Managers’ Corner

The HR Office is committed to assisting managers and administrators at SMC create an optimal work environment for high
productivity, continuous improvement and supreme customer service. As part of this commitment, the Employee & Labor

Relations team in the HR Office has uploaded, and will continue uploading, useful documents and information onto this page.

SMC Policies & Regulations

e SMC Board Policies

e SMC Administrative Regulations

Collective Bargaining Agreements

* | Agreement between Santa Monica College Faculty Association & SMCCD
e Agreement between Santa Monica College & CSEA

e Agreement between Santa Monica College & POA

Merit Rules

* Personnel Commission’s Rules & Regulations of the Classified Service

Classified (Non-Teaching) Hiring

¢ Personnel Commission Manager's Toolkit

Preparing to Conduct a Performance Evaluation for Classified Staff

e Setting Evaluation Expectations
¢ Understanding CSEA Contract Provisions
¢ Preparing a Performance Evaluation

e |} Classified Performance Evaluation Form

Progressive Intervention (Discipline) for Classified Staff

Presentations:

¢ L Presentation: Progressive Intervention-Part I: Introduction

e |1 Presentation: Progressive Intervention-Part II: Steps


https://www.smc.edu/administration/governance/board-of-trustees/board-policy-manual.php
https://www.smc.edu/administration/governance/board-of-trustees/board-policy-manual.php
https://www.smc.edu/administration/human-resources/documents/Faculty-Documents/Faculty-Assoc-SMCCD-Agreement/SMCFA-SMCCD_Agreement_2016-2019_FINAL.pdf
https://www.smc.edu/administration/human-resources/resources-for-managers-administrators/CSEA-agreement-documents.php
https://www.smc.edu/administration/human-resources/resources-for-managers-administrators/CSEA-agreement-documents.php
https://www.smc.edu/administration/human-resources/resources-for-managers-administrators/CSEA-agreement-documents.php
https://www.smc.edu/administration/human-resources/employee-resources/police-officers-association-agreement-documents-of-interest.php
https://www.governmentjobs.com/careers/smc/classspecs
https://www.smc.edu/administration/human-resources/personnel-commission/managers-toolkit.php
https://www.smc.edu/administration/human-resources/documents/performance-evaluations/classified-ee-performance-evaluation-form.pdf
https://www.smc.edu/administration/human-resources/resources-for-managers-administrators/documents/progressive_intervention_presentation-part_1.pdf
https://www.smc.edu/administration/human-resources/resources-for-managers-administrators/documents/progressive_intervention_presentation-part_2.pdf

Verbal Counseling

¢ ) Documenting Verbal Counseling

e |} Verbal Counseling Manager's Tool

Conference Memorandum

* L Generating the Conference Memorandum
¢ L Conference Memorandum-TEMPLATE

¢ . Conference Memorandum-EXAMPLE-Absenteesim

Letter of Reprimand - Performance Related

* L How to Generate a Letter of Reprimand re Tardiness, Excessive Absence, or Insubordination
* | Letter of Reprimand re Performance-TEMPLATE

* L Letter of Reprimand-EXAMPLE-Tardiness, or Excessive Absences

Letter of Reprimand-Misconduct Related

e |} Letter of Reprimand re Misconduct-TEMPLATE
* L Letter of Reprimand-EXAMPLE-Insubordination

Performance Improvement Plans (PIP)

¢ . Creating an Effective Performance Improvement Plan
e |1 Performance Improvement Plan-FORM (writeable)

e |2 Performance Improvement Plan-EXAMPLE

Articles of Interest

e Controlling the Flow: Why Today's Leaders Have to be Plumbers, Too (TerryStarbucker.com, March 5, 2019)

* L Great Leadership is About Influence, Not Authority (Linkedin.com, Aug. 8, 2018)

e Listening is An Underrated Leadership Tool (Forbes, Aug. 14, 2018 )

e Running on Empty? Try This Daily Routine to Boost Your Energy (NBC News, Oct. 24, 2018)

e Subtlety Is Overrated: Managers Who Sugarcoat Their Feedback Aren't Doing Their Employees Any Favors (Slate.com,
Feb. 18,2019 )

e Zoom Fatigue

Other Resources

¢ Classified Participation during Professional Development Days
¢ Code of Professional Ethics for Managers

¢ | Dept Request to Change Work Schedule re Classified Employees
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https://www.smc.edu/administration/human-resources/resources-for-managers-administrators/documents/Documenting_Verbal_Counseling.pdf
https://www.smc.edu/administration/human-resources/resources-for-managers-administrators/documents/Verbal_Counseling_Manager_Tool.pdf
https://www.smc.edu/administration/human-resources/resources-for-managers-administrators/documents/generating_the_conference-memo-manager-tool.pdf
https://www.smc.edu/administration/human-resources/resources-for-managers-administrators/documents/conference_memorandum_template.pdf
https://www.smc.edu/administration/human-resources/resources-for-managers-administrators/documents/conference_memorandum_example-absenteeism.pdf
https://www.smc.edu/administration/human-resources/resources-for-managers-administrators/documents/letter_of_reprimand-how_to_generate-performance-tardiness-excessive_absenses-insubordination.pdf
https://www.smc.edu/administration/human-resources/resources-for-managers-administrators/documents/letter_of_reprimand-misconduct_related_cause-example-insubordination.pdf
https://www.smc.edu/administration/human-resources/resources-for-managers-administrators/documents/letter_of_reprimand-performance_related_cause-example-tardiness-excessive_absenses-insubordination.pdf
https://www.smc.edu/administration/human-resources/resources-for-managers-administrators/documents/letter_of_reprimand-template-misconduct_related_cause.pdf
https://www.smc.edu/administration/human-resources/resources-for-managers-administrators/documents/letter_of_reprimand-performance_related_cause-example-tardiness-excessive_absenses-insubordination.pdf
https://www.smc.edu/administration/human-resources/resources-for-managers-administrators/documents/creating_an_effective_pip_manager-tool.pdf
https://www.smc.edu/administration/human-resources/resources-for-managers-administrators/documents/performance_improvement_plan_form-writeable.pdf
https://www.smc.edu/administration/human-resources/resources-for-managers-administrators/documents/performance_improvement_plan-example.pdf
https://www.smc.edu/administration/human-resources/resources-for-managers-administrators/documents/great_leadership_is_about_influence-not_authority.pdf
https://www.forbes.com/sites/forbesdallascouncil/2018/08/14/listening-is-an-underrated-leadership-tool/#5e37a82f2fe5
https://www.nbcnews.com/better/health/running-empty-try-daily-routine-boost-your-energy-ncna922816
https://slate.com/human-interest/2019/02/manager-feedback-sugarcoating-advice.html
https://trainingmag.com/zoom-fatigue-threatens-workplace-engagement/
https://www.smc.edu/administration/governance/academic-senate/ethics-statement.php
https://www.smc.edu/administration/human-resources/documents/HR-Forms/Dept_Request_to_Change_Work_Schedule_re_Classified_EE_Editable.pdf

* Emergency Request 10 Approve uuiside Lontracting
* Leaves/Vacation

¢ Management Association

* PBAR Process/Recruitment/ISIS Process

* Request To Approve Outside Contracting (Non Emergency)
¢ Toolkit

For additional information or if you have questions, please contact:
Office of Human Resources

310-434-4415


https://www.smc.edu/administration/governance/management-association/index.php

