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MINUTES OF BUDGET AND CONTROL BOARD MEETING
NOVEMBER 16, 1977

EXECUTIVE SESSION

State Personnel Division Director Jack Mullins on this date
completed a poll of the following Budget and Control Board members on the
item of business described below:
Governor James B. Edwards (through Executive A ssistant Pettiss)
Mr. Grady L. Patterson, Jr.
Mr. Earle E. Morris, Jr.
Senator Rembert C. Dennis
Representative Tom G. Mangum
STATE EMPLOYEE GRIEVANCE COMMITTEE - LAKE ERIE HIGH, SR., GRIEVANT,
VERSUS DSS - The Grievance Committee findings and recommendations, along with
the complete record on this case which involves the "denial of merit increase,"
had been furnished to Budget and Control Board members prior to the Board
meeting held on 11/8/77.
The Grievance Committee had recommended " ... that the Agency
be upheld in its actions from 1/13/70 - 11/2/72..." and "...that the first
merit increase paid to the appellant be adjusted to 11/2/72, and subsequent
merit increases, if granted, be based on a 11/2 date..." and that "...any
compensation due to the appellant based on these adjustments be paid.”
The Budget and Control Board postponed action on this matter
at the 11/8/77 meeting pending further study of the case.
The Board members polled voted unanimously to receive as information
the Grievance Committee’s findings and recommendations in this case.

Information relating to this matter has been retained in these

files and is identified as Exhibit I.
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Stole Budget & Control Board
PERSONNEL DIVISION
1205 Pendleton Street

Columbia, South Carolina 29201

Jock S. Mullins, Ph.D. 803-758-3334
Director MEMORANDUM
TO: Members of the State Budget and Control Board
FROM: Jack S. Mullins ZMxxEc-K<,
DATE: November 1, 1977

SUBJECT: State Employee Grievance Committee findings and recommendations

The State Employee Grievance Committee held a hearing on October 25, 1977, on
the appeal of Lake Erie High, Sr., against the Department of Social Seryices, on
denial of merit increase. The State Grievance Committee met following the hear-
ing and rendered its decision, a copy of which is attached,.

Enclosed, also, is a copy of the case records along with the decision at each
level of appeal within the agency's grievance procedure.

The State Employee Grievance Committee hearing was recorded and can be transcribed
for review by members of the Board should such be desired.

Under the Grievance Act, the Board has fifteen (15) days in which to render its
decision dating from November 2, 1977.

It is the desire of the State Employee Grievance Committee that no indication of
the Committee's action be made public or released to the parties until the Board
has rendered its decision or elects to permit the Committee's decision to take

effect after fifteen (15) days. Therefore, your confidence in the interim would

be greatly appreciated.

Mr. Albert D. Ray attended the hearing for me on October 25, 1977. We will be
happy to appear before the Board to answer any questions.

If we may be of further assistance prior to your meeting to deliberate vyour
action, please.let us know.

JSM:gm

Enclosures



NOTICE TO BUDGET AND CONTROL BOARD OF GRIEVANCE COMMITTEE ACTION

GRIEVANCE HEARING

appellant’s name: Lake Erie High, Sr.

JOB CLASSIFICATION: Building Design Associate

AGENCY: Department of Social Services DATE: October 25, 1977

NATURE OF CASE: Denial of merit increase

FINDINGS AND RECOMMENDATIONS: (use additional pages if necessary.)

Statements of Facts

1. Mr. Lake E. High testified that he received a verbal commitment from then
director, Dr. Arthur Rivers, that he would receive a 10% increment at the
end of his six months probationary period and a yearly increment thereafter.

2. The agency presented evidence and testimony to indicate that, in accordance
with existing agency procedures, Mr. High, who was hired at a Step 4, Grade
16, would not be eligible for a merit increment for a minimum of 15 months.

3. In April, 1971, Mr. High was evaluated by his supervisor, Mr. Roy Loyd, who
did not recommend a merit increase. Further testimony by Dr. Archie E llis
supported the fact that he would not have approved a merit increase for Mr.
High at that time, as was his prerogative.

4. The agency stipulated that Mr. High's continued provisionary status did not
preclude his receiving a merit increase.

5. The agency's policy indicated that Mr. High was eligible for consideration
for a merit increment 15 months from his initial date of hire. He was not
recommended for merit increment at that time. The policy further indicated
that he should have again been eligible for consideration for a merit increase
15 months later on July 13, 1972. Due to the fact that he was on leave without
pay for three months and three weeks, his eligibility date was advanced to
November 2, 1972. Mr. High did not receive his merit increase until January
26, 1973.

(CONTINUED)

For the Committee D ate

FORM GC 106-Revised 1977



Lake Erie High, Sr.
Page Two

statement®of B.°Lipy

1. The policy under which merit increases were granted was S. C. Department
of Social Services Employee Performance Appraisal Number 1550 which states
that "Step increases are to be recommended for those employees whose
performance is judged to be satisfactory or better."”

2. The statewide compensation plan (pay schedule) in effect at that time
dictated that an employee hired at Step 4, Grade 16 would not be eligible
for consideration for merit increase until a 15 month period had passed.

Recommendation

The Committee recommends that the agency be upheld in its actions from
January 13, 1970, through November 2, 1972. However, the Committee recommends
that the first merit increase paid to the appellant be adjusted to November 2,
1972, and subsequent merit increases, if granted, be based on a November 2
date. Further, we recommend that any compensation due to the appellant based
on these adjustments be paid.



Stote Budget 8 Control Board
PERSONNEL DIVISION
1205 Pendleton Street

Columbia, South Carolina 29201

Jock S. Mullins, Ph.D 303-758-3334
Director MEMORANDUM
TO: Budget and Control Board Members
FROM: Jack S. Mullins
DATE: November 1, 1977
SUBJECT: Summary of facts to the Budget and Control Board

Appeal of: Lake Erie High, Sr. vs Department of Social Services

The State Employee Grievance Committee convened on October 25, 1977, to
hear the grievance of Lake Erie High, Sr. vs the Department of Social Services
concerning a denial of merit increases.

The hearing was recorded, and transcripts can be made available upon re-
guest of the Board. Mr. Albert D. Ray attended the hearing as my designee.

Mr. High was employed on a provisional appointment on January 13, 1970, as
a Public Welfare Examiner. On June 23, 1977, Mr. High retired and filed a
grievance concerning the denial of merit increases from 1970 until 1973.

The circumstances surrounding the time period from 1970 until 1973 are as
follows:

1. Mr. High was employed on January 13, 1970 under a provisional appointment.
Dr. Rivers verbally promised him an increase after 6 months if his
performance was satisfactory and each subsequent year. Dr. Rivers re-
tired in June of 1970.

2. Mr. High was appraised on July 13, 1970, at which time his provisional
status was extended and he did not receive any increase.

3. He was employed at a Grade 16, Step 4, which placed him in a 15 month
review bracket.

4. On May 21, 1971, Mr. High was appraised and placed in permanent status
but with no merit increase. At this time he was placed in an 18 month
review bracket.

5. On January 26, 1973, after being out on leave without pay for three months
and 21 days, Mr. High was appraised and received his first merit increase.



The agency's case was based on the following:

1.

That is was very hard to reconstruct the events of six years ago during
which time Mr. High had not filed any formal grievance or placed anything
in writing concerning the events involved.

That even though there was no state plan of administration or compensa-
tion, the agency acted in accordance with the provisions of its own
internal merit system.

That even though Mr. High received above satisfactory performance appraisals,
the agency had the discretion of granting or not granting a merit increase,
as is the policy now.

That the denial of merit increases was apparently due to the fact that he was
hired in the middle of the pay range for grade 16 while another employee who
had been with the Department of Social Services for more than 20 years was

also in grade 16 at less pay. The new agency head felt equity was very im-
portant and until the other employee reached Mr. High's rate of pay, Mr. High
would not receive a merit increase. Mr. High's case was based on the following:

1. Dr. Arthur Rivers had promised an increase, which he never received.

2. That he was discriminated against and treated unfairly because of the equity
theory. He also felt he had been singled out of all the other employees
in being denied a merit increase.

3. That he was more qualified than the other employee and subsequently
should have been paid more instead of being frozen at his pay rate until the
other employee caught up with him.

(NOTE: The amount of money due Mr. High as a result of the State Employee Grievance

Committee recommendation would be $131.76.)



EMPLOYEE GRIEVANCE APPLICATION FORM

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

Employ..". Name Pake Eri» Sr»

1, Have you been a permanent employee for at least six (6) month.?_5 (7 Tears

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

our ag.ncy? . .
Y gney?s —— There was no committee hearing

3. Have you received a final decision from your agency? Yesfbut it was not ComOIete,Iy
y y geney processed-State O ffice)

(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: Laie Erie High, Sr,
JOB CLASSIFICATION: Rldg. Design Associate
AGENCY: L S. C. Ler'art-aent of JPcial Services
HOME ADDRESS: L 2315 Durham Drive, West Columbia, S C. 2=169
TELEPHONE: L 79H-1556
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 hired on January 13, 1970 by DFW as a Public Welfare Examiner, Provisional
Anointment. At the end of 6 months, my rating by my suservisor, Mr. Womack

who was P. A. Chief was Excellent, and my rating by Dr. Arthur Rivers was a VG-2.
With this rating Dr. Rivers advised me T would be Permanent on July 13, 1970 after

he left the Denartment, and | was to receive an increase each year if my work was
satisfactory. T did not receive anv raise for 3 years and 10 days.

vrom the date | was due a Permanent status ard since that time each date | was due

an increase | did not receive one.| talked with different officials of the Department

hut nothing has ever been done to the date | retired. | have been treated unfairly,
u n e g j an”™ havp been discrininantly treated in other ways during this service.

| reauest assistants from the State Grievance Committee in collecting the financial
cnmoensation T snould have had under the rules of the Beuartnent. DPW had its own
Merit System until 1R73» and T was due increases under those rules.

7 August 1?, 1977
AesaLANT '

Onfftwi (whit.)) f.lwtn.d I. Slat. F.it.nn.1 OtviMn
Capy (blue) itwmtX WtfnplayM-C.mplaui.ftt

Form 3C 1C1-1IM S.l.—



September 12, 1?77

Dr. Jack S. vullins

Director

S. C. State Personnel Division
120*5 Pendleton Street
Columbia, $. C. 29211

Dear Dr. 'Tullins:

T have received your letter of September 7, 1977 requesting illustrations
of inequitable treatment | received while working at Social Services.

Six months after I was employed enth the Department of Social Services as
a Public "% Ifaro Examiner which was later chai ged to Boarding Home Licenser, |
wa3 rated by Dr. Arthur B. Rivers as VO-2 which was above average rating of my
efficiency. Tt was the procedure at that time for employees receiving a good
efficiency rating to he given a wermanent rating whether orovisional or orobational
employee after six months of satisfactory service, but I did not.

My increase was due in fifteen months on April 13, 1971. Mr. Loyd gave me
a rating of 7G-? or 3, but | had to go on leave without pay until September. |
thought sure when | returned in September I would get my increase, but when I
received my nay-check 1 still did not receive my increase. My fellow employee
Eugene Pulmer was due an increase in the fifteen months tine, but receive* his
in January of 1773 in twelve months from his last increase when he shjulo not
have received his increase until Anril of 1773. 1 received the first one in
January of 17”3 that | received from the date of my employment, a total of
three years work without an increase.

T was told by R. H. Bucknell, Jr. | would not get another increase until
my co-worker and T gotto the same salary. He was not my suoervisor. T feel
ne discriminated against me in holding my salary down when all the time 1 had
good efficiency ratings. | believe it was my age as well as being ereiudiced
against me as an individual as | would not be a puooet for him or aiyone else.

De*. Mullins, when these things took olace there was no grievance law, but
I went to aeonle in positions | felt | oould deeend on their word, some of them
mad* honest efforts year after year by returning to oersonnel to get the oroblem
settled honestly, but since the oroblem originated there it has never been
settled, therefore, | felt I had to make a last effort to recover what I felt
and feel was my rights as a state enloyee who has worked hard since | have been
in state service#

7 Lake Erie High, Sr.
231c Durham Drive
West Columbia, S. C. 216°

X |

LEHsr:clc EH UNIT



September 7, 1977

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

Dear Mr. Hilgn:

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-
sation shall not be deemed a proper subject for consideration under the grievance
procedure except as 1t applies to alleged 1neoultles within a particular agency
or department.” We need for you to state specifically the Inequity which has
occured as 1t relates to how you were treated, 1n relationship to how others were
treated. This will aid us in determining 1f your grievance comes within the
jurisdiction of the State Employee Grievance Committee.

Please let us know 1f you have any questions concerning this matter.

Sincerely,

Jack S. Mullins
Director

JSM:gm



August °, "7

Dr. Jack S. Mullins,
Dtate °'s-s-nnel Director.

Dear Dr. Mullins:

*]-ase nail me a form, so that T nay fill out that reouest, that | be given a
p~r**«onnsl ip’iitiC6 pp - e
r railed out a grievance fom, as to the riles, and submitted it to
livis . »t* toot. >* S051*1 *ervl 90 4 day ” "
June 23, 177.

, <ne™ .d in terson bv Mr. Millians, a narty o' the grievance unit of the
;S Cc *v — vesterdav, that there was no ex~lanitory reason to -ire ,0 me

‘ason e ¢ | was denied a griewwi ta > n» hearing it - former olace
worker Uhe U<days -at the law allows -or such -ersuit of my grievance.

Your,

Lake r . High, Sr.
231c Durham Drive

West Columbia, S. C. 2916F
°hone; THh-IMd



South Carolina a.

Department of Social Services
ROBERT D. FLOYD
interim commissioner

September 13, 1977

Dr. Jack S. Mullins, Personnel Director
State Budget and Control Board
State Personnel Division
1205 Pendleton Street
Columbia, South Carolina 29201
Dear Dr. Mullins:
As requested in your letter of September 2, 1977, the enclosed
grievance information and personnel file on Mr. Lake Erie High is
submitted for your review.

Sincerely yours,

Robert D. Floyd, ACSW
Interim Commissioner

RDF:jslr

Enclosures

P O Bo* 1520 / Columbia, Sou* Carolina 29202 / (803) 758-3244
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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’8 * 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 FILMING.

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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a1 Zm= 19 . 178.68
12/31/76 229.74
} 09/30/76 10, 268.02
19
MO amoj.i: . :0i.n whc;e ir item should ropreionj the last contribution to be reported for this member.
,urt.her cortif/ this er-.oloyee was/will be lest oaid (or the 23rd day of ' .Time* 19_7?

J their annual rate of pay this day was/will be 16,592.00

i d rs b me.-it ih.ee {") ccnsrcutive fiscal year earnings were

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

FISCAL YEAR TOTAL COMPENSATION
uly 1 76 TO JUNF 10 77 19,463.57
wuy 1 TOJUNE O /6 15,000.65
uly 1 74 TO JUNE 30, 75 13,419.94

m above information includos all accrued VACATION and/or SICK LEAVE for which this employee will be paid.

7113/77 ° R B BRIDGES Personnel O fficer
(D.tl (SsQMlvre ) (Otho.l "<1(1
/ Business
re (?) coptei of thu fArm ,)” to b» rti<dpjzt«d ini tested by tho emip'oyer One copy » tj he (orweHtd to the One ropy ibo>jld

be rctiuied by <h» employer hr on file
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lk.-.r'fUnani c4 Sccral Services

POST OFFICE BOX 1520
COLUMBIA, SOUTH CAROLINA 29202

emorondiyii

To: Hr. "crr.iron TooMcn
chief of f

Fro'n: T. 1 . HI Sr.
Hiilrtin™ rc' '/’r.  *'rop.

Subject: A'f. ire'ent of T, I.

Plrnrr be sdri««d tb it

Mr. Robert U.
Frrnorncl(/

CC:

Floyd,

*»r.

ACSV

T nine.

to retire, effect’'V' -

1
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DEPART.’ see; ... service.;

* 0\
REi'ORI OF EMPLOYEE'S t’I” «\b F.VAiIAh*. | 10K
Regular (/C I Interim ( ); Prob; banary-1st () ' hi () bid ( )
S
rir.si . . .
Nam.__ I'rif Hi . Position Title__ n? £ ? Ac-E i
Chief of Staff Building Design TVnopiate
DIVISION county UNii OIf.Tdir.T O.Ticr
Date assigned to present position . .r?c._9, JAL?A. e Frnpkv.nu.nJ da»e __ Jji._13 , 1S7JQ
As o f—Iday._13., _.i.£"6__based on perf-tm ¢« e du ing period from y. i3, 7 .13, ). ¢ —
GUIFELINES
Sfcernvi I; PERFORM AVE L\ XLUAIIOS CIGARACTERISTICS

Tins section describes sevrini job perform:.; ce and personal cheractcristics. Rate the perform.'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 not let your rating of one factor i'lfli:.:.. sour rating of another. Each cb:tract-ri tic 10 be Iu duated hrs
fisc degrees or levels of achieve.??' t b\ wveil ?h it may be tnensined. Each level ¥ defined to- your use with ex-
amples of pm forma;:, e which be accepted as characteristic of tint level. It th mc oph-vec job pori<ir:.i?nc<-
or level of ach; -.eaten, genetally ewe*' mel">t0 the eexainp’. cited, check that p..-t;cul.,i oo\. Y. m .y-hw «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. . e
Zbl v
The five ratin-t levels to be used ate defined as follows. ) i 07 o= \LA
. J s o I -
ACHIEVEMENT EVALUATION
LEVEL SYMBOL DEF1IM 1k ”*
w
Meritorious ME Highly superior performance; woik cbr.racieri.;. % e.unusual mu/.if’Kh-
mei ts. Completely reliable. X S TTL?
L. A
Above Standard AS Bet a than normalls a.eept.t'le petf« finance; work fieuncnhy exceeds rtoit.'l
job Il.yrnet.tents.
Satisfactory S Work is baiistaetorj t.nd ac'cp'.abte |at -eluoni exceeds normal job n quire-
ments
Marginal M Woil. is satisf.ich is in some respects | it does no! fulls meet notmal jib re-
quirements. Immediate improvements anticipated.
Unsatisfactory -U P001 performance, work below job requiicrnents. Impiosement no: tu.tieipu'.ed.
r
Evaluated by _>ma''/a 47?2 ///'m ; I'TA b ? .m- A ']
Z) » o r j
Reviewed by Date G/Clc?
7 1 .
Reviewed with cm 0 Date ---<--:--7—_7---:---

(EVPLOYEC SIGNATURE)

DSS-S32-Rev. 7-72



NV i > - 0i- \WVi>'K
flic extent In v fob the e.-ipluVi-c
h ' gr.pid al'! ehm.-rh <& the
work .leenn.-ntiil. I! « degree Ilo
which the trio-ircd .l pro-
cedtttes have b-en irtt'Meicd.

ORGANIZING ar! I'f.ANN'IN'G
I-tiecti.cress in xsstem ¢! callv
pli.ini:p work asu'nmen’s .r:j
achic. ing desired resells with min
intern v.a'te or duplication of tf-
fort

RELATE N<Iff? vitli CLIL-'s’IS
Extent to v Inch i-n.pl. e tab-
lish'.s and d>mr»r,ii,tc, profes-
sional relationship with clients.

RELATIONSIUPS wish OTHERS
'I he cup.riti with v.liitli the em-
ployee wvvurl nt harmony with
other- ttrd pains the respect, eot-
fidmcc. and cooiscialion of clients,
other af tities, aim outside public
contacts

COOPERATION e
Jia  -e\fii: i’ >i.i. b the hnplovee
Feelp |

ci.Ues, and others lor sihorn woik
is pciformed

quality or output
Degree to which employee's out-
put is ihoroui-It, aceiu.ite, end
irticts quality stcndatds.

I'ROPVt |iY!IV

Mi.-suieiiiint of the soluntc of
work accomplished and tale of
proptess on assignments.

IUDGMENT

Extent to which the employee's ac-
tions and (teeisiiuis toe appropriate
ar.d are based upon sound reason-
ing and common sense

DI-PTNDAHILIrY

The extent to which the employee
can t-e iclied upon to meet sunk
scheduies and fulfill rcs|tonsibih-
lies and commitments

INITIATIVE

I'he detrrnun.ition and energy dis-

jlliset in osreiecuntni obstacles

)yn the scope »I the job, in
ing ‘olutions to pioblents and

in keeping productive!) occupied.

D ‘i.iiiiaa das little nr no ut'e
.standing el v-oii. a.lenm.'r.i end/
or 'cents undle to master the
«kills required.

Unable to plan. effectively rr to
comp' le t --s within rea*. «,.|>le
perilous of tune. Needs detailed in-
struction*.

Often lo -s eoiiiro! and | von ex
aurlioiiiatne v.i.fioin regard fur
client s ft-eon

Has poor relationships with nth-
cis Is suli-.i. argi.n entative. of-
ficious, belligerent. or completely
withdrawn Sh ies ‘ittle or no ciI-
fort to nnp'asc 'he pert.rn to per-
son relations,’lips.

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

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

Very slue worker Quimby of
output is well below itieiage of
other-, in the same class

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

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

Almost never initiates action on
the job without specific instruc-
tions Work effort stops when ait
obstacle is encountered until out
s:Je assistance t olfered.

M arginal
learns woil assignment slowly
Ifcrphu”, much insiruction .aid
ffi iit.r Al .uiirent of im v !

skit's is maigiii.d Needs further
training.

Deforms!..ties orb u , Moral ca-
pacity to organize .u-d plan wi"k
assignments 11fee'll- 4  Frequently
does llnurs the hard way with
waste of time and effort

Sici.i".'u -s .hoses lasi, of respect
and pi.p -s~s i.v a s.dius. iseptls io
be cait'icne! ." to ‘eh control ,n.d
axmere*s o* others.

Rchilt'onships v.ith others arc not
as h-imu’-,0ils &, the) 'hon'd be
'lends at times io exhibit impa
tierce, unndiness, or taciicv-ncs
Is O"|S].).1 lly lilt i 1l ClI QOt>
plaints to fat as conduct is con-
cerned Needs counseling front
lime to lime.

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

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

Works slowly Only occasionally
achieves rate of production which
iS eons: feted aveiage

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

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

Occasionally lakes initialise in the
pctfortiunce ot assigned duties but
leans heavily on others to Had vo-
lutions to problems

0?0

r.If
1
arid res>
duplieali m

Show- it
to'- >m °’
and
client's p -
control i
circi'iii'i. :

| 'snails
lov e¢m;J
and enjoy
fisienee.

Makes ;u.
operative,
and lo as

Quility ot
Generally :
oeeasion-.

\\ 'fk Ollt|
average ¢

Usuallv nt
siiii' in lae
ei.d, jud/i.

Generally d
telied upoa
lies and co
attendam e :

| reqgia mb
form a.erg
I VIITIS s =

ovitciu-iini



rry

i.i orranizes
sthieves de-
Is occasional

prefe iior. |
nw .Her - i
reed for
a usually i.i
ruler vr.n i;i»

ell will, fel-
and other
i-nd con-

irt to Ic co-

o W ins.

satisfactory,
ird with only
redone.

rtory. Meets
andards.

*nable deci-
1ms. In gen-
iiic.

and can be
re»|x>nsibili-

1line and
atisfactoiy.

Z»hov © S'trurl; rd

Il iS tbs Jiditij Lnow 1l 1 e o; . X-
pcclsof Weil. ?s.i in,lent and = i-
forms wish high .l re ol «.ill.

Ccnsi .[ciiti\ ine.iri'(sr and plans
ui'il. ueli anti . a vrs devised
ri-suils mill a 11>1 degree of cf-
ficiency.

Is vciy r'f ; in pri-.un lo pri-
son tclaiior."iip, ! ol urv: ;li.. is
in full < .-itrol ,f h.ui'tk ever. un-
der ih- mo i trying eiicuni'.i.,nc<i

Displays warmth, in:-?".:iiy
and ilcxibiliiy. Sctutes ih.'-t in-
volvemei”. n we m-i; 01 I:: prob

kills in his nay.

Is very effective in person to per-
son relationships. Is aim.l}1 al-
wavs in foil control of ninr-.If
clan under tie most trying eir-
cui:: lai.ccb. Displays |I,.-:t, warmiii,
and in: yiily. x ‘ii-up. .ds re.peek
confidence, and cocipetaiioii from
all quarters.

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

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

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

Is perceptive and logical Can be
relied upon lo secure and evalu-
ate faets correctly and mole de-
cisions nr lake action with a min-
imum of error.

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

Displays considerable rncigy and
moves ahead on own imitative lo
complete  assignments Demon-
sir.iies much rtsoiiicrlulntss 1111

7 'r-’."'ic-'S

le'.ceptu'nalb will infurn: 1.
knov led e« .m| <ill .re <it|, or

.mil cxkG'd [ ai.i.n i,quiten'u'ms

I, irtilsi.in liii;" el p’anning .n1 or-
Kuniztng uni vi: i f.siiiri™"ci
to a blip.no. l.scl in’ e.cliicvcnicnt.

1. exercio’ 1lin r ,-ry wav in re-

‘peel to r.. : me:.. n relul in-
sliip 111-1 f.siiii-ili ~ professional
in.-iip.-ieii.-e  1i-nvi'enlls :>ble to
iiirl. si:h ili.-el ,n terms of ins

capacity ernl goals.

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

Goes out ni the way to make him-
self available whenever and where-
cvti needed | a mperio. leant
worker who »wx<ir. le>rlty mJ
fooperiitr. i-nrs.- m others.

Is cor.sisien:! thorough. i'rodutes
work of k. best quality. (lately
makes ni: nl.is.

I's. e|'i. .ills i.'pal walker. \ ol-
n'lie > i uput 1 fiiii.:'leruiy veil
above the ai.r. of o-ai;s in the
same class.

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

Extremely conscientious in meet-
ing work si'hnlules and in lullill
ing recvfxviivihilihcv and commit-
ments 1 an always be depended
Ulxw regardless ol circumstances.

Consistently imliites action, finds
solutions to problems, and keeps
woik nio.iuy. Is creative and in-
novative.


blip.no
lopic.il

Sexi-n I. IKWING " .<S'S Sl >v < 'd .tr) Ei. U'd .t 1ILNII0T Aid!) "1aOM .d -dd <Ai IDMS -
This section i; to Iv used p. record a nn t:.|:\c ninnniy <f your evaha u, the ca,i|.:yx ;i.d to nnl.e specific rcco:r»-
mcend."tioi.s for caroci e». » - .s well ;s fm si.l-ry mere. m . proinotiun, nr etc -r cl .in:?. Ik* .is specif.c as pc.-able, but * -
obketis. ;op
review, it-, ogni/in. ttr. lia n rive r no, me or V fr <. ill. faeioi- varies from po i-’i" to posi-ion, and cheek ihc
appro,mate box in tne summary appraisal. K / ] ,
) ) ) z1 - = z. Z I
1. Di-euss er.olove ’s .strengths and p >hive qualitks .. T 0 N o T O X Z "
I
[ | -
/
— J ' v oy*
2. Di'xu.is employee’s venknesses and negative <g ;lilie.. . [ .

jloe  / Jfc. .

/
3. To what extent lias (here been iirpr<'ement in pre.. >usi> noted veal, factors! __ . i 'z
*
4. What action is recommended to . ist employee t «improve las p.’rtormanee and j Hennal? 1
'm--- B> e Ti
/
*5. Does employee appm-r eontent wvitii his own prog; ", in the work he is doing” -y
Af amwet is “no" what action is recommended 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. promo'inn. or i tner enaii '.s-

................ Kceuinmcnd.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::, ¢lion vluii vacanev occurs
................ Performance unsaiisl,ctor] in p:e-.nt po-dion Recommend

Transfer Reason L

Other Reason

EVAI I AVION SUMM \RV

Within the scope of hr (her) pre en; duties and icsponsi'otiities. indicate (urele) your overall evaluation of the perform-
anee of this employee. In doing tins. lvar m mind
(a, Ihe rating assigned on alt individual factors in A cliuri 1. \Y M S ME

(b) 1he differing importance of laeiots (rem position to position.

J



FOR /. .«.[W.GEi.r. Y ..

Ma\\<.»:memi <i

AHhil.l'l lo
AT T T I R [

MANAGI-MENI Ol [I'RORLE.

Oemorsti iii.l p.imiiiinncc in as-
sir-iii- - v.iiiHollii mand Il m
Mil i-1'Itili". gamut- l'ivir ua.-lty,

icspecl. ..ud suppoii .r.l in exer
rising supervision

niiii.vrio\ ni ai iw ii'i;y
1),n unstinted .i. m .i. i i-
irihi.ing noil. I>1 :r.l n dcle-
gating rtsro-, .iii .uni , uliori-
ly to: its ncsomphsini.-ni .. ;l.o-it

loss of lontro!.

ORIGIN \| 1V IM v.iir. ATION
Demonstrate 1 perform .nee in lin-
ing original thinking .-1 exercis-
ing iniacinaiion in dci...np. new or
improved metho.!"of v.oik.

DECISION \I ikiNt.
Demonstrated tfriiuiiiai-.ee in the
capacity to make v.i'-1 nd tinieb
decisions

DSS-432-Rev. 7-72

Un,.'i«M:cftoty

Sik-'.s In-1-or Lit'iiil. to make
1, dive it of 1'. (hr) ovn
li ;. il Imil e .HI .<uiii.il.s |0

i. '-te tii.o- in liiuif.poit int mal-
ic:s

Show. link- - "i-icits to supers ise
siiho-i-s tl milifficutts in s-
cnrii'u’ or i" <s li.-' me/lvft to *e-
cur. Ali sit-p ;I and i m; eel

lawline in ..hi'iu lo train Ot lo
counsel others

Either dispi .s a marled reluc-

tance to i.' ite io st.l-,srilin.ii< s
prefeiri:.' to lelim all .iillhority
..nd u .pensik-iiy in Iris own
hnn.ls in de! ..i Jiinxxrsclv to

the extent Duit ire loses comic!

Display Irdlc ill leiltlion Resists
new ideas Clings to obsolete
methods nt accepts a routine
method ;is only jie>cciiurc.

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

ot:;".!

Uiuaiisfe tcry

M ‘itrtinn!
lias ditfimltv in lam-tiiii.: lime
IHt-Ak. to nient in i lLdili-h-

iii -uei piiiu ites .-slien i la-atty,
resnina- in linn bcuir. misspent
both In the i-iuplo-ee and his
(her) muhuidinai.-s

Reconl of supeivi'ini-. liaining,
and eounse-lii;’ subordinates ts
>[otii 1lei.i.iship qualities arc be-
low .u.-iii e.

Occasion «Ify uses p.xot judgment
in il. lej.. "..'i aulhoiity and respon-
sibif.li or in distrif-.iting nor!,
load am.nip subordinates.

.dull  occasionally demonstrates
oiiriliahty nr imagination, looks
in othem for new ideas. Needs lo

be prodded.

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

M arginal

y« AJ

Usually in
lime pidi .
ialeillation
die tune -
nates.

Maintains
eitiplov.'e n<
job of ire
siiboiiliii. i
their lovalli

fieii-rali. *
i spoi.dl'-lu
ili.ii ibirlcs i
ordinates in
comphsli tiic
of question
signing, and
quciit.

Occasionalli
and innovan
i.eiv_method
mques with
ouipiit, itiqii
ini: costs, oi
ficiency.

Decisions u ,
Occasional!

or lia-ly in
but pellora
crally meet'

performance evaluation characteristic,

Sc


uiii.il

-ry

-live i's< of
. ir-ii c- mi*-
crnhkt <ier

supcvisor-

iocs .idrqaale
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Abiiilv to iii.i' < lliv Iks' use of
(iv.n lime n.i n| it-* lime of sub
ordinates is al.i.e ..n iage Gen-
crdlv ejs.ilni' is veil Ori-mis'l
and maintains rfieeiiic controls.

o verv effective in manaring and
sopervisim Is proficient in li.iin-
inr and den lo. iiv: Mihoraoiirrtcs.
icsii. ruine. ins’i  stien.tns and
wtal.i.e- ses .mJ 1clpinr: in in to
become mine r'nficient. Mal.f.s ef-
fective use of 'kili. ami talents of
subordinates

Demonstrate* cam hi lile s.oil in
rccoyr.i-1™ 1L limi-
tations nt s'ilotdiii.ues in dis-
sbarging re>on.ibi(its and exer-
cising .inthiiii>. bnovs sslicn and
n? whom in ilcr. : .ii (inis rarely
commit* a mt [tnl mem m this re-
spect.

Makes fieqtieril contributions of
ideas. Is iinn'in.divc aml alert to
tr\ new methods. Possessts origi-
nality.

Denoi'istiaics noticeable abiliti lo
nrrm at tini.ly d.csian* which
are logical anil well supported bv
tact or reason Only os.ee.ionilly
arc decisions overruled by higher
authority

js

I'stm in Pales milslin In ¢ ability
in iiaii.u'in- of hi- <her) own
lone and llie lime of la (her)
siii oid.n tas.

Is an outstanding manager ami
superimo' Demonsti.itcs m.ui'ermr
s*ill in i’.iumi’ dvielopi .c, and
utili/im- sul'uidinat.'s to achieve
the best ic'iills possible.

Demolish, les .n unusual capacits
to i-i'uie a .mi nt v.orl
loads, and ('e!(. all.ms of antliar-
il ami.i.; Ins aibnidinaie .mu
hino.I’ Ael i-ses the b.<; possi-
ble results in accomtiishm.: objec-
tive' vitl.nut loss of control.

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

Is unusually [|»crs'. ptive  clear
lhinl.in,:. and devisice. Makes
rapid, sound decisions bn’ is ten
in sensing when t.uibon may be
ssell adsise.l Almost never are de-
cision’ seriously questioned or ie-
vet-cd.
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review alv
ILIs it i*i 0':.? to ix v.\ry ItC-ka rio 1iioh cc bin correct-
['oview a' .x.
thi 3» a’'s hi.-,h rccu'ved aa :inci'or/?ni of 7' rxiieirj; hin w xuil .tfiAary to
<li'r'27«  udVr tho 7?7 ;-one.di» of i '73-7*'» thin piucodl bar. xu an ii conch K vi'rt
with a m of j. . . . ool.- for
J »bii e bwo e . th«i *eo Ow fill c.-iWAO, - .au «.
there c..flc;v'.-.a v.occ current rw.-.ew dak: b««yr.id Jaw, 197c vo.ui be adjnr.tui
to ba jtviix ¢ L'n? t pry period ol t'*0 wro-'j. yeax (6/i'J /71). "h.io notion raixr: d
tap, .....eale of U/02/75 t© to 6/i: m - 2 mou
c.ppzoxir.v; «ly Ii's ri13vihu.
ib2. High xwoeived incresawat ef 7° offoetivt. <Ute 6/13/75. B » pm
Xt-riuV u v?is. 'W /'l cud if t-u cuvmi'v r.r of /lhe r,cw-rv Jill fox-
77 i0o r m&l-.-1 he e..Il A-'ceive first the 1-, bare 1 , i -- w. 1 then the merit

ilicrcoco m ilvo-. eydov e ffi'ctivo too boyiiuj.b’.j of lho uoxt rppropriaxo uay period which
ic 6/25/76.

On Friday, Juno 11. hr. lilyh mot in irr offico and | carefully oxpluiixed to hits the
iaferc-itioii Purnireia*d f.'00.0. ’'lion lie departed rxy offico, ho itavo co ndo’Vl with othurn
prccenc the inprecnion that bo fully understood bin pay and roviov date otatua.

If I cay be of cny further aonictance, plonno lot co know.

KJdilo
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Dr. K. Archie E llis, Ccvrissior e:
State. D At. of Social Services
Port. O ffice Box 1520

Columbia, 5. C. 29202

Dear' Dr. E llis:

| }ust want to let you know how very grateful we

are for the incomparable servic ;r. of Hr. Lake brio h.gh.
Our county o ffice is spacious, attractive and designed for

e fficiency. W ithout reservations, | can say, this would

r.ot have been possible without Mr. lligh's very able assistance.

I am unable to sufficiently verbalize our appreciation
for all he did for us.

Sincerely,

James T. Holcombe
Director

JTH:ddd

cc: Hr. Redden J. Thames

r>
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133.1 TAVLOK i.l Hr.i: 1, SUITE no
COLUMBIA S O Iltil <*A! OI INA 2H201I

lluiniO N, X52.t»f.'nO

March 12, 1976

TO WHOM IT MAY CONCERN:
RE: L 2. Illich, Sr.

The above named pnticiv bar been under ny professional
thru 3/12/76 and r.iav return to vork 3/15/76.

ijL

R. Patten Watson, 11. D.

RfW /jbv p, *u u-At. r.x ‘ x
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Suulli Camlina Dco.'iUiiem of Social jtnvicits

POST OFFICE BOX 1520
COLUMBIA, SOUTH CAROLINA 22202

November 23, 1975

Personal end Confidential

Memornnrfi.m

To: Mr. Horace F. Jackson, Deputy Commissioner
Bureau of Fiscal Operations

From: The Commissioner

Subject: Mr. Lcke Erie High

As of Monday, Decemberl, lcm transferring Eric High tothe Chief ofStaff of the
Agency. It is very evident that 90 to 95 percent of the jobsassigned to Mr.High inthe future
will be concerned with District and County matters. Therefore it is logical for him to be supervised
By Mir. Reaiden.

R. Archie Ellis
Commissioner.

RAE-h
CC: Mr. Philip Grose, Chief Deputy Commissioner

VMr. Harrison Rearden, Chief of Stcff
Mr. Lake Erie High, Building Design Associote



South Ocpnit it nt of Sees-.! Ernies

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

December ¢!, 1975

Memormdem

To: Mr. Horace F. Jackson, Deputy Commissioner
Bureau of Fiscal Operations

From: The Commissioner

Subject: Mr. Claytor H. W atts, Crofting Technician

In my memorandum to you dated November 28 requesting the transfer cf Mr. Lake Erie

High to the office of Chief of Staff, I fail,2.-1to mention a lik< transfer for Mr. Claytor H, W atts.
As you know, Wefts works directly with Mr. High in his duties as Building Design Associate

and i am now asking that you please take the necessary steps to transfer Mr. W atts to the office of
tA"Mhiief of Staff effective December |, 1975.

R. Archie Eliis
Commissioner

RAE-h
CC: Mr. Philip Grose, Chief Deputy Commissioner

Mi. Harrison Rearden, Chief of Staff
Mr. Lake Erie High, Building Design Associate



CHA7HMAN

GRADY D. THAMES

Ma. GA

COUfF IL L"EMTriUS
LFhGY E GROWNE
GARY 0 rOHDHAM
WILLIAM V.. GRANT. JH.
1°VID JONES
HAKILET KCrSIZRIING
WILLIAM. L. MCBRIDE

BOONCR T. WASHINGTON

JAMES W ZUMWALT
COUNTY MANAGER

C. C. HAIGH

GANIY GJFRISDh

po™t fn v r dox ><ni

UCAUrOHT. 8. C. 20'»0z

COUNTY COUNCIL OF BEAUFORT COUNTY

BCAUfOUT COUNTY, SOUTH CAROLINA

August 11, 1975

Archie R. E llis, Commissioner

S. C. Department of Social Services
I'. 0. Box 1520

Columbia, South Carolina 29202

Dear Doctor E llis:

| am writing to commend Hr. Lake Erie High for the
assistance he has provided Beaufort County in preparing
new office space for the County Department of Social
Services and Food Stamp O ffices.

A.couple of years back, as Manager-of Kershaw County, | worked
wit! tiie County Social Services Director to design new office
space for the Pertinent. The Directoi knew little about
construction end | knew nothing about the flow of paperwork in
the Social Services Department. The resulting building was an
improvement over the condemned facility the department had
previously occupied but it did not provide a particularly good
work flow.

This past year | was faced with the same problem in Beaufort
County. To my delight | found that during the interim you had
added i'r. Lake Erie High to the DSS staff. Mr. High inspected
the building we had chosen for renovation, advised us of its
assets and liabilities, and prepared ? proposed office Ilayout
making the best possible use of the space available. His
assistance has not only made it much easier for me to carry out
my responsibility of finding‘adequate facilities for the
department', but 1 mu confident- it has ride it possible for

I'r. Axmann to run a much more e fficient operation for our
citizens.

1 both commend Hr. High for his professional competency ,*and
you~for having the foresight to create his position jn”*our

"RECEIVED \ \

*  t-rcct.;culSiAij YM
AUQI'31978 f ¢

. mA.
cc: Hr. L. C. High, Sr. ANE 7 75 A 7

Hr. Frank Axmann
Hrs. Lois G. HcGarvcy
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P Archie L'lis
Commissioner

South Cr.rolinni ., .. 1
Department of A A | seivit;P

/mngtrj 22, |?75

-7
L f County I/l.z>t\"~cr ! \>
Cec 'l oci i.oun.y
P. Vi a
Beni.fort, t ' Ci;;l:no 2?7A \
\' A
ol

L«cur \ 'Ol

He: Elio 1,'i0h

I- v-, a .ro-c-. er much pA-yr> fc receive your letter of August ii,

. - - A A for his ;« . e
l.wovm of Mr. Hijh’s ability and hove recognized him oriv... K,
>' | un if.Jnrd happy to licva your unroitched b.f.-r

fo u n.ie. a par? o hi. personnel filo.

'I'sc fa

tllougnlii I". i vzritinp. v«.

With c!l good i.i",tE, i on

RAC.-ih

cc: Mr. Eric Nigh

cc: Adi. Bvchno11/Mr, George
Foi Mr. High's personnel folder

'r ny p-rconal opprecNation to you for vour

Cordially yours,

I'. Archie Efli:
Commissioner

s\.

P.0. Dox 1523 / Columbia, South Carolina 29?u? / (80J| 753 3244
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June 25, 1975 t KFNNfTH AVCOCi MO M IH, COMMISSION
o> J MARION MMS fUHOING — 11fj r..i; st:

Mr. lake Erie HJ.fh, Sr. Columbia, scum carina ie

2315 Curhen Drive
West Columbia, SC 29163

Pear Mr. High:

You recently atlended tip Multiphasic Ccreeninf Center for State
exployeea at fiat? bark dealtl Copter. On the attacked for- you

w ill fj:d Cue testis; for ve.ic.. you should be further evaluated.
We rugfest, at your ccnveaiencc, tint you make arranfor.ents to
consult vifll r.i< r/ m<s/{ov

for advice eoncereiu~ th- cerceniv finding-.,

Year fr.rily dot: ?r been sent a co:.pietc copy of your screcn-
rrcults a-d be can completely advise you k this natter.

After further ova.” tor. pleas* c'-ynlctc the ri bt hand side cf
the attach'd isrn and re t ns ' lec onel ' envelope. W
need this 1;.fr»reit k- t< eva.lv.-te car pr yr =

If y*a navi? USV mics!. u-.r, rtease c- ntact, at Thank
yen for your :...

incere l.y.

i'avh.l . McCallur, Pircctor
Early hisense Ictection



Patient Kti..her:

Completed dy:

J k Corup]cted:

Your screening

indicating further

are:

t/f 1L/ (ol

2. 1v-(
| T? ¢
«JS»«re
8] TN

3.

tents
evaluation

vat;cur Foi.ior. up Kipori

37
Please complete the information bulou
after being further evaluated by
appropriate, source.

Did you contact Uaat van their State treatment and recorocnu-
the referral response to the rlLions fo- each test. For ex.-
source? test results? diet, medications, etc. Indicnt,

if treatment, was not neccssarv.

s, Poilfiii e

#
C 1IC< Y »*reCo*s»<m/ c .o -U 5 At «' e o
"}~Ifre l'«rje'/, x<m
<11 /ne, mcn» 7/ * A _C<!>/. +.«> z <

PLEASE RETURN TO: Multlphnr.ic Screening Center

S. C. Department of Health f Environmental Control
J. Marion Sims Building "

2600 Bull Street

Columbia. S. C. 29201
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REPORT OP : il'lLOY:! "N "i.iii OP. IANCE EVALUATION

I’c-uh i ( ); Interim ( ); Probationary-1st {X'l 2nd ( ) 3rd ( )
K»

"cthoofjpom ’ Position IHP B ,lildin& nosly.o Associate

Facility Management ( 15-1)

DIVISION COUNTY UNIT DISTINCT OFFICE
Jute assigned io present position 11-20-74 Employment dale 1.-13-70
of —Jrz “j?2 _L  __ b- 2d on performance d'.rmg period from _ 11-26-74 to 5-26-75
GUIDELINES
Srcliaii I: PERFORUANT E EVALUATION C | sR.ACI ERISTICS

Tiiis section describes several j  pxfmnianc. .mt! personal characteristics. Rale the pcrfornianee of this em-
ployee on those p 'li'.c.n ch..r;.. i .sties coni.med in this section for Ilv period under review. Be objective and
do not let you: rating of on. f.etof influNte. your rating of another. Each characteristic to be evaluated has

five

degrees or ! eel» 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 nay Ix accepted a. characieriuic of that level. If the employe? job pcrfoinian.ee
or _lave! of aehi. ament geneiaiiy cornsruuN to the example riled, check Ihat particular box. You may, however,-,

u ou: own x >ids. which in you: opinion, would better describe the employee's performance and insert thesTi"A
appropriate box or attach them on a separate page with proper reference. -
zt-s !
\ <kz;
ACHIEVEMENT LVAI UATICN
LEVEL S3 'milll, DEFINITION

‘eritoLi us ME Highly superior performance; work is characterized by unusual accomplish-
ments. Completely reliable.

.bovr Sta- lard lei"u ill.Lm normally acceptable performance; work frequently exceeds normal
job requirements.

ti&fn. .ory S Woik is satisfactory and acceptable but seldom exceeds norma! job require-
ments.

iarginal M Woik is saibf.iclory in some respects but d<xs not fully meet normal job re-
quirements immediate iinproxentents anticipated.

msatisfaetory U I\ or peiformance; woik below job requirements Improvement not anticipated.

vnlu iicd by L -yt Date _ _ . * S

i [ S
.cxiewed by .y Y 1L .-j/ Dale.
fo-x /" S
.evieweJ with employee___ — Date
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plunrh’ij* ve»i\  .issi" ¢ ?2r>t\ und
achieving desired results v ,;h i...a-
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ori
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Is very effective in person to per-
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| ast workei Kate of | tugiess at
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cisions or take action .vitii a min
iiunin of error.
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vo:k of highest quality. Rarely
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upon ley.irdless of circumstances.
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work moiini; Is curative and in
ii.ivaiisc
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SOUTH CAROL,'MA DEPARTMENT OF SOCIAL SERVICES
HOST OF MCE BOX 1520
CCLU./OIA, SOUTH CAROLINA 29202

April 16, 1975
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Mr. R. 11. Bucknell, Jr

12z '¢T°/
"

*.y

Horace F. Jackson

L. E. High

Effectively immediately, please transfgj>b.—E, High and Clay W atts
from Cost Center 12000 to Cost Ccntei’(*|/12010. 7
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marks. nr/.' -ra pEiSo”" el t.:
Location, Program <& Titl< Change o
SECTIGJ IT - ClAtr.E OF STAY 11
PDfPI! TO: v
4N LIA'IS: CO. OFFICE - DIVISION
'WITT. I )\, -liling i!>P( Licc-n'Cl POSITION TITIE Building Design Associate.
?E - nPFkil-'TtFF;; TYPE - Appoiunx; T
LEJILV .A A: BIWEEKLY SALAFY
cipyi asm: 3 .Adult Services Licensing ino..;nA»; assiiijed Bureau of Finance & Mau.uv,
S P SALARY FUNDS F03 SAllpy
LIS i FUKL3 r 11 i.aVEL
iox i NAMVE H'ANTiI.
oo Hki.nn-ii 1. 1M1
L — . “PIES : FU!. ' roe STATE P'TIC) SALAYI|EE:
XT_| X X " fg.n:TY fsfbsf r>;c P--'Ti.Al, C.I'LATIVNS ID
P. A .A LF .EIAEGE P.A -i 1 Lo FINALKT. P. A. data p;i»'fA.."):.; P.A. - MAIN CAP.
I. A. - SERVICES {AILT) P. A. - SL'IVIPPE (ADULT) F»:a:i h v. LES A STATISTIC P.A. - SEHV CAF'
ow r - sexi ial C A F SB.VICLS FIMIICE IUUT. ROW iFMENii P.A. - L1C Ci i e
if rEtv - wkme POOD STAMP FINANCE K. A. SUPI'IIFS A SCI P.A. - OEM FOOD m:
POOD ST_ViP COUNTY ADMINISTRATION FB.AKCE GUI fEIIIT SYSTEM QJAL CPM-F'S. JiIFMAF
-13H2'/.i:~ SERVICE 7RAL.WU cm AUHK. SiRV. QUAL CON-GEN MEDDAI
VOUETV AmjMISTEA71XI
, OTiiFNIS: SPECIAL FUNDSI OTHERS:
;rm . h nes IVPLIC SIR CAREERS
JOOEL CITIES - SPTDI. KOI'El CITIES - Pill.
0O0SSXXr. rare. ri«od. DINNEil ENDN PliOJ.
rr locally paid, spfxifv
ppm-. - ci- Aji - csxpial r.'i - "\yjti.. CO. Ymm'.  PIIY. _.3.: - Alp 1N \CO. J..it;_co. APM.OP_FAN"
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From:

Suhjccl.

m.! Cr? [> St*:*;! -vires
pc.icn -3 :;\: bzi;
COLUMul/.,, > CUTH CAPH.IWA 29202

November J9 .4

Mr. llofc.ce F. Jackson, Deputy Commissioner

Bureau Finance & Management
/

Mr. R. H. Bucknell, Jr., Cliicf
Administrative Services

Attached Class Code <$ Position Questionnaire (Mr. Lake Erie

Forwarded for your use is the class code and position
submitted on Mr. Lak? Erie High.

A job audit was conducted by State Personnel on November 7 and

was concluded that a new class should be written, entitled,
and graded at 25.

Adult Services tints him transferred out of their cost center.

When do you want this done?

RHB:ec

Enclosurer (2)

1*7

High)

1F"

gquestionnaire

it

coded 6619,

ZX-

C<

Z <?\

A

-kt

A AR
17 x A
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qualified a*, j uy <nirrar.uhon pjuCfkkPj.) e eup’o/rnenl mm o;n n petitions v illFhe made from those most
Function:

[.nfL". ,united super’, rsion provides a variety of responsible and difficult drafting
end architectural assignments; performs generally semiroutinu or diversified duties rt-
gui.np ju< ji.cjii in t, e " pli tiion of pram .;.,r s nt;>.cd in the design of county and
drsu’d. ;oei.J servers complexes; work is governed by trend instructions, objectives
and poFcies.

Exarm?i . of V'erb l:orformeri:

Paifcrm.. professional work in the initial crrafiiup of building designs.
May ropioseiit tan dt.paitiucnt in deb rr.ininj; tire design, layout and functional

aspects fur particular building construction.
Acts ev representative nt construction sites to assure compliance with design.

Assists in coordination far the development of the building program through
preparation of working drawing - in connection with construction of new
buildings and/or alteration of existing structures.

Assists crcuiuicttiral hr ms comniissicncd to prepare building, plans by’
drafting the initial plans lor final reproduction by the architects.

Performs rcl:;;b_d duties as required.

Required Xnov.lcd-jc, Shilie nd Abilities: '-

Extensive Knowledge of building codes as well as practices and procedures

of construction priuciphs.
Extensive chill in preparing, reviewing and revising design plans and

specifications.
Extensive knowledge of the laws governing boarding home licensure.

T

Necessary Spoci.d Requireminis.
College courses nr drafting or special training in architectural drawing.
Minimum Training and Expericnee:

High school graduation and seven’ (7) years experience in drafting or building
inspection, two (2) years of which must have been in a supervisory capacity.

\Y * . f *f e wfe —»» B M»e » - ** s VWKV o)



weT fliit-7'
A,i.-irv N.-.mn
xt.Ll £,uy 1 J j .| 111 uC. J-ii)cid. duttieu-
| Sri,i" 1

Liir- . > 0. r.in' - L Lrigi "mel. _
ob I-X1Iin (Cliv ! ill (-1 :

ColusiulLa Hi;h” u-.! South Carolina
4 I'retent ClawWa-'tinn 1r Job Title

—dkeen J3? - CL” .lkatur. Code
5. Job Ti. mof biij’.-riiur
_JijiXu-id..CL""JL&LJIZI iliit *<ab ‘..U-V- ...
ti Vi'oi: is (Ci.";": I;0.-egqiiit” bn)
I’ernmn nt Ti:..".'n\ Niil.Ib-r cl ii’yntbi
r: n,m fl 112 Time of tuiinur.i-
O P'rt .fi'inr o L.t line <iplo-itin-lit__ E'

Dewri;:.1lof Pn i
a. Cemr.-l i.csixituibilitics:

Under general
g
difficult

supervision perform:

drafting and architectural
generally serai-routine or
ment in the application of all
and procedures utilized in

Social Services Complexes.

B. Specific Duties:

Approx.
1. Performs profession.*! vor’ in building design. _T_tm?,f
2. Acts *$ departmental reprt entntivi in Ute design, layout and functional '
aspects for building construction.
3. Acts as a spec .list in construction e.api-cts.
4. Supervises projects through daily visits to building sites lo insure
compliance with design.
5. Administers and coordinates the development and review with Social Services
building program.
6. Drafts initial plans and presents to architects for final reproduction.
7. Assists in the preparation of working drawings in loiiiicction with construc-
tion of new buildings and/or alteration Lo existing, structure.
8. Coordinates all Social Services building programs lo insure uniformity
of projects.
9. Assists architectural firms commissioned to prepare building plans.
10. Performs related duties.
IPin

STAYC FtT/iONNIX UIVUfON

a variety of
assignments;
diversified duties

aspects,

*» 1i &iLl-... i,

Hei* :i tin flnjurit:
'l New ['.i.itiun
J It--i I.-.aif.i ..I;,in

lleipirst

[ NEijlin Ifil n\ idi.c reizoivirl UlIMOti

r. for..Vacancy |l.iui..

ton ."EusoNNt'r. mvisiov use only

Api'i-im.) Claw.

Clev (ii:n____ . A.s;ciiiy Code.
Slut Cell-___
Approval__ -Date.

responsible and
performs
requiring

judge-

established practices,

the design of county and district



_ii Mloidtitin it i ; hil- .rk- I'c; Ceil of 1jsc f, .-it or Endi

Calculator end draft ' eqttpii.-m:.

Y trcerk.

40 hours Plus
Good working conditions

Siiperv.sion Heeciv.-o; E.- cube Hum Yeui \>i>*k is INvps.iil by Ycur " ; oii'u

General Supervision

5 nr Oitr.'.i » b hfb'U, F' bili Supetveoi w ’ i Sup“n:se<|
Tub Ereij of Title
Con', ret
County Commissioner Freq. State GSA
County W elfare Board: Freq. Telephone Company
D istrict Directors Freq. Building Contractors
Assigned Arch tr-cu Freq. 1
Suprrvbvyv Kc.y ¢ bikini; 1. t tht Nr .:b.r, Ti'irs and (> ‘1 of i.:0" me*«w< Si>perv;« el
A Or"4i ii No. of.'nr; ' V Job'l jd<»of Tli; re H.i;best Lc'vl Suliwduiatcs
Sitnervi .cl
'L IfraLld "..:..l'cr.luiifj.arH
Bureau of Finance ¢ Management
Total No. of Er.ip. Supervised
FAIT. |l TO BE COMFL1 1ED ii IMMEDIATE .SUFEIIVISUit

Qrijlifiratioa*
A. Minimum Ctuernl Ecac.it.oi

si
High School Graduate
B. Spscialuxd Education or Tr.'iiiing
College courses in Drafting or special training in aichitectural drawing.
C. Minimum Wwfc Eepenmce
Nine (9) Years building inspection or drafting experience, four (4) years
which must have bem in a supvivisory capacity.
D. Special Ski-u or Attribute! ilvqcucj
Knowledge of building codes, knowledge of construction principles. D etailed
knowledge of Social Services program area. Ability to communicate with people.

1 Supervisor'! Comments on Dr.ciiplnui of Employee Duties

Adequate description above.

E. Archie EIlI Us,
Comiasion.:.r

Frrfj. of
Contact

Freq.
Freq.
Freq.

No. of
Einp.

£4
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D-"'"W K "?2's?2C .1
KEI'Unt e.viI<.1 .vsrru c i i-vauuat.on

Rt-piilai ( ); !e><ini f ); Irv’-ativ.my-Ist () 2nd () 3rd ( )

t
z/

e<ame i PAsidfii - Title

/. 3d "1

</ m>-~f

DIVISION COUNTY inn DISTRICT CTHC”
Z )
?a'.e assigned to pioent pcoiri t . E-.iplcymciit date
_ . ) _ I <y rrl @l
isof e z— — bated on performance J riir-’ norical frém to
| ~~r~

GUIDEL'H-:;
Section I: PERFC'll*; V. "CL EVALUATION CrlIVIAC*L.'NSTJUS

TIiL 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 . 0115 for th. ntrio'.l under review. Be objccthc and
do not kt year rating of one factor infill nee your rating of another. Each characteristic to be cva’uatc 1 has
live degrees o, levels of achievement by \ Inch it may be measured. L-cli level is defined for vctir use with ex-
atnpks of p iiunnancc which may be accepted its characicriui.- of that level If the employee job perform mice
or level of acme*ement "’lunUy correspond* to the example cited, check that particular box. You 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 attach them on a separate page with proper reference.

five rating levels to be used are defined as follows:

ACHIEVEMENT EVALUATION

LEVEL SYMBOL DEFINITION
ieritorious ME HighL superior perfotmancc; work, is characterized by unusual accomplish-
/Z “Ax Mments. Completely lei. | ie
.uo'c Slandard yash o Better thin norm.ill) act piuble peifoiniancc; work frequently exceeds normal

job requirements.

atisfactory s Work is saii?factory and fleet piable but seldom exceed* normal job require-
ments.
rarginal M Work I* satisfactory in some icspeus but does not fully meet normal job re-
7 3 ; quirements. Immediate improvement 1 anticipated.
nsatisfactory Poor performance; work below job requirements. Improvement not anticipated.
n,,. zZ [ f1? -1
saluated by _ Date-——-
(~viewed by; rEe.i/"_cX-UjLt .v . DatfTX__ ,A— /. X zJ'A [
o A2 x g oz /!
sviewed with employee Xe Z . ~'Ir Date
*")  (CfdPLOYCC SIGNATURE) I

Cz

15-432—Rev. 7-72
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fehfcsm™* :cs 1v/

KNOWI | D.Tf- (IP WORK
'flic (Mini lo v hieh |i »cjn-lo. ee
ha* grasped al' element* of the
work assignment, the ,epre (»
which the o red 'kif's el 1.
ccdutx luxe been mas'cicj.

ORGANISING and HANNING
Effectiverc-s in rx eer-ufic: lly
plannine x-3 assipmas .«:* arid
.rhiesiip. di tiled rc*iili* « tb mi :-
iniun w.'i or durleu<i of ef-
fort.

RELATIONSHIP vitl. <I."EN fS
Extent to winch employee csr.ih-
lixn&s and d.nttrsfut.” pre-s
sional relationship v itii ci.cnis.

RELATIONSHIPS with OTHERS
The capacity vitb sxlI"-h em-
ployee xvr«ks in harmony with
others ar.d ;a:r.s the re-i eel, cen-
fidenee. and ijcpsraiion of clb.-ais,
other ai'cr.cici, and outside public

~m/ttacls.

COOPERATION

The extent to which the employee
cooperates with sirpervsor!. asso-
ciates, and ethers tor whom v nrl,
is performed.

QUALITY OP OUTPUT
Degree to which employee's ca:
put is tharoup', accurate, and
meets quality su.ul.ilds.

PRODUCTIVITY

Measurement o’ the xolimxe of
woik aecomrluhed and rate of
progtesx on assignments

JUDGMENT

Extent io which the employee™ ac-
tions and decisions are appiopti he
and are based upon sound reason-
ing and common sense

DEPINPAIILITh

The extent lo which the employee
can be icheJ itpor to meet work
schedules and Ilulfill rexjxxitxibili-
ties and commitments.

INITIATIVI

The detciminalion and cneig.y dis-
placed m osercoiting ehst.eh-s
within the scope of the g>b. in
finding solutions to problem' and
in keeping productively o cu] iesl.

C.t: =L Lik.j

Unrcfi:tdcinry

Demnnstiates Hide or no imder-
Y.inshnc nf v.vrl assignment and '
ot seems unable Ix mailer the
skills required.

Unable i< plan effectively nr to
c.iriyle? la-f.s chin reisoi-s' le
l«!-ids of lime. N.cis del.ufeJ m-
stiu. lions.

Often loses control and becomes
iiuth.siita.tice without regard for
client s feeling*

Ha poor relation-‘ups with oth-
er* Is sidle-, a'l'' ncnl.'live, of-
ficious. belligeren', or completely
unfair, x.n. Si d.es Hide or no ef-
fort ki improve die person to per-
son relationships.

For the most part is uncoopera-
tive .nd tiitvf: j ini. FSe Resents
sup-esti.'iis fioni ‘i.jeisisor and
refuses to assist ethers when re-
quested.

Wort of pour qiu.li'i Must be
elected instantly' ai d often re-
done.

Ven skw voiStf. Quantity of

output is well J'clou asci.ifv of
Others io the sanu vhiss

Uses Hide reasoning or common
sense in deciding course of action
Judgment cannot be irlnd upon.

C.»n svUloin he ielixd ufxwi to meet
v pik vehvthtles without constant
Mtneth.uwc. lends to licqnent tar*
(ttncsx  4tui abuse of I<*dc privi-
legei

Almost n-sei initiate* action on
thr p>b without specif** instruc-
tions Work ettoit slop, when an
oh-taste is niceanterej until out-
side assistance is offered.

M ciffinal

Learn* svork .ssiunmenl slowly.
Requires much instillstiun ind
guidance Atl unimnl ol icquued
skills is margin it Needs further
training.

Itrnionsttnics o.ily occasional ca-
pacity to orcm: ¢ aid |lan void,
assignment* cltcviiscly. Frequently
riot* llnio . die bard way with
waste of time and effort

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

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

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

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

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

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.

Occasionally may be iclicd upon
to complete work assignments
wnhin pitwiilud schedules. Needs
ficquenl pioddu.g. Oee.ision.illy is
late in repcifling io wotk or in
keeping appointment*. Requues
more pushing than should be nec-
essary.

OvcaMuc.illy lake* iiiitiaiivc in the
jurft'i m.HKc t»l .I'"Mpw*| Julies h»t(
le.nu heavily on othets to find di-
lutions Iu piohkn»

I1f.n Miffi.
euni lel it.
menu of
adequate in

Genet ally

vork iff.-s"
sired res,if.
elliptic .dor. .

Shows know'
res pcmsibil.tx
a-d agr.-e
client's par,
control of 1
cireumstanu

Usually gets
low employi
and enjoys ;
fidence.

Makes an ,.
operative, t
and to assis’

Quality of
Generally
oeca ion.il x

w»»ik on'r:
average pro

Usually in 1
sions in nota
cral, judgintu

Gcencially d

relied uM>n 1
(w> .ind cut™
attvnd.riK C 1C

I i*(Jiicnth .
("HIM .RLV|'tt
Lxhlhlts Mxr
iKVUonilllf



of (hiliei
. require-
m Skill IS
‘tl.

orcam/e?
lives d"-
‘ccasiunal

ter.siorul
os..fencss
.ceil for
msu.illy in
r varying

with fel-
t.J others
and con-

10 fec co-
..metions,
needed.

sisfacte; y
with only
cjot e.

ry. Meets
nurds.

iblc deci-
S. In gun-
C

id can be
spsinxibili
Tune and
ivfactory.

n to per-
of dtltiC.
fulness nt

Above S'-ii'.iiaiu
H, tliruotn.il kiviv of nil »\-
| evls < voik arsii’,.i ‘cn| afnl pel-

tonns with hi*h dcyicc of >Kkill.

Coirisientlv ori'anives nod plans

orl well and atbases h-i-ed
results with a hi.;li degiec of ef-
fi.nncy.

Is vci\ effective in person lo per-
son iil.it. n -nips Is almost always
in full control of hineeii even t.n-
dsr the mod Hying ent-nnv.ances.
Displays tret, \v,rinth, irtey.fily
and flexibility, Secures client in-
volvement in working on his prob-
lems in his way.

Is very- effective in person to per-
son re! tier.ships. 1. olins-'. al-
ways in full control of lih.iseh’
even on let the most tryinc cir-
cum.ii nets. DirpUyt fact s-.rinth.
and inteyiity. Commands respect,
confidence, and cooperation from
all quarters.

Can always be depended upon to
coopctale fully and in good spirit.
Is an excellent leant worker.

Work is (borough, acsitr.tic, an 1
generally above the q.t.iliy re-

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

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

Can always be depended «ilsin to
meet schedules and lomniitnicn's.
Makes special cffoit to be punc-
tual and tsi complete assignments
in advance of deadlines.

Displays considerable energy nnd
inosis ahead on own uuiiaUve lo
eoinplcte  assignments D.nion-

stialcs much lesoiiiiifii'lnrss and
Hliguialiiy.

1 rifortc-'.*.

rs -p" .ually veil irrfoii.o,!
lu lwns'.-a Hint skiM aie e« elin
and exceed position li-iiuii clients.

Is outstnndir ' in el. lining and or-
y.uii/frng ssod. which eontr.imt-.-i
ta a superisu 1sel of a.i-ic.vnr.cr.t.

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

Is exceptional in excry way in re-
spect to person to icifian relation-
ships and is a sets dcii.tiie a -et
to the image of Il.c Olfiec.

Goes out of tl.e svay to make lu.-.I-
sclf avaiUblc sticnever and tshte-
cver needed 1 a superior l..on
worker who it.sones loy.d'y a.id
coop rntiver.csx in others.

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

Fsceptionaliy lap.d ssoiber. Vol-
ume of otitj iii i» u ¢suitnt'.s veil
abuse tin ase.age of Olliers in itv
same class.

Actions and decisions reflect con-
sistent logical thinking ami excep-
tional reasoning.

Isttcnicly eoi.siientirius in meet
ing wotk silrdulvs and in fulfill-
ing responsibilities and commit-
m-nts. (.iii always In: depended
iijlvn regardless ot circumstances.

Consistently initiates action. finds
xtdiuntns to piid'lenis. and lops
walk 1110411 Is ViC.line afid in
losalivc.
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Section II: RATING PERSON'S SUMMARY Of t «PfOY T :e ., 'NATION ANU RHCOMffHh'DA'fu-N

Th'u section i< to ' med to tceord a ,v.rr.-tive summary ci yt»n ev.de.ni' n 'V tin; employe/. and to make ‘enecif'c rcccr—

raendatious for career pm; res' as well as for Salary intreuse, promotion, or other change. Be sir specific as possible, hut |
ejcctive and open minded.

"After all factors have been rated, determine your over; 1l evaluation of tl.e employee’s performance for the period un.i..

review, rccopnizinp that the relative impi rta’ca or weight nt li e fae.-\& varies from position to po.uion, and check . m

appropriate box in the summary appraisal. . . o /
zllz. >, "> wm/ '] Az
A

1. Discuss employee's strengths and positive qualities:

2. Discuss employee’s weaknesses ar.d negative qualities:

3. To what extent has mere been impiove* cat in previously noted weak factors:

4. What action is recommended to assist employee to improve his performance and potential?

Does employee appear content with his own progress in the work he is doing?

If answer is “no" what action is recommended to meet his needs? —

*6. What is the employee’s general attitude toward bis evaluation?

7. Recommendations for salary ir.crca; . promolion, or other chan >

Y Rcrn.omended for annual salary incteasc.
Not recommended for annual salary increase.
Recommended for merit salary increase.
Recommend consideration for promotion when vacancy occurs.
Performance unsatisfactory in present position. Recommend:

Transfer Reason

Other Reason

EVALUATION SUMM \RY

Within the scope of his (her) pre cut duties and responsibilities, indicate
ancc of this employee. In doing this, bear in niinJ:
(a) The rating assigned on all individual factors in .Scczhm | U

(b) The differing importance of factors from position to position

mployec's Comments;
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SCCIAL SJ:V!ICrS

SCUiIiHC iX-vy- ; 0
cc- "' "a'J oV .H vy ic.” ™ . 2W 2
February 20, 1974
Mr. R. Il. Bvcknall

L4 - -»

Ur. Robert D. Floyd /

Your K o f February 19
Ccnc-"-r.”i.; tl,o Transfer of Dear-ding

iloiio inspectors

IW uld sug\%es_t that you contact Hr. Gary Howard concerning the cost
I "W,uid be of the opjnion> howevcr> thu tIR cosVice” ™ ° 8t

oul
center.
le.aain t,«e some, but the title should be changed to Adult

Services Licensing.
s 'X r " "7 ""ith o | W 1-1- r-n’.onnel ”
ol I mariec and Management.

the Bureau

RDF/Ib
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South Crunliiia L-,-. u

Diip.n luseiit nt S nu.it Snivicas

K Ajrhie tills D istrict O ffice IlIr

Cwnv’ tp 219 i>. Congress Street
Winnsboro, bouth Carolina
?91GO
L] " l )0—
November vrv it '
Six <m
1 97 3
Dr. B. /irchJe Kills, Ccimaisoioner
v \ state DiicCtor /-

South Carolina Departucnt of Social Services
Post O ffice Dox

Dear Dr. E llis:

vV A tv WS’ nct* tnererore, the usual case to single out one

datili " nrv "W ~e Wrr’ 1fe°3 AC>en<d *0 Give special, conmen-
"haluabl®”stance ho has rendered to

1 «*e*.<m cr and a r of county offices in District III.

A bl GL ?0t °nly deni'rne< drev the floor plans for the D istrict O ffice

he bu made several inspections of our now facilities curing the construction
Uis under-

ana las provided Guidance a»d direction to the contractors.
?,a:;,h <h ' 1« «jx>rtl.o in end has d X i=

the needed combination to pxoduco the best in floor plans.

Mr. .hip. ..us graciously assisted two of our coiuitioo in plannin ' for
H °Xch\r d K3 t0 b<? ~ iUDbIC f°" tvoUoth 2rcounties

which arc ariicirotons new facilities in the near future.
ultimately conounaate in better service to
staff.

i is
el- ?2* °f oonsiutation wall
clients and core favorable working conditions for the

1likC tO.0XrreSS Pcreonal appreciation to you and the others res-
ponsible for mating available Mr. jur s consultation.

With best regards, | am

Cordially yours,

lleddcn J. Thaacis
'A *'*>,_
cc: Mrs. Blanche McCullough, Deputy? QoraM W oner

J—b .

110 lio» 1'?0 , Columbia So,ilh Caii'li.'ti /X7 1 iQQii t’H 1? 14



Tin: Cotumbia Cij.j>ic, P.A.
HVOPHAL MLHCLC 4sfju raunn acper: ov APPOIMITF i NI
cntcno <* Coi.nuuA.S.C. *'VO4 TCHTHONf f»<» 7P> «80
>
TNALD *‘/UNOCi- , .p o
Thomas t-mlur,jr.p N October 1, 1973
MCMATOKOCV

moTTowc o. riISMSUhHC, .m .MO

ncphroiogt
WAITCF* O COWARDS J»,M. 0 X

OASTnotN 'CHOI oov
RICHARD M MCUMAJ, M C

TO WHOM IT HAY CONCERN*:

RE: Mr. Lake E..Ki2h».
2315 Durham Drive
Columbia, South Carolina

Mr. High has been under our care for a number of years. He was
hospitalized on August 20, 1973, and discharged on August 27.
Since discharge from the hospital we are continuing to follow
him in the office with routine visits.

TEH/cjc

Le>
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May 1, 1973

)

TO WHOM IT MAY CONCERN:

This is to certify that I, Lake Erie High, Si., was sick and unable

to work during the fell owing period:

March 19 through March 22, 1973 (4 days)

Sv'orn to before me this 1st day of May, 1973

m CL

Notary Public of SOuth Carolina

My commission expires 4-22-60
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SCIVITi NA. v)I.T A

department C,- social :eriCGS
R! PORT OH employee's performan c EVALUATION

Regular («/); Interim ( ); Prnl ;b mary-1st () 2nd () 3id ( )

t ol /2 Z L /
. Position Title - r-

DIVISION COUNTY UNIT DISTRICT OFFICE
| £ 11 -7
ae assigned to present positit = - — Employment date
yof LV /11 ~7 ___based on performance during peril. T front X .-------- Z -?—7- - to ./a??'*’
GUIDELINES

.Somo! L PERFORMANCE EVALUATION CHARACTERISTICS

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 example cited, check that particular box. \ on may, however,
use your own words, which in your opinion, would better describe the employee s performance 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:

ACHIEVEMENT EVALUAT ION
LEVEL SYMBOL DEFINITION
eritonous ME Ibah!" stipcrioi performance; work is ebar.cteri/ed by unusual accomplish-
ments. .‘ompleiely reliable.
hove Standard AS Belter than norm |Ily acceptable performance; work frequently exceeds normal
job requirements.

uisfactory S Work is satisfactory and acceptable but seldom exceeds normal job require-
ments.

iarginal M Work is satisfactory in some icspecjs but does not hilly meet normal job re-
quirements. Immediate improvements anticipated.

nsatisfactory U Poor performance; work below job requirements. Improvement not anticipated.

[- 1 - [,-P 7 j;

valuated by

eviewed by

cviewed with cinployee-TI__ Date

SS-432-Rev. 7-72

(3J
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is it) Is- used iii fc<.i' .iii.rrrdiv-e of you. :v.d.ii.aion «» the employe ,.i;d to make specific rerort
nwndahotr. to- cineer pro;.ie.“ as well as lor m.1 \ increase, p.emotion, or cilia- change. Be as specific as po. -iblc, hi: be
(-'eiive am: n-mindelJ.

z.har ;ill fiti )-. Ir.".e beer, rated. 0 'mire yn.r overall evaktitiui >f ike employee* [I'.-rfnnn.mec lor the p.rio.l tii'r,
review, rcto ai/me ik.it ike id intpoitance or weight of the factors vaii < from position io position, and cheex
appropriate b.j\ in Il. e summary el

1. Discuss employee's sii.mrilis and positive qualities:

2. Discuss employe's weaknesses and negative gn lilies:

3. To what extent has there |-en improv-meat in previoti ly noted weak factors: —

4.  What action is recommended to assist employee to improve his performance and potential.'

k5. Does employee app-a- content with his own progress in the work he is doing? — Z'kskl5

If answer is "no” what action is recommended tr. meet Ins needs? /

7o~ =

n
*0. What is the employee's general attitude toward his cv.ituauoii?-~?ic2- S~

7. Recommendations for salary .urease promotion, or other changes.

_ Rec<?mm'i-.d.d for annual salary increase.
Not recommended for annua, salary increase.
Recommer.Jcd lot merit salary increase.
Recommend eonsider.ition for promotion when vacancy occurs
Performance unsatisfactory in present po-itioo Recommend:

Transfer Reason

O ther Reason

EVALUATION SUMM \RV

Within the scope of Ins (her) pretent duties and responsibilities, indicate (circle) your overall evaluation of the perform-

ance of this employee. In doing tins, hear in mind: Z*~g\
(a) The rating assigned on all individual factors in Sulioii | U M ( S) AS ME

(b) The differing importance of factors from position to position.

Employee's Comments;



|?1 St. s.-rlhM 1w rvA B *»«t » 5’:«. t|°'/d‘ "-«' i:'.ii -1
kW tFnr.r nr- w .rj. Delatin'irate- lime i.- rs tin'rr-
lie CM.nt to - | m s the M ifltiiK stiir.hii:- fl V':i .is-ai-tuneru and-'
hu gtii'lped all cki'. .it 01 tic or ii-ciii. i;:i,i'ic 10 1ltaster the
work i-.ssignnienl. t1 demee Io ‘kills ivipiti J.

which the riuu-ied skills ar.u pro-
cedures Imvc been m. tercel.

ORGANIZING and PLANNING
Effectiveness in v mciiaiicully
planrinn i.m | as»n nxitCwis and
.ulii." .ns de.iied ic .. v.- nin-
irs.tim waste or dupiuaiion of ef-
fort.

RELATION*,!I" vliih CLIENTS
I"'Mint lo v.-tch employee esttib-
Iltthes ai"J tlcmcinrtiaies profes-
sional relationship wish clicn.

RELATIONSHIPS with OTHERS
The capacity vim which the em-
ployee works >n hart one with
others and gam:- the respect, con-
fidence, and cojp.-i.it.on of cli.nl>.
o’hcr agencies, and outside public
contacts.

CQ@ORERA'HON

Il.c extent to winch the cniph yee
cooperates with sii;.*iviscrs, asio
Gates, and others lor w-liom work
is performed.

QUALITY Or OUTPUT
Degree to which employee's out-
pt) is thoro'i' h, accurate, and
na.ts quality standards.

PRODUCTIVITY

Me.isiirinicnt of the volume of
work accomplished and rate of
prepress on assignments

JUDGMENT

I: stent to which the employee's ac-
tions and decisions aie appropriate,
and are based upon sound reason-
ing and common sense.

DEPhNDAHII I1'Y

Hie enrol to which the employee
ean l-e tehed up.a to meet vork
seliediilcs and li.Ifil! responsibili-
ties and commitments

TNITIATIVE

The deleiniin.ituin and energy dis-
played in nsciconuni- obstacles
willon the scope ol fir job, in
finding, soltiticsn'. to piobiems and
in keeping pi«sduclively occupied

Unable lo plan effectively or u
complete 1lis.s v.j'lim n..s. '.able
p.-io.Is of I- te Nei ls tk'latliJ in-
structions.

Often lows control and becomes
uuthoril. tin- without repaid for
client's fcelin,

lias (soar relationships with oth-
ers. Jc ".lih.r .-.i-iinieni, the of-
ficiou" bt'l:n-icnt. or complete!-
withdrawn. M. es Erie 01 no ef-
fort to improve the f.etson to per-
son relationships.

Tor the most part is uncoopera-
tive and undependable Re”ms
suggeaiiogs from supetvis > and
refuses to avast others when re-
quested.

Work of pool quality. Must bi
checked constantly and often te-
done

Very slow worker Quantity of
output i' well bvio* average of
Others in the ante class.

Uses little leasonirp or common
sense in dc.i.ling course of a.tian
Judgment cannot he iclied upon.

Can seldom be relies, upon lo meet
woik whe lutes without constant
surveillance Tends to lis-quenl tar-
diness ami abuse of lease privi-
lege*.

Almost never initiates action on
the job without «|reitis iii.itnc-
turns Woik ilfotl tops when ait
obstacle is e"..oiottcicd until out-
side assistance is otlercJ

Metre j; til

lean's woik ntp.ei'i  -lowly.
Is™- rilili-s 11" 'l r etru.la -1 and
pui.l nee. Ali-un'ii." i of retpiirt |
skills i- maipm.it Nc.-Js further
11.lining.

I).u..oustrates 01 I, o.c.isional ca-
pacity lo fstcainre and r.111 woik
a-.Im."imts ctl-"t'..uh . t eee(ivciiilv
«Joe-. thin the h.id way with
s aste of lime ano rlt'ort.

Sometimes slums l.ak of -expect
.m| imposes o. L valor. Needs to
be cautioned as 10 -.-If control and
awareness of Olbeis

Relationships with others tire not
as h ,-nor,011s ns il . should be.
Tends at tint < to exhibit impa-
tience, unruliness, m laci'i-ssneis.
1> occasionally the object of com-
plains so tar as conduct is con-
cerned Needs counseling Iron’
lime to time

May be eooperairve with super-
visor and helpful to others on oc-
casion In general lien,ever, pre-
fcis to be left alone.

Qu.tlil) of work below average.
Unly occasionally meets aceep-
tab'c standards.

Wotls slowb Cnls occasionally
achieves rile of p'i dnciioti vine'll
is considered aveia- ¢

I riliu. nth  makes decisions and
lake* action willinn goo | reason.
Needs S.ILU prodding 10 verily
(acts, think llunj s through, and
consider conse.pifiti rs before mak-
ing a decision or taking action.
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Consi'lenlly oiiani/cs .and p!l.n»
work well and achieves denies!
results with a high device of ef-
ficiency.

Is very i'fvli.v in | n to per-
son iclati'jii *iit« |. ..b’'IMt always
do tli. ilost tryiro'. ciiciia-.sl.ir ees.
Displays tact, warmth. i-iepnls
and flexibility. Secures die d in-
volveiiient in e.oil.ir.g cu hrs prob-
lems in bis way.

i> eery effective in person to per-
son r?l. ti<>liiips. Is almost al-
ways in full control t? himself
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cumstances. Di; lays tact, warmth,
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confidence, and cooperation front
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Can alway s hr depended upon to
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Is -.-..ep"” r.d in :v-n say in ic-
mp.it to pet-on tap: it; i i
ships ano in eliahtnep .o n a!
sompeii i--. Con isie/dty at:e io
wm1l with client in v.nrts u his
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self av. ilaole vlicuevei m .1 where-
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work of hiphrst quality. Rarely
makes mistakes
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Actions and decisis".* icfks't son-
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tioiijl reasoning.

Cslienis'ly eon cienlious in meet-
ing vsiik schedules -Hid in fulfill-
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m.-nls. Can always be depended
UIK>Il iep.ildiess of circuiusl.inces.

Ci nsisleiitly initiates actir it finds
Solutions lo piobhiiis. and keeps
wink iitsisitig. Is cieitisv and in-
IHIV..IIS .
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December 9, 1970

TO WHOM IT KAY CONCERN:

This is to certify that I, Lake Erin High, Sr., was sick and unable

to work during the following period:

November 20 through November 25, 1970

Sworn to before ne tliis 5th day of December, 1970.

My commission expires



April 23

TO WHOM IT 1'AY CONCL'L"

7
This is to certify that I, Lake trie _Highj_Sr.,

to work during the following period:

, 1971

was

sick and unaole

April 1 (*6 day) through April 8, 1971 ( $>. days)

Sworn to before me this 23rd day of April, 1971

L
otury }tiOlic of South Carolina

My commission expires h-22-80
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STATE nETA’.A~.Vr C? PULLIC WELFARE
COLUMBIA, SOUTH CAROLINA

; 26, .1.271

Mr. Lalo Erin Hi-h, Sr.
c/o Statamni'-.jiii’c of Public -1 .are
QC1u<Lox<: JC'OuiU =A™

This is to certify that you have successfully ccrapleted the

probationary period as Poaruln ' ilor? i.logngog
(Position)
under Merit System regulations and have been given permanent appointment

in that position effective m'a? 20, 1?71

Sincerely yours,

State Director
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SVAT". or SOUTH CAuOUIJA

CLASS “ITI F CLASS CCO2

Boarding Home Licensor wo >

(Note: The exrmp -- of work listed in thi* *ians snec.f.eat.on are not nru only descriptive of ary one p**Jlion in the dj;s. In o ?!X.*ic d.mi-
fud position, sor*. M: (Lrcr rel-i 1du.u may be rcqun, J,in 1 sonrme«amplcs may be omittco. The intent of the I.,tcd f'.Grti*lea It tu t > € v»o

eral indication of the I.'vels of difficulty and responsibility common *o all positions in this clasu.

an applicant must have the stated minimum education and exoerl*Ke cr an

In order to t? considered for emptovmert »n a po hon in tnir class,
Selection fur employment into o; «n petitions W.li t« m. .u fre.n liciu iniMt

acceptable «u.* nc a jppn.?u hy the State i\, vnel p.v.rion.
qualified iis deb mined by appropriate termination pm .sscs)

Function:

Under general supervision, inspects and examines facilities used by service
recipients, such as boarding homes, nursing homes, foster homes and day cere centers,
for compliance with regulations under the Department of Social Services programs;
conducts surveys of facilities, including all providers of services to determine
if estaulished requirements for licensing or certification undur South Carolina

Law are adhered to. . ©

Examples of berk Performed:

Inspects physical plants of facilities and determines if they meet department

standards and regulations for licensing.
Interviews working personnel relative to services rendered and observes facilities

for compliance with civil rights legislation.
Compiles information; prepares reports and makes recommendations from findings

of inspections and examinations.
Provides general advisory.services to facilities to enable them to meet required
regulations, standards,* guidel ines and qualifications.

Researches and interprets quidelines to ensure proper application for efficient

operations.
Performs related duties as required.

Required Knowledge, Skills and A bilities:

Considerable knowledge of laws and regulations governing boarding homes.
A bility to interpret and appb statutory requirement*, regulations and

procedures.
A bility to ascertain facts by personal contact and observation.

A bility to prepare clear and concise reports and to use tact and firmness in
inspectional work.

Minimum Training and Experience:

A bachelor's degree in business administration, education, or the social sciences
and four (4) years experience in a social service program.

i()-72



TO WHOM IT MY CONCERN:

This is to certify that | was sick May 20 through three-fourths

of May 25, 1970, and unable to perform duties required by my job.

Lakc JErie Iligh o'
Boarding Home Licenser

Sworro to before me this ttie day of
I f A Mt 1970.

Notary Public lor South Carolina.

My commission expires S<? /<T7o0<7



I didn't clear ibis with Dr. Rivers but feel that
ih? mtormcfion will be helpful to you. OK?

7/1/70 "



DEFAT? :IN' or Public Welfare

*i-,Tr noARt>

flfex- T K MeRONMO 5th Him. Cihii.m™
<>
i, nria’f e liit @<ili
n*r,’<s M.
V/ VI tMOV -in .k.r Of.i I’
V'a»Tr.rrAHO

JAMTS H SHChAPI). Jrr. Hist
AflIM VH.L< Columbia. 5. C.
THC” Al »3>TI \T ATM 0 «T
Golrttviltr 2,-202
MRS J. DORM/ M LEWIS. 6th O 'r P O POX ,520
M ill LIT.!
plv_rn: irrdCK ¢ jamcs tir«
UM » May 1, 1970

Dr. Arthur B. Rivers, Director
Statc IXepar tment of Public Welfare
P. 0. Box 1520

Columbia, South Carolina 29202

Dear Dr. Rivers:

Since | will be terminating my employment with the State
of Public Welfare effective May 4, 1970, | wish
ments concerning Mr. L. Eric High’s performance for use in his
efficiency rating when it becomes due.

I assumed supervision of Hr.
Division of Research and Statistics, to Chief, Division

A ssistance, on February <a 1970. At that
of Mr. T. I’. Heisler because of illness, it was necessary for
f-r. High lo remain in Mr. keisler's office to assis with the
there until April 1, luVvO.
a centre]
the area as. ip, u to Mi. Digh

innovative
Mr. High to readily comprehend the 1lire.using program and

an or! rly and efiect.ixe iashion tor

could he determined at any time.

Thi.j :\s ten. las pioven to be

and to Mr. High once he began working in the field. In a brief
High has been able

of a high quality than 1 would have thought to
to work throug.h a number of

about which 1 hail been previously informed

of approximately six week' of field work Mr.
accomplish nor. work
bo humanly possible. lie has been able
difficult. r.i tu.it ion

ARTHUR <« PIVCHG6
State Dvtodic*

Department
to pass on my com-

High when | was transferred from Chief,
of Public

time, due to the absence

duties
Darin; this time., Mr. High established
5\ tern whberelr, the licensing staLus of bo.arding hopes
This
sv.;h-.i indicate.! a high degree nt ability on the part of
to plan
discharging his.respenr.ibil itics.

in

invaluable both to me as his supervisor
span



Or. Alii I It.  i><eee niv 1

not!..n could be done. Tn faa" situations, Hr. high’s job nas com-
plicated by tie fad. other cotilad by Department personnel had
ant *i .2« | i > trdin : h.-iu perun-aiel ana eesjir re S5alLion:hips vi li>

i .m, re::--. ir. li-h, -ss . An ifflpl lv8
and unique a b ilit) to meM and till infcr.lli.ciitly nt any lcvcl®with
people from all valkp <»f li.ie, was a'Me to verb tliroir I, these situa-
tion: r'i creatine, a voryv in-..» oi lac Departi-ent.

I have found Mr. Dieh !< be a ,ost re.spou:;tide ne.rson and lie has

demonstrated a co: cti' i/m degree of initiative and resourcefulness
while proving to ;= bkut eo00j an Ipfui. Hits work has been
more than satis; nefory; in ny op'tiiu'i, it h.a been excellent.

Sincerely yoursl

/ /1

/Tan, s f». Vemek, Chief
Division of Public Assistance

JOW :an
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State Depart < c WELFARE

STATE IOAfIP

MT . T. K M<DC SALfO 5T« D,r» mean

\V «NSM»@? 0

J P.snunnv. 2*1' O»M.. SONCTARV

lift* WAKA.
W 7 +r0AK.

v My ]

I*** APTHur r. kivrns

110:"T
SvATI DIf*k.CVOH

JAPVj H sH' ilAfttt. 3f»b

Columbia, s . C.

ABUIV'LLL

THOF AS L ROTFAT. ATM Cist
G jlt VNVIILC 29202

MRS J t>EOHA” LEWIS. 6V <Qi»t p 0. cox le :*Q
M.HXIMS

rtv | HER' rtICK C JAM.S. «»h Of. T

«.UMTIM

May 1, 19%7(Q

Ur. Arthur B. Rivers, Director
State Departreat of Public W elfare
F. 0. Box 1520

Columbia, South Carolina 29202

Dear Dr. Rivers:

Since 1 will be terminating my employment with the State Department
of Public Welfare effective flay 4, 1970, T wish to pass on my com-
ments concerning Mr. L. Erie High’s performance for use in his
efficiency rating when it becomes due.

1 assumed supervision ot Mr. High .’hen 1 was transferred from Chief,
Division of Research and Statistics, to Chief, Division of Public

A ssistance, on February c, 1970. At lIliat time, dm to the absence
of Mr. T. R. K isle* because of illness. it was ne<cssa>y for

Mr. High to remain in Mr. Keislcr's office to assist with the duties
there until April 1, 1970. During this time, Mr. 1'i, h e.slubl ishcii
a control systcm whereb) the licensing stattis of boarding homes in
the area assigned to Mr. High could be de.lei’lined al any time. This
innovative system indicated a high degree of ability on the part of
Mr. High to readily comprehend the licensing program and to plan in
an orderly and effective fashion for discharging his responsibilities.

This system has proven to be invaluable both to we as his supervisor
and to Mr. High once he began working in the field. In a brief span
of approximately six weeks of field work Mr. High has been al>le to

accomplish more work of a high quality than 1 would have thought, to
be humanly possible. He has been able to work through a number of

difficult situations about which I had been pvtvioii: ly intoned



Dr. Arthur B. Rivers -2- May 1, 1970

nothing could be done. In these situations, Mr. High’s job was com-
plicated by the fact that other contacts by Dapartinent personnel had
antagonized the boarding home personnel .and their relations!. ips with
the Departm nt was at an iwfisse. Mr. High, ' =

and unique ability to ir.net and talk intelligently at .nr I<\i . v..n
people from all walks of life, was able to work through tnene situa-

tions whit creating a very good image of the Department.

I have found 1r. High to be .a most responsible person .and lie has
demonstrated a coins, ndable degree of initiative and ra ,joilicel ulness
while proving to he most cooperative and helpful. His work has been
more than satisfactory; in my opinion, it has been excellent.

Sincerely yours,

/" 1

/| /6ames 0. Womack, Chief
Division of Public Assistance

JOV:aa


ir.net

Se.pl.,--- re», )970

TO WHOM IT ’AY COa CERM:

fh’s js tc cci ti.iy that | las sick May 20 through three—fourth.;

of May 25, 1970, and unabh to perfori.i duties required by vv job.

sworn to bcfot, . tin € 1 8%; of
A? 2(s /.. L t 1070
% Y d / A < < W-

Notary Public for South Carolina.

My commission expires , ., 17T
/

-CJ£)
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1//0
Lr. Ellis,
This *' -r *~v,iy ¢9 .g.® mG«?" jo" tut* lo.u.oviP;" iii"Gr?Kvhion.
- & 1 3t;i+<? ’era:d ent of
Public 51 'm on . I-j a, c: i ol h—a?_Q“ ° Licr._ Or. _ .
January |. -LL.7, a ?.%a:e laf; ca. . . eir.ic.’ ‘ad on id a iedition
- , COX e - - eai -r-i. tauion Covr. ellar on
pc'-r-*... e r i.»d until J A>) i [f- '"b " — -a \/"*a P f*? a
.Pro n lecfe a .or - C K rd). Ha
..S Or t'-b -aoyitien antil fan i/ 1?, 1?bG == th .3 ¢ ha he became Lbading
}o*2 Lic?p.\ v ri2d is rr*. ~L> tai.-*, %410
Educcrlrn.-.'i. hack*rcs
Hr, Fair r received an ;.B dcareo in January, 19fb, iron Hniherry
Co] ?»f3e hr r . .a in I'rshlvd covrset and also rocoivsd a -escuer's C ertifi-
cate, he attended the bedical Colicr« of feulii Carolina for one year and vas
forced no leave to eyu troucle. in I?b3 ha rec.ivcd a certificate iron

Se.wour Johnson Field (USAF) for cciplotins a six nontlio course in icaching
Hetduds. —

Attached is a copy of tho r.pplicaiion of hr. Like Erie High, ~r.

Hr. liirh ur.s p.ivon a previaio: 'l appointment as a koai'uiPg .love License!
January 13, 1?'0, i-6 - tnaaal salary :10,190.
Ti,- prnyi-l.o./.1 oiit rat » r:i~?d Jul? p» 1?70,

Sinccr ly your3,

K. C. Couch
personnel O fficer

ROOM
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Ui'firp. siair: P iS ni’GT court
| (B THE
B 6 ,;:”»b
HIGH L IRIE DISTRICT OF SOU.T CAROLINA
23 15 " DURHAM DRIVE
WEST C(IUMG61A SC.

Post OfPice Blclqg.

Ilby St,

,’OU AftE Hr~C °Y SbY’/i"i.Pi?
Florence, S. C.

PA THIS UNITED ET « LES COUNT

TO APPEAR IC-FI 2 TSRi‘ op ' sorct
JURY SERVICE 10 BEGIN AT /
1p-t 11:00
THE PEACE AE 'OME SHC..I- | / '
BWY 8 it/Q
U\T(
By Oi cHr I
- 10-21-70
OT the Court f,/é <- L ~ - Vv -
Cl.Lft -~ OATC

— I*".-CITAMT NOTICE --

1. JURORS WHO AT7LNC OOP"? IN COMPLIANCE ViiU H IS SUMMONS WILL RECEIVE FOR

2. FAh-URE 10 >7TPNI1-» AC CTOAE'CE -'AYE "iHI 'UMV.H >, -, ££1; NiShABIx BY FIKE
ANO-OR IMWLS.ONM:".!.

3. THE U. S. M’/HHA’ HAS NO CONTROL OVR Hi" JURY . AND CANNOT FXCUSF ANZ
PERSON fROM JUFb DUTY.

4. |IF BLCAUL ' 0" GA </t |i' NESS IN YOUR I'AM’EY. OR A SIMILARLY SERIOUS PROBLEM
THAT WOUJI CO\il:UTF W UNDUE umPOSIEP OH IXH'EME INCON’TN'll NOE
FOR YOU If; APPEAR iN COURT AT THE TIM™ INC'" J? P VOS] MUSI NOTH = IHE
COURT bV MzUL LU, T A TEMPORARY EXU'S" IS EHCEN-.M EXPLAIN 2zl I THE
FACTS, AN! INDICATE SPECIFICALLY IHE Ea'uJi.c : HAY /!N UT. NEAP FUTUR’ WHEN
YOU CAN AH'i.Nr U'-l THE tt/CK CE1HIS FORM FOR :0UP :I1.”FEE. If YOU PRE-
FER TO EXPLAIN THr -C I/.CTS IN Pi. RROH ILAfIt R TUAN &* IlLIlIFR YOU MAY
APFEAR ON :HE AC >V DATE ‘OR L'P'. TURPO H.. L.CWLVLR. E'Jf-i AN AnP! ARANC(

WILL NOT ENTITLE rOU TO SERVICE OR MILCAEI . i.i S

5. UNLESS YOU -I;.f Fi'E A H TICE ‘ROM THIS COUNT C- A TEMPORARY EXCUSE.
YOU MUST A'-T-NC AS DIRECTED [N this SUMMON:,
T

-ta - oo

*. *r

«


ILAf.lt

o - C-:fn. ..i,n soplp ryji-p . A
v o>l [ ; :
) ; SOr>rgvise
I I'L! aRTiIm ci-i jai 'yip/jcfs t b
- ft»<Ul .t I »;.» p: otwtAL fin n;r,
]:siecri
Ic kar 'Miltd Ly iff <ri>\ ml r,- tjr j-Jci-wl n-cling
V.W -1, Fii t, -h 1 JU Hill
HIGH, W 2i E. Sr. P.LD3. rssiu:; ?cC.
/AW 1 L[i:>ii: r<  Pviir
AGI'KY T 1
f TATSi 1.ZhV EUT C7 DOS STATE BLDG. DE3IGU

EZ'irw If EZ’l.,j:t

January 13, 19/0, T "as brreu byii Sllate Pm nrb ;cut of Public lJell*;,re a;:

a Pub', LC 1'm m y
em ?., *.Ch! "x o 1 t, ] . '

Director, Kr. *» B. Rivers. Ira jssurad of a 10* ef/ ctive July 13,
1970, rrwid'ns my r*rk cnntinuca to satisfactory and 7 vovld receive a
raise each 1? months, or loss. I did not receive any raiso for 3 years and
1C ervrs.

Tr my opinion T was dar.cririnat-d against and treated unfairly ar to salary
increases nnd promotions, in accTtlnnee with the S. C. Eer.it System

coRsinw actim c$ rr’jitit relief sought by eployee

I request a recourse in this matter by th’ Grievance Commit*re.

UAH A'O WE RECCES! I'USE’'HD A OAIL 5CHIMEO TH 1WI f (WG
June 23, 1977 - 2:30 I'M
SUb'-.i : 1 SIGKSIIW
x I ’ /
v 'tv ” fi 11V i <A ¥—

1/,/.« ra.»ion » ii)” ,o0 . if.
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L-'h L.LOVL;-. -i> TVAIICiZ KrPORT - STEP 1-/«k
supervisor;’* rupor.T cr
Kt;. je:t SON Mcohkalt I'FETIr.'O

scorn c/.i:oi fi.'A
o-tPAN.?<er;t g,*social services

JKSIROTM,
bn completed by 1 Grievant to request an informal wxting.

epare 3 copies: Q" in?%* - Smxrvir.or; 1st copy - firnvani; 2nd co?/ - f ployee Relations Specialist.

otI'S I (Last, first, [I'li.Liit Initial) Jud II1Lt
HIGH, LA’35 E. Sr. BLDG. DESIGN ASSOC.
JIATIOU LF°’Gnl f  9'MCE
AGCCY Piitsmi job
STATE EEPARTKEIT C? ESS STATE BLDG. DESIGN ASSOC.

ISCRIFUOU Cf CG?L/.T'I

January 13, 1270, | ’as hired by the State Department. of Public Welfare ar;
a Public Welfare Examiner. At the end of 6 months, my rating by Mr. Womack,
my P. A.Chief, was Excellent, under Merit System Grade ,/ 18 and a VO-2 by the

Director, Mr. A. B. Rivers. I was assured of a 10,7 raise effective July 13,
1970, providing ny work continued to be satis factcry and | would receive a
raise each 12 months, or less. I did not receive any raise for 3 years and
10 cays.

In iry opinion | war discriminated against and treated unfairly as to salary
increases and promotions, in accordance ’rith the S. C. Merit System

CCRRECTIVE ACTION (R PERSONAL RELIEF SOUGHT BY BVPLOYEE

I request a recourse in this matter by the Grievance Committee.

fiIATF AP U’i FECJiSI FPESL'.ItO 4. DATE SOIECILED FOR INFfhAL METING

June 2?3, 1977 - 2:30 PM

tVAI'S SIGKTTURf SIMKVISORS SMOTE

I’orm

T» 1649 Edition ol July' 197A is obsolete.
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M fi SOUTH CAROLINA EMPLOYEE GRIEVANCE REPORT - STEP | 'CGt (O
I If \ DEPARTMENT OF SOCIAL SERVICES SUrer:visor'sreport Of decision

— - - - r-../r m

n.siKucfiUh's .

To Lc conplcted by the supervisor to reljtc his decision to the employee.
Prepare 3 Copies: Ori5in.1l - Supervisor; Cepy - fnloyro Relation; Specialist; Copy - Grievant.

EMPLOYEES liAML (last, First, Middle Initial) jea Tim CFUANIZAIIKI
_ Building Design S. C. Department of
High, Lake E. Sr. Associate Social Services

1. STAIC DECISION

Prior to your retirement, you verbally brought up this complaint which was reviewed.
You wei’e given an answer that your personnel and salary records were in order.
Apparently, you did not like this answer. As | pr>vioucly adviced you, | have no

authority to grant any salary adjustment.

2. GM\E FC-ICLE REIORE G1 GCIBIK' A , At F CHLRE

If you are not satisfied with this response, you have the option of proceeding

to Step # 2 of the grievance procedures.

-AK I HILL U SUTtIiVEW

h Chief of Staff

n > » «* » 1.. nt



July 5, 1977

Hr. Harrison Reardon
Chief of Staff

3. C. Department of Social Services
P. 0. Dox 1520

Columbia, South Carolina 29202

Dear hr. Reardon:

I an in receint of Steps I-C, Supervisor's Report of Decision,
dated and signed by you on June 30, 1977, received by me on
Saturday, July 2, 1977.

Hr. Rearden, it is necessary that | request my grievance
proceed to Step II-A as your decision did not in any way solve the
anguish 1 have experienced year after year, supervisor to supervisor.
Administrator to Administrator regarding my problem, and always the
answer " 1'll see that this is corrected” »

Attached is Step II-A requesting an appeal for investigation
by an Employee Relations Specialist.

Yours truly,

/Lake Erie High, Sr.
LSHSr sab

Attachment - 1



SPJTil C« li.l'lA EMPLOYEE GRIEVANCE EPORT - STEP Il « A 9

UL2 dep/i*lmir SOCIAL SERVICES APPEAL rop ERSIKVCSTISATIOH
mstroctil;.- - to tx co- djed py grievant
ntir-.G itens on alJ.i h jnai jheuls of plain white paper, "fe-scary. eey continued cements to iton n-r.cr to he ontirue:l.

Identify each additions' sheet v.tn Ir.oloyee's na’e - Las , first, and ."if’ e Initial.

For SIE? 1l: Prepore 3 copies: Original - t/pipyee Relations Specialist; Cep/ - Grievant; Copy - Supervisor.
f'ACEES  (t- * First, hddk Initial) JR TME
High, L?ke Erie Sr. Bldg. Design Associate
.
Stat D t t f S ial S i /6 1/ —
ate epartmen 0 OCla ervices
P ' Vi State D. S. S. Bldg Desgn. Asset

January 1J, 1970, 1 was hired by the State Department of Public Welfare as
a Public ..'rifare Examxner. At the end of 6 months, my rating by Mr. Womack,
my P. A. C.hief was Excellent under Merit System Grade f/18 and a VG-2 by the

Director, Mr. «. 3. Hivecrs. I was assured of a 10% raise effective July 15,
1970, providing my work continued to be satisfactory and | would receive

a raise each 12 monins, or less. i did not receive anv raise for 2 years
and 10 days.

In my opinion | was discriminated against and treated unfairly as to
salary increases and promotions, in accordance with the S. G. Merit
System.

DFSCRIPE Pl DETAIL THE CORRECTIVE ACTIffl GP PERSCNAL RELIEF SOUGHT:

brE87i*cc'c a reeours® i-n this matter by the Grievance Committee by
reimbursement for reinstatement at the proper grade level, increments
for each evaluation and salary adjustments.

STAIE REASIS KR TESSILG TC Tk REXT STE.

The decision of Supervisor indicated no remedial action to my request

I WISH TO PUF.Ui ICE GRIEVANCE TO (Check appropriate Step > DATtL: July 5, 1977
indicated below):
b. BHPLGYEL’S SIGNATURE z /a
Step 11 Q1] Step I
? > u c s -r
ff.kkT
SICtAKHE:

TITLE:

Edition of July 7A is obsolete
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E.-»4 J 'ib;( lt<.f.ii dommM. vnu*---»j»
D:.n«uj ifi icr Social Jer'.iu.s

K Archie EI'ij
Commas.one

July 27, 1977

Mr. W alter E. Williams

Employe? Relations Specialist

S. C. Depart: ent of Social Services
r. C. Box 152c

Columbia, South Carolina 29202

Dear Mr. W illi ->s:
SUBJECT: Appointment as Employee Relations Specialist
In iccordarce with paragraph 1320(m) DSS Employee Grievance and Appeal Directive,

you are hereby appointed to serve as the Employee Relations Specialist <n the revie*
eri s:ttie:.itat cf the grievance submitted by Mr. Lake Erie High Sr., Building Design

Associate, State O ffice, Columbia, South Carolina,
In compliance with instructions contained in paragraph 1330.2, you will proceed
without delay in evaluating all facts and information concerning the grievance sub-

mitted by subject employee. Upon completion of your review action, your decision end
recorrmt. nations will be submitted to the Executive A ssistant, State O ffice, DSS, in

writing vithir. five (5) days.

Sincerely,

Executive Assistant
to the Commissioner

PJ:gw

cc: Mr. Lake Erie High, Sr.
Mr. Harrison Rearden

r.0 Co* 1520 / Cobmbli 5«u»h Cotobna 2v<0? *C%) 753-3244



SOUTH CAROLINA DEPARTMENT OF SOCIAL SERVICES

COLUMBIA, SOUTH CAROLINA

August 5, 1977

Memorandum
To: Mr. W alter Williams
pecialist
From: Roy f. Lovd, CKief
Division of Public Assistance
Subject Grievance - Mr. Lake Erie High, Sr

Pursuant to your request concerning the grievance of Mr. Lake Erie High, Sr.,
the developments surrounding this case, as | recall them, are as follows.

When 1 assumed the position of Chief of the Division of Public Assistance,
Mr. High was an employee of the Division at that time. It was some months
later that Mr. High advised me that he had never received permanent appoint-
ment. Mr. High's personnel record did not reveal the reason for his not
having received permanent employment. I evaluated his performance at that
time solely for the purpose of giving him permanent appointment so that if
necessary he could be granted leave without pay. My further recollection
is that he was hospitalized at that time and shortly thereafter was granted
leave without pay. He was later reinstated to a pay status. At a later
date, a date which I do not recall, his performancr was again evaluated.
At that time | recommended a salary increase.

If | can be of further assistance to you in this matter, please feel free
to call me.

RTL:v

/e
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SCITH I\ *C I!A CEIACFI'FU tf SOCIAL SEILMICES

Etployto !rrfcrT.mo Evaluation

I-r'Cc U 'T.

1(,,, prjr..y cje) 0{ the Er.pleyre's Forbr-a.ee Evaluation report is to assist in
estivating di ir, ..im".els to ogerr-te t-feiciv*»tiy pro tf cikvely by irprodng vgri. perfcrsanic

of individual taplayccj. It nay serve several purposes, s.ch as: - .
A Inferring the employee of ti e supunicer’s evaluation of his
perforrance.
H. Insuring that the c'-loyoe participates vith hi: supervisor on

the evaluation of his perfec.snei.

C.  Assisting in searching for causes where wort pcHcr.-.ance is loss
than s&iisfactcry.

C, Assisting in planning for inproveront in areas where it My to

need. 3.

[. Encouraging the orplcycc to pmferr at his very test.
p.  Assisting supervisors in tnuwinr, their employees tettr..

G Assisting in r.utir.g verf assig'-ents and delegating ’tcpc-sitil.t.ts
by focusing cn crploytesl shills ana abilities

I Improving siycrmor-errloyct cir.nr.cations ;-d relationship..

llocuncoting support for ruemndakers of a nature ccn.err.irg
salary irrriases, pn .(ion, han-.it dorrt:i', nr cit'iss-I»

rrf'K ¢ Ft” 1I"VCh'S:

MO AReport of Frpb/ee's Perforrance (valuation (CCS-bl?) will ha prepared

for all tr. loyror. e>ec; t:
[rploycos vith temporary appoinl-onts.
B. frploiiCS vith c.-.trgu.cy epnjir.treMs.

frpl“/c<s .'anointed ter linited periods of p-rt-tiru duties (lass than
12 bs).

0 Ir.phit:: with cpcifie :p;oi. tcicrts to f/:ir.nt j.tsi tiune by artcr.t
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Frre P Tex ry*’

The fltp r 1 of bi-ploverls Porfer,-mee fvalciliert (0SS-43?) I»$ hern revised for
dilbtllon by ill supervisors ir. t’c pcH omnc c rv.estostion of all mployces in Ib* South
tcrolina Departed of Social Services. This ferr i? divided into two (2) sections.

| topicfp generaltied mfomaficn required to Le submitted.

2bd Li-b2«IS identi'ir' tf mten (lu) pcrforcance evaluation characteristics on vhch all
Hilv/css art to r, rated.

S".”1- TS icc.ntifia: five (3) additional perforr.anci: evaluation characteristics which
vill 1? r.C'dfi. -;m;('"?,ent .-J supervisory personnel. Space las torn provided to
idd other ftrfcr-.-oe characteristics dered rccassafy by tnc individual rater.

tach ptrfcmsnce evaluation characteristic has five (5) levels of progression
ty »hich it is to be evaluated. For use by rating and rpvi'-wing superyisiors, tach level
is described vita e.cnples of vh.it should be considered characteristic of that factor.
In Il.u evaluation process, if ,oi agree that tor Oerfcr-3r.ee equates in general to the
cv;lc or eia-ples described, chock the rating for tla: factor in the space provided.
Yclray, if you chouse, use your oan words to descrite the perfomcnce evaluation of the
employee. There s;cc remits, insert your wording in the apprepnatc place; if space is
rot available, attach O separate page to the fern and properly cross reference to the
changes added. o eye

Sactinn 11 is tc be used to record a narative ssrstary of your evaluation of the nplcyee
and to nkc 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 this provides you the opportunity to discuss in detail the employee's strenglhs

and/or weaknesses and to provide rt.c-..-.endatior.s flat will -activate his to operate efficient-

ly and effectively.

Section IT also includes an [value*.:  3-r—ary which requires the rating authority to assign

an overall jdicctivsl -aling for ii.c evaluation period keeping if, r.inj that not all factors
have the ss'.e significance in rolalin, to the different types of positions.

A space i: provided at the end of this section for thn employee lo have his own

cements .\beut t ¢ supervisor's evaluation recorded m writing if he wishes. It is rcto-.-.endcc)

that if the irplcyrc desire; to add his co—ents tc tl.i form as a ratter of record, he be

requested to svb-it then to be typewritten on the fom. [rployecs will be requested I" sign
or initial ile evaluation fom in the space provided, which will certify that the performance

evaluation has been dis:»sscd with fit"”.

If the mclcyec does not wish to have any cements, recorded on the pcrforr?nce

evaluation fers, he should be asked to sign or initicl in the apprep-iate space at the dose

of tlfa intorvio. lo certify that the evaluation was discussed with him.

rSCutTK'.bh'y r»Prci  Pecauso initial appointments are nafc lor a probe!io-pi

\0~i>



frrdcJ of ci; (6) rr-V' satis*. if e 1 on a pom-ent basis leycr.d
f-a priori <x*ej; cco" s '.:*(.xfa-y v?r» pPrance, all raters are iccuircd te
prrpari a cc.-pltf | perse* < a isatin rcs-crt ("$$.4i?) <« t;sh new c-ployrc at

use rac of ihc tilth (Mi ) * wmu or tf-rvicc-, hnvc it reviewed by the proper rwiewing
fi’lhcrity, distUss it with the i-pluee, and sub-,it it to arrive ai .ts destination at
laid fifteen (L<) r'-ir, prior ts the co-plotisn ¢* the six (6) nsnih probationary psriod.

.vog>al If P e probationary evalustisr. of a new p-,aloyto

is erodejl, e-clcvse' be granted on additional wort period ct
Rir.cty (s'0) d.,5. i .s it- .ion -ist be mco* j and will L?
r;>rovfd only t. tr.rre is 1. *:n to expect that t' mrev e-ployec

can r d sill i\nra/e in Pxra areas ir. which Xx is (‘-ficicnt and Se
ptta'r, “ho le. ' cf kiss'uPrr,. P2? ntr _for a.ninety /]
(90) e»ts-si: "s_pLc.s" ~ifp 'c_the o';r3ti''e_cr #rrs

i... . _ 1ivl. her m if

g il,i extension is c¢?;.*rru in by Pt "erit iystf iwervisar, approval

'm(_ ".ill he grantsJ, kith will ncccssitst- a rev p'rf.r.ance evaluation
ferr. teing rade. her Pro i.’jiiica! ninety (>*) do. period,. Iris should
bo dune in sufficient ti*e for the perio®ance evaluation fern to he
ssl'i'Ped to *rlvc its clip, it sestinafion at least fifteen (I>)
days before tf' eM of the nxte-sier period., foil-swing a perferanre
& .P'nticn vsting of Satisfactory or stove, the rployee will te
granted fi-rrmr t status, fcllowing a perfor-arse evaluation rating
at this tire of Marginal, inc eployee ray, under exceptional circum- |t

t ¢ stances, be cranted one (1) additional ninety (53) day extension, nay

re dr-.eted c"J reassigned to an existing vacancy in a lesser classi-
fies, tior, for which ha ray he qualified, or ray t? teminated frpn
rr.pley ?nt, 1. the evert an employee is granted the additional ninety
(9C) <y extension or is denoted with rcassi enneoi, a follow-up
prahetionary (-'.xluntior rust be rape in the sane runner as for the
initial pre -tif'.-y .valuation. AncPer fargirsl evaluation rating
si this ti“Osill rcsuil in Icninration of enplsy.ent.

B. 1mpi-"N-oel v kot « New c.-piayvc vne recr.ves a purtorrance
¢t "v. lion f. . eem; .at -j far his six (a) ra- P p.-ohaticnary pericd
i-y rat ts ct ,..i ?n exttruic* and his i-ploy-,.": . .st t.i torcirxtcd.
1%2 f*-*vj e rC;.jlar r-.P ™ean." evaluation report is to te ccnletcd for each
employee on t o Ivdve (P) rv*;hs' jrrjvemry of the date of hie last regular or
prflrticr»ry evaluation, li peri‘er-sicc .valuation torn should t:co-pleted, reviewed

by In. rtvii.ino, ; Parity, Pi.usc f wit' {{r employee, and submred to the office of
record at least fitteen (i?) days trior? t'c end of the twilvr (li.Po.nth period.

fo-rriTl r - « P 1m 1:i~ Khsn r ptrr.arent rploxe receives a

regular rcr:cr-. tvai.aiif of ".crcir.cl, a s;v. | service evaluation 2 flm
o (Irtcri*) ruet " rr,-pared after a rcriod of six () ronths end for

tho toll si' (.) -enfh pried if “c is still rfed as hargi'ni.

After t.o (?) SiCfS'ivc ci.p (Int«rin) cvaliaiors of Kargiml,
the t'plnytc rrt fib er t t'-o’fJ sod rrassir* f:' or existing
vacant iisili. iir . Itssci classification tor » i«he ray to



purled cf 2>
t;,,.i period .m?" ds w'liufam: mvuri ;> -.r.ce, all raters are required t?
prrprr, e coupietH r rfcmunci m. <. elift im -1 foS-Cv?) im tub. new mplo,.-0 jt

the Crd of t. . fifth (Lth)

® cum nation elay-ent on a p.r-?.-nt Lanis. t»ycr.d

soviet, have it reviewed by tr- proper reviewing

ftithcrity, discuss it vita the ; ;1 ye?, and sut it it to arrive it its destination at
le ft fifteen (15) bu.u prior b ire co*;l iion of iha si' (6) month probationary period.

ffr1.”

tpp-jved fly if « 're is ru k bat t? nev employee
ton end Vila i'p‘'u,; it; tr. urea: in v-ikn :ei: efiuicni and
rttai. the lc. 1 c. bsjis'; .it; T Ft; rm-— - /
( c _
J d P T 5« T E I f [
v . the txtension is co-currt. m .. ’'= "erit System Supervisor, approval
1'/ wvill ti grentud, v'-.ii: vill rccessibt- a re-u purfimance tvalualion
u torn Lein; rsue ip- r- pddi.ice.! ni-.rfy (?') day period, This should

v

Jizfnluzliidl'-i--ul f-r.retntimery evalwlicn of a nev mployeo
is ii'niad, fa cmsloyov te u.?n;td en additiral .exl period of
ninety (50/ c'.,.s, This t u+ si.a -jst sc rfco—ciuud t,.d will ba

kc dune i- s-ificn ; tine fu the perfa—ance evsluation ferr to be
subittec to :-;fve at its HirnS dtrtinatia t leost fifteen (15)
d'ye tafcrc the end cf the a'lcnaim pmfod. fsll'ving n pertumanco
pv.)lunticn rating of Satisfactcny o amove, the raloyce will ba
granted remanent status, fellows; a perfemane evaluation rating
a! this tine of ha-ginal, the mplcyee "ay, under exceotionni circum-
stances, be granted one (1) additional ninety (>3/ day extension, ray
he dimtcd end reassigned to ar, existing vacancy is a lesser classi-
fication for which ha nay te qualified, or ray b? fcminatc-d from
employ :r.t. Is t aevent ar t plo.ie is granted the additional ninety
(SO) day cxir.nsic- cr is denote, vii! reassign*H , a follow-up
probationary e,aiu .iim must te : in the sa-? runner as for the
initial prc'.atienary cvabsii'o. Another Ka-ain;! evaluation rating
at this tire vili result in teminaiion of empl3.--.cnt.

t' e v - ¢ a performance
Cv.ull lLan oi . .s.tiriuutc-j forl six (c) rum." erciatim.ary period
r.-y no! te grunted rn exUrnric: and .Is employ . must be tom.ir.ited.

f'PMT 1 reuular ter:.morn? cvaluaticr report in ic tc cculeted for each

mplvyre en t'c twelve (12) months' anrivers.-ry of the date ot hiriast regular or
probticften evaluation. In. perfcr-anct evaluation fere should : completed, reviewed

Ly ti

rtvierdng u.'f unity, risu.rrcd <it* t'c emioyee, and suborned to the office of

rscorJ at least fifteen (15) d*yn tefcre | c end of the naive (1")oanth period.

Ifarniml f.2. V.gn s romamnt c'clma receives a

/

ft

\

regular pcricmu'ci e.ai.atir' of .".iruinal, a sptuil service evaluation

(Intc?i') n.sl h? p-rmrei after a period of six () re-iths md for
the folluvi-i sir (,) u .eeric; if he is still rted as hargirnl.
After tvo (?) s.-cfsiive special (Ir.bno) cvul.aiuns of h rgiral,
the cpleytc rust eiV»r t( ,fott. and reansiu'4flu nn existing
vacant position in a lesser classificatien for i.ir h» ray to



11

qualified or ternir.j.ed froi fpley.ent.

B. Ve K F oy -t-r."  Aperrsncr.t cplo.'.c who receives a
regular peri; ” a--. e af.cn e: i'n‘atist'aebry le tr-'noted iron
enjjloynrni. V acme*ctp':,ial cire..o-ttanres ?-d with the approval of
the appointing a.-..,, concurred in by the !V it f.-stc.i Supervisor,

ho ray La uvotai : Jre.-!Si./cd to an nistir.j r cancy ir ? c jj-.a cr
ar.of.r a:i cy, ak.i.t to the cc-plelioo cf a srtiafactcry n’nety (+?)

try |'f.i'ic.-i-y yi-kd. Fer t;is t,,c attic., . p, atiorsry c.-luitio:i
repart :jst tc ccpl'-fcd in tie s:*s r-nr.tr as for e r <p-otaiierary
coployta.

IHdE'Tu P P ffi

An Tnterlr. Report of Er.ployeu’s Evaluation vdll be prepared under tho folloving
circrrtcarcs™

A hr.cn an employee changes fro* one job class to ancthrr,

C ty.cn an tnplcyce lwo.es the agency, c ccpt if bis ts.-ir.ation is within
30 days of the date ei his last regular or probation: Iy evaluation report*

C then the ir-cdietc supervisor of an enplevoa chsnn-.s (The Interin Evaluation
would be prepares by the for-er supervisor ir-tifiutsly prior to the chance;

this would irelucc, hr eienple, I-fer-. a supervisor left the unit ir, which
he works rr before » employee trc.sierrr j to another unit or organization).

D. In accords™*.e with « -3 -m8- 1542 which stabs flat when an employee
roccivs a ft.-.In’-p;rf;r"£%.c cvcl... ikn of iljr;ir.r.L an inter:* evaluation
r.-jst te r"'- -re; r' a period of si» (') r-ertbc cad fcr ‘he kilo,dug

six (t) a.r'f, pniei if he is still rated as far,jfr.al.

Interin Ftports of Evslustien will be prepared and prcctssd according to the
procedures fcr regular arJ Prc.ath pry reports.

Raters vill give due co-IsiCaration to Intcri* Reports ir, preparing a Regular or
Probationary Report.

FErffl £~ Jy . f [y -ty r'-r rjrp vip'or/wr

Step increases arc to If t :e—erdet fcr t':se c'ple.rrs . to perferanre is
Judged to tc Satisfactory ci better, Therefore, a'y c-plcuc s'0 1« :.es a Reuter cr
Pretat’ aa.ary perffim- co fwaioaiitr of fa.-iial cr Unsatisfactory vi.i lat tc considered
eligible tor a step ircrease for ib.it period of service i*r which « jc tcirg rated.

J1E > < >

p /
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ih; prion I'-a has i"td.at< first.b « iu,tr.'i$. ry rer-ntibility fr the
employer, t*o either daily cverctes, reviews, ard sheets the work of the ejlo/'fs,
cr vh? is ' if closely ar i-tc-d with his doily pcrfcrrsrrt during the cvaluatien

Wi o1 1t; the I;'-.". I. is rphpsuid tc the rating ity th-.t tha
CVjlui'l f tbs ¢’ploytu <nr a"on he is rcspo-siblt is c urtiruinj dav-lv-Jay
process. rrauld 'ru t,-,-?.-.t recast?". to tilt, with tt. t -ploytes about tr?ir

Crcotcss, th; r citiers. <1 .orbr-; .;c. [lo should u'. .Oil tic' ona tiMy
tisii if-.n.ver iu.ir perform . o» is either deficient or co—=>d.L:e. V-ittcn

omr. e r- rf such cc-nso’i.-g incidents and icld fir rtfc'-cncc in -
(r- - L i . If the rytinj i therity retchw the tend«ston that the
overall pur.'nfinrc of rn fpio- i; .rat resting the perfcr*i'.ce standards "d

that the pirfor-’P.ce evalu.ncn rating af t< tire of an evaluation period ur.quvsiicn-
cbly till tv t-it. Satis’ etc . unless noticeable improve*f“t tries dace, he should
notify .he tmplo,0: of this evcntudityat :eest three (j) 'on<" p-ior to t*c tiro

the evaluo!'.is cue. It vale he id.jsatic to notify the tnplt/fe csrlie* if
possible." /o person t¢ H-.nn nct.fi-ai.cn should he confined with a written hnben

cf Vanins using DSS For" »":U . f-plc/ee’s Special Performance Evaluation, with the

original given to the t-pl .e concerned, one copy retained by the rating authority
and me fervardt-d to the State Office for inclusion in the individual's personnel

fold"..".  IlI- h [ sh. jld inforn the employee .«;e‘ificilly c< the f&Lc.ir.g:
A, Kov his performance fails to reel rcquirroi'ls.
F. Mat he should do to inprove perforsante.
C. That he k- the opportunity to bring a! nut that irprovrr.ent;

pt p*t th; £.,crviror ,-rd perhaps other* in the agency arc available
and villi: j to give him assistance and further training if need be. t

[. let he will receive a fargiul " Unsatisfactory evaluation if
his perf-u nte cues not i-;-c.e sufficiently tc cert the satisfactory
requirement.

In the actual perfor-anre evaluation process and the cr-pletion of the overall
evaluation ratirg, the r-iirg a*booty shnulu approach the task seriously a«d objectively,
keeping the fcllovinj points in nindl

Thai the evaluation not be influenced ty personal consideration such
as porsc.il legally, friendships, or prejudices,

c. | -t « m 1.ati< » refl tte actual i.stained perfer-arze cf the


porsc.il

[rxe

employee over the rated ivriod and is not based upon isolated
instincts of failure or sutciss.

C. That rating 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. 'oil pcrfr.t=snee it be;*} ejepared vith and
related t: tha* of other c.loyces with *?-parablc dumps and responsibilities.

Upon completing the perf?r*ance rveluetio; for" which includes the evaluation
summery assigning tke overall rating, the rating a.-f-.-rit/ could sign the report and refer
it to the proper review;*; authority. It is recom'evdeb that to the extent possible the
rating authority and ihe reviewing authority n.eei to discuss and review the appraisal.

As scon as pmssitle after the performance evaluatin' farm has teen rsnpletcd by
the seti-} authvr’'ty and rcumm: by tH rc.tev:no authority, the rating authority should

schedule an ;aterview w:tf the employee concerned.

As the finel step, the ratinj authority should complete Items f5 and f6 on
Section IT of the Report of frplu.te's Perfor ancc [viluaiio' (C?3--3?i sun*ari2ing the
employee's attitude toward '.is own work progress and toward tor r.aluaiion itself. After
securing t' sicnature or initial; ot t'e mplr i as 21 ?e*' owledte-cnl that tr>e performance
evaluation has teen discussed with hr., the co-.-lcted for* is then sent to the State Office
where it shell be filed 2> * p; rnaneiit record in hie personnel file. It is expected that
very few r-ployr-es will s’hievv a perfer*.*.nee evaiuricn which cc—ands an overall rating
of fteritcrious. ire ec-nferrirg of such a rati' o trouid r » r:*e honor tas.d upon exceptionally
outstenr’lng perfer*.; c of service, Fr* Vis -eason, if a rati:'} au verity recommends an
overall ratine of fieri to- .cuu for an c“.lcytc, >e will pre—r. and aider to the Pesort of
trployc of n  tv;luaiio* awriter cr't f t explain?;} specifically the
circu'starcos and t'.r reasons wy such an overall cvalu.r/c is warranted, as compared to all
other c'olcyfcs with ¢<7..ruble duties «rd 1vs;?*niu:l itirs.

FtHP'/i';: >'it! 2 lity

The reviewing authority shall be the supervise* 'text in line of authority
above the rating authcrit. w'o has personal knowledge of the general performance of duties

of the employee being rated.

If tho reviewi* . authority disagrees with tr questions the rating authority's
evaluation of w's perfor- ;e e/al.alien arctteristics or Ct renor-mpt evaluation
su*cary rating itself, every citert culd be *.ide to reconcile ihe dircrin; points of
view and, if the c.al atio* of tI> review:*} autharit, in amied upon, he *2ting cutharit

shall r< e the recesswy ¢'m ;c or chi'}'on v e Papert ci inpla. ': Qic ante tvab.at
lho revi.wir.c autncrily uh.ll rot dunce the ravines c: ody 0L th< per;’ mcnce evaluation
charecirristies co the t, fpr-jeco 1l.ai- iti su"ary mi r. of the rat ng authority. If

a difi.rietv cf opinion ¢ > ic rrcanciled, the rev-cvin* o'thcrity t y accede to the
evaluation given t, the i. tir.j autl.pi.ty without co**cnis or he ray at. ch a separate
stuti cat explvinini {nr area cr areas ii. which he dir. /res and Vc n ?ns th'Tc'or,
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jn f,;e<v- " ajs-e rtfr ave rat f rorr.fl»: -ll ‘b
fiitbofit" v:l: tf a-":-1 »?." >0

Tfb rcvie-ir g ..itl..-by -b.ld cc'pletn the renew of any perfornnee
evaluation fern ( ? . rA'itt-d t- sign the for, crd rerurn it to the rating

ayiiicrjty in tne nasi e*ped’ticui :’nr.-r.

fHf,-r ,T--71-..r -,-- m

A personal interview v'tl- t c crplovc. being rate." is pa: apa t a rani

iepartent step ir t: « ocrfor-ar.ce evaluation rroor.:-,. ih- rating s--ih: ity should
prepare hir.self caref.lly in edvo'se of tn? t-'-k ' and di -ay ce helpful for hia to
have nates ato.i the factors relating to the c-pl'.ee's work porter -rsc or personal

chsrcoieriitir which hr feels should oe discusses jn sc'sv.'ut norc dctui; te-1is possible
cii the Performance fvaleatia Fern. Ey no means should the ratio? outborit, r.;na?*liM

the conversation; instead, it should tncourag the e'ployee to do aost c, the taking, In
canv ccses it has teen found that the overall effectiveness of employee evaluation inter-
views can ho increased through utiliaaticn of the following sjidtlinas:

A Schedule a line Il at is rosl convenient to both the crployee and the
rating authority,

P Arrarge for the interview to tr conducted in co’plt v privacy.
C. Kake t'c e-plovtc aware of th. re.: and purposes 'er tha interview.

p Use fm ’ct-centeeeed rcthjr then th" ir dividual-conieecd t.'pransl. by
directing co—onis io the rccuirc'cnis at Ve gob itself nn t « u~0*:/<’?'s
ptrforrancc in relation to t;.asr rr'.uirormts, t'c rat allow tit intarviav
to develop into a dialogue of personalities.

E. Maintain a cal”, uncratienal attitude. te tcraidc-vit of the trplcyee
and peir.it iiir to preserve his dignity.

F. Open your interview with ro-rnts abut the enpleytt’s strengths .mJ
plus factors. Co-plircnt hi” on any notwo-tby accrpiishn.tnta.

G. In discussing we: trusses or doficirnaies, rphasin the point that it
is your concern and the concern of the Oaurtnent la give bin whatever

assistance ”sy be needed to i’prave and teco'c 'ore .rofiaie ;t. hole
* specific suggestions for irp.ovf ml. Offer constructive ci;tick”.

Give the t'plcyie a“p!t oppjrtunity to caress l.is c.n feelings concerning
hi; Geficicf.cscc a-d lead hi” into vuluntiiriir bis'r.r, i oughts ?2s to

. how be can improve.l

n Po not divulge the perfee aw r,:«ii s cf olkr e-pl:wtes or discuss their
perferejnsf. . Snow: the I'viOjie during th liisaust-."ii .itt.fpl to corporo


peir.it

toluol f viih others a..d discuss his performance in relationship io
--tint of otters, r«*nircl hir. tactfully hut firmly that the purpose of
e-fhn jr.i-ivir, 3t hand is io discuss the evaluatie- of hi: p:rfcrrance

-rlruua.

X Tte not ’er'-f y-.ruf.-;r37rd previses of salary ir.cretjes, pro.-.:liens, tr
catbr rewards.

15& 2 ' Conclude your interview in a frit dly aanrer by:

Sv..*'arizing the c-px.jtJs etc. psi*..,

m& T.cassurfng yearself that the employe? understand? all cf tfca rating
characteristics and your evaluation of hir. in rslru.ons.nip to those
Tstir.g ckrrctecrisiics an: that his questions have :non answered to

—th: tert rf your ability.
X > 2 a plan viih tb c-ployf" for his inprcvvnni, if necessary,

JL fisressring the moloyee that full consideration will bo given to his
] rcaswirg and suggestions and that you have a genuine interest in his

da.'altpiSii'it.

Tf either you sr tb cnnleve.- f*jls that it vculd t? beociicial, schcsuio a
«fdlvi.j.n discussion at sons later oata.

1564 rvi: e o jrr

Af'criemnrn Evaluation P-«i  ro*ritteo /ill te desi'natrd by ti n Ccn-
"ri'.sfc.urtnd -hall Java the fpliovinj respensibihties:

/ "Tombs-"rrrrrtr of pcrfor-3ncc evaluation ratings and -<me cr-tam that
e rarstrably unitor- standards of ce<-fo' ance and evaluations have teen
m eLailc.ta cr if not foilcvsd have bacr. Uiaquately exuaincJ.

2. lo revic <all requests frr e-ploym for rerr-s.i-.-.tic- of evaluations
mand to rerr-nnd proper adjust-ents, if tarranteo.

o



August >, 1077

J.r. vio li- o»
"45 r r... Dtlwvi
St m>Ik- 2 5. C. z 1

Dear I'r, -hi
£e > |1 of th2 Vijporttfant *1 Social £<r.-’ice» Orlov-.uco Pvocauure, tie i?.vo3ti ,stiun
. Wy fic .3 betA 4G5?letod« .(..xoxed,
* find Jir-e I1I- ,)Cc«u-4ucati™i a* —yo* « .hictelall£ fora Mo. 5>49«d.
=, C. T erscul Ci !r:ial .. -rvie-a Cri'.vaase ..cjuhuico IfGO, findings and Re&xaicncatlcav
of the iriloyca ..c'i'.icaa fpccic.itvt,
I 1ot dl J vour pri«"™ar-c3 thoron fcly vrifh tho ’br.loyuc Heiatioae Specialist,

pr.d kavu txoux-.au ce.exitUy £Js report -cd ..11 tocix-oats. thereto.

In view of tha findings of thc» Ecpioyee Relations Specialist's investigation, | as.
jholdIn; his couciu-iitn end rcco-’r.-.eauaticn.

Ke ha« a.v.y.8 esdtawri . to «-.r«scat all ptrtlas fairly anti equitably in grievance
natters, and »J hsva ts*3 co axc*y-ica with year j,rlEV£EScci,

Please feci free to cortact ae if | can be of further asaist&ccc to you.
fincerely yours,

4.
e CXxt Cdi—S
Executive A ssistant
to tbs Corxbisi.ic.uer

PJtdw

cci Mr. Harrison Rearden
Chief cf Staff



EMHuUOYLE GRIEVANCE i-'dPGHY « STEP il - B

J .. . wlITil CAGCIINA RECOMMENDATION OK EM L 7VEE

nioruycTions

Prepare ' e-; \ .. - £>>.-mt; Cop; -Jjcor; Copy- Employee Relations Specialist.
FleLOYC 1e (last, First, "icHia Inti - ) . TITLE CRGAMZATICi
Departaient of Social Services
High, Lake E. Sr. Bldg. Design Associate State O ffice
1. LIST . ' e N

Personnel File

2. «TE(S) oGl }

A-j -ist m 1977 Auaust 3, 1977
Mr. L. E. lii-h, Sr. Mr. lianny J. George
An-ust 3, 1977

Mr. Roy Loyd

3. nHOE.'aS AVD R[CG!St»;DATIM:

I't has been very difficult to reconstruct events that oecured seyen years ago. There
is no documentation by either party to shew that the grievant was gt satisfied with the
compensation received. The following facts have been determined:

1. Tiie grievant was hired as a grade 16 at $10,190 per year. The entrance salary'
for a grade 16 was $8,500 per year. This placed the grievant in a 15 month bracket for
a metit increment.

2. IThen the 15 months had passed, the grievant was eligible for a merit increment.
The plan of Administration gives the supervisor the right to grant or deny a merit raise
or to give any portion thereof. No action was taken to grant a merit increment, and tne
griev. nt was not eligible again for 18 ronths,

3. Prior to the expiration of ths :8 month period, the grievant was placed on L'CP
for 3 months. This would change the anniversny date hy the amount of time while on L..QP,

Continued on second page.

Form o )
DSS Mar 77 Edition of July 7A is obsolete
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4. Trn rricvant 1 rrc ihij fir-.t perit Jucrer-j-at oa 1-26-73 afttr three yea:a

service. .ui«, xaulu bs i.i nm with tha o, jeq waiting tic.a (15 ccutbs plus Ib
rontns plus 3 eoutna V-OP).

This office has been ’-nebl- to determine that then

. . . . hsa been a x'iolatioa of any
applicable rule , in c;:.r:t at rta ti.xc :,vriou

ia cuentlon.



STATE OF SOUTH CAROLINA
EMPLOYEE S EARNINGS STATEMENT

DETACH ANO RETAIN EOR TOUR RECORD
CHECK NUMBER PAY DATE NET PAY
3400212 08/23/73 294.20
SOC SEC NO GROSS PAY PO ren i BX so STATE 1 TAX PICA Rt NRfcMfcNT
248096491 44853 00 17321 g 19.86 26)2 4 26,91
0«D oto oto ofo
j .31 DFO COOt OF 3 coot ot 7 root ref7 coot ot 5 COOt DC 0
26 811
I coot DFO cc())f(i oe 7 coo(gt Dt 7 coot (ji cone oei7 cootgt Ck3
YTD GROSS YTD FFO TAX  YTD ST TAX  YTD RCA YTO RET
0F3 728703 116403 31335 476)29 341,22
STATE OF SOUTH CAROLINA
EMPLOYEE S EARNINGS STATEMENT
DETACH ANO RETAIN FOR YOUR RECORD
CHECK NUMBER PAY DATE NET PAY
3434577 09/20/73 294.19
SOC stc no GROss PAt FD FED 1 7ax 1 sp i state 1 TX 1 f 11 4 RETIREMENT
248096491 44853 00 73721 00 1986 262 4 2692
1
e oeo coot DD DFO Lo>l7[k;c DEO 1f'7 f OfO _:?;Ct Dtn
26 ail
0 . 70
‘M IT DtO cott, ofD ofo Dti. root ntg
GROSS vio RD TAX Y70 ST TA< I « CA » 4.
OF3 918409 162686 42357 53727 45505
STATE OF SOUTH CAROLINA
EMPLOYEE'S EARNINGS STATEMENT
DETACH ANJ RETAIN EOR TOUR RECORD
check number PAY DATE NET PAY
3418051 09/06/73 789.32
SoC SEC. NO C-»0SS RAY Ffo | TA* 5TA*e | TA< fca ph.rtftfcwt »r
24&09e>491 144853 00 38959 00 89 66 8474 809
st 0co ore --------- ip< o GEO i ftft *eG
26 en
- p
-»035 I*  » < » o T*e fi.A
873556 153307 40371 51103 42813
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