s t  tc  ccp l'-fcd  in tie  s:*s r.,-,nr.tr as for e r .< p -o ta iie ra ry  
coployta.

I ld £ 'T u P P f f i

1.1 An TntcrIr. Report of Er.ployeu’s Evaluation vdll be prepared under tho folloving
c irc r r tc a rc s *

A. hr.cn an employee changes fro*' one job class to ancthrr,

C. ty.cn an tnplcyce lwo.es the agency, c ccpt i f  b is ts .-ir.a tio n  is  within
30 days of the date e i h is  la s t  re g u la r o r  p ro ba tion : ry evaluation report*

C, then the ir-cd ie tc  supervisor of an enplevoa chsnn-.s (The In te rin  Evaluation 
would be prepares by the fo r-er supervisor ir-tifiu ts ly  p rio r to the chance; 
th is  would ire lu cc , h r  eienple, l-fer-. a supervisor le f t  the un it ir, which 
he works r r  before :• employee t r c .s ie rrr  j  to another unit or organization).

D. In  accords'*.e with • -3 •■3.-' 1542 which s t a b s  flat when an employee /
ro c c iv s  a f t .- . ln ’- p ;r f ;r " £ ’:.c cvcl... ik n  of i’.jr;ir.r.L an in te r :*  evaluation p /  
r.-jst t e  r" '-  - re ; r '  a period of si» ( ' )  r-er.tbc cad fcr ’.he k i l o , dug
s ix  ( t )  a .r 'f ,  p n ie i  i f  he is s t i l l  rated as far,jfr.al.

,2  In te rin  Ftports of Evslustien wi1! be prepared and p rc c ts sd  according to the
procedures fc r  regular ar.J P rc .a th  pry reports.

Raters v ill give due co-1 si Carat ion to Intcri* Reports ir, preparing a Regular or 
Probationary Report.

FErffl f ” ' j y ;  f«; [I y - ' ’ : y  r'-r r jrp  vip'or/.wr

Step increases arc to If  t :e—er.de t fcr t ': s e  c 'p le .r r s  . to p e rfe ra n re  is  
Judged to t c  Satisfactory  ci b e tte r, Therefore, a'y c -p lc u c  s' 0 1 • :.e s  a R eu te r c r 
Pre ta t ’ aa.ary perffim- co fw aioaiitr of f a . - i i a l  cr Unsatisfactory v i.i 1 at tc  considered 
e lig ib le  to r a step  irc rea se  for ib.it period of service i*r which • jc tc irg  ra ted .

I
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ih; p r io n  I'-.a has i" td .a t<  f i r s t . b  «  iu, t r . ' i $. ry rer - n t i b i l i t y  f r  the 
employer, t*o e ith e r  daily cverctes, reviews, ar.d sheets the work of the e j l o / ' f s ,  
cr vh? is  ' if closely a r  i-tc-d with his doily p c rfc rrs rrt during the cvaluatien

1 t ;  the I ; ' - . ' . I . i s  r p h p s u id  tc the rating i ty  th-.t tha 
f tbs c ’ p lo y tu  <nr a "on he is rcspo -sib lt is c u r t i r u i n j  dav-lv-Jay 
rrauld ' r u  t,-,-? .-.t recast?". to tilt, with tt. t -ploytes about t r ?ir 

Crcotcss, th; r ci t ie r s . <-.1 .or b r - ;  .;c. I'o should u ' . .Oil ti.c ' on a t iM y  
t i s i i  if-.n.vcr iu. i r  perform . c» is  e ither defic ien t or co—•• >d.L:e. V -ittcn

r ' t'i • 1V v» .
CVjlui'l
process.

•mr. .i • r.- r f  such cc-nso’ i.-g in c id e n ts  and ic ld  f i r  r tfc '-c n c c  in  -------

: ( r - - ., ; i . If the ry t in j  i th e rity  retchw the tend«ston that the
overall p u r .'n f in rc  of r.n fp io -  i ;  .rat resting  the perfcr*i'.ce standards " d  
that the p irfo r-’P.ce evalu .ncn  rating  af t<  t i r e  of an evaluation period ur.quvsiicn- 
cbly t i l l  tv t - i t .  S a tis ’ etc . unless noticeable improve* f"t t r ie s  d a c e , he should 
notify  .he tmplo,o: of th is evcn tud itya t :eest three ( j )  'o n < " p-ior to t^c t iro  
the e v a l u o ! ' . i s  cue. It v a le  he id . j s a t i c  to notify  the tn p l t / f e  c s rlie*  if  
possib le ." /• person tc H -.nn n c t .f i-a i .c n  should he confined with a w ritten hnben 
cf V anins using DSS For" » ' : U . f-p lc /e e ’ s Special Performance Evaluation, with the 
original given to the t-p l .e concerned, one copy retained by the rating  authority  
and me fervardt-d to the State Office for inclusion in the ind iv id u a l's  personnel 
fold'..'. II- h ■ - ~ ■'• sh. jld  inforn the employee .«.;e‘i f ic i l ly  c< the f&Lc.ir.g:

A. Kov h is  performance fa ils  to reel rc q u ir ro i 'ls .

F. Mat he should do to inprove perforsante.

C. That he 1 < - the opportunity to bring a! nut that i rprovrr.ent ;

pt p * t  th; £.,c rv iro r  ,-rd perhaps other* in the agency arc available 
and v i l l i :  j to  give him assistance  and further tra in ing  i f  need be. t

[ .  l e t  he will receive a f a r g iu l  " Unsatisfactory evaluation i f
his perf-u n te cues not i - ; - c .e  su ffic ien tly  tc cert the sa tisfac to ry  

requirement.

In the actual perfor-anre evaluation process and the cr-p letion  of the overall 
evaluation ra t irg ,  the r - i i rg  a • b o o ty  shnulu approach the task seriously a«d objectively, 

keeping the fc llo v in j points in  nindl

Thai the evaluation not be influenced ty personal consideration such 

as porsc .il leg a lly , friendships, or prejudices, 

c. I - t  • ■ 1. ati< » re fl tt e actual i . stained perfer-arze cf the

porsc.il
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employee over the rated ivriod and is  not based upon isolated 
in s tin c ts  of fa ilu re  or su tc iss .

C. That ra ting  authority dors rot sect t ' r  advice of others nor is  permitted 
to te  unduly influenced by others who 'ay  he opinionated or biased.

P. That the "ated '.croon's e. 'o i l  pcrfr.t•• snee i t  be;*} ejepared v ith  and
related t: tha* of other c .lo y c e s  with *?-parablc dumps and re sp o n s ib ilitie s .

Upon completing the perf?r*ance rveluetio; for" which includes the evaluation 
summery assigning t ke overall rating , the rating  a.-f-.-rit/ co u ld  sign the report and re fer 
i t  to the proper re v ie w ;* ; a u th o r i ty .  I t  is  recom'evdeb that to the extent possible the 
rating au thority  and ihe reviewing authority n.eei to discuss and review the appraisal.

As scon as p m s s itle  a f te r  the performance e v a lu a t in ' farm has teen rs n p le tc d  by 
the s e t i - }  a u th v r ’ ty  and r c u m m : by t H  r c . te v : no au th o r i ty ,  the ra t in g  a u th o r ity  should 

schedule an ;a te rv ie w  w : t f  the employee concerned.

As the fine1 step , the ra t in j  authority  should complete Items f5 and f’6 on 
Section IT of the Report of f r p lu . te 's  Per f o r  an cc [v ilu a iio ' (C?3--3?i sun*ari2ing the 
employee's a ttitu d e  toward '.is  own work progress and toward tor r .a lua iion  i t s e l f .  After 
securing t ' s i cnature or in i t i a l ;  ot t 'e  m plr i as 2:1 ?e*' owledte-cnl that tr>e performance 
evaluation has teen discussed with h r ., the co-.-lcted for* is  then sent to the State Office 
where i t  shell be filed  ?r> * p; rnaneiit record in hie personnel f i le .  I t  is  expected that 
very few r-ployr-es will s ’hievv a perfer*.*.nee e v a iu ric n  which cc—.ands an overall rating  
of fteritcrious. ire ec-nferrirg of such a r a t i ' o trouid r  » r:*e honor tas.d  upon exceptionally 
outstcnr’lng perfer*.; c of serv ice, Fr* V is  -eason, if  a ra ti: '}  au verity recommends an 
overall ra tin e  of fieri to- .cuu for an c“.lc y tc , >-e will pre—r. and a id e r  to the Pesort of
trployc •f n tv ;lu a iio *  a w r i te r  c r  ' t  f  t explain?';} sp ecifica lly  the
c ircu 's ta rco s and t '.r reasons wny such an overall cvalu .r/c  is  warranted, as compared to a ll 
other c 'o lcy fcs with c< 7 . .ruble duties «.rd 1 vs;?*niu:l i t ir s .

FtHP'/i';: > 'it ! ? ! it y

1I

1

The reviewing au thority  shall be the supervise* 'text in  line  of authority 
above the ra tin g  au th crit. w'o has personal knowledge of the general performance of duties 
of the employee being rated .

If  tho reviewi* . au thority  disagrees with t r  questions the rating au th o rity 's  
evaluation of ■?".,• perfor- ;e  e /a l .a lie n  arct ter is t ic s  or C t re n o r-m p t evaluation 
su*cary ra ting  i ts e lf ,  every c i te r t  culd be *.ide to reconcile ihe d i r c r in ;  points of 
view and, i f  the c.al at io* of tl> review:*.} au th a rit, in am ied upon, ‘he  *2 ting cu tharit 
shall r<  e the recess vr y c ' m  ;c or c h i '} 'o n  v  e Paper t ci i npl a. ':  01 ic  ante t vab.at
lho revi.wir.c autncrily u h .ll rot dunce the ravines c: o.iy 01 th< per;' mcnce evaluation 
charecirri s t ie s  co the t ,  f p r - j • co 1.a i - i t i  su "ary  m i r. of the rat ng authority . If 
a d if i .r ie tv  cf opinion c >t ic rrcanciled , the rev-cvin* o 'th c r ity  t y accede to the 
evaluation given t ,  the i. t ir .j  autl.p i.ty  without co**cnis or he ray a t. ch a separate 
stu ti cat explvinini {nr area cr areas ii. which he d ir. / r e s  and V c n  ?ns th 'T c 'o r ,
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Tf.b rc v ie - ir  g ..i t1..-b y  - b . l d  cc 'p le tn  the renew of any perfornnee 
evaluation fern ( ? . r A 'i t t - d  t- sign the f o r ,  cr.d rerurn i t  to the ra ting  

ayiiicrjty  in  tne nasi e*ped’ tic u i : ’nr.-r.

f H f , - r , T - - 7 l - ...r - , - -  ■

]_ A personal interview v'tl- t c crplovc. being rate.' is  pa: apa t  a ran i
ieparten t step ir t: • ocrfor-ar.ce evaluation rroor.:-,. i.h- rating s-.-ih: ity  should 
prepare h ir.self c a re f.lly  in edvo'se of tn? t - ' - k '  and di -ay ce helpful for hia to 
have nates a to .i  the factors re la ting  to the c -p l '.e e 's  work porter -rsc or personal 
c h s rc o ie r ii t ir  which hr feels should oe discusses jn sc'sv.'ut n.orc dctui; t • -1 is  possible 
cii the Performance fvaleatia  Fern. Ey no means should the ra tio? outborit, r.;na?*liM  
the conversation; instead, i t  should tncourag the e'ployee to do aost c, the ta k in g , In 
canv ccses i t  has teen found that the overall effectiveness of employee evaluation in te r ­
views can ho increased through u til ia a tic n  of the following s jid tlin a s :

A. Schedule a lin e  II at is  ro sl convenient to both the crployee and the 

rating  authority ,

P Arrarge for the interview to t r  conducted in co’ p lt v privacy.

C. Kake t 'c  e-plovtc aware of th . re .: and purposes 'e r th.a interview .

p Use fm ’ct-cente••ed rc th jr  then th" ir dividual-coni•:• cd t.'pransl. by
d irecting  co—onis io the rccu irc 'cn is  at Ve gob its e lf  nn t •- u~o*:/<’? 's 
ptrforrancc in re la tion  to t;.asr rr '.u iro rm ts , t'c rat allow t i t  in tarv iav  
to develop into a dialogue of personalities.

E. Maintain a c a l”, uncratienal a ttitu d e . te  tcraidc-v lt of the trplcyee 
and peir.it iiir to preserve h is dignity .

F. Open your interview with r o - r n ts  a b u t  the enpleytt’s strengths .mJ 
plus fac to rs. Co-plircnt h i” on any notwo-tby accrpiishn.tn ta.

G. In discussing we: trusses or dofic irnaies, r p h a s in  the point that i t  
i s  your concern and the concern of the O aurtnent la give bin whateverr assistance ”sy be needed to i ’ prave and teco'c 'o re  .ro fia ie  ; t .  hole

.  * specific  suggestions for irp .o v f  m l. Offer constructive c i ; t i c k ” .
Give the t 'p lc y ie  a“p !t oppjrtunity to c a re s s  l.is c.n feelings concerning 
h i;  Geficicf.cscc a-d lead h i”, into v u lu n tiir iir  b is 'r .r , i oughts ?.s to 

• how be can improve. 11

11. Po not divulge the per fee  a w  r,:«ii s cf o lk r  e-pl:wtes or discuss th e ir  
perfere jnsf. . Snow: the I 'v lO jie  during th liisaust-.'ii . i t t .fp l to corporo

peir.it


e / / °

to lu o l f v iih  others a..d discuss his performance in re la tionsh ip  io 
- - t i n t  of o tte rs , r«*nircl hir. tac tfu lly  hut firmly that the purpose of 
•-fhn j r . i - iv i r ,  3t  hand is  io discuss the evaluatie- of h i:  p:rfcrrance 

... -rlruua.

X  Tte not ’•r'-.f y-.ruf.-;r37rd previses of salary ir.cretjes, pro.-.:liens, t r  
•. a t b r  rewards.

1 5 & 2 ' Conclude your interview  in  a f r i t  dly aanrer by:

Sv..*'arizing the c - p x . j t J s  e t c .  p s i* ..,

■& T.cassurfng years e lf  that the employe? understand? all c f tfca ra ting  
ch a rac te ris tic s  and your evaluation of hir. in rslru.ons.nip to  those 

T stir.g  c k r r c tc r i s i ic s  an: that h is questions have :non answered to 
—th :  t e r t  r f  your a b i l i ty .

' X  . > 2 a plan viih t b  c-ployf" for h is inprcvvnni, i f  necessary,

JL fisressring the moloyee tha t fu ll consideration will bo given to  his 
■ rca sw irg  and suggestions and that you have a genuine in te re s t in  h is

da.'altpiSii'it.

Tf e i th e r  you s r  t b  cnnleve.- f* jls  that i t  vculd t?  beociicial, schcsuio a 
•fd lv i.j.n  discussion a t  sons l a t e r  oat a.

1564 r v i : ' " ' "  •• • . j r r

A f 'c r ie m n rn  Evaluation P- «i ro*ritteo  / i l l  te  desi'natrd by ti n Ccn- 
'  r i '.s fc .u r tn d  -h a ll Java the  fp lio v in j re sp en sib ih tie s :

/  "T o m b s-’ r r r r r t r  of pcrfor-3ncc evaluation ratings and -.•'•■e c r- ta m  that 
• ra rs tra b ly  un ito r- standards of ce<-fo' ance and evaluations have teen 
■, •Lailc.ta c r  i f  not foilcvsd have bacr. U i  aquately exuaincJ.

2 . Io  revic < a l l  requests f r r  e -p lo y m  for rerr-s.i - . - . t i c - of evaluations 
■and to  r e r r - n n d  proper adjust-ents, i f  tarranteo.
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J . r .  ’v i o  li- •'»
" 4 5  r  r . . . Dt I v.i 

.S t  .■.>!<- 2 5 .  C . z 1

D e a r  I '. r ,  -hi

£ •  :•> I I  o f  th  2 V j p o r t t f a n t  * 1  S o c i a l  £<r.-’i c e »  O r lo v - .u c o  P v o c a u u r e ,  t i e  i ? .v o 3 t i  , s t i u n  
. ■ r f i c  . 3  b e tA  4 G 5 ? le to d «  ..(.. x o x e d ,

f i n d  J/r.-.e I I -  , . ) c « u - 4 u c a t i ’:.'i a* — y o *  .« . h i c t e l a l l £ f o r a  Mo. 5 > 4 9 « d .
,  C . T •‘•rscu l C i ! r : i a l  .. - r v i e - a  C r i ' . v a a s e  . . c j u h u i c o  lfG O , f i n d i n g s  a n d  R e & x a ic n c a t l c a v  
f  th e  i r i l o y c a  . . c ' i ' . i c a a  f p c c i c . i t v t ,

I  ! : - • ' .  d l  J v o u r  p r i« '' 'a r - c 3  th o r o n  fcly  v r l fh  th o  ’b r . l o y u c  H e i a t i o a e  S p e c i a l i s t ,
pr.d k a v u  tx o u x - .a u  c e . e x i t U y  £ J s  r e p o r t  - c d  ..11 to c ix -o a ts .  t h e r e t o .

I n  v ie w  o f  t h a  f i n d i n g s  o f  thc» E c p io y e e  R e l a t i o n s  S p e c i a l i s t ' s  i n v e s t i g a t i o n ,  I  as. 
j h o l d l n ;  h i s  c o u c i u - i i t n  en d  rc c o -’r .- .e a u a t ic n .

Ke ha« a .v .y .8  e s d t a w r i  . t o  « - . r « s c a t  a l l  p t r t l a s  f a i r l y  an ti e q u i t a b l y  i n  g r i e v a n c e  
n a t t e r s ,  a n d  » 'J h s v a  t s *.3 co a x c * y - i c a  w i t h  y e a r  j ,r l£ V £ S c c i,

P l e a s e  f e c i  f r e e  t o  c o r t a c t  a e  i f  I  c a n  b e  o f  f u r t h e r  a s a i s t & c c c  to  y o u .

f i n c e r e l y  y o u r s ,

'4--.
• Cx t  C «i — S
E x e c u t i v e  A s s i s t a n t  
to  t b s  C o rx 5 is i .ic .u e r

P J td w

c c i  M r. H a r r i s o n  R e a r d e n  
C h ie f  c f  S t a f f
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I t  h a s  b e e n  v e r y  d i f f i c u l t  t o  r e c o n s t r u c t  e v e n t s  t h a t  o e c u r e d  
i s  n o  d o c u m e n ta t io n  b y  e i t h e r  p a r t y  t o  sh ew  t h a t  t h e  g r i e v a n t  w as 
c o m p e n s a t io n  r e c e i v e d .  T h e  f o l l o w i n g  f a c t s  h a v e  b e e n  d e t e r m i n e d :

s e v e n  y e a r s  a g o .  T h e re  
n o t  s a t i s f i e d  w i th  t h e

1 . Tiie g r i e v a n t  w as h i r e d  a s  a g r a d e  1 6  a t  $ 1 0 ,1 9 0  p e r  y e a r .  T he e n t r a n c e  s a l a r y ' 
f o r  a  g r a d e  16 w as $ 8 ,5 0 0  p e r  y e a r .  T h is  p l a c e d  t h e  g r i e v a n t  i n  a  15 m o n th  b r a c k e t  f o r  
a  m et i t  i n c r e m e n t .

2 . IThcn t h e  15 m o n th s  h a d  p a s s e d ,  t h e  g r i e v a n t  w as e l i g i b l e  f o r  a m e r i t  i n c r e m e n t .  
T he p l a n  o f  A d m i n i s t r a t i o n  g i v e s  t h e  s u p e r v i s o r  th e  r i g h t  t o  g r a n t  o r  d en y  a m e r i t  r a i s e  
o r  t o  g iv e  an y  p o r t i o n  t h e r e o f .  No a c t i o n  w as  t a k e n  to  g r a n t  a m e r i t  i n c r e m e n t ,  an d  t n e  
g r i e v .  n t  w as n o t  e l i g i b l e  a g a i n  f o r  18  r o n t h s ,

3 . P r i o r  t o  t h e  e x p i r a t i o n  o f  t h s  : 8  m o n th  p e r i o d ,  t h e  g r i e v a n t  w as p l a c e d  o n  L'.CP 
f o r  3 m o n th s .  T h is  w o u ld  c h a n g e  t h e  a n n i v e r s n y  d a t e  hy t h e  a m o u n t o f  t im e  w h i l e  o n  L..QP,

C o n tin u e d  on  s e c o n d  p a g e .

Form  
DSS Mar 7 7 E d i t i o n  o f  J u l y  7A i s  o b s o l e t e



1 1 3

4 .  Tl'.n r . r i c v n n t  r r r c i h i j  f i r . - . t  
s e r v i c e .  .u i« ,  x a u l u  b-s i . i  n m  w i t h  t h a  
r o n t n s  p l u s  3 e o u t n a  V -O P ).

n e r l t  l u c r e r - j - a t  o a  1 - 2 6 - 7 3  a f t t r  t h r e e  y e a : a  
r e q u i r e d  w a i t i n g  t i c .a  (1 5  c c u t b s  p l u s  l b

T h i s  o f f i c e  h a s  b e e n  ’- n e b l -  t o  d e t e r m i n e  
a p p l i c a b l e  r u l e  , in  c ; : . r : t  a t  r t a  t i .x c  : ,v r io u

t h a t  t h e n  h s a  b e e n  a  x ' i o l a t i o a  o f  a n y
i a  c u e n t l o n .
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