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Vermont Employee Engagement Survey Results 2014 

Through lens of Gallup Q 12 – General sense of how SOV might be doing with each of the 12 

Gallup Questions (informal) 

    Agree Neutral Disagree 

Tier 1: What do I get? 
   66.0 15.3 18.7 

              

1   Do I know what is expected of me at work?   76.6 12.3 11.1 

2   
Do I have the materials and equipment I need to 
do my work right?   55.5 18.2 26.3 

     

Tier 2: What do I give? 
    64.9 19.4 15.6 

              

3   
At work, do I have the opportunity to do what I do 
best every day?   76.5 14.6 8.9 

4   
In the last seven days, have I received recognition 
or praise for doing good work?   60.9 18.8 20.3 

5   
Does my supervisor, or someone at work, seem to 
care about me as a person?   69.1 20.1 10.8 

6   
Is there someone at work who encourages my 
development?   53.3 24.2 22.5 

     

Tier 3: Do I belong here? 
    66.9 17.4 15.6 

              

7   At work, do my opinions seem to count?   54.0 19.6 26.5 

8   
Does the mission/purpose of my company make 
me feel my job is important?   75.3 15.9 8.9 

9   
Are my co-workers committed to doing quality 
work?   71.6 16.9 11.6 

10   Do I have a best friend at work?         

     

Tier 4: How can we all grow? 
    59.1 21.9 19.0 

              

11   
In the last six months, has someone at work talked 
to me about my progress?   55.0 25.2 19.9 

12   
This last year, have I had opportunities at work to 
learn and grow?   63.1 19.5 17.4 

    
Additional questions related to “How can we all 
grow?”   59.1 21.1 19.8 
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 Agree  92.6%  88.9%  90.4%  91.6%  91.2%  94.2%  91.9%

 Neither Agree nor Disagree  4.3%  6.2%  3.3%  4.4%  4.7%  3.1%  4.2%

 Disagree  3.0%  4.9%  6.3%  3.9%  4.1%  2.7%  3.9%

Agree 90.50% 81.30% 85.00% 89.10% 87.90% 94.60% 89.20%

Neither Agree nor Disagree 5.90% 10.20% 7.80% 6.80% 6.90% 3.80% 6.50%

Disagree 3.50% 8.40% 7.20% 4.10% 5.20% 1.60% 4.30%

 Agree 88.60%  83.1%  84.3%  88.3%  89.2%  92.7%  88.4%

 Neither Agree nor Disagree 9.30%  13.3%  11.7%  8.7%  5.8%  5.0%  8.5%

 Disagree 2.10%  3.6%  3.9%  3.1%  5.0%  2.3%  3.1%

Agree 79.20% 73.20% 74.30% 80.90% 76.00% 85.40% 79.80%

Neither Agree nor Disagree 13.70% 15.60% 17.30% 13.10% 15.20% 9.20% 13.30%

Disagree 7.10% 11.20% 8.40% 6.00% 8.80% 5.40% 6.90%

 Agree  72.2%  69.6%  70.4%  81.6%  71.0%  86.7% 78.10%

Neither Agree nor Disagree  17.8%  19.2%  18.8%  13.1%  16.9%  8.4%  14.4%

Disagree 10.00%  11.2%  10.7%  5.3%  12.2%  4.8%  7.5%

Agree 72.90% 61.40% 59.10% 66.20% 61.90% 76.00% 67.40%

Neither Agree nor Disagree 18.70% 19.70% 26.30% 23.00% 24.90% 17.20% 21.70%

Disagree 8.40% 18.80% 14.60% 10.70% 13.30% 6.80% 10.80%

 Agree  48.8%  39.8%  39.6%  49.5%  48.5%  65.8%  50.3%

 Neither Agree nor Disagree  19.8%  18.1%  24.3%  21.3%  21.2%  16.8%  20.5%

 Disagree  31.4%  42.0%  36.0%  29.2%  30.3%  17.4%  29.3%

Agree 57.50% 53.50% 48.10% 57.60% 50.80% 80.30% 59.20%

Neither Agree nor Disagree 19.10% 20.40% 23.30% 18.70% 22.70% 10.20% 18.40%

Disagree 23.40% 26.10% 28.70% 23.70% 26.50% 9.50% 22.40%

 Agree  59.1%  49.6%  50.8%  57.2%  44.5%  78.4%  58.4%

 Neither Agree nor Disagree  18.6%  19.9%  21.3%  19.7%  26.2%  12.3%  19.2%

 Disagree  22.3%  30.5%  27.9%  23.0%  29.3%  9.4%  22.4%

Agree 63.90% 50.70% 46.50% 56.80% 52.10% 72.00% 58.50%

Neither Agree nor Disagree 24.70% 30.20% 36.30% 28.50% 32.50% 19.50% 27.70%

Disagree 11.40% 19.10% 17.10% 14.70% 15.40% 8.40% 13.80%

 Q7. Management and senior leadership 

communicates important information effectively.

 Q8. I have an opportunity to provide feedback to 

management and senior leadership.

 Q9. I am encouraged to share ideas on improving 

either service delivery or business process efficiency.

 Q10. My department or agency works well with other 

departments and agencies.

 Total

 Protective 

Support

 Administrative 

Support

  Q1. I understand my job duties and responsibilities.

  Q2. I understand the work, goals, and mission of my 

department or agency.

 Q3. The work I perform is linked to my department or 

agency meeting its goals and mission.

Q4. I enjoy performing the day to day work of my job.

Q5. The work I perform is meaningful and rewarding.

 Q6. I would recommend the State of Vermont to others 

as a great place to work.

 Q53. Which best describes the work you do?

Service 

Maintenance, or 

Skilled Craft

 Paraprofessional, 

or Technical
  Professional

Managerial, or 

Administrator
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Q53.  Which best describes the work you do? 
 

 
 
 

Total 

 
Administrative 

Support 

Service 

Maintenance, or 

Skilled Craft 

 
Paraprofessional, 

or Technical 

 

 
Professional 

 
Protective 

Services 

Managerial, 

or 

Administrator 
 

 
 

Q11.  Morale within my department or agency is 

good. 

 

Agree 
 

41.1% 
 

36.3% 
 

37.9% 
 

41.9% 
 

28.7% 
 

54.8% 
 

41.7% 
 

Neither Agree nor Disagree 
 

19.8% 
 

21.7% 
 

26.3% 
 

21.4% 
 

24.3% 
 

21.5% 
 

21.9% 
 

Disagree 
 

39.1% 
 

42.0% 
 

35.8% 
 

36.7% 
 

47.0% 
 

23.7% 
 

36.4% 
 

 
 

Q12.  The people I work with treat each other 

respectfully. 

Agree 61.2% 56.4% 63.5% 69.8% 58.7% 77.6% 67.1% 

Neither Agree nor Disagree 19.6% 23.1% 17.1% 15.5% 19.1% 12.9% 16.7% 

Disagree 19.3% 20.4% 19.5% 14.7% 22.2% 9.5% 16.2% 
 

 
 
 

Q13.  The people I work with care about me. 

 

Agree 
 

62.0% 
 

54.3% 
 

53.2% 
 

68.9% 
 

55.2% 
 

76.7% 
 

65.3% 
 

Neither Agree nor Disagree 
 

25.2% 
 

28.3% 
 

31.2% 
 

22.1% 
 

30.1% 
 

17.4% 
 

23.9% 
 

Disagree 
 

12.8% 
 

17.5% 
 

15.6% 
 

9.0% 
 

14.6% 
 

5.9% 
 

10.8% 
 

 
 

Q14.  My fellow employees are committed to 

doing good work. 

Agree 75.0% 66.2% 72.2% 81.3% 64.5% 85.3% 77.5% 

Neither Agree nor Disagree 15.8% 21.8% 17.6% 13.6% 27.5% 11.3% 15.8% 

Disagree 9.2% 12.0% 10.1% 5.1% 8.0% 3.4% 6.7% 
 

 
 

Q15.  The employees in my work group work well 

together as a team. 

 

Agree 
 

67.1% 
 

67.7% 
 

63.0% 
 

74.9% 
 

66.3% 
 

82.6% 
 

72.5% 
 

Neither Agree nor Disagree 
 

17.2% 
 

15.5% 
 

20.0% 
 

14.3% 
 

22.7% 
 

10.4% 
 

15.6% 
 

Disagree 
 

15.6% 
 

16.8% 
 

17.0% 
 

10.7% 
 

11.0% 
 

7.0% 
 

11.9% 

 

 
 

Q16.   I feel I can communicate honestly and 

openly in my workplace. 

Agree 56.3% 52.7% 52.3% 62.0% 53.4% 77.2% 61.1% 

Neither Agree nor Disagree 18.6% 18.1% 21.0% 17.6% 22.6% 13.1% 17.9% 

Disagree 25.0% 29.2% 26.7% 20.4% 24.0% 9.7% 21.0% 
 

 
 

Q17.  Harassment is not tolerated in my 

workplace. 

 

Agree 
 

69.2% 
 

67.3% 
 

69.1% 
 

72.1% 
 

71.3% 
 

85.8% 
 

73.0% 
 

Neither Agree nor Disagree 
 

16.2% 
 

12.8% 
 

15.3% 
 

15.3% 
 

16.0% 
 

8.1% 
 

14.3% 
 

Disagree 
 

14.6% 
 

19.9% 
 

15.6% 
 

12.6% 
 

12.7% 
 

6.1% 
 

12.7% 
 

 
 

Q18.  Discrimination is not tolerated in my 

workplace. 

Agree 72.4% 67.6% 73.4% 76.4% 75.5% 89.2% 76.7% 

Neither Agree nor Disagree 17.7% 12.9% 14.6% 15.1% 12.9% 6.9% 13.9% 

Disagree 9.8% 19.6% 11.9% 8.5% 11.6% 4.0% 9.3% 
 

 
 

Q19.  I am confident that any misconduct that I 

report will be handled properly. 

 

Agree 
 

54.3% 
 

50.4% 
 

48.9% 
 

55.1% 
 

54.6% 
 

73.1% 
 

56.7% 
 

Neither Agree nor Disagree 
 

23.3% 
 

18.6% 
 

28.2% 
 

22.6% 
 

21.3% 
 

15.9% 
 

21.9% 
 

Disagree 
 

22.4% 
 

31.0% 
 

22.8% 
 

22.4% 
 

24.1% 
 

10.9% 
 

21.4% 

 

 

 

 

        

 
        

 
        

 
        

 
        

 
 

Q53.  Which best describes the work you do? 
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Administrative 

Support 

Service 

Maintenance, or 

Skilled Craft 

 
Paraprofessional, 

or Technical 

 

 
Professional 

 
Protective 

Services 

Managerial, or 

Administrator 

 
 
 

Total  

 
 

Q20.  My supervisor clearly explains my job 

performance expectations. 

 

Agree 
 

69.1% 
 

63.6% 
 

62.4% 
 

67.5% 
 

70.1% 
 

71.8% 
 

67.9% 
 

Neither Agree nor Disagree 
 

16.0% 
 

19.1% 
 

20.6% 
 

17.5% 
 

17.2% 
 

16.9% 
 

17.5% 
 

Disagree 
 

14.9% 
 

17.3% 
 

17.0% 
 

15.0% 
 

12.7% 
 

11.3% 
 

14.5% 
 

 
 

Q21.  My supervisor regularly provides me with 

timely and useful feedback. 

Agree 59.1% 53.3% 54.8% 59.9% 63.5% 66.7% 60.3% 

Neither Agree nor Disagree 18.8% 18.7% 19.8% 19.9% 17.4% 18.9% 19.2% 

Disagree 22.2% 28.0% 25.4% 20.3% 19.1% 14.4% 20.5% 
 

 
 

Q22.  My supervisor gives me the opportunity to 

do my best work. 

 

Agree 
 

75.2% 
 

67.1% 
 

70.4% 
 

73.2% 
 

73.2% 
 

82.0% 
 

74.3% 
 

Neither Agree nor Disagree 
 

14.5% 
 

16.4% 
 

14.3% 
 

15.9% 
 

18.0% 
 

10.8% 
 

15.0% 
 

Disagree 
 

10.3% 
 

16.4% 
 

15.2% 
 

10.9% 
 

8.8% 
 

7.2% 
 

10.8% 
 

 
 

Q23.  I am satisfied with the recognition I receive 

from my supervisor for my work. 

Agree 59.6% 55.1% 54.3% 62.4% 60.7% 71.7% 62.0% 

Neither Agree nor Disagree 19.7% 16.9% 22.4% 18.5% 17.3% 15.3% 18.4% 

Disagree 20.7% 28.0% 23.3% 19.1% 22.0% 13.0% 19.7% 

 

 
 

Q24.  My supervisor treats employees fairly and 

respectfully. 

 

Agree 
 

67.4% 
 

59.1% 
 

69.4% 
 

71.8% 
 

68.1% 
 

84.0% 
 

71.5% 
 

Neither Agree nor Disagree 
 

14.1% 
 

16.0% 
 

14.4% 
 

14.6% 
 

18.6% 
 

8.1% 
 

14.0% 
 

Disagree 
 

18.5% 
 

24.9% 
 

16.2% 
 

13.7% 
 

13.3% 
 

7.9% 
 

14.5% 

 

 
 

Q25.  My supervisor seems to care about me as a 

person. 

Agree 72.9% 58.2% 69.3% 76.2% 70.7% 86.7% 75.0% 

Neither Agree nor Disagree 17.6% 21.8% 17.6% 14.8% 16.9% 8.1% 15.1% 

Disagree 9.5% 20.0% 13.1% 9.0% 12.4% 5.2% 9.9% 

 

 
 

Q26.  My supervisor provides the help that I 

need to improve my job performance. 

 

Agree 
 

62.7% 
 

56.9% 
 

58.1% 
 

64.2% 
 

65.1% 
 

70.9% 
 

64.0% 
 

Neither Agree nor Disagree 
 

21.0% 
 

19.1% 
 

21.9% 
 

20.2% 
 

20.8% 
 

18.4% 
 

20.2% 
 

Disagree 
 

16.3% 
 

24.0% 
 

20.1% 
 

15.6% 
 

14.1% 
 

10.7% 
 

15.8% 
 

 
 

Q27.  I have an opportunity to learn and grow 

professionally. 

Agree 57.5% 51.6% 54.0% 65.9% 64.8% 78.6% 64.4% 

Neither Agree nor Disagree 22.3% 26.2% 24.8% 18.0% 18.8% 12.3% 19.0% 

Disagree 20.2% 22.2% 21.2% 16.1% 16.3% 9.2% 16.6% 

 

 
 

Q28.  I receive the training I need to perform my 

job. 

 

Agree 
 

58.5% 
 

62.2% 
 

52.9% 
 

59.0% 
 

63.5% 
 

70.4% 
 

60.7% 
 

Neither Agree nor Disagree 
 

23.1% 
 

23.1% 
 

25.2% 
 

21.3% 
 

19.3% 
 

19.0% 
 

21.5% 
 

Disagree 
 

18.4% 
 

14.7% 
 

21.9% 
 

19.8% 
 

17.1% 
 

10.6% 
 

17.8% 
 

 
 

Q29.  My supervisor and I discuss and plan my 

career development. 

Agree 35.7% 34.2% 31.1% 39.0% 35.7% 46.9% 38.3% 

Neither Agree nor Disagree 31.2% 31.6% 28.7% 28.8% 29.9% 29.7% 29.6% 

Disagree 33.1% 34.2% 40.1% 32.3% 34.3% 23.4% 32.1% 
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Q53.  Which best describes the work you do? 
 

 
 
 

Total 

 
Administrative 

Support 

Service 

Maintenance, or 

Skilled Craft 

 
Paraprofessional, 

or Technical 

 

 
Professional 

 
Protective 

Services 

Managerial, 

or 

Administrator 

 

 
 

Q30.  My performance evaluations are completed 

annually. 

 

Agree 
 

57.4% 
 

68.4% 
 

53.8% 
 

57.3% 
 

61.8% 
 

53.8% 
 

57.6% 
 

Neither Agree nor Disagree 
 

20.4% 
 

12.4% 
 

18.6% 
 

17.6% 
 

14.7% 
 

19.3% 
 

17.8% 
 

Disagree 
 

22.3% 
 

19.1% 
 

27.6% 
 

25.1% 
 

23.5% 
 

26.9% 
 

24.6% 

 

 
 

Q31.  The standards used to evaluate my 

performance are fair. 

Agree 54.1% 52.5% 49.4% 54.3% 53.1% 58.6% 54.2% 

Neither Agree nor Disagree 32.5% 26.2% 34.3% 32.1% 29.7% 33.6% 32.0% 

Disagree 13.4% 21.3% 16.3% 13.6% 17.2% 7.8% 13.8% 
 

 
 

Q32.  My department or agency has the staffing 

necessary to achieve its mission. 

 

Agree 
 

42.5% 
 

36.0% 
 

34.4% 
 

29.2% 
 

13.8% 
 

26.8% 
 

30.4% 
 

Neither Agree nor Disagree 
 

20.6% 
 

23.1% 
 

21.0% 
 

16.9% 
 

14.9% 
 

15.3% 
 

17.8% 

Disagree 36.9% 40.9% 44.6% 53.9% 71.3% 57.9% 51.8% 

 

 
Q33.  The amount of work I am expected to 

perform is reasonable. 

Agree 63.4% 60.9% 54.5% 48.4% 35.1% 43.3% 50.1% 

Neither Agree nor Disagree 15.1% 17.3% 21.3% 20.0% 20.2% 18.5% 18.9% 

Disagree 21.5% 21.8% 24.3% 31.6% 44.8% 38.1% 30.9% 

 

 
Q34.  My job allows a good balance between work 

and my personal life. 

Agree 70.5% 58.5% 65.8% 59.3% 30.0% 52.5% 57.9% 

Neither Agree nor Disagree 18.2% 23.7% 20.7% 19.9% 22.8% 22.6% 20.6% 

Disagree 11.3% 17.9% 13.5% 20.8% 47.2% 24.9% 21.6% 

 
 
 

Q35.  I have the resources to do my job well. 

Agree 66.8% 59.1% 60.3% 50.5% 42.9% 48.4% 53.6% 

Neither Agree nor Disagree 17.5% 21.8% 17.3% 22.1% 26.3% 20.4% 21.1% 

Disagree 15.7% 19.1% 22.4% 27.3% 30.7% 31.2% 25.4% 

 

 
Q36.  My department or agency has the 

technology needed to get the work done. 

Agree 60.3% 61.6% 55.2% 47.0% 34.2% 45.1% 49.3% 

Neither Agree nor Disagree 18.7% 23.2% 19.7% 20.1% 25.8% 16.3% 20.0% 

Disagree 21.0% 15.2% 25.1% 32.8% 40.0% 38.6% 30.7% 

 

 
Q37.  My physical working environment is 

reasonable for my type of work. 

Agree 78.4% 72.9% 74.9% 73.6% 67.0% 76.4% 74.2% 

Neither Agree nor Disagree 11.8% 15.6% 14.3% 13.5% 17.7% 10.1% 13.3% 

Disagree 9.8% 11.6% 10.7% 12.9% 15.2% 13.5% 12.5% 

 

 
Q38.  I feel safe and secure in my work 

environment. 

Agree 78.9% 67.1% 75.4% 79.2% 62.5% 86.2% 77.5% 

Neither Agree nor Disagree 12.2% 20.9% 18.0% 12.9% 21.4% 9.7% 14.1% 

Disagree 8.8% 12.0% 6.6% 7.9% 16.1% 4.1% 8.4% 

 
 
 

Q39.  I am paid fairly for the work I do. 

Agree 60.7% 42.2% 54.3% 55.7% 51.2% 63.8% 56.4% 

Neither Agree nor Disagree 19.0% 24.0% 23.3% 16.8% 17.9% 12.7% 17.7% 

Disagree 20.3% 33.8% 22.4% 27.6% 30.9% 23.5% 26.0% 
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Q53.  Which best describes the work you do? 
 

 
 
 

Total 

 
Administrative 

Support 

Service 

Maintenance, or 

Skilled Craft 

 
Paraprofessional, 

or Technical 

 

 
Professional 

 
Protective 

Services 

Managerial, 

or 

Administrator 

 

 
Q40.  I feel that working for the State of Vermont 

provides me with good job security. 

Agree 82.1% 72.9% 77.3% 76.8% 80.2% 82.0% 78.6% 

Neither Agree nor Disagree 11.8% 16.9% 14.9% 16.4% 15.4% 13.6% 15.0% 

Disagree 6.1% 10.2% 7.8% 6.8% 4.4% 4.3% 6.4% 

 

 
Q41.  I feel that working for the State of Vermont 

provides me with a solid career path. 

Agree 63.8% 50.2% 49.1% 56.4% 65.3% 71.5% 59.7% 

Neither Agree nor Disagree 24.8% 31.6% 26.6% 29.0% 22.6% 18.9% 26.1% 

Disagree 11.4% 18.2% 24.3% 14.6% 12.1% 9.7% 14.2% 

 
 
 

Q42.  I understand my benefit plans. 

Agree 81.6% 68.2% 79.0% 79.0% 66.9% 87.4% 78.8% 

Neither Agree nor Disagree 14.5% 22.0% 17.4% 14.1% 20.7% 9.0% 14.8% 

Disagree 3.9% 9.9% 3.6% 6.9% 12.4% 3.6% 6.3% 

 
 
 

Q43.  I understand my retirement benefits. 

Agree 61.6% 52.9% 59.5% 60.2% 50.0% 69.6% 60.4% 

Neither Agree nor Disagree 25.2% 30.9% 29.9% 23.9% 28.5% 17.6% 24.6% 

Disagree 13.2% 16.1% 10.6% 15.8% 21.5% 12.8% 15.1% 

 

 
Q44.  Overall, I am satisfied with the benefits I 

receive. 

Agree 81.5% 67.1% 75.7% 76.9% 68.0% 83.6% 77.1% 

Neither Agree nor Disagree 14.3% 24.3% 15.9% 16.4% 22.7% 12.9% 16.6% 

Disagree 4.2% 8.6% 8.4% 6.7% 9.4% 3.4% 6.3% 

 
 
 

Q45.  In general, I am satisfied with my job. 

Agree 74.2% 65.8% 69.7% 72.7% 66.8% 84.0% 73.4% 

Neither Agree nor Disagree 15.1% 19.6% 15.6% 17.6% 20.0% 9.4% 16.1% 

Disagree 10.7% 14.6% 14.7% 9.7% 13.2% 6.7% 10.5% 
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State of Vermont Workforce Report Fiscal Year 2014 

Statistical Highlights 
Profile of the Executive Branch Workforce for Fiscal Year 2014 

Classified Exempt Total 

Page 

Reference 

Number 7,564 625 8,189 14 

FTEs (Full-Time Equivalents) 7,512.7 607.9 8,120.6 14 

Full-Time Employees (FTE = 1) /Part-Time Employees (FTE <1) 7,403 / 161 580 / 45 7,983 / 206 14 

Average Age 46.4 48.8 46.6 19 , 48 

Average Annual Salary (Full-time, base rate only) $52,961 $72,260 $54,363 20 , 60 

Average Years of Service 12.0 9.6 11.9 23 , 51 

Percent Minorities 3.1% 2.1% 3.0% 24 , 74 

Percent Females 50.2% 50.9% 50.2% 24 , 75 

Percent Represented by a Bargaining Unit 92.3% 4.8% 85.3% 23 

Highlights of Workforce Trends for Classified Employees – Fiscal Year 2014  

Employment  

Percent Change in the Number of Classified Employees from Fiscal Year 2013 to Fiscal Year 2014 1.7% 15 , 28 

Percent Change in the Number of Classified Employees from Fiscal Year 2010 to Fiscal Year 2014 5.6% 28 

Number of Applications Submitted for Classified Jobs 48,903 32 

Number of Applicants for Classified Jobs 15,820 32 

Percent of Applicants Female/Percent of Applicants Minority 8.2% 33 

Percent of Applicants with Bachelor's Level Degree or Higher 51.0% 33 

Number of Hires 888 36 

Percent of Hires Female/Percent of Hires Minority 53.8% / 6.0% 37 

Average Age of Hires 37.3 37 

Turnover    

Turnover Rate of Classified Employees 9.9% 39 

Number of Employees Separated 743 43 

Percent Voluntary Terminations 56.9% 43 

Percent Retirements 31.5% 43 

Percent Involuntary Terminations 10.6% 43 

Age    

Percent of Classified Employees less than 35 Years Old 19.4% 48 

Percent of Classified Employees 45 Years or Older 58.5% 48 

Retirement Eligibility    

Percent of Classified Employees Eligible for Retirement at the End of Fiscal Year 2014 12.5% 55 

Number Eligible for Retirement at the End of Fiscal Year 2014 949 55 

Percent of Classified Employees Eligible for Retirement within Five Years (End of Fiscal Year 2019) 29.1% 55 

Number Eligible for Retirement within Five Years 2,203 55 

Compensation    

Average Annual Salary for Classified Employees (Full-time, base rate only) $52,961 60 

Total Cash Overtime Costs $20,251,303 71 

Total Compensatory Hours Earned for Overtime 179,037 72 

Average Total Compensation (Total Pay Plus Benefits) per Classified Employee $81,476 65 

Average Benefits Paid as a Percent of Total Compensation 30.9% 65 

Diversity    

Minority Representation in the Classified Workforce 3.1% 

 

74 

Vermont Civilian Workforce Minority Population Estimates – U. S. Census/Bureau of Labor Statistics 4.5% / 4.0% 74 

Female Representation in the Classified Workforce 50.2% 75 

Vermont Civilian Workforce Female Population Estimates – U.S. Census/Bureau of Labor Statistics 

 

48.6% / 48.6% 75 
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Supervisor’s Responsibilities (Job Description) 

Most supervisors in State Government carry a combination of responsibilities including supervisory duties and 

a portion of the technical/subject matter/functional work of the unit. In the left-hand column are common 

supervisory duties.  

Directions: 1) Add a few of your major functional responsibilities in the right-hand column.  

2) Highlight 5-8 items in either column that you consider to be high priority items.  

3) Circle the number or bullet of the ones you spend the most time on. 
 

Supervisory Duties Functional Duties 

1. Plan and organize work to accomplish the organization’s 

goals efficiently and effectively, drawing on the strengths 

and ideas of team members. 

  

2. Assign work appropriate to the roles and skill levels of 

employees. 
  

3. Provide the materials and equipment needed to succeed.   

4. Ensure employees understand their duties and 

performance expectations. 
  

5. Document performance, and provide recognition/reward 

for progress and provide feedback for improvement. 
  

6. Provide annual performance evaluations, including future 

goals. 
  

7. Communicate essential information between management 

and employees. 
  

8. Develop the workgroup as a team, fostering an 

environment of team engagement in problem-solving and 

continual improvement. 

  

9. Orient employees to the job, and ensure their orientation 

to all relevant HR and labor contract information.  
  

10. Provide opportunities for growth and development 

through planning, coaching and feedback, rewards and 

recognition, and opportunities for learning and skill 

development, using a strengths-based approach. 

  

11. Work with DHR on labor contract matters, including 

disagreements, complaints, performance and disciplinary 

actions, and grievances. 

  

12. Account to their manager for the performance of those 

they supervise, and for their own performance. 
  

13. Support continuous improvement at the organizational 

level. 
  

14. May also recruit and hire. 

 
  

15. Other important administrative duties: approving time and 

expenses, report FMLA, etc. 
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16. Act as a role model for professional and ethical behavior.   

 

Vermont Labor Board Definition of a Supervisor 

 

A supervisor is an employee who has authority in the interest of the employer to: 

 Hire, transfer, suspend, lay off, recall, promote, discharge, assign, reward, or discipline other employees or 

recommend such action, 

IF 

 In the above, the exercise of such authority is not of a merely routine or clerical nature but requires the use of 

independent judgement 
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Sunrays Tool 
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Employee Development Case Study 
 

 
 

 
3-5 talents/strengths (B) 
*  
* 
* 
* 
* 
 
1-2 weaknesses or challenges that get in the way of excellence performance (C) 
*  
* 
 
From these two weaknesses, which of the two are getting in the way of excellent performance in one or 
more major job duties? 
Manage around this weakness:  (C) 
 
Is this a gap in skill or knowledge, a lack of talent, or due to environmental factors? 

Job Duty (A) Developmental Level (D) 

1.  
 

 

2.  
 

 

3.   

4.  
 
 

 

5  

  

  

General Expectations (A) 
 

Developmental Level (D) 

1. 
 

 

2. 
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Is this weakness in a major or critical job duty? 
 
 
 
 
If so, what level of performance would be good enough to meet organizational goals? 
 
 
 
 
What strengths can the employee draw on to improve? 
 
 
 
 
What would need to change in how this task/function/job duty is done?  
 
 
 
 
What specifically will the strategy be, to help the employee succeed? 

• Partner w/ others better at this (mentor, shift duties around)  
• Alter the process/method to allow the use of a strength?  
• Improve enough to get by?  
• Other? 

 
 
Can someone else do it?  
 
 
 
If none of the above is possible, is this a “deal breaker” weakness?  
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Performance Expectations for Job Duties (E) 
 
Job duty: 

 Baseline Standard 
(Satisfactory) 

Moderate 
Expectation 
(Excellent) 

High 
Expectations 

(Ready for next 
level) 

 
Beginner 

Level 
 
 
 

   

 
Trainee Level 
 

 
 

   

 
Apprentice 

Level 
 

 
 

   

 
Practitioner 

Level 
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Pulling it all together (F, H, I) 
 
What might be 1-2 SMART goals for this employee based on this information? 
(Specific, Measurable, Achievable, Realistic, Time bound) (F) 
 
 
 
 
 
Focusing on one job duty that contains a lower performance area for this employee, how might the 
employee “aim” one or more strengths or talents to manage this weakness? (Think Sunrays tool) (H) 
 
 
 
 
 
What strengths will you be using to draw upon to coach/support your employee to “aim” your strengths 
towards their weakness? (Think Sunrays tool) (H) 
 
 
 
 
 
How can you build upon your employee’s strengths to support them in achieving greater performance in a 
major job duty where they are already succeeding? (H) 
 
 
 
 
 
 
What will be your plan to work with this employee to achieve increased performance on this major job 
duty? (H) 
 
 
 
 
 
What will be your plan to provide observation & feedback to this employee? (I) 
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This Case study is to be used as an example of how a supervisor might use it to begin the planning process 
for a particular employee. The employee used within this case study is not an actual employee, the job 
duties are fabricated, and are not tied to any particular job, department, agency, or organization. This 
document is an example of what the tool will look like when completed. It should be referred to when filling 
out your own case study only as a guide. 

Employee Development Case Study 
 

Job Duty (A) Developmental Level (D) 

1. Collect and analyze data. Practitioner 

2. Prepare annual report for external publication. 
 

Practitioner 

3. Present annual report to agency executives and 
stakeholders. 
 

Trainee 

4. Provide customer and technical assistance by phone or in 
person. 

Apprentice 

General Expectation (A)  

5. Take initiative and action in improving general skills and 
knowledge. 
 

Apprentice 

6. Promote cooperation, communication and cohesion with 
team. 

Apprentice 

3-5 talents/strengths (B) 
* Self advocacy 
* Detail oriented 
* Analytical 
* Punctual, consistent with work products 
* Works well with customers when in a 1:1, small group setting 
 
1-2 weaknesses or challenges that get in the way of excellence performance (C) 
* Lacks effective presentation skills 
* Lacks persuasiveness when presenting 
 
From these two weaknesses, which of the two are getting in the way of excellent performance in one or 
more major job duties?  

Lack of presentation skills is having a negative effect on a major job duty.  
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Manage around this weakness:  (C) 
 
Is this a gap in skill or knowledge, a lack of talent, or due to environmental factors? 
 Skill gap. (Lack of presentation skills and persuasiveness) 
 
Is this weakness in a major or critical job duty? 

Yes, but it isn’t that she is failing, it’s just that she can improve and she isn’t meeting the supervisory 
expectation. 

 
If so, what level of performance would be good enough to meet organizational goals? 

A professional persuasive presentation to generate understanding of, and buy-in to findings and 
recommendations from annual report.  

 
What strengths can the employee draw on to improve? 

She is very detail oriented, and works well with small groups. She also works well with coworkers, a 
combination of these talents can be used to improve her presenting skills. 

 
What would need to change in how this task/function/job duty is done?  

Development of confidence when presenting, Alex already knows the material, the change is in her 
self-confidence. 

 
What specifically will the strategy be, to help the employee succeed? 

• Partner w/ others better at this (mentor, shift duties around) w/Peter? 
• Alter the process/method to allow the use of a strength? Allow for more prep time? 
• Improve enough to get by?  
• Other? 

 
 
Can someone else do it?  

No, it is part of Alex’s job, and she can do it, her persuasiveness is the area for improvement. 
 
If none of the above is possible, is this a “deal breaker” weakness? NO. 
 
 

 
 
 
 
 
 

Performance Expectations for Job Duties (E) 
 
Job duty: 
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 Baseline Standard 
(Satisfactory) 

Moderate 
Expectation 
(Excellent) 

High 
Expectations 

(Ready for next 
level) 

 
Beginner 

Level 
 

 

   

 
Trainee Level 
 

 
 

Being able to present the 
reports to colleagues by 
partnering with other 
staff members for 
support. 

Being able to present 
reports to colleagues in 
a persuasive way with 
limited partnering with 
colleagues. 

A professional 
persuasive 
presentation to 
generate 
understanding of, 
and buy-in to findings 
and 
recommendations 
from report to 
stakeholders. 

 
Apprentice 

Level 
 

 

   

 
Practitioner 

Level 
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Pulling it all together (F, H, I) 
What might be 1-2 SMART goals for this employee based on this information? 
(Specific, Measurable, Achievable, Realistic, Time bound) (F) 
 

Deliver a 15-30-minute professional persuasive presentation to generate understanding of, and stakeholder 
buy-in to findings and recommendations by July 30th (No later than 1 month after annual report is due). 

 
Focusing on one job duty that contains a lower performance area for this employee, how might the 
employee “aim” one or more strengths or talents to manage this weakness? (Use Employee Sunrays Tool) 
(H) 

 
Because Alex works well with small groups, and is able to prepare (in writing) professional reports, there 
are opportunities to build on her lack of persuasiveness and presentation skills. The opportunity lies in 
building on her ability to work with small groups, and also to help her become more comfortable with 
sharing her already great presentations. 

 
What strengths will you be using to draw upon to coach/support your employee to “aim” YOUR strengths 
towards their weakness? (Think YOUR Sunrays tool) (H) 
 

The team that surrounds Alex has many strengths. As the supervisor, I have the ability to organize my team 
to best accomplish goals. By giving Alex confidence by having her partner with Peter, and also having her 
show Peter some of the skills she brings, this will help her increase her confidence in herself and also teach 
her new skills. (Developing others (Maximizer) and seeking agreement (Harmony) 

 
How can you build upon your employee’s strengths to support them in achieving greater performance in a 
major job duty where they are already succeeding? (H) 
 

By letting Alex partner with Peter, and honing her skills around preparation and data collection, it will really 
showcase some of Alex’s talents, and help her take those skills to the next level!  

 
What will be your plan to work with this employee to achieve increased performance on this major job 
duty? (H) 
 

I will allow Alex the autonomy to increase her ability to perform this job duty to the best of her ability. I will 
support her by offering feedback and acknowledging when she is doing a great job! 
 

What will be your plan to provide observation & feedback to this employee? (I) 
 
Since we work in a normal office setting it will be easy for me to check in with Alex. We will also set up bi-

monthly meetings to check on progress and game plan for further improvement! 
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Sunrays Tool 
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Flow 

What work really grabbed your attention this 

week? 

 

 

 

 

Where or when does your knowledge and 

skills lead you to be “in the zone” or lose 

track of time? 

 

 

 

 

What are you doing when time flies by? 

 

 

 

 

Glimpses of Excellence 

How do you come up with your best ideas?  

 

 

 

 

How did you come up with that idea?  

 

 

 

 

When have you felt the most valuable to the 

team? 

 

 

 

 

Satisfaction 

What are some your work/job inspirations? 

 

 

 

 

What is your favorite job duty, why? 

 

 

 

What brings you a feeling of success at 

work? 

 

 

 

Interests 

What do you like most about your job? 

 

 

 

 

 

What do you like doing the best each day at 

work? 

 

 

 

 

 

Where do you see yourself in your career in 5 

years? 10? 

 

 

 

 

 

Rapid Learning 

What have you learned recently at work that 

you picked up and mastered quickly? 

 

 

 

 

 

What part of your job that seems like second 

nature? 

 

 

 

 

Tell me about a time when you learned 

something quickly or felt like a new task 

came easily to you. 
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Supervisor’s Checklist for Managing Around Weakness from a Strengths-Based Perspective 

1. Is this a gap in skill or knowledge, a lack of talent, or due to environmental factors? 

2. Is this weakness/gap in a major or critical job duty? 

3. If so, what level of performance would be good enough to meet organizational goals? 

4. What strengths can the employee draw on to improve? 

5. What would need to change in how this task/job duty is done?  

6. What specifically will the strategy be, to help the employee succeed? 

 Partner with other(s) who are better at this (mentor, or shift duties around) 

 Alter the process/method to allow the use of a strength 

 Improve enough to get by 

 Other? 

7. Can someone else do it?  

8. If none of the above is possible, is this a “deal breaker” weakness? 

Deal Breaker Weakness  

(Use the Progressive Corrective Action Process, or Progressive Discipline if necessary): 

The Task: 

 Must be done 

 Must be done by this person 

 Must be performed at a high level 

AND 

The Employee: 

 Has no talent for this work 

 Has tried to improve, may have improved, but cannot meet the minimum performance standard necessary for 

the duty after development and effort 
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SMART GOAL SAMPLES 
Performance Goals 
Ongoing  

 Provide high quality customer service resulting in a 90% customer satisfaction rating from external 
customers on accuracy, timeliness and courtesy measures on an ongoing basis. 
 

 On an ongoing basis, reconcile the department financial reports by the 15th of every month with no 
increase in reconciliation errors.  
 

 On an ongoing basis, dispatch 82% of high priority calls for police, fire and medical services within 
established timeframes.  
 

 Resolve 90% of complaints through a collaborative process without need for formal mediation on 
an ongoing basis.  

 

 Conduct education, monitoring and enforcement to ensure that 98% of agricultural and pest control 
businesses are in compliance with all pesticide regulatory requirements on an ongoing basis.  
 
New Project/Performance Cycle-Specific  
 

 Transition to a new automated case management system with minimal effects on customer service 
by developing a training program that ensures all staff can process 30 cases per day no later than 
three months after the end of the training classes.  
 

 Reduce overtime in the department from 150 hours per month to 50 hours per month by the end of 
the fiscal year with no increase in incident reports.  
 

 By 11/30/16, update the employee handbook to include a searchable intranet version that 
employees find easy to use and informative.  
 

 Conduct outreach and education that reduces the amount of illegal dumping into the streets and 
drainage channels by __% by June 30, 2016.  

Development Goals  

 By June 30, 2016, develop and apply upgraded computer skills that enable me to produce budget 
reconciliation reports each month in a timely and accurate fashion.  
 

 Develop and practice my coaching skills so that my direct reports report that they feel more 
satisfied with their work and able to perform at a higher level and such that I achieve a 30/70 split 
between coaching and doing by June 30, 2016.  
 

 By June 30, 2016, complete course work and attain a CSAC credential to enhance my skills as an 
effective leader as measured by feedback from my supervisor and the accomplishment of my 
performance plan goals. 

 
See more at: http://hr.smcgov.org/how-set-smart-goals-guide-supervisors-and-employees#sthash.3zrhosIn.dpuf 
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Specific: What does the expectation/goal accomplish, how will it do that? 

_________________________________________________________________________________________________

_________________________________________________________________________________ 

_________________________________________________________________________________________ 

Measurable: How will you know when the expectation/goal has been reached? (multiple indicators) 

_________________________________________________________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________ 

Attainable: Is this possible? Have others done it? Are the necessary knowledge/skills/abilities understood or taught? 

Will meeting this expectation/goal challenge employee while still being achievable? 

_________________________________________________________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________ 

Relevant: Is this expectation/goal related to the assigned work? Is the outcome rewarding? (accomplishment) 

_________________________________________________________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________ 

Time-bound: What is the reasonable completion timeline for this? (be as specific as possible) 

_________________________________________________________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________ 

  

Revised Expectation (optional): 

_________________________________________________________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________ 

SMART Questionnaire  

  

Major Job Duty: 

_________________________________________________________

_________________________________________________________

__________________________________________ 

  

Expectation/Goal: 

_________________________________________________________

_________________________________________________________

_________________________________________________________

_____________________________________ 
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Ranking Performance Tasks 
 
 
Directions: Please think about your particular job and list, in the space below, ten performance activities/tasks 
you do on a regular basis. If you cannot come up with ten, then do as many as you can. The activities should 
reflect what you do on a day-to-day basis. Please do not ask other colleagues or your supervisor as this is meant 
to be from your perspective. Once you have made the list please go back and rank each activity on a scale of 1 - 
10. One is the activity most important to the division or department; two is the second most important, and so 
on. Please do not give more than one activity the same rating.  

 
 
 

Job Title: __________________________________________________ 
 
 
Performance Activities       Ranking of Importance 
 
1.            ______ 
 
2.           ______ 
 
3.           ______ 
 
4.           ______ 
 
5.           ______ 
 
6.           ______ 
 
7.           ______ 
 
8.           ______ 
 
9.           ______ 
 
10.           ______ 
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Employee Self Evaluation – Sample 

 

 

Employee Name: 

Job Title: 

 

What were your top five accomplishments for this review period? 

 

Please list your top three strengths.  Please provide a specific example where your strength was exemplified. 

 

What are some areas where you could improve in your performance? 

 

What do you enjoy most about your position?  What do you enjoy least about it? 

 

What ideas do you have for goals and/or development plans for next year?  List at least three. 

 

What can your supervisor do to help you be successful in your position? 

 

Additional Comments: 

 

Employee Signature: _____________________________________ Date: __________________ 
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Performance Management Log - An Important Tool 

 

 

Use this log to track significant events throughout the year that relate to your employee's 

performance.  Modify this form to meet your needs and you can create and maintain the log electronically.  

 

Employee Name: ______________________________  

Supervisor Name: _____________________________    

Date Situation  

(Positive or Negative)  

Outcome/Result/Action Taken  
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Intrinsic Motivation Ideas for Engaged Employees 
 

 Oral praise 

 Representing department/division at meetings 

 Choice of responsibilities or tasks 

 Additional responsibilities 

 Quick follow up on requests 

 Letter of recommendation/praise 

 Letting individual report results or project to leadership/management 

 Creative expression in report/presentation 

 Name on recognition bulletin board ~ employee of the month award 

 Leading a meeting 

 “Thank you”, thumbs up, smile, pat on back 

 Personal phone call or note from supervisor/manager/leadership 

 Flexibility with work schedule 

 First choice in training 

 Providing decision making capabilities for things impacting workload: schedule, organization, plans 

 Positive memo to leadership/management on performance, employee CC’d in  

 Helping you with completion of some of your duties 

 Special work group/assignment 

 Exception to an informal policy 

 Leading a team, workgroup  

 Challenge to develop a new process, system, idea to solve an ongoing issue 

 Less supervisory oversight—more autonomy  

 Acknowledgement of hard work, new idea, problem solved, contributions etc.  

 Explain what value the employee brings to a team, idea, division, etc. 
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Chapter 5 – Phase 3:  Performance Review  

  KEY STEPS - Performance Review  

STEP 1 Performance review conference must be held within 45 days of the employee's 

anniversary date.  

STEP 2 Complete Performance Evaluation Report  

• Review all documentation collected on employee since his/her last review.  

• Write supervisor comments.  

• Record the overall performance rating.  

• Confirm that this rating is consistent with supervisor comments.  

• You must consult your personnel officer when the overall rating is unsatisfactory 
and follow the contractual process for progressive corrective action.  

STEP 3 Forward the Report for Review  

• Forward completed form to the reviewer who: (1) ensures that the rater has 
properly completed the form; (2) reviews rater's comments and overall rating; 
and (3) enters reviewer's comments, signs the form and forwards to appointing 
authority.  

• Forward completed form to appointing authority who reviews and signs the form 
and returns it to rater.  

STEP 4 Prepare for Performance Review Conference  

• Provide employee with a copy of finalized evaluation to review (optional).  

• Encourage employee to prepare for the conference by reviewing his/her 
performance since the last review and gathering any pertinent information.  

STEP 5 Hold Performance Review Conference with the Employee  

• Review the major job duties and performance expectations.  

• Have the employee summarize his or her self-assessment.  

• Probe and clarify reasons for success and/or failure.  

• Share observations and documentation.  

• Recognize where expectations are met or exceeded.  

• Provide a rationale of the overall evaluation.  

• Seek input and reaction from the employee.  



Supervising in State Government, Handout Guide 
 

 

  

     Chapter 5 – Phase 3:  Performance Review  
   

KEY STEPS - Performance Review (Continued)  

• Identify areas of agreement and disagreement.  

  9  Try to reach consensus.  

  9  Allow employee to vent emotions.  

  
STEP 6 Discuss Performance Improvement (optional)  

  
  
• Determine the form and amount of improvement needed.  

• Use a "problem-solving" approach.  

• Establish specific improvement needs and actions.  

  
STEP 7 Discuss Employee Development (optional)  

   
• Have the employee conduct a self-assessment of their present skills and career 

ambitions.  

• Identify options for development.  

  
STEP 8 Discuss Performance Planning for the Next Review Cycle  

   
• Conduct the performance planning discussion or schedule a meeting to conduct it later.  

• Where appropriate, reaffirm existing major job duties and performance expectations.  

• Where appropriate, revise or develop new major job duties and performance 

expectations, with consideration of the impact of such changes on the employee’s job 

classification and on the work unit in general.  

• Enter performance plan for next rating period onto new Performance Evaluation Report.  

  
STEP 9 Employee Response  

   
• Give the employee time (after the review conference) to complete the "Employee 

Comments" subsection of the form.  
  
• Obtain employee signature. Inform employee that signature does not indicate their 

agreement or disagreement with the evaluation.  
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  Save Form Print Form   

PERFORMANCE EVALUATION REPORT 
 

DOCUMENT A - Evaluation Summary 
 

 

 

OVERALL PERFORMANCE DURING THE EVALUATION PERIOD IS RATED AS: 
(Check one) 

 

 

OUTSTANDING 

The employee's overall performance significantly and consistently surpasses all 
performance standards established for the position. This evaluation recognizes an 
employee's sustained excellence and accomplishments which are substantially above usual 
expectations. 

 

 
 

EXCELLENT 

The employee's overall performance in all areas frequently exceeds the performance 
standards established for the position. This evaluation recognizes an employee's 
consistent effectiveness and accomplishments which are above usual expectations. 

 

 

SATISFACTORY 

The employee's overall performance consistently meets the performance standards 
established for the position and regularly achieves expected results. An employee at this 
achievement level meets usual expectations and performs tasks in a timely and acceptable 
manner. 

 

 
 

UNSATISFACTORY 

The employee's overall performance inconsistently meets the performance standards 
established for the position and indicates that significant tasks are not completed in the time 
or manner expected. Performance is below the minimum acceptable level for the position. 
Correction of performance deficiencies is necessary for continued employment. 

 

Name of Supervisor:  Sam Smith   
 
Title: Supervisor 

Signature: 
 
Date: 

Name of Reviewer:     
 
Title: 

Signature: 
 

Date: 

Appointing Authority:  Pat Lead   
 
Title: Deputy Commissioner 

Signature: 
 
Date: 

Employee:  Alex Doe   
 
Title: Employee 

Signature: 
 
Date: 

 

To the Employee:  Signature only indicates receipt of the evaluation. 

AA-PER-6C (Revised May 1997) STATE of VERMONT Department of Personnel 

 

   Alex Doe    

    

    Employee   

    1/3/2014-1/3/2015   

      1/4/2015   
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SUMMARY OF MAJOR JOB DUTIES WITH PERFORMANCE EXPECTATIONS 
 

(Even though they need not be listed below, employees are also expected to adhere to general performance expectations applicable to all 
employees, such as, but not limited to: reporting for work on time, following work rules & procedures, maintaining effective working 
relationships with public and co-workers, etc. These general performance expectations can be used in determining the employee's final 
rating.) 

 
 

Major Job Duties/Performance Expectations: 
 

During the last planning period, we discussed areas we wanted to focus on. Listed below are those areas, as 
well as expectations for what success looks like. 

 
1. Collect and analyze data: 

a. Ensure the field staff enter data timely to release monthly results by the 15th of the following month. Work 
with Director to adjust or enforce schedule as needed. 

b. Release monthly results to staff by 15th of following month. 
c. Annually, obtain data from key sources for comparison. Include other regions of Vermont, New England 

states, and at least two other states with similar demographic or other relevant features. Use to compare, 
contrast, analyze. 

d. Generate projections based on all data. Work with Director and other key staff to generate 
strategic recommendations. 

 

 
2. Prepare annual report for external publication: 

a. Present draft to Director at least six weeks prior to annual report deadline. 
b. Present final draft to Director at least two weeks prior to deadline. 
c. Have presentation resources ready within one week after report deadline. 

 
3. Present annual report to agency executives and stakeholders: 

a. Prepare and present 15-30 minute professional, persuasive presentations as required, to generate 
understand of and buy-in to findings and recommendations.   

b. Represent the department and agency’s interests relating to recommendations and outcomes with 
leadership, legislature and external stakeholders as requested by Director. 

 
4. Provide customer and technical assistance by phone or in person. 

a. Answer phone calls and assist customers through technical issues. 
b. Provide 1:1 and small group technical assistance to customers. 

 
5. Take initiative and action in improving general skills and knowledge. 

a. Research ways to improve knowledge concerning presentation skills. 
b. Practice presentations when appropriate, partnering with other staff as needed. 

 
6. Promote cooperation, communication and cohesion with team. 

a. Develop an organization presentation to share your best organizational practices. 
b. Provide input and work in a team atmosphere to accomplish the mission of the organization. 
c. Organize meetings as necessary to share ideas for improvements. 
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DOCUMENT B - Performance Comments 
 

Employee: 

Alex Doe 
Evaluation Period From: 
Department: 

 
SUPERVISOR COMMENTS 

 

1. You are great at getting staff to enter on time. Personal touch is very persuasive. The one time you had 
difficulty with a field person, you worked with me and we were able to improve the outcome. You are always 
punctual with reports, and field staff appreciate it. 

 
2. You are an excellent writer. I try, but rarely even catch a typo. You have been very timely and give me 

time to review without rush. This is evident by you getting me the final draft of the annual report two weeks 
in advance. 

 
3. Your presentation documents are always professional. PowerPoints could be livened up with additional color, 

and perhaps fewer words per slide. The materials for presentation are excellent. Your presentation style does 
not achieve the desired persuasive result. Your presentations lack volume, eye contact, and fluid speaking 
style. We’ll be setting goals for improvement in this area, as it is essential to the mission of our organization. 

 
4. You have excelled in this area throughout the year. You have had numerous 1:1 interactions, and have on 

more than 1 occasion gone out to assist customers/clients with issues they were having. 
 

5. You reported having done some internet research on presentation skills, which is a good start. You have not 
yet partnered or practiced your presentations with me or others on staff. This is related to #3 above, so we will 
establish clear goals designed to help you succeed in the next review period. 

 
6. I’m so impressed with your ability to cajole your colleagues into providing you information and working with you 

on results. You’re also a good communicator in our team meetings. 
 

You regularly go the extra mile in finding comparative data and using it meaningfully. You have found some very 
interesting trends by seeing what’s been happening in Maine. You are great at knowing when to invite additional 
layers for strategic analysis. You were right to call the special meeting last November when you noticed the 
trends had shifted inexplicably. 
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PERFORMANCE EXPECTATIONS FOR NEXT EVALUATION PERIOD 
 

(Identify any changes or additions to employee's job duties or performance expectations for the next rating period.) 
 

1. Prepare and present information based on your work, at least three monthly team meetings. One is to be a 
briefing for team staff on how you go about your analytical process, and how they can participate. 
2. Improve volume, eye contact and verbal presentation skills for next year’s round of annual report presentations. 
3. Prepare Peter to partner/co-present with you when possible, by involving him in the collection and analysis 

phase. 
 

REVIEWER COMMENTS 
 
 
 
 
 
 
APPOINTING AUTHORITY COMMENTS 

 
 
 
 
 
 
 

EMPLOYEE COMMENTS 
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7 Questions an Employee Wants Answered in a Performance Review 
 
 
 

1. How am I doing? 

 

 

2. What can I do to be even more effective? 

 

 

3. Is there anything I’m on shaky ground about that we need to address? 

 

 

4. What will be expected of me before the next review? 

 

 

5. How will my work be evaluated during that time? 

 

 

6. How do my goals fit into the future of this organization? 

 

 

7. What kind of help or attention can I expect from my supervisor? 
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Performance Management Checklist for Supervisors 

The following checklist is designed to guide the supervisor in preparing and conducting an employee 
performance evaluation meeting.  If you need assistance, please feel free to contact your Human  
Resources Manager. 

 

General Preparation: 
 

 I have reviewed the employee’s job description and have an understanding of what is expected in 
terms of job performance for this employee. 

 
 I have observed this employee’s performance throughout the year.  I have reviewed my 

supervisory notes, e-mails, documentation and taken into consideration any feedback I’ve 
received about the employee during the year and have thought about his/her general 
accomplishments. 

 
 I have identified the employee’s strengths and areas in need of improvement. 

 
 I have thought about the employee’s skills, work experience and training. 

 
 I have identified goals and development plans for the employee for the next review period. 

 
 I have given the employee a few days’ advance notice of the meeting so he/she can prepare and 

complete an employee self-evaluation.  I will review and consider this information when 
conducting the evaluation meeting. 

 
 I have set aside a private area to meet.  I have an uninterrupted block of time so I can have a full 

discussion with the employee about his/her performance. 
 

 I have planned the key points I want to cover with the employee and I have anticipated the 
impact of the discussion on the employee. 

 

Conducting the Performance Evaluation Meeting: 
 

 I plan to begin the meeting by creating a sincere, open and friendly atmosphere.  This includes 
stating the purpose of the meeting, letting the employee know this should be a joint discussion 
about performance and goal setting. 

 
 When discussing the employee’s performance, I plan to discuss the employee’s strengths, 

accomplishments, areas of improvement, goals for next year and development plans.  I will be 
prepared with specific examples.  I will use open-ended questions to promote thought, 
understanding and discussion.  I will utilize good listening skills, praise and constructive feedback. 

 
 I will encourage the employee to provide feedback on goals and a development plan for next 

year.  I will work with the employee to set realistic timeframes and outcomes. 
 



Supervising in State Government, Handout Guide 
 

 

Closing the Meeting: 

 
 I will summarize what has been discussed, show enthusiasm for plans that have been made for 

the future, and attempt to end the conversation on a positive note. 
 

Follow-up and Personal Reflection about the Meeting: 
 

 I will provide a copy of the evaluation to the employee when it is finalized with his/her signature.     
 

 I will send the original evaluation or a copy to Human Resources for processing. 
 

 If the employee strongly disagrees with the evaluation, I will contact my supervisor or Sr. HR 
Manager for assistance.   

 
 I will think about what I learned new about the employee and any feedback the employee 

provided to me about how I can help him/her be more successful in their position. 
 

 I will consider how well I did on the following: 
 

 Did I make the employee feel comfortable? 

 Establish rapport through eye contact, a friendly greeting and small talk? 

 State the purpose of the meeting? 

 Ask for the employee’s opinion about his/her performance? 

 Did I let the employee do most of the talking? 

 Give examples and praise? 

 Discuss areas of improvement? 

 Discuss goals and development plans? 
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Original Probation and Evaluation Quiz  
 

Please try not to refer to your training materials while answering the following questions. 

1. Does an extension to an employee’s original probationary period require approval?   
 

2. As a supervisor, would you be required to gain approval when contemplating the 
termination of an employee who is in an original probationary period? 
 

3. When is an employee’s completion-of-probation performance review due? 
 

4. When is an employee’s annual evaluation due? 
 

5. When can a special evaluation be given? 
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Labor Relations Environment Quiz 

 

Please try not to refer to your training materials while answering the following questions. 

1. List the five (5) references from the Labor Relations Hierarchy. If possible, list them in 

order. 

 

2. Who bargains the collective bargaining agreements for the State of Vermont?  

 

3. List the names of the collective bargaining agreements that are associated with the 

Executive Branch?  

 

4. How many Bargaining Agents are there? 

 

5. Who is excluded from the collective bargaining agreements? 

 

6. Name as many of your HR Representatives as you are able for your Department or 

Agency.  

 

7. List at least two (2) of the rights and expectations of a supervisor.  

 

8. What is the name of the State Law that governs the legitimate rights of both state 

employees and the State of Vermont in their relations with each other?  

 

Bonus question: 

1. When was the State Law (question #8) enacted? 



Supervising in State Government, Handout Guide 
 

 

THE TWELVE FACTORS – Personnel Policy Section 8, Disciplinary Action 

 

Under the case law, each disciplinary action is considered in the context of twelve factors which are 

typically relevant to evaluating the appropriateness of a penalty. Since such factors will be used to 

evaluate the propriety of an action which is the subject of a grievance, it is helpful for the employer to take 

them into consideration before a disciplinary action is imposed. Such factors duplicate some issues already 

discussed, but can serve as a reminder of matters which should be considered.  

1. The nature and seriousness of the offense, and its relation to the employee's duties, position and 

responsibilities, including whether the offense was intentional or technical or inadvertent, or was 

committed maliciously or for gain, or was frequently repeated.  

2. The employee's job level and type of employment including supervisory or fiduciary role, contacts 

with the public and prominence of the position.  

3. The employee's past disciplinary record.  

4. The employee's past work record, including length of service, performance on the job, ability to 

get along with fellow workers, and dependability.  

5. The effect of the offense upon the employee's ability to perform at a satisfactory level and its effect 

upon supervisors' confidence in the employee's ability to perform assigned duties.  

6. Consistency of the penalty with those imposed upon other employees for the same or similar 

offenses.  

7. Consistency of the penalty with any applicable agency table of penalties. (The State does not 

currently use any form of table of penalties.)  

8. The notoriety of the offense or its impact upon the reputation of the agency.  

9. The clarity with which the employee was on notice of any rules that were violated in committing 

the offense, or had been warned about the conduct in question.  

10. Potential for the employee's rehabilitation.  

11. Mitigating circumstances surrounding the offense such as unusual job tensions, personality 

problems, mental impairment, harassment, or bad faith, malice or provocation on the part of others 

involved in the matter.  

12. The adequacy and effectiveness of alternative sanctions to deter such conduct in the future by the 

employee or others.  
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Case Study! 

Directions: Please read the case scenario below and as a group (at your table), please answer the 12 factors 

to the best of your ability (with the information provided) and then determine whether or not there was 

just cause for the imposed discipline. Do you agree with the discipline? If not, what discipline would you 

have imposed and why? 

Case Scenario: 

An employee filed a grievance contending that he was dismissed without just cause from his position as a 

correctional officer. The employee had been employed for three years prior to his dismissal. He received 

satisfactory performance evaluations throughout his employment. Prior to his dismissal, he had received 

one disciplinary action during his tenure. He was suspended for 30 days the year preceding his dismissal 

due to off-duty conduct.  

The employer charged the employee with violating facility procedures in connection with the escape of 

two inmates by: 

1) Failing to conduct 60-minute security checks in his assigned unit and failing to observe each inmate in 

his unit every 30 minutes, 2) failing to conduct headcounts in his unit according to facility headcount 

procedures, and 3) failing to secure all inmates in their cells and conduct a formal headcount after the 

discovery of an escape. 

The evidence established that the employee failed to properly conduct security checks every half hour in 

his unit as required by procedures. He failed to notice the absence of one of the escaped inmates for three 

hours, and failed to discover the absence of the other escaped inmate for seven hours. The employer also 

established that the employee violated facility headcount procedures by counting one of the escaped 

inmates as present although he had not actually seen him, and by not conducting a formal headcount after 

the escape.  

A correctional officer, who came into work on the next shift, with seven months’ experience (successfully 

completed probation) was given a 5-day suspension for initially failing to detect the absence of one of the 

inmates. The officer caught his error immediately after conducting his first formal headcount after the 

escape. The officer was responsible for three times as many inmates as the employee at the time of the 

escapes. No other employees were disciplined as a result of the escapes. The evidence indicates that other 

employees were following proper procedures.  

Weaknesses in facility procedures contributed to the escapes and/or their delayed detection. Two 

investigators who investigated the escapes for the Employer found facility procedures to be inadequate 

and recommended changes. The escapes of the two inmates were reported by the media.   
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The Soft Handshake, And Nine Other Myths About Interviewing Good 
Candidates  

By JOE GRIMM 
Recruiting and development editor 
Detroit Free Press  

As the world becomes more diverse, we interview more job candidates from cultures other than our 
own. As we interview across cultures, chances for misunderstanding or missing something multiply. The 
big secrets, if there are any, are to ask, listen and not to assume. Here are 10 specifics.  

1. Don't believe the handshake. Some managers believe they can learn a lot from a handshake. 
What they do not know is that, in some cultures, handshakes are intentionally soft. They are 
meant to be more of a feel than a grip. In some cultures, a handshake is inappropriate. You may 
feel that people who want to work in your company should have a good, American three-
pumper. You'll hire a lot of good hand-shakers, but you'll miss some great talent.  

2. The eyes don't have it. When we communicate, most of the message is in the body language. 
Most of that is in the face. Don't read infrequent eye contact, such as a person who looks down 
or past your shoulder as a sign of dishonesty or timidity. It may, for that person, be an 
appropriate exhibit of respect or deference. How tragic it would be to mistake a sign of respect 
for a sign of deceit.  

3. Loaded question: How could asking a Hispanic person "How good is your Spanish?" possibly be 
offensive? Let me tell you. Some interviewers ask this when they really mean, "How Hispanic are 
you?" It implies that, if you're Hispanic, you should speak pretty good Spanish. In some families 
and schools, Spanish was painfully discouraged, in order to hasten assimilation, and this question 
brings up all of that. The question presumes that the interviewee does not know Russian, Chinese 
or French. Better question: "Do you speak any other languages?" Only ask if it is relevant enough 
for you to be asking all candidates.  

4. Be careful about registering surprise. Are you surprised that the African American candidate went 
to Harvard, that the highly educated candidate likes country and western music, that the Asian-
American candidate speaks such good English or that the older candidate snowboards? Why are 
you surprised? Does your surprise say anything about your assumptions?  

5. Follow up your questions. One candidate, when asked whether he wants to be a sports writer, 
said, "I wouldn't mind that." The interviewer, confused because he thought this was what the 
person wanted, expressed surprise at this lukewarm response. "Oh, sports writing is my dream. I 
just didn't want you to think of me as only a sports writer because I know how hard those jobs 
are to get. I would do anything to work at your paper."  

6. Still waters run deep. A Chinese American candidate was devastated when she didn't get the job 
she really, really wanted at a great newspaper in her home state. Crushed, she asked why she 
didn't get the job. "We didn't think you really wanted it," they told her. A person who is 
outwardly reserved, she had not been as animated as the other candidate, who landed the job 
but then never reported for work. (Your next mistake is assuming Asian Americans should be 
reserved.) Interview for desire; don't make assumptions about it.  

7. It is a natural part of an interview to try to seek a contact point or to create rapport. You won't 
get there by telling the Native American that you just love turquoise jewelry or by telling the 

mailto:grimm@freepress.com
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Asian American candidate about your trip to Japan. This is presumptive and superficial. Stick to 
experiences relevant to the job. And don't assume. One interviewer told an Asian American 
candidate: "We have a lot of Asian Americans at our paper." The candidate had grown up with 
white people, had always worked around white people and doesn't especially care whether she 
works with Asian-Americans, as the interviewer had assumed. What she wanted to know was 
how good her co-workers would be. The interviewer never mentioned that.  

8. Conversational styles are like personal space. Each of us is comfortable with something different. 
Don't force a candidate to come to your conversational style. Instead, observe theirs, mirror it 
and meet them somewhere in the middle. You'll learn more.  

9. Skip the guesswork: If you are forming an impression about the person, ask questions. Do not 
leave the interview thinking that the candidate is overly aggressive without asking him or her to 
describe a time when they were involved in an office conflict. Do not assume they are passive, 
without asking them to talk about a time when they had to accomplish something really difficult. 
Build your interview on evidence, not impressions.  

10. Why does it matter? Beware of questions or implied questions that are not part of your standard 
interviews (you DO have one, don't you?). They may be questions like, "Where are you from?" 
"Where did you grow up?" or "Now that's an unusual name.  

This was originally published as a Tenfold column in the Newspaper Association of America's People & 
Product magazine. 
  

http://www.naa.org/
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INTERVIEWING: RECOGNIZING YOUR 

BIASES AND ASSUMPTIONS  

  

Directions: Look at the interview behaviors listed below. In the column titled “Assumptions 

made by interviewer,” write down what your assumptions have been or might be at experiencing 

these behaviors in an interview.   

BEHAVIORS SEEN IN INTERVIEW  
ASSUMPTIONS MADE BY 

INTERVIEWER  

The Job Candidate…  My Assumptions might be…  

Speaks softly  
  

Speaks loudly  
  

Stands close  
  

Stands far away  
  

Asks more questions about time for family than about 

work  

  

Is uncomfortable acknowledging individual strengths 

and accomplishments  
  

Doesn’t initiate questions  
  

Smiles and laughs nervously  
  

Spends more time making small talk rather than 

getting into the heart of the interview  

  

Doesn’t make eye contact  
  

Has a soft handshake  
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