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Working Relationships Evaluation Form

For a period of one to two weeks, use this form to track how many times you experience unsatisfactory working interactions with other people in your company, those you might describe as “people problems.”  After an interaction with another person, ask yourself, “Do I feel good about that interaction or do I feel frustrated or somehow dissatisfied?”  If you don’t feel good, mark it on the form.

Include your interactions with everyone in the company.  Don’t include issues that are specific to quality or quantity of the person’s work; do include issues that arise from the way people respond to or handle these types of work issues.  Do not write anyone’s name on this form.

At the end of the evaluation period, submit this form to the designated facilitator.



Evaluation Period is from            to           
                                               (start date)              (end date)

1. I experience the following number of problems in my interactions with others:

(Make on mark for each occurrence as it happens during the evaluation period.)












T


TOTAL:      


2. How many different people (other than yourself) were involved?

(On a separate sheet of paper, keep track of the individual by name or initial.  At the end of the evaluation period, total the number of different people and then discard the list of names.)












T


TOTAL:      
3.   From a business standpoint (in terms of productivity, effectiveness, etc.), I generally find the working relationship in our company are (check one):
Very Unproductive

 FORMCHECKBOX 

Somewhat Unproductive

 FORMCHECKBOX 

Very Productive

 FORMCHECKBOX 

Somewhat Productive

 FORMCHECKBOX 

Neither Productive Nor Unproductive

 FORMCHECKBOX 

4.  From a personal standpoint (in terms of pleasantness, warmth etc.), I generally find the working relationship in our company are (check one):

Neither Satisfying Nor Unsatisfying

 FORMCHECKBOX 

Very    Satisfying

 FORMCHECKBOX 

Somewhat Unsatisfying

 FORMCHECKBOX 

Somewhat Satisfying

 FORMCHECKBOX 

Very Unsatisfying

 FORMCHECKBOX 

5.  I would rate the improvement in working relationships here over the past couple of months or so as (check one):

Much Better

 FORMCHECKBOX 

A little Worse

 FORMCHECKBOX 

A Little Better

 FORMCHECKBOX 

Much Worse

 FORMCHECKBOX 

About the Same

 FORMCHECKBOX 

Exception Report

TO:      
FROM:      
DATE:      


OBJECTIVE THAT WILL NOT BE MET:

     
     
     
     
     
REASON FOR EXCEPTION:

     
     
     
     
     
ALTERNATE DATE FOR COMPLETION:      
RECOMMENDED ACTION FOR CORRECTION:

     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
Delegation Agreement

This delegation agreement can take many forms, from the more complex to simple, depending on the task.  The title may also be changed to reflect the type of work.  Examples include “work order,” “mail request,” “request for administrative services,” etc.  A delegation agreement can also be hand-written, as appropriate.

REQUEST FROM MANAGER

From:      
To:      
Date/time:      
Can you commit to the following accountability due by      ?

 FORMCHECKBOX 
 Additional documentation attached.

Please respond by (date/time):      
If I don’t hear from you by then, I’ll assume you’ve accepted the accountability.

RESPONSE TO MANAGER

From:      
Date/time:      
INITIAL ONE LINE ONLY

       Accountability and due date/time accepted.

       Accountability accepted but due date/time must be changed


to       because      
      I cannot accept this accountability because      
RESPONSE FROM MANAGER

Date/Time:      

      Accepted.


      Not accepted.  Meet with me to discuss.

Assignment was completed on      .

Principles of Working Relationships

Implementation Checklist
This checklist will help you transform the ideas in this process into action and results in your business.  Check off each policy you will implement and write in the implementation date.  Also, set a follow-up date (for example, in 3 or 6 months) to review each policy and its impact; write in your comments on the worksheet at that time.

	POLICY
	IMPLEMENTATION DATE
	FOLLOW-UP COMMENTS

	MANAGEMENT BY AGREEMENT AND MANAGEMENT BY EXCEPTION

 FORMCHECKBOX 
   We get agreement when discussing work to be done

 FORMCHECKBOX 
   We notify the other party when work cannot be done as agreed.


	
	

	GUIDELINES FOR WORKING RELATIONSHIPS

 FORMCHECKBOX 
   We understand the difference between line and staff relationships.

 FORMCHECKBOX 
   Everyone has only one primary manager.

 FORMCHECKBOX 
   People refer staff questions to their manager, when appropriate.

 FORMCHECKBOX 
   The owners adhere to line and staff relationships.

 FORMCHECKBOX 
   People respect each other’s time, space, and need for concentration.

 FORMCHECKBOX 
   When a manager is absent, temporary accountability moves to the next position up the line.

 FORMCHECKBOX 
   Service systems are developed and implemented for staff support functions.


	
	

	DELEGATION AND REGULATION

 FORMCHECKBOX 
   All delegations are given in writing and with a due date.

 FORMCHECKBOX 
   We get agreement before a delegation is considered final.

 FORMCHECKBOX 
   We use reporting loops to review and direct work.

 FORMCHECKBOX 
   We give timely and direct feedback.


	
	


Principles of Working Relationships

Introduction and Training Plan
Draft your plan here.
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