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Employee Relations Group Phone Number
213) 486-7600
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» Grievances

» Downgrades/deselections

» Arbitrations

» Administrative Appeals (non-disciplinary
» Administrative Transfers

» Employee Relations Training

MOU lssues

» Meet and Confers

» Temporary Higher Pay Requests

u«, ,V&H&M“Vuv

.m:;

EERT
Jﬁ%%ﬁ.v«d\x&

o




el




What ERG

» Workplace Conflicts
Ombuds

» Mediation (Ombuds
» Work Permits (ASB

Bilingual Pay (Personnel
Div.
Screendowns/Package
Reviews (Personnel Div.

» Medical Leaves/IOD Issues
(Medical Liaison)

Executive Merit Pay
Personnel Div.)

Retaliation Complaints
PSB/IAG

» Terminations -
Tenured/Probation i
PSB/IAG
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The purpose of performance documents

Basic concepts for counseling sessions
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How to complete a Comment Card/NTCD

Tools to encourage effective performance ﬁ
Grievance procedures
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IS IT IMPORTANT?
WHY?
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omment Cards

oyee Comment Si

» If an employee disagrees with the comment card, they
can submit a response on 15.7.

The employee has 30 days to submit a response.

# If the comment card is attached to the employee’s
Standard Based Assessment, the employee can contest _
such use through the grievance process. ]

» Comment Cards are retained in a separate Comment Card
file by the Division for two (2) years
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Notice to Corr

A Notice to Correct Deficiencies should always contain a warning.
An employee can contest a NTCD through the grievance process. |

A NTCD is retained in an employee’s Divisional Package for one <m.m
After one year, it is stored in archive at Personnel Division.

A NTCD can be attached to an employee’s Standards Based

grievance process.
A NTCD is retained by the Department indefinitely

a Civil Service promotional exam.
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by Robin Slater
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with a good attitude
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Truthfulness

Follow-Up

Timeliness

Narrow scope

Conciseness

Consistency with the discussion
Specified expectation
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A grievance is defined as a dispute concerning

interpretation or application of this written M
department rules and regulations governing
personnel practices or working conditions.
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Transfers
Assignments
Promotions
Promotional Exams
Probationary

termination of entry-

level or tenured
employees

Discipline

Employee Comment
Sheets

Fitness of an
employee to CCW

Salary step of
probationary
employee based on
education/prior _m<<
enforcement
experience

Denial of CTO
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ltems that you may
deal with

Standard Based
Assessments

Notices to Correct
Deficiencies

You will handle the :_,mn
step in the grievance
process

The informal a_mnc&doﬁ L
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Employee Relations

100 West First Street,
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- Supervisory Evaluation

28E- Employee Evaluation
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LAPD Manual, Vol. 3, Sec 760.70

- Service Rating reports for
Civilian Employees. Ny




Rating an employee’s
performance

> O:m of the mcnm.:.\wmo_;m most
important activities
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praisal happens each t
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Reflective

Retrospective
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Informationa
Motivational

Developmental
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Clearly articulate to the
employee your expectations

Ongoing monitoring

Prompt notification
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Include sustained personnel comp

Accurate
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Documentation is important

Absence of documentation

The value of documentation




» Attendance Records

» Comment Cards

& Notice to Correct Deficiencies

» Employee Commendations/Letters of Appreciation

» Other means used monitoring employee performance
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ust document all unscheduled absences

onsider these questions:

o Consistently meet established requirements

- Consistently give acceptable explanations

i

- Days lost due to unscheduled absences




Sep

arate unscheduled absences

Pattern - Fridays, Mondays or before/after

holidays

/ use of reasonable attendance standards

/ Reasonable attendance standard -

communicated to all employees
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Inconsistent criteria

Check boxes not consistent
with the narrative

No supporting documents
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Performance/behavior not observe
rater

Information not confined to rating
period

Evaluations not completed timely

Inappropriate remarks in the narrative




» Deal only with the facts

B Support ratings with specific comments

Comment on specific, positive aspects of

performance
If an unfavorable rating is called for, give it ;F
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Comment on personality traits
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never
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onstantly”
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Fairness is paramount

employee

Not a SURPRISE to the

U
A

Saeiana e
A &W&«
ahEaiau B
S R
SR




Arrange time/place for the
discussion

Have the rating report prepared

S

B i

i

s e

AR Sl it

R



Praise employees

omm.nCmM weaknesses in an
objective manner

How they can improve

Use tasks and standards - job
requirements.
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Suggest what employees can do
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Use open-ended questions
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» Summarize overall performance

= Provide encouragement

» Discuss training needs and development

» Conclude - correct any weaknesses

» Have the employee sign the report

» The employee still refuses to sign

Earent

iy -
e
e
P
Sy

Pt




EMPLOYEE RELATIONS GROUP
Police Administration Building, 9t Floor, Room 942
(213) 486-7600

(ERG’s webpaze is also on LAN under Divisions-Sections- CE
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