
Supervisory Audit Declaration

	Name of designated supervisory employee being audited
	
	Payroll Title:
	

	Your Name
	
	Your Title
	

	Department Name
	
	Date
	

	
	
	HR Analyst Initial
	


	Specific Supervisory Responsibilities are found below.  Please indicate by checking yes or no as to which of these responsibilities are appropriate to this employee's position.  If you need to provide an explanation please provide comments on back of this document.  If you need to attach extra pages, please indicate name of employee being audited and initial each extra page.

	Responsibilities
	Yes
	No

	1. When an individual is hired into the supervisor's work unit, the supervisor has the authority to select, from a pool of applicants, the individual who will be hired.

	
	

	2. The recommendations of the supervisor as to the selection of the individuals to be hired into his or her work unit are routinely followed. The supervisor generally interviews or would interview applicants chosen to be interviewed for a position in his or her work unit, and is to use his or her own judgment in selecting the applicant he or she recommends be hired.


	
	

	3. Rarely, if ever, has an employee been hired into the work unit of the supervisor without his or her recommendation.


	
	

	4. The supervisor has the authority to approve the transfer of subordinates into and/or out of his or her work unit according to his or her own judgment.


	
	

	5. The recommendations of the supervisor to transfer a subordinate into and/or out of his or her work unit are routinely followed or would be followed.


	
	

	6. The supervisor has the authority to advise his or her subordinates as to the level of performance and conduct expected of them and to counsel his or her subordinates about performance and conduct problems as necessary in his or her judgment.


	
	

	7. The supervisor has authority to determine the position(s) that are to be identified (targeted) for layoff.
	
	

	8. While he or she may consult with me, with other University managers or with labor relations personnel with respect to the propriety of the action, the supervisor has the authority to take corrective action affecting his or her subordinates, using his or her own judgment in doing so.


	
	

	9. The supervisor has the authority to investigate and recommend that corrective action be taken involving one of his or her subordinates based on that investigation. That recommendation is routinely followed or would be routinely followed.


	
	

	10. The supervisor has the authority to investigate and recommend that a subordinate be discharged based on that investigation.  That recommendation is routinely followed or would be routinely followed.


	
	

	11. The supervisor is responsible for the annual and/or probationary performance evaluations of his or her subordinates and, additionally, may evaluate employees more frequently in the exercise of his or her own judgment. The supervisor writes, signs, and delivers or communicates the performance evaluation to the evaluated employee without prior approval.


	
	

	12. The supervisor is responsible for evaluating the performance of his or her subordinates. The supervisor communicates his or her evaluation to me or to another University supervisor or manager and the evaluation is generally included in the performance evaluation of the evaluated employee.


	
	

	Responsibilities
	Yes
	No

	13. The supervisor's performance evaluation of probationary employees is critical to determine whether the probationary employees will be retained or released from employment.


	
	

	14. The supervisor is responsible for, determining which of his or her subordinates are to be awarded merit salary increases.


	
	

	15. The recommendations of the supervisor with respect to the awarding of merit salary increases to his or her subordinates are routinely followed or would be followed.


	
	

	16. The supervisor recommends merit salary increases of his/her subordinates and participates in the process whereby the amount of merit increases to be awarded to his or her subordinates is determined.


	
	

	17. The supervisor’s recommendations regarding his or her subordinates’ requests for upward reclassification (or promotion) are routinely followed.


	
	

	18. Rarely, if ever, has an employee's request for upward reclassification (or promotion) been granted without the recommendation of his or her supervisor.


	
	

	19. The supervisor has the authority to take action in response to the complaints and/or to resolve the grievances of his or her subordinates according to his or her own judgment.  


	
	

	20. The recommendations of the supervisor are routinely followed in responding to the complaints and/or resolving the grievances of his or her subordinates.


	
	

	21. The supervisor formulates or participates in formulating management positions for processing and/or resolving grievances.


	
	

	22. The supervisor participates in meetings called for the purpose of discussing management positions and/or strategy regarding processing and/or resolving grievances.  

	
	

	23. The supervisor attends meetings called for the purpose of discussing management positions and/or strategy with respect to collective bargaining matters. 


	
	

	24. The supervisor, as part of his or her regular responsibilities, reviews documents which are used by management in developing management positions in collective bargaining matters.


	
	

	25. The supervisor, as part of his or her regular responsibilities, reviews confidential documents concerning labor relations matters such as salary and benefit information and personnel evaluations.


	
	

	26. As part of his or her regular responsibilities, the supervisor researches and assembles data important to the formulation of management positions in collective bargaining.


	
	

	27. As part of his or her regular responsibilities, the supervisor analyzes data important to the formulation of management positions in collective bargaining.  


	
	

	28. The supervisor presents data important to the formulation of management positions in collective bargaining to those individuals responsible for formulating such positions. 

	
	

	29. As part of his or her regular responsibilities, the supervisor researches and assembles data important to the formulation of management positions in grievance handling. 


	
	

	30. As part of his or her regular responsibilities, the supervisor analyzes data important to the formulation of management positions in grievance handling.


	
	

	31. The supervisor presents data important to the formulation of management positions in grievance handling to those individuals responsible for formulating such positions.  


	
	

	32. The supervisor is responsible for assuring the quality and/or completeness of the work performed by his or her subordinates. He or she assigns tasks and/or projects to his or her subordinates according to his or her own judgment.
	
	

	Responsibilities
	Yes
	No

	33. The supervisor monitors the quality of his or her subordinates' performance of assigned work.


	
	

	34. The supervisor is responsible for the training of his or her subordinates. According to his or her own judgment, he or she may either train subordinates himself or herself or may assign training responsibility to a subordinate.


	
	

	35. The supervisor establishes the daily hours of work for his or her subordinates according to his or her own judgment.


	
	

	36. The recommendations of the supervisor are routinely followed in establishing the daily hours of work of his or her subordinates.


	
	

	37. The supervisor is responsible for establishing the weekly work schedules of his or her subordinates according to his or her own judgment.


	
	

	38. The recommendations of the supervisor are routinely followed in establishing the weekly work schedules of his or her subordinates.


	
	

	39. The supervisor has the authority to approve his or her subordinates' working overtime according to his or her own judgment.


	
	

	40. The supervisor has the authority to approve the timing and scheduling of his or her subordinates' vacations according to his or her own judgment.


	
	

	41. The recommendations of the supervisor are routinely followed in approving the timing and scheduling of the vacations of his or her subordinates.


	
	

	42. The supervisor is to be informed when a subordinate will not be at work. The supervisor has the authority to evaluate the legitimacy of the subordinate's excuse and to adjust staffing and assignments in the work unit necessitated by the absence according to his or her own judgment.


	
	

	43. The supervisor regularly attends management meetings where, among other things, financial issues, including budget planning, ongoing and existing procedures, programs and policies, and personnel and labor relations matters may be discussed.


	
	

	44. The supervisor regularly schedules and holds meetings with his or her subordinates according to his or her own judgment. He or she determines the agenda for these meetings.


	
	

	45. The supervisor has attended or will attend management and/or supervisory training sessions.


	
	

	46. The supervisor has the responsibilities described in this declaration because he or she is a supervisor and not because he or she is the most senior employee in his or her work unit.


	
	

	47. The supervisor is paid a higher salary than any of his or her subordinates.


	
	

	48. The supervisor is not eligible for overtime compensation, while some or all of the supervisor's subordinates are eligible.


	
	

	49. I believe that the supervisor is viewed by his or her subordinates as their supervisor.


	
	

	50. If this supervisor were not found to be a supervisor, there would be some period of the workday when his or her subordinates would have no supervisor.


	
	


Please list the payroll titles of all employees supervised (excluding casual-restricted employees). Attach Additional Pages if necessary. 

	Payroll Title
	% Appt
	Total Number

	 
	
	

	
	
	

	
	
	


	On the average, what percentage of work time would you estimate this employee spends in performing supervisory duties such as those listed above?  
	· 25%

· 25% - 49%

· 50% - 75%

· over 75%


I declare that the information provided above is true and correct to the best of my knowledge.

Respondent's Name:
___________________________________________________________




Print




___________________________________________________________




Signature

Title
______________________________________________________  
Date _________________

Address ______________________________________________________
Extension _____________

Supervisor Initials ____________
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