
         Supervisor Work Folder

Handout #1 – Instructor


	Checklist

For Maintenance of Supervisory Record

	This checklist will help you maintain your supervisory records.  It covers records and documents that are maintained in your employees’ Supervisor Work Folders, as well as some that do not have to be included in the work folders, but that you need to maintain for planning and other purposes.  Either way, if you can check off each of the following items, your records are in good shape.

	 FORMCHECKBOX 

My work folders are physically located near me, so that I can refer to them conveniently and as often as needed.

 FORMCHECKBOX 

My work folders are protected against casual access, inappropriate disclosure, or invasion of  personal property.

 FORMCHECKBOX 

I personally maintain the work folders of my technician staff, and do not pass responsibility on to a 
secretary or other administrative person for filing and updating them.

 FORMCHECKBOX 

I have NGB Form 904-1, Supervisor Brief (or a SUPBRF), on each of my technicians.

 FORMCHECKBOX 

I maintain current entries in Sections 7, 8, 9, and 10 of the NGB Form 904-1 for each of my subordinate technicians.

 FORMCHECKBOX 

I receive copies of SF-50s, Notification of Personnel Action, on change actions for my technician staff.

 FORMCHECKBOX 

I post the information from all SF-50s to Section 11 of the appropriate NGB Form 904-1 promptly, and then give the forms to the subject technicians.

 FORMCHECKBOX 

I record the dates and subjects of my discussions with each member of my staff in Item 12 of that technician’s NGB Form 904-1.

 FORMCHECKBOX 

When I must add an additional NGB Form 904-1 or supplemental sheet of paper, I write the sequential number of 904-1 pages on the new page.

 FORMCHECKBOX 

I have current copies of NGB Form 430, Performance Standards and Critical Elements, and NGB  Form 430-1, Performance Appraisal, or their equivalent, for all of my technicians.

 FORMCHECKBOX 

I have removed all performance-related records that are over four (4) years old from each file.  I have accomplished this by either destroying or marking them obsolete, and delivering them to the appropriate technician for disposition.

 FORMCHECKBOX 

I have a copy of the Optional Form 8/Position Description for each basic position authorized in my 
unit.

 FORMCHECKBOX 

I have a projected leave schedule for each employee I supervise.

 FORMCHECKBOX 

I have recently reviewed and am familiar with the rules governing technician access to their own work folder.
 FORMCHECKBOX 

I have recently reviewed and am familiar with the rules governing personal notes in the work folders.

 FORMCHECKBOX 

I have reviewed any collective bargaining agreement(s) that relate to my subordinate staff for any necessary recordkeeping requirements.


.

Supervisor Work Folder/Record Keeping Module

Handout #2  - Instructor’s Notes
	Supervisor Work Folder

	Set-Up:  Participants will practice these exercises based on pre-established employee biographies and scenarios.  This exercise involves posting events appropriately on copies of NGB Forms 904-1 for each employee as the module exercise events affect them.

	Equipment/Supplies:  Biographies for representative members of a composite unit, a sample paper copy of the Supervisor Work Folder (representing all five employees) and associated copies of NGB Forms 904-1 (one for each employee).

	Time Requirements:  This exercise should take approximately 5-10 minutes per event.

	Instructions:
1. 
Ask the participants to turn to Handout #1 at the end of this module in their participant guide.  
There they should find:


a. 
TPR 293-31 (Instructions for compiling data/documents in the NGB Form 904-1).


b.  
Biographies for five employees representing a composite unit. (Be sure to explain that 


these biographies are NOT official documents.  They represent the personal knowledge 

                        the supervisor has of each employee profile.)

c.  
A copy of a Supervisor Work Folder.


d.  
Associated copies of NGB Forms 904-1 for each of the five employees.

2. 
Explain that a single work folder should represent only one employee.  For this exercise, the one copy work folder for this module represents all of the five work folders that they (the supervisors) would have for their five employees.  Participants should understand that there is only one copy of a work folder.  All five NGB Forms 904-1 will be in it (or in this instance, behind it) The biographies of the five employees do not form one unit, but are a composite of the type of employees from different units that a participant in this course might supervise.

3.  
Since this is an on-going effort, they will need to use the biographies and the work folder with its NGB Forms 904-1 periodically in other modules throughout the remainder of this course.  They will be asked whether or not they should post some activity or event on an employee’s NGB Form 904-1 and/or if they would place a document in the folder -- temporarily or longer -- or remove/delete it.  If posting is required, they will be asked to make the appropriate entry(s).

NOTE:  Not all of the fictitious scenarios herein reflect the typical NG unit.   They have been created to illustrate the many types of activities that supervisors in the various units must perform.


Supervisor Work Folder/Record Keeping Module

	Handout  #2

	Instructions:

1.  
Attached are:


a.
TPR 293-31 (Instructions for compiling the data/documents in the NGB Form 904-1


b. 
Biographies representing five employees from a unit that represents a composite of several units.  (These are NOT official documents; just the supervisor’s personal knowledge of each employee character.)


c.
A sample copy  of a Supervisor Work Folder  (Although each folder  is intended to 
 
     be used for only one employee’s unit personnel records, for the purposes      of this 
course, the sample folder will be used for all five of the composite unit employees).


d.
A copy of a NGB Form 904-1 for each of the five employees.

2.  
This exercise will occasionally involve using the above mentioned documents in other modules during the remainder of this course.  You will be asked whether or not you should post some activity or event in an employee’s NGB Form 904-1, and if posting is required, you will be asked to make the appropriate entry(s).  You may also be asked whether or not you would place a document in the folder -temporarily or longer; or delete/remove an entry or document from the applicable 904.

NOTE:  Not all made-up scenarios may reflect a typical NG unit.  They have been created to illustrate the many types of activities that supervisors in various units must perform.




	Informal Biographies of Composite Unit  Employees


(As of 20 May 96)

Enter the approximate data from the lists below on NGB Form 904-1 paper copies for the following personnel:

	NAME
	DUTY-RELATED INFO
	PERSONAL INFO

	Gail
	Technician, GS-05, Admin Clerk


	Hispanic Female

	
	E-3; No secondary MOS/AFSC


	DOB: 05/19/74

	
	SCD: 04/29/92
	Married; 1 child

	
	To this unit: 04/01/95
	Attending college at night; 36 semester hours General Studies completed



	
	Prior service – all administration experience with state NG


	

	
	Last Technician Performance: 92 pts, Outstanding, Sustained Superior Performance Award


	

	
	Member of Union


	

	
	Former supervisor recommended her highly


	


	Informal Biographies of Composite Unit Employees


(As of 20 May 96)

Enter the approximate data from the lists below on NGB Form 904-1 paper copies for the following personnel:

	NAME
	DUTY-RELATED INFO
	PERSONAL INFO

	John
	Technician, WG-10, Aircraft Mechanic


	Caucasian male

	
	E-7; Secondary MOS/AFSC in Missile Maintenance


	DOB: 09/11/46

	
	SCD: 02/10/73
	Divorced: shared custody of 3 children

	
	To this unit: 04/30/96
	High School Graduate



	
	Prior service – all state NG; formerly WG-12, Missile Mechanic until RIF, 07/31/90


	Rumored to be a NCO club regular

	
	Last Technician Performance Appraisal: 82 pts, Excellent
	

	
	Union Steward (previous 4 yrs)


	

	
	Former supervisor spoke highly of his technical skills and stated he was well-liked by his co-workers and respected for his skills.  On two occasions since being assigned to this unit, you, the current supervisor, have detected alcohol on his breath after lunch; however he did not appear intoxicated either time


	


	Informal Biographies of Composite Unit Employees


(As of 20 May 96)

Enter the approximate data from the lists below on NGB Form 904-1 paper copies for the following personnel:

	NAME
	DUTY-RELATED INFO
	PERSONAL INFO

	Paula
	Technician, WG-10, Aircraft Mechanic


	Caucasian female

	
	E-7; No Secondary MOS/AFSC 


	DOB: 12/24/56

	
	SCD: 11/07/75
	Widow 4 children

	
	To this unit: 06/23/84
	B.S. Management - 1993



	
	Prior service – all Aircraft Mechanic with state NG


	Rumored to be a NCO club regular

	
	Last Technician Performance Appraisal: 85 pts,  Excellent (had been 70 pts but incumbent appealed and requested/received the revised rating
	Part-time Manager, local fast food business - nights and/or weekends

	
	Member of union


	

	
	Only female WG in unit; says she feels isolated from the rest of the “guys”; not being accepted.  

Sometimes lets her personal life interfere with her technician responsibilities.


	


	Informal Biographies of Composite Unit Employees


(As of 20 May 96)

Enter the approximate data from the lists below on NGB Form 904-1 paper copies for the following personnel:

	NAME
	DUTY-RELATED INFO
	PERSONAL INFO

	Randy
	Technician, WG-10, Aircraft Mechanic


	02/05/61

	
	E-7; Secondary MOS/AFSC in Personnel 


	DOB: 12/24/56

	
	SCD: 01/03/81
	Unmarried; no children

	
	To this unit: 04/30/96
	AAS Degree, Personnel Management



	
	Prior service – all NG – this state since 10/14/92; other state from 01/03/81.  (Was GS-07, Military Personnel Trainer, until Upward Mobility Program move into Aircraft Maintenance field in 08/24/90.   Upgraded through developmental assignments in minimum time.)


	A & P licensed; works part-time for aircraft maintenance firm on other side of airport

	
	Last Technician Performance Appraisal: 86 pts, Excellent
	

	
	Member of union


	

	
	Former supervisor spoke highly of his technical skills and said that he showed leadership qualities and got along well with his co-workers


	


	Informal Biographies of Composite Unit Employees


(As of 20 May 96)

Enter the approximate data from the lists below on NGB Form 904-1 paper copies for the following personnel:

	NAME
	DUTY-RELATED INFO
	PERSONAL INFO

	Ron
	Technician, WG-10, Electronics Mechanic


	Caucasian Male

	
	E-7; No Secondary MOS/AFSC  


	DOB: 02/05/65

	
	SCD: 11/13/84
	Married to another Technician

	
	To this unit: 01/03/85
	High School Graduate



	
	Prior service – all as Electronics Mechanic this state NG – this unit


	

	
	Last Technician Performance Appraisal: 90 pts Outstanding
	

	
	Member of union


	

	
	Has always been a good employee; however, within the past year you have noticed an attitude problem.  You gave him an oral admonishment for “bad-mouthing” the unit, management, and some of the newest members of the staff.
	


Insert PowerPoint Folder Chart (Handout #2); 5 fictional characters NGB Forms 904-1, "Supervisor Record of Technician Employment" cards (Handout #2); and a copy of TPR 293-31, A-4, Supervisor Work Folder (Handout #2) - 2 pages.  
The PP Folder Chart is listed in this C:\ngsupcrs  file as wkfldr.ppt.  It and the other parts of Handout #2 should be included in both the Instructor and the Participant Guides.  The annotated 904 forms and the TPR mentioned above must be copied from the original copies or scanned to disk

Handout #4  - Part 1 of 2 pages - (NGB Form 904-1)

	SUPERVISOR’S RECORD OF TECHNICIAN EMPLOYMENT



	1.  NAME
	2.  DATE OF BIRTH
	3.  SSN
	4.  SERVICE COMP. DATE

	5.  HOME ADDRESS & TELEPHONE NUMBER


	6.  EMERGENCY INFORMATION

	7.  MILITARY DATA (UNIT, MOS / AFSC & TITLE, SECURITY CLEARANCE, COMPATIBILITY, ETC.)



	8. TECHNICIAN RATINGS OF RECORD



	9.  POSITION & PERSONNEL DATA (POST INFORMATION FROM SF 50 – DO NOT RETAIN COPIES OF SF 50)

	EFFECTIVE

DATE


	NATURE OF ACTION
	POSITION TITLE AND NUMBER
	PAY PLAN & OCC CODE
	GRADE & STEP
	SALARY
	ORG/

LOCATION

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


NGB FORM 904-1  (Replaces NGB Form 904-1, dated 1 Sep 88, which is obsolete) Pencil entries PAGE 1 of___
Handout #4

Handout #4 – Part 2 of 2 (NGB Form 904-1)

	10. TRAINING RELATED TO TECHNICIAN DUTIES (DATE & TITLE)



	11. AWARDS / SPECIAL RECOGNITION (DATE & TYPE)



	12. COMMENTS & REMARKS (DATE ALL ENTRIES)


All SUPERVISORY RECORDS MUST BE PROTECTED AGAINST CASUAL ACCESS AND INAPPROPRIATE DISCLOSURE.   PRIVACY ACT STATEMENT IS NOT NEEDED SINCE THE TECHNICIAN IS NOT REQUIRED TO SUPPLY DATA.  WHEN ADDITIONAL SPACE IS REQUIRED, ANOTHER NGB FORM 904-1 OR PLAIN SHEETS OF PAPER MAY BE USED.  THE BASIC FORM MUST REFLECT THE NUMBER OF PAGES IN EXISTENCE.




PAGE 2 OF ______                                                                                              NGB – AD – PD 91
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