
employee supervision template
employee supervision template is an essential tool for managers and supervisors aiming to
maintain effective oversight of their teams. This template provides a structured framework to
monitor employee performance, ensure compliance with company policies, and foster professional
development. Utilizing an employee supervision template allows for consistent documentation, clear
communication of expectations, and timely identification of areas needing improvement. It serves as
a foundation for conducting performance reviews, addressing behavioral issues, and setting
actionable goals. Organizations benefit from standardized supervision processes that enhance
accountability and promote a positive workplace culture. This article explores the key components of
an employee supervision template, its benefits, how to create one, and best practices for
implementation.
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Understanding the Employee Supervision Template
An employee supervision template is a standardized document designed to guide supervisors and
managers in monitoring and evaluating employee performance. It ensures that supervision is
systematic and consistent across different teams and departments. The template typically includes
sections for recording observations, feedback, performance metrics, and goals. By using this tool,
supervisors can maintain detailed records that support fair evaluations and informed decision-
making.

Purpose and Scope
The primary purpose of an employee supervision template is to facilitate effective communication
between supervisors and employees regarding job expectations and performance. It covers a wide
scope, including attendance, work quality, adherence to policies, interpersonal skills, and
professional development. The template acts as a reference point during performance reviews and
disciplinary discussions, helping to maintain transparency and fairness.

Who Should Use It?
This template is valuable for supervisors, team leaders, human resources personnel, and anyone



responsible for overseeing employee activities. It supports not only large organizations but also
small businesses seeking to implement structured supervision practices. By standardizing
supervision, it helps ensure that all employees receive equitable treatment and clear guidance.

Key Components of an Effective Employee Supervision
Template
An effective employee supervision template incorporates several critical components that capture
comprehensive information about the employee’s work behavior and output. These components
facilitate detailed documentation and provide a holistic view of employee performance.

Employee Information
This section includes basic details such as the employee’s name, job title, department, and
supervisor’s name. Accurate identification is essential for record-keeping and follow-up.

Performance Metrics
Performance metrics assess the employee’s job-related tasks and responsibilities. They may include
quality of work, productivity levels, punctuality, attendance, and adherence to safety or company
policies.

Behavioral Assessment
Evaluating interpersonal skills, teamwork, communication, and attitude is crucial for understanding
how well an employee integrates into the organizational culture. This section helps identify areas of
strength and those requiring improvement.

Feedback and Comments
Supervisors provide qualitative feedback, noting specific examples of achievements or concerns.
This narrative section supports the quantitative data and provides context for evaluations.

Goal Setting and Action Plans
Setting measurable goals encourages employee growth and development. This part outlines
objectives for the upcoming review period and any necessary training or support actions.

Signatures and Dates
Including spaces for both supervisor and employee signatures ensures acknowledgment of the



review and promotes accountability.

Benefits of Using an Employee Supervision Template
Implementing a standardized employee supervision template offers numerous advantages for both
management and employees. It enhances the overall efficiency and effectiveness of supervision
processes.

Consistency and Fairness
The template promotes uniformity in evaluating all employees, reducing bias and improving fairness.
Consistent documentation helps prevent disputes and supports equitable treatment.

Improved Communication
By clearly outlining expectations and providing regular feedback, the template fosters open
communication between supervisors and employees. This transparency helps build trust and
encourages employee engagement.

Documentation and Record-Keeping
Maintaining detailed records of supervision activities supports legal compliance and organizational
policies. It also aids in tracking progress over time and making informed personnel decisions.

Enhanced Performance Management
The structured format helps identify performance gaps early, allowing for timely interventions and
support. It also assists in recognizing and rewarding high-performing employees.

How to Create a Customized Employee Supervision
Template
Creating a tailored employee supervision template involves understanding organizational needs and
aligning the document with company goals and culture. Customization ensures relevance and
effectiveness.

Assess Organizational Requirements
Begin by evaluating the specific supervision needs of the organization, including industry standards,
regulatory requirements, and internal policies. This assessment guides the template’s structure and
content.



Define Evaluation Criteria
Select performance indicators that reflect the employee’s role and responsibilities. Criteria should
be measurable, clear, and aligned with business objectives.

Design Clear Sections
Organize the template into logical sections such as employee details, performance metrics,
behavioral evaluation, feedback, and goal setting. Clarity enhances usability and completeness.

Incorporate Flexibility
Allow room for narrative comments and notes to capture unique situations or observations.
Flexibility accommodates diverse roles and individual circumstances.

Test and Refine
Pilot the template with selected supervisors and employees to gather feedback. Adjust the template
based on practical experience to improve its effectiveness.

Best Practices for Implementing Employee Supervision
Templates
Successful implementation of employee supervision templates requires strategic planning and
ongoing commitment from management and staff.

Train Supervisors
Provide comprehensive training on how to use the template effectively, emphasizing objective
evaluation and constructive feedback techniques.

Schedule Regular Reviews
Incorporate the use of the template into routine supervision cycles, such as quarterly or annual
performance reviews, to maintain consistency.

Encourage Employee Participation
Engage employees in the supervision process by inviting their input and self-assessments. This
involvement enhances motivation and accountability.



Maintain Confidentiality
Ensure that supervision records are stored securely and shared only with authorized personnel to
protect employee privacy and comply with legal standards.

Continuously Improve the Process
Regularly review and update the supervision template and procedures to reflect changing
organizational needs and best practices.

Employee supervision template

Employee performance evaluation

Supervision documentation

Employee feedback tools

Performance management system

Frequently Asked Questions

What is an employee supervision template?
An employee supervision template is a structured document used by supervisors to monitor,
evaluate, and guide employee performance and development effectively.

Why is using an employee supervision template important?
Using an employee supervision template ensures consistent evaluation, helps track employee
progress, identifies areas for improvement, and facilitates clear communication between supervisors
and employees.

What key elements should be included in an employee
supervision template?
Key elements include employee details, performance goals, evaluation criteria, feedback sections,
action plans, training needs, and follow-up dates.

How can an employee supervision template improve team
performance?
It provides clear expectations, regular feedback, identifies strengths and weaknesses, and helps set



actionable goals, which collectively enhance overall team performance.

Is an employee supervision template customizable?
Yes, templates are typically customizable to fit the specific needs of an organization, department, or
individual roles.

Can an employee supervision template be used for remote
employees?
Absolutely, it can be adapted for remote employees by including virtual communication check-ins
and performance metrics suited for remote work.

How often should supervisors use an employee supervision
template?
Supervisors should use the template regularly, such as during monthly or quarterly reviews, to
maintain consistent monitoring and timely feedback.

Where can I find free employee supervision templates?
Free employee supervision templates can be found on various HR websites, office template
platforms like Microsoft Office, Google Docs, and specialized HR software providers.

How does an employee supervision template support employee
development?
The template helps identify skill gaps, set development goals, track progress, and provide
constructive feedback, fostering continuous employee growth and career advancement.

Additional Resources
1. Effective Employee Supervision: Templates and Strategies for Success
This book offers practical templates and step-by-step guides to help supervisors manage their teams
efficiently. It covers essential topics such as performance evaluations, conflict resolution, and
communication strategies. Readers will find customizable forms and checklists to streamline their
supervisory tasks.

2. Supervisor’s Toolkit: Ready-to-Use Templates for Employee Management
Designed for new and seasoned supervisors alike, this resource provides a comprehensive collection
of templates for daily supervision activities. From attendance tracking to disciplinary actions, the
book ensures supervisors have the right tools to maintain team productivity and morale.

3. Mastering Employee Supervision: Templates for Performance and Development
Focusing on employee growth, this guide includes templates for setting goals, conducting reviews,
and planning professional development. It emphasizes building strong supervisor-employee
relationships through structured and consistent communication.



4. The Supervisory Template Handbook: Simplifying Employee Oversight
This handbook simplifies the complexities of supervision with easy-to-use templates that cover
scheduling, task delegation, and feedback sessions. It helps supervisors stay organized and ensure
accountability in the workplace.

5. Employee Supervision Made Easy: Templates for Every Situation
A practical book filled with ready-made templates addressing common supervisory challenges such
as onboarding, coaching, and managing underperformance. It is a valuable resource for supervisors
aiming to improve team dynamics and operational efficiency.

6. Leading with Templates: A Supervisor’s Guide to Employee Management
This book combines leadership principles with practical templates to aid supervisors in guiding their
teams effectively. It includes tools for motivation, recognition, and conflict management to foster a
positive work environment.

7. Supervision Templates for HR Professionals and Managers
Targeted at HR and management professionals, this book provides a collection of templates for
supervising employees in various industries. It focuses on compliance, documentation, and
performance tracking to support fair and effective supervision.

8. The Complete Employee Supervision Template Collection
An extensive compilation of templates covering every aspect of employee supervision, from daily
check-ins to annual performance appraisals. The book is designed to be a one-stop resource for
supervisors seeking organized and efficient ways to manage their teams.

9. Smart Supervision: Innovative Templates for Employee Success
This book introduces innovative template designs that integrate technology and best practices in
employee supervision. It encourages supervisors to adopt modern methods for tracking progress and
enhancing communication within their teams.
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Chapter 2: Setting Goals and Expectations
Setting SMART goals (Specific, Measurable, Achievable, Relevant, Time-bound).
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Providing regular feedback and performance reviews.
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Mentoring and coaching employees.
Chapter 6: Performance Management & Addressing Underperformance
Conducting regular performance reviews.
Identifying areas for improvement and providing support.
Addressing performance issues through progressive discipline.
Documentation and record-keeping.
Chapter 7: Legal and Ethical Considerations
Workplace safety and compliance.
Avoiding discrimination and harassment.
Maintaining confidentiality and protecting employee data.
Conclusion: Maintaining High-Performing Teams Through Effective Supervision

---

Employee Supervision Template: A Comprehensive
Guide to Effective Management

Effective employee supervision is the cornerstone of a successful and productive workplace. It's
more than just assigning tasks; it's about fostering a positive and supportive environment where
employees feel valued, motivated, and empowered to achieve their full potential. This comprehensive
guide provides a practical framework for supervisors at all levels, equipping them with the essential
tools and techniques for maximizing team performance and achieving organizational goals.

1. Understanding Your Role as a Supervisor

The role of a supervisor extends far beyond simply overseeing tasks. It's about leadership,



mentorship, and creating a culture of collaboration and accountability. Understanding the nuances
of this role is critical for success.

Defining Supervision: Effective supervision involves clearly defining roles and responsibilities,
setting expectations, providing guidance and support, and ensuring that tasks are completed
efficiently and effectively. It encompasses both proactive planning and reactive problem-solving.

Establishing Clear Expectations and Communication Channels: Open and honest communication is
vital. Supervisors should clearly articulate expectations for performance, deadlines, and
communication protocols. This might involve creating a team charter or outlining clear guidelines
for communication (e.g., response times to emails, frequency of meetings). Establishing multiple
communication channels (e.g., email, instant messaging, face-to-face meetings) allows for flexibility
and ensures that important information reaches everyone efficiently.

Building Rapport and Trust with Employees: Trust is the bedrock of any successful working
relationship. Supervisors who demonstrate genuine care and concern for their employees build
stronger relationships, fostering a more collaborative and productive work environment. This
involves active listening, showing empathy, and recognizing individual contributions. Transparency
and honesty in communication further build this essential trust.

2. Setting Goals and Expectations

Clearly defined goals and expectations are essential for driving performance and ensuring everyone
is working towards the same objectives. The SMART goals framework provides a valuable structure.

SMART Goals (Specific, Measurable, Achievable, Relevant, Time-bound): Instead of vague goals like
"improve customer service," supervisors should utilize SMART goals such as "Increase customer
satisfaction ratings by 15% within the next quarter by implementing a new customer feedback
system and providing additional training to staff." Measurable goals allow for objective evaluation of
progress and success.

Developing Performance Standards and KPIs (Key Performance Indicators): Performance standards
define the level of performance expected from employees, while KPIs provide specific, quantifiable
metrics to track progress towards goals. Examples of KPIs could include sales figures, customer
satisfaction scores, project completion rates, or error rates.

Providing Regular Feedback and Performance Reviews: Regular feedback, both positive and
constructive, is crucial for employee development. Formal performance reviews provide a structured
opportunity for evaluating performance against established goals and providing feedback on
strengths and areas for improvement. These reviews should be a two-way conversation, allowing
employees to provide their input and perspective.

3. Effective Communication & Feedback



Communication is the lifeblood of any successful team. Effective communication, including both
delivering and receiving feedback, is paramount for a supervisor.

Active Listening Techniques: Active listening goes beyond simply hearing; it involves paying
attention to both verbal and non-verbal cues, asking clarifying questions, and summarizing to ensure
understanding. This demonstrates respect for the employee's perspective and fosters open
communication.

Constructive Criticism and Positive Reinforcement: Delivering constructive criticism requires tact
and sensitivity. Focus on specific behaviors and their impact, rather than making personal attacks.
Balance criticism with positive reinforcement, acknowledging successes and efforts. The sandwich
method (positive feedback – constructive criticism – positive feedback) can be particularly effective.

Addressing Employee Concerns and Resolving Conflicts: Supervisors should be prepared to address
employee concerns promptly and fairly. This may involve mediating conflicts between team
members, providing support and guidance, or escalating issues to higher management when
necessary. Creating a safe space for employees to voice concerns is critical.

Utilizing Different Communication Methods: Employ a variety of communication methods to reach
employees effectively. Written communication (emails, reports) is suitable for formal information;
verbal communication (meetings, one-on-one conversations) allows for immediate feedback and
clarification; and visual communication (charts, graphs) can effectively convey complex data.

4. Delegation and Empowerment

Delegation is a crucial skill for supervisors. Empowering employees to take ownership boosts morale
and develops skills.

The Art of Effective Delegation: Effective delegation involves assigning tasks that align with
employees' skills and experience, providing clear instructions and expectations, and offering support
and resources as needed. It's not about dumping tasks, but about empowering employees to grow
and develop.

Empowering Employees to Take Ownership and Initiative: Empowered employees are more engaged
and productive. Supervisors should create an environment where employees feel comfortable taking
initiative, proposing solutions, and owning their work. This requires trust and a willingness to
provide autonomy.

Monitoring Progress and Providing Support: While empowering employees, supervisors should still
monitor progress and provide support as needed. Regular check-ins help to identify potential
problems and provide timely assistance.

5. Training and Development



Investing in employee training and development is crucial for improving performance and retention.

Identifying Training Needs: Regularly assess employee skills and identify areas for improvement.
This can be done through performance reviews, observation, and employee self-assessments.

Developing Training Plans and Providing Opportunities for Growth: Develop tailored training plans
that address specific skill gaps. This could involve formal training programs, on-the-job training,
mentorship opportunities, or access to online learning resources.

Mentoring and Coaching Employees: Mentoring and coaching provide personalized support and
guidance, helping employees develop their skills and advance their careers. Pairing experienced
employees with newer ones can be mutually beneficial.

6. Performance Management & Addressing Underperformance

Effective performance management involves both recognizing achievements and addressing
underperformance.

Conducting Regular Performance Reviews: Regular performance reviews provide opportunities to
discuss progress towards goals, identify areas for improvement, and set new objectives. These
reviews should be a two-way conversation, with both the supervisor and employee contributing.

Identifying Areas for Improvement and Providing Support: When underperformance is identified, the
focus should be on providing support and guidance to help the employee improve. This might involve
additional training, coaching, or adjustments to work responsibilities.

Addressing Performance Issues Through Progressive Discipline: If performance issues persist
despite support and guidance, progressive discipline may be necessary. This involves a structured
approach, starting with verbal warnings and progressing to written warnings, suspensions, and
ultimately, termination if necessary. Thorough documentation is crucial.

Documentation and Record-Keeping: Maintain meticulous records of all performance-related
communications, including feedback, warnings, and disciplinary actions. This documentation is
essential for protecting the organization and ensuring fairness.

7. Legal and Ethical Considerations

Supervisors must be aware of and comply with all relevant legal and ethical standards.

Workplace Safety and Compliance: Ensure that the workplace is safe and that all employees are
aware of and comply with safety regulations. This involves conducting regular safety inspections,
providing appropriate safety training, and investigating accidents promptly.



Avoiding Discrimination and Harassment: Create a workplace free from discrimination and
harassment. Supervisors should be trained to recognize and address instances of harassment or
discrimination, and to ensure that all employees are treated fairly and respectfully.

Maintaining Confidentiality and Protecting Employee Data: Protect employee privacy and
confidentiality by handling personal information responsibly and in accordance with relevant data
protection laws.

Conclusion: Maintaining High-Performing Teams Through
Effective Supervision

Effective employee supervision is an ongoing process that requires dedication, skill, and continuous
learning. By implementing the strategies outlined in this guide, supervisors can cultivate high-
performing teams, foster a positive work environment, and achieve organizational success.
Remember, effective supervision is an investment in both individual employees and the overall
success of the organization.

---

FAQs:

1. What are the key differences between managing and supervising? Management focuses on
strategic planning and resource allocation, while supervision focuses on day-to-day operations and
direct employee interaction.

2. How often should performance reviews be conducted? The frequency depends on the organization
and employee role, but generally, annual reviews are standard, supplemented by more frequent
check-ins.

3. What are some common mistakes supervisors make? Micromanaging, inconsistent feedback,
failing to address performance issues promptly, and neglecting employee development are frequent
pitfalls.

4. How can I handle a difficult employee? Document all incidents, follow established disciplinary
procedures, and seek guidance from HR.

5. How can I improve my communication skills as a supervisor? Practice active listening, be clear
and concise, seek feedback on your communication style, and utilize various communication
methods.

6. What are the legal implications of neglecting employee training? Neglecting training can lead to
workplace accidents and non-compliance with safety regulations, resulting in legal liabilities.

7. How can I delegate effectively without micromanaging? Provide clear instructions, set realistic
deadlines, trust your employees' abilities, and offer support without excessive oversight.



8. How do I balance positive reinforcement with constructive criticism? Focus on specific behaviors,
use the "sandwich" method, and always maintain a respectful and supportive tone.

9. What resources are available to help supervisors improve their skills? Numerous online courses,
workshops, and professional development programs cater to supervisory skills enhancement.

Related Articles:

1. Effective Delegation Techniques for Supervisors: Explores best practices in task allocation and
empowering employees.

2. Building Strong Employee Relationships: Focuses on creating trust and rapport in the workplace.

3. Constructive Feedback Strategies for Improved Performance: Provides detailed guidance on
delivering effective feedback.

4. Conflict Resolution in the Workplace: Offers practical strategies for handling disagreements and
resolving conflicts.

5. Performance Management Best Practices: Covers the complete performance management cycle
from goal setting to review.

6. Workplace Safety and Compliance Regulations: Provides an overview of key legal requirements
for workplace safety.

7. Developing Employee Training Programs: Guides supervisors in creating effective and engaging
training programs.

8. Addressing Underperformance and Disciplinary Actions: Offers practical advice on managing
underperforming employees.

9. Mentoring and Coaching for Employee Development: Explores the benefits of mentorship and
coaching programs in the workplace.

  employee supervision template: Supervision in Social Work Liz Beddoe, Jane Maidment,
2017-10-02 Supervision is currently a hot topic in social work. The editors of this volume, both social
work educators and researchers, believe that good supervision is fundamental to the development
and maintenance of effective practice in social work. Supervision is seen as a key vehicle for
continuing development of professional skills, the safeguarding of competent and ethical practice
and oversight of the wellbeing of the practitioner. As a consequence the demand for trained and
competent supervisors has increased and a perceived gap in availability can create a call for
innovation and development in supervision. This book offers a collection of chapters which
contribute new insights to the field. Authors from Australia and New Zealand, where supervision
inquiry is strong, offer research-informed ideas and critical commentary with a dual focus on
supervision of practitioners and students. Topics include external and interprofessional supervision,
retention of practitioners, practitioner resilience and innovation in student supervision. This book
will be of interest to supervisors of both practitioners and students and highly relevant to social
work academics. This book was originally published as a special issue of Australian Social Work.
  employee supervision template: Clinical Supervision and Professional Development of the



Substance Abuse Counselor United States. Department of Health and Human Services, 2009 Clinical
supervision (CS) is emerging as the crucible in which counselors acquire knowledge and skills for
the substance abuse (SA) treatment profession, providing a bridge between the classroom and the
clinic. Supervision is necessary in the SA treatment field to improve client care, develop the
professionalism of clinical personnel, and maintain ethical standards. Contents of this report: (1) CS
and Prof¿l. Develop. of the SA Counselor: Basic info. about CS in the SA treatment field; Presents the
¿how to¿ of CS.; (2) An Implementation Guide for Admin.; Will help admin. understand the benefits
and rationale behind providing CS for their program¿s SA counselors. Provides tools for making the
tasks assoc. with implementing a CS system easier. Illustrations.
  employee supervision template: Addressing and Resolving Poor Performance , 1998
  employee supervision template: The Making of a Manager Julie Zhuo, 2019-03-19 Instant
Wall Street Journal Bestseller! Congratulations, you're a manager! After you pop the champagne,
accept the shiny new title, and step into this thrilling next chapter of your career, the truth descends
like a fog: you don't really know what you're doing. That's exactly how Julie Zhuo felt when she
became a rookie manager at the age of 25. She stared at a long list of logistics--from hiring to firing,
from meeting to messaging, from planning to pitching--and faced a thousand questions and
uncertainties. How was she supposed to spin teamwork into value? How could she be a good
steward of her reports' careers? What was the secret to leading with confidence in new and
unexpected situations? Now, having managed dozens of teams spanning tens to hundreds of people,
Julie knows the most important lesson of all: great managers are made, not born. If you care enough
to be reading this, then you care enough to be a great manager. The Making of a Manager is a
modern field guide packed everyday examples and transformative insights, including: * How to tell a
great manager from an average manager (illustrations included) * When you should look past an
awkward interview and hire someone anyway * How to build trust with your reports through not
being a boss * Where to look when you lose faith and lack the answers Whether you're new to the
job, a veteran leader, or looking to be promoted, this is the handbook you need to be the kind of
manager you wish you had.
  employee supervision template: Supervisory Guide , 1994
  employee supervision template: Hospitality Employee Management and Supervision Kerry L.
Sommerville, 2007-02-26 HOSPITALITY EMPLOYEE MANAGEMENT AND SUPERVISION A
PRACTICAL RESOURCE FOR MANAGERS AND SUPERVISORS IN HOSPITALITY BUSINESSES In
many hospitality establishments, one manager or supervisor is the entire human resources
department, making all the hiring and training decisions, often without having a formal human
resources background. Filling this knowledge gap, Hospitality Employee Management and
Supervision provides both busy professionals and students with a one-stop comprehensive guide to
human resources in the hospitality industry. Rather than taking a theoretical approach, this text
provides a hands-on, practical, and applications-based approach. The coverage is divided into four
sections: legal considerations, employee selection, employee orientation and training, and
communication and motivation. Each chapter in this lively and engaging text features:
Quotations——Various practitioners in the hospitality industry highlight the chapter’s focus Chapter
Objectives and Summaries lay out key concepts and then, at the end of each chapter, review them
HRM in Action features highlight real-world HRM experiences that relate to the content presented
in each chapter Tales from the Field——Hospitality employees provide accounts of the various
challenges they face in the industry Ethical Dilemmas——Scenarios from the hospitality industry
which emphasize the role ethics plays in every aspect of the hospitality industry Practice Quizzes
and Chapter Review Questions reinforce student comprehension of key concepts Hands-On
HRM——Mini-cases based on real-world situations with discussion questions Chapter Key
Terms——Bolded within the chapter and then listed at the end of each chapter with definitions
  employee supervision template: Ask a Manager Alison Green, 2018-05-01 From the creator of
the popular website Ask a Manager and New York’s work-advice columnist comes a witty, practical
guide to 200 difficult professional conversations—featuring all-new advice! There’s a reason Alison



Green has been called “the Dear Abby of the work world.” Ten years as a workplace-advice
columnist have taught her that people avoid awkward conversations in the office because they
simply don’t know what to say. Thankfully, Green does—and in this incredibly helpful book, she
tackles the tough discussions you may need to have during your career. You’ll learn what to say
when • coworkers push their work on you—then take credit for it • you accidentally trash-talk
someone in an email then hit “reply all” • you’re being micromanaged—or not being managed at all
• you catch a colleague in a lie • your boss seems unhappy with your work • your cubemate’s loud
speakerphone is making you homicidal • you got drunk at the holiday party Praise for Ask a
Manager “A must-read for anyone who works . . . [Alison Green’s] advice boils down to the idea that
you should be professional (even when others are not) and that communicating in a straightforward
manner with candor and kindness will get you far, no matter where you work.”—Booklist (starred
review) “The author’s friendly, warm, no-nonsense writing is a pleasure to read, and her advice can
be widely applied to relationships in all areas of readers’ lives. Ideal for anyone new to the job
market or new to management, or anyone hoping to improve their work experience.”—Library
Journal (starred review) “I am a huge fan of Alison Green’s Ask a Manager column. This book is even
better. It teaches us how to deal with many of the most vexing big and little problems in our
workplaces—and to do so with grace, confidence, and a sense of humor.”—Robert Sutton, Stanford
professor and author of The No Asshole Rule and The Asshole Survival Guide “Ask a Manager is the
ultimate playbook for navigating the traditional workforce in a diplomatic but firm way.”—Erin
Lowry, author of Broke Millennial: Stop Scraping By and Get Your Financial Life Together
  employee supervision template: New Supervisor Training Elaine Biech, 2015-07-01 Prepare
and establish new front-line leaders with training that develops essential supervisory skills.
Investing in new supervisors increases productivity and organizational profitability, and it results in
engaged, high-performing teams. Yet many new supervisors—the very people responsible for
planning and organizing work in every organization—are often undertrained in the skills required to
be a successful front-line leader. In New Supervisor Training, training legend Elaine Biech presents
innovative two-day, one-day, and half-day training workshops that help supervisors embrace their
new roles and develop supervisory skills in five key areas: promoting communication, guiding the
work, leading the workforce, coaching employee performance, and developing themselves. Free
tools and customization options The free, ready-to-use resources (PDF) that accompany this book
include downloadable presentation materials, agendas, handouts, assessments, and tools. All
workshop program materials, including MS Office PowerPoint presentations and MS Word handouts,
may be customized for an additional licensing fee. Browse the licensing options in the Custom
Material License pricing menu. About the Series The ATD Workshop Series is written for trainers by
trainers, because no one knows workshops as well as the practitioners who have done it all. Each
publication weaves in today’s technology and accessibility considerations and provides a wealth of
new content that can be used to create a training experience like no other. Other books in the series
include Communication Skills Training, Leadership Training, and Coaching Training.
  employee supervision template: ICICKM 2018 15th International Conference on
Intellectual Capital Knowledge Management & Organisational Learning Prof. Shaun Pather,
2018-11-29
  employee supervision template: 101 Sample Write-Ups for Documenting Employee
Performance Problems Paul Falcone, 2010-03-24 Whether you’re addressing an initial infraction or
handling termination-worthy transgressions, you need to be 100 percent confident that every
employee encounter is clear, fair, and most importantly, legal. Thankfully, HR expert Paul Falcone
has provided this wide-ranging resource that explains in detail the disciplinary process and provides
ready-to-use documents that eliminate stress and second-guessing about what to do and say.Revised
to reflect the latest developments in employment law, the third edition of 101 Sample Write-Ups for
Documenting Employee Performance Problems includes expertly crafted, easily customizable
write-ups that address: sexual harassment, absenteeism, insubordination, drug or alcohol abuse,
substandard work, email and phone misuse, teamwork issues, managerial misconduct,



confidentiality breaches, social media abuse, and more!With each sample document also including a
performance improvement plan, outcomes and consequences, and a section of employee rebuttal,
it’s easy to see why over 100,000 copies have already been sold, making life for managers and HR
personnel significantly easier when it comes to addressing employee performance issues.
  employee supervision template: Effective Supervision in Social Work Kate Howe, Ivan
Gray, 2012-11-19 It is vital that social work managers and leaders are able to deliver and manage
effective supervision to their teams. Recent social work reports such as the Munro Review into Child
Protection (2011) identified poor supervision as a barrier to good and effective social work practice
and highlighted the need for quality supervision to become embedded within departments. This book
demonstrates how both managers and their staff can engage with supervision with a view to
successful outcomes. There are detailed sections on audit tasks and reflection questions to enable
readers to increase awareness of their role as well as develop action plans for improvement in their
practice.
  employee supervision template: 50 Case Studies for Management and Supervisory
Training Alan Clardy, 1994 Managers and supervisors will sharpen their analytical and
decision-making skills with this new collection of fully reproducible case studies. Based on actual,
real-life situations, these exercises prepare supervisors and team leaders for the challenging
problems they face in today's complex workplace. Each case study includes: Summary of the case
Discussion questions that evoke thought and analysis Suggested solutions to the problems
presented.
  employee supervision template: Performance of 287(g) Agreements Between
Immigration and Customs Enforcement and State and Local Law Enforcement Agencies
Richard L. Skinner, 2010-11 The Immigration and Customs Enforcement agency (ICE) delegates
federal immigration enforcement authorities to state and local law enforcement agencies through its
authority under section 287(g) of the Immigration and Nationality Act. This report examines the
performance of 287(g) agreements with state and local authorities. ICE permits designated officers
to perform certain immigration enforcement functions. This report observed instances in which ICE
and participating law enforcement agencies were not operating in compliance with the terms of the
agreements. It also noted several areas in which ICE had not instituted controls to promote effective
program operations and address related risks. Includes recommendations. Illustrations.
  employee supervision template: How to be an Outstanding Nursery Leader Allison Lee,
2018-08-23 Nursery leaders play a crucial role in the overall smooth running of their nursery, as
they are ultimately in charge of the recruitment of staff, child protection and development, and
health and safety. They are responsible for writing and implementing policies and procedures that
require current, up-to-date knowledge and for ensuring that legislation is being followed at all times.
Most importantly, nursery leaders are key to achieving an 'outstanding' grade from Ofsted in all
areas of nursery life. How to be an Outstanding Nursery Leader covers common everyday situations,
such as staffing and potential problems, and is a useful tool for anyone enrolled on the CACHE Level
4 Certificate for the Early Years Advanced Practitioner. Allison Lee uses her wealth of experience to
explore important aspects of management, including effective staff meetings, appraisals and
supervisions, to help a nursery leader get the best from their team and earn that all-important
'outstanding' grade from Ofsted.
  employee supervision template: So Now You′re the Superintendent! John Eller, Howard C.
Carlson, 2008-11-19 The authors have captured the ′must knows′ of the superintendency. This book
is filled with keen insights and useful strategies to help the new superintendent establish credibility
for long-term leadership success. —James Rickabaugh, Superintendent Whitefish Bay School
District, WI Eller and Carlson offer realistic and practical suggestions for new superintendents to hit
the ground running. —Theodore Creighton, Professor Virginia Tech Practical strategies for meeting
the challenges of your first year as a superintendent! The opportunities and responsibilities in the
crucial first years of a superintendency can be challenging as well as exciting. This practical
resource provides ready-to-use techniques that help superintendents build the relationships and



teamwork needed to face these challenges with success. This insightful guide provides new
superintendents with guidelines for making a positive difference while handling transitions, culture
changes, financial issues, staff supervision, and team building. Using their combined experience as
district administrators, the authors uncover the complexities of the job and offer candid discussions
about how to: Establish yourself as the instructional leader Determine staff and community
expectations for your performance Prepare for landmines that may be waiting around the corner
Develop positive communications with all stakeholders Addressing the most common issues faced by
new superintendents, this valuable reference provides the leadership tools to help a school district
move forward.
  employee supervision template: Drafting of Contracts – Templates with Drafting Notes
Ravi Singhania, 2021-03-15 This book is an essential handy guide for any draftsman and in-house
counsels as it not only contains the practical and usable templates that can serve as a prototype for
the various contracts but also provides a sense about the purpose and critical points of the contract.
For each of the chapters, along with the templates, there is an introduction and drafting notes,
allowing a reader to grasp the essence and importance of the clauses. It comprises of chapters on
Partnership; Procurement of goods, services and assets; Mergers, Acquisitions and Joint Ventures;
Real Estate; Employment; Confidentiality; Franchise; Trademark; Patent; Copyright publishing,
broadcast reproduction and performer's rights; Agency; Hire Purchase; Turnkey/EPC; and Project
Finance. One chapter is exclusively devoted to one of the most important clauses in any contract ie
the Dispute Resolution clause, and it covers the intricacies of this clause with respect to different
contracts. This book will prove useful for professionals/students in understanding the practical
details of varied contracts, act as a beginning point for practitioners, and be useful for all
considering the vast number of contracts dealt with. Key Features A must to have for in-house legal
teams, consultants, legal practitioners, and fresh lawyers. Templates of important and day-to-day
contracts, acting as a beginning point for practitioners. Practical and business-oriented templates
for day to day contracts with introduction and drafting notes. Special focus on Dispute Resolution
clauses in most of the agreements. Useful for professionals/students to understand the practical
details of varied contracts.
  employee supervision template: Loneworking 2008: Special Report ,
  employee supervision template: Reflective Practice in Supervision Daphne Hewson, Michael
Carroll, 2016-12-05 Daphne Hewson and Michael Carroll highlight the importance of Reflective
Space as one of six supervisory spaces (others being Directive, Evaluative, Passive, Restorative and
Active Space). They provide guidelines on creating safe Reflective Space and using a range of
mini-tools to invite practitioner's to learn from their professional experiences.
  employee supervision template: Guide to Clinical Supervision , 2017-01-01
  employee supervision template: Questioning for Classroom Discussion Jackie Acree Walsh,
Beth Dankert Sattes, 2015-11-16 What type of questioning invigorates and sustains productive
discussions? That’s what Jackie Acree Walsh and Beth Dankert Sattes ask as they begin a passionate
exploration of questioning as the beating heart of thoughtful discussions. Questioning and discussion
are important components of classroom instruction that work in tandem to push learning forward
and move students from passive participants to active meaning-makers. Walsh and Sattes argue that
the skills students develop through questioning and discussion are critical to academic achievement,
career success, and active citizenship in a democratic society. They also have great potential to
engage students at the highest levels of thinking and learning. The extent to which this potential is
realized, of course, depends on individual teachers who embrace these practices, make them their
own, and realize that this process requires a true partnership with students. With that in mind,
Questioning for Classroom Discussion presents and analyzes the DNA of productive
discussions—teacher-guided, small-group, and student-driven.
  employee supervision template: Managing to Change the World Alison Green, Jerry
Hauser, 2012-04-03 Why getting results should be every nonprofit manager's first priority A
nonprofit manager's fundamental job is to get results, sustained over time, rather than boost morale



or promote staff development. This is a shift from the tenor of many management books, particularly
in the nonprofit world. Managing to Change the World is designed to teach new and experienced
nonprofit managers the fundamental skills of effective management, including: managing specific
tasks and broader responsibilities; setting clear goals and holding people accountable to them;
creating a results-oriented culture; hiring, developing, and retaining a staff of superstars. Offers
nonprofit managers a clear guide to the most effective management skills Shows how to address
performance problems, dismiss staffers who fall short, and the right way to exercising authority
Gives guidance for managing time wisely and offers suggestions for staying in sync with your boss
and managing up This important resource contains 41 resources and downloadable tools that can be
implemented immediately.
  employee supervision template: Flight of the Buffalo James A. Belasco, Ralph C. Stayer,
2008-11-16 A hardcover bestseller now in paperback presents a management program that
encourages employee leadership--which today's companies must have more of if they are to survive
the coming decades.
  employee supervision template: Standards and Ethics for Counselling in Action Tim
Bond, 2000-06-22 Tim Bond covers the major responsibilities which counsellors must be aware of
before they take on clients. A wide range of ethical problems are discussed and advice given for
resolving these dilemmas.
  employee supervision template: Supervision of Learning and Assessment in Healthcare
Neil Gopee, 2023-03-08 Updated in line with contemporary healthcare practice, this bestselling
textbook introduces the theories, evidence and research behind effective student supervision and
assessment. By developing your understanding of how people learn, the book enables you to
facilitate student learning and development while also building your skills in a wide range of
different aspects of assessment. Inter-professional in scope, the book is essential reading for anyone
preparing for or undertaking a supervisory role in nursing, midwifery, social care and the allied
health professions. Key Features and updates: Reflects the move away from the mentorship role to
learning supervisors and assessors Includes a new chapter on the application of simulation in
healthcare education Fully updated with the latest research, policies and guidance, with reference to
both the NMC and HCPC Action and reflection points consolidate your learning and help develop
your own supervisory style
  employee supervision template: Dare to Lead Brené Brown, 2018-10-09 #1 NEW YORK
TIMES BESTSELLER • Brené Brown has taught us what it means to dare greatly, rise strong, and
brave the wilderness. Now, based on new research conducted with leaders, change makers, and
culture shifters, she’s showing us how to put those ideas into practice so we can step up and lead.
Don’t miss the five-part HBO Max docuseries Brené Brown: Atlas of the Heart! NAMED ONE OF
THE BEST BOOKS OF THE YEAR BY BLOOMBERG Leadership is not about titles, status, and
wielding power. A leader is anyone who takes responsibility for recognizing the potential in people
and ideas, and has the courage to develop that potential. When we dare to lead, we don’t pretend to
have the right answers; we stay curious and ask the right questions. We don’t see power as finite
and hoard it; we know that power becomes infinite when we share it with others. We don’t avoid
difficult conversations and situations; we lean into vulnerability when it’s necessary to do good work.
But daring leadership in a culture defined by scarcity, fear, and uncertainty requires skill-building
around traits that are deeply and uniquely human. The irony is that we’re choosing not to invest in
developing the hearts and minds of leaders at the exact same time as we’re scrambling to figure out
what we have to offer that machines and AI can’t do better and faster. What can we do better?
Empathy, connection, and courage, to start. Four-time #1 New York Times bestselling author Brené
Brown has spent the past two decades studying the emotions and experiences that give meaning to
our lives, and the past seven years working with transformative leaders and teams spanning the
globe. She found that leaders in organizations ranging from small entrepreneurial startups and
family-owned businesses to nonprofits, civic organizations, and Fortune 50 companies all ask the
same question: How do you cultivate braver, more daring leaders, and how do you embed the value



of courage in your culture? In this new book, Brown uses research, stories, and examples to answer
these questions in the no-BS style that millions of readers have come to expect and love. Brown
writes, “One of the most important findings of my career is that daring leadership is a collection of
four skill sets that are 100 percent teachable, observable, and measurable. It’s learning and
unlearning that requires brave work, tough conversations, and showing up with your whole heart.
Easy? No. Because choosing courage over comfort is not always our default. Worth it? Always. We
want to be brave with our lives and our work. It’s why we’re here.” Whether you’ve read Daring
Greatly and Rising Strong or you’re new to Brené Brown’s work, this book is for anyone who wants
to step up and into brave leadership.
  employee supervision template: Principled Persuasion in Employee Communication
Mike Churchman, 2016-10-04 Principled Persuasion in Employee Communication highlights a new
but significant dilemma for organisational leaders. Will they continue on the same track that, since
the nineteenth century, has led them to exert increasing control over their employees? Or will they
take another path, one that leads towards a new type of working environment where the culture
encourages freedom of communication and movement? This book argues for an approach to
employee communication that sets out to liberate employees from the stifling constraints that
organisations continue to impose on them. Principled Persuasion is so-called because it uses
persuasive techniques, based on clear principles, to create new, forward-looking organisational
cultures. It sets out to increase employee happiness and minimise the harms done to employees at
work. It grounds itself on a strong ethical base composed of fundamental, universal principles. It
introduces a new approach to the use of language, not only calling for more clarity and meaning in
organisational communication, but also for a more conscious use of rhetorical techniques to change
vocabulary, metaphors and internal dialogue for the better. Make no mistake, most organisations
have totally underrated the strategic importance of employee communication. Principled Persuaders
understand that the key to dealing with the unpredictable events about to unfold in the twenty-first
century will be a new way of communicating with the workforce. The flexibility, adaptability and
innovation that will be needed to survive and prosper in coming decades can only be achieved by
liberating employees, not imprisoning them further in established systems and processes.
  employee supervision template: Handbook of Human Factors and Ergonomics Gavriel
Salvendy, 2012-05-24 The fourth edition of the Handbook of Human Factors and Ergonomics has
been completely revised and updated. This includes all existing third edition chapters plus new
chapters written to cover new areas. These include the following subjects: Managing low-back
disorder risk in the workplace Online interactivity Neuroergonomics Office ergonomics Social
networking HF&E in motor vehicle transportation User requirements Human factors and
ergonomics in aviation Human factors in ambient intelligent environments As with the earlier
editions, the main purpose of this handbook is to serve the needs of the human factors and
ergonomics researchers, practitioners, and graduate students. Each chapter has a strong theory and
scientific base, but is heavily focused on real world applications. As such, a significant number of
case studies, examples, figures, and tables are included to aid in the understanding and application
of the material covered.
  employee supervision template: Basic Guide to the National Labor Relations Act United
States. National Labor Relations Board. Office of the General Counsel, 1997
  employee supervision template: Supervision of Police Personnel Nathan F. Iannone,
Marvin D. Iannone, Jeff Bernstein, 2013-05-30 This is the eBook of the printed book and may not
include any media, website access codes, or print supplements that may come packaged with the
bound book. The must-read text for criminal justice students, prospective police supervisors, and
police promotional exams. Supervision of Police Personnel, Eighth Edition, offers complete coverage
of the principles and practices of police supervision for leadership training of supervisors in law
enforcement and allied fields. This newly updated text explores relationships involved in individual
and group management methods and the practical techniques for carrying out the various
responsibilities of the police supervisor. Discussions focus on real issues faced by police supervisors



in interpersonal, operational, and administrative relationships. Written by experienced police
officers, the text presents time-tested content that is an indispensible resource for promotional
exams.
  employee supervision template: Simply Effective CBT Supervision Michael J. Scott,
2013-12-17 CBT is the most widely endorsed Evidence Based Treatment (EBT) for psychological
disorders. This innovative volume exclusively addresses CBT Supervision, which plays a vital role in
the translation of CBT from an EBT to routine practise. Supervision requires a combination of
knowledge and skill – the knowledge of the appropriate CBT protocol for the situation and the skill
to equip the practitioner with the competencies to deliver these protocols in the context in which
they are operating. In Simply Effective CBT Supervision, Michael J. Scott provides a unique guide to
the particular skills necessary to monitor the fidelity and competence with which an EBT is
implemented. There is an emphasis throughout on the importance of experiential learning, with
detailed transcripts of supervisor-supervisee conversations, a focus on group supervision and the
management of group processes. The power differential between supervisor and supervisee is
acknowledged and addressed with guidelines and safeguards that will ensure that client needs can
be addressed in a spirit of collaborative empiricism, and the text also covers the importance of
matching the supervisor and supervisee. The book also incorporates downloadable worksheets for
supervisor and supervisee. Covering the skills necessary to be an effective CBT supervisor, this is
the ideal book for current and prospective CBT supervisors looking to extend their knowledge base.
  employee supervision template: Management Principles for Health Professionals Joan Gratto
Liebler, Charles R. McConnell, 2016-03-15 This practical guide for new or future practicing
healthcare managers explores the customary activities of the manager—planning, organizing,
decision making, staffing, motivating, and budgeting—within a variety of health care settings.
Students will learn proven management concepts, techniques, models, and tools for managing
individuals or teams with skill and ease.
  employee supervision template: Management Principles for Health Professionals Gratto
Liebler, Charles R. McConnell, 2016-03-15 This practical guide for new or future practicing
healthcare managers explores the customary activities of the manager—planning, organizing,
decision making, staffing, motivating, and budgeting—within a variety of health care settings.
Students will learn proven management concepts, techniques, models, and tools for managing
individuals or teams with skill and ease.
  employee supervision template: How to Choose a Leadership Pattern Robert
Tannenbaum, Warren H. Schmidt, 2009-09-04 You're the boss: Should you call all the shots? Pick a
course of action, then sell your idea to employees? Gather input from subordinates but make final
decisions yourself? Let your group solve problems? Each approach has its advantages and
disadvantages. How to Choose a Leadership Pattern offers strategies for selecting the best
approach-depending on considerations such as your values, your subordinates' abilities, and the
situation (including the degree of time pressure you're under). Since 1922, Harvard Business Review
has been a leading source of breakthrough ideas in management practice. The Harvard Business
Review Classics series now offers you the opportunity to make these seminal pieces a part of your
permanent management library. Each highly readable volume contains a groundbreaking idea that
continues to shape best practices and inspire countless managers around the world.
  employee supervision template: Dealing with Workplace Violence: A Guide for Agency
Planners Melvin Basye, 1999-09 The U.S. Office of Personnel Management presents the full text of a
handbook entitled Dealing with Workplace Violence: A Guide for Agency Planners, published in
1998. The handbook discusses how to establish workplace violence initiatives. The handbook covers
the basic steps of program development, case studies, threat assessment, considerations of
employee relations and the employee assistance program, workplace security, and organizational
recovery after an incident.
  employee supervision template: Information Security Policies and Procedures Thomas R.
Peltier, 2004-06-11 Information Security Policies and Procedures: A Practitioner’s Reference,



Second Edition illustrates how policies and procedures support the efficient running of an
organization. This book is divided into two parts, an overview of security policies and procedures,
and an information security reference guide. This volume points out how security documents and
standards are key elements in the business process that should never be undertaken to satisfy a
perceived audit or security requirement. Instead, policies, standards, and procedures should exist
only to support business objectives or mission requirements; they are elements that aid in the
execution of management policies. The book emphasizes how information security must be
integrated into all aspects of the business process. It examines the 12 enterprise-wide (Tier 1)
policies, and maps information security requirements to each. The text also discusses the need for
top-specific (Tier 2) policies and application-specific (Tier 3) policies and details how they map with
standards and procedures. It may be tempting to download some organization’s policies from the
Internet, but Peltier cautions against that approach. Instead, he investigates how best to use
examples of policies, standards, and procedures toward the achievement of goals. He analyzes the
influx of national and international standards, and outlines how to effectively use them to meet the
needs of your business.
  employee supervision template: Working With and Evaluating Difficult School
Employees John F. Eller, Sheila Eller, 2010-01-12 Written by experienced administrators, this
resource shows how to help marginal employees improve their performance and behavior and
discusses what steps to take when termination becomes necessary.
  employee supervision template: Fundamentals of Human Resource Management David A.
DeCenzo, Stephen P. Robbins, Susan L. Verhulst, 2016-05-16 This text is an unbound, three hole
punched version. The 12th Edition of Fundamentals of Human Resource Management, Binder Ready
Version, 12th Edition helps students understand and remember concepts through a straightforward
and conversational writing style and a wealth of examples to clarify ideas and build interest. The
authors provide a strong foundation of essential elements of Human Resource Management as well
as a clear understanding of how Human Resource Management links with business strategy.
Through practical applications, the authors illustrate the importance of employees on every level of
the organization, helping students understand HRM elements such as recruitment, training,
motivation, retention, safety, the legal environment, and how they support successful business
strategies.
  employee supervision template: Nursing Delegation and Management of Patient Care -
E-Book Kathleen Motacki, Kathleen Burke, 2022-04-29 - NEW! Next Generation NCLEX® (NGN)
examination-style case studies at the end of each section familiarize you to the way that content will
be tested in the new NGN exam. - NEW! Leadership roles/competencies and evidence-based practice
examples are included from across the care continuum: ambulatory care, long-term care, and
community-based care. - NEW! Content on management in a culturally diverse healthcare
environment relates to both hospital staff and patients. - NEW! Additional Evidence-Based Practice
boxes relate to innovation topics in leadership and management. - NEW! Updated organization
reflects the Magnet Recognition (2019) and Pathways to Excellence (2016) standards, allowing you
to learn the skills and competencies that magnet status hospitals require when hiring nurses.
  employee supervision template: The Boomer Retirement Time Bomb Donald L.
Venneberg, Barbara Welss Eversole, 2010-09-16 This thought-provoking book looks at the
potentially devastating effects of Baby Boomer retirements, predicts how our country will change,
and provides actionable advice to help businesses weather the storm. The Boomer Retirement Time
Bomb: How Companies Can Avoid the Fallout from the Coming Skills Shortage is a book for business
leaders who want to stay ahead of the curve. A must-read for the 21st-century organization, it lays
out challenges posed by a changing workforce and explains why we need to rethink assumptions
about work and the workplace. More significantly, it provides practical, real-world strategies, best
practices, and tactics for maximizing the opportunities that will accompany the coming demographic
shift. Asserting that employers who play their cards right can reap tremendous rewards by tapping
into the wisdom, maturity, and judgment of older workers, the book covers such topics as recruiting



and (re)training these valuable employees. It looks at increased workplace flexibility and other
means of helping retain older workers, and it explores how organizations can treat older workers as
assets. Finally, it provides suggestions for developing a workplace that welcomes and accommodates
the needs of an intergenerational workforce, providing work-life balance for every employee.
  employee supervision template: Supervision Jeannette Y. Wick, 2003 This guide concisely
covers the major personnel issues that supervisors in the pharmacy field face and the skill set they
need to fulfill the supervisor's responsibilities. Features include explanations of major labour laws;
tables and boxes summarizing points; and workplace challenges.
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