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 Preface

Welcome to the sixth edition of Supervision Today! We believe we’ve continued to
present this book in a way that our users have found useful. Many of you helped make
the previous editions of this book a resounding success. In this edition, we want to
continue that trend and make your reading experience even better.

In our quest to make this the most complete supervision text currently available,
we’ve taken into account feedback from our readers. We continue to present a book that
focuses on the basic elements of supervision—one that covers the essential and tradi-
tional concepts in effectively supervising employees; that has a strong applied, practi-
cal, and skill focus; and that is user friendly. This new edition continues to be rich in
instructional aids and experiential opportunities. Let’s highlight some of these elements:
specifically, the basis for the content, the new features, and the “student-friendly” ap-
proach of this edition.

Foundations of the Sixth Edition

Most of us understand concepts better when we can relate them to our everyday lives.
In this edition we help you build an understanding of supervising through real-life con-
cepts, examples, and practice. We believe that when you have an opportunity to apply
what you are learning—in an educational setting that encourages risk taking—you will
perform more effectively on the job. Moreover, in the process you will build your su-
pervisory skills portfolio!

We recognize that the supervisor’s job has changed dramatically in recent years.
Supervisors now work with a more diverse workforce in terms of race, gender, and ethnic
background. Supervisors’ jobs are also being affected by technological changes, a mare
competitive marketplace, and corporate restructuring and workflow redesign. Despite
all of these changes, supervisors still need to understand the traditional elements of di-
recting the work of others and the specific skills required: goal setting, budgeting, sched-
uling, delegating, interviewing, negotiating, handling grievances, counseling employees,
and evaluating employees’ performance.

A good supervision text must address both traditional and contemporary issues. We
believe we’ve done this by focusing on relevant issues and by including lots of examples
and visual stimuli to make concepts come alive. The full-color design format captures
visually the reality and the excitement of the supervisor’s job. We’ve also spent years de-
veloping a writing style that has been called “lively, conversational, and interesting.”
That’s just another way of saying that you should be able to understand what we’re say-
ing and feel as though we’re actually in front of you giving a lecture. Of course, only
you can judge this text’s readability. We ask you to read a few pages at random. We
think youw’ll find the writing style both informative and lively.

What'’s New for the Sixth Edition?

We have been very pleased with the response to the previous edition of the textbook.
Reviewers and current adopters tell us that the content is solid and that the skill-building
exercises work well in the classroom. For the sixth edition we have concentrated ‘on
refining the presentation and addressing the evolving roles that supervisors are asked to
embrace in today’s workplace. Significant additions to the sixth edition include:

® Employee loyalty and engagement
B Supervisor’s preparation for interviews

xvii
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Interview questions you shouldn’t ask

Interview questions you should ask

Flow in the workplace

E-leadership

Five-stage model of group development
Punctuated-equilibrium model of group development

Six steps to resolve conflict

TIPS for supervisors dealing with union organizing attempts

Key Features of the Sixth Edition

Before you start a journey, it’s valuable to know where you’re headed so you can mini-
mize detours. The same holds true in reading a text. To make learning more efficient,
we continue to include the following features.

CHAPTER OUTCOMES Each chapter opens with a list of outcomes that describe what
you will be able to do after reading the chapter. These outcomes are designed to focus
your attention on the major issues in each chapter. Each outcome is a key learning
element.

KEY CONCEPTS Each chapter contains a list of the key concepts addressed in the
chapter. These terms represent critical comprehension areas. And through the Key
Concept Crossword you can get feedback on how well you’ve understood the key
concepts.

RESPONDING TO A SUPERVISORY DILEMMA These interesting chapter-opening stories
focus on an ethical issue regarding a topic that will be discussed in the chapter.
Although they have value, these vignettes are often overlooked. To address this prob-
lem, and to focus heavily on ethical matters, all of our opening vignettes are posed as
ethical dilemmas. No matter where you may work as a supervisor, at some point in
your career you will be faced with a difficult issue—one that goes beyond simply
following the law. These opening vignettes are designed to encourage you to think
about what you may face and to begin to develop a plan of action for handling ethical
and moral dilemmas.

MARGIN NOTES Key concepts identified at the beginning of each chapter are set bold-
face when they first appear in the chapter. The margin note defines the term for quick
reference.

NEWS FLASH! Because of the popularity of these vignettes in previous editions, we con-
tinue to include them in this new edition. Each vignette presents an issue that highlights
a distinction between traditional and contemporary supervisory roles.

SOMETHING TO THINK ABOUT Supervisors make many decisions every day. Some deci-
sions present clearcut answers based on legal and company rules and regulations. Other
resolutions may not be so obvious. You need to evaluate and think through a number
of variables in order to develop an answer or course of action. These sections are excel-
lent class discussion starters.

FOCUS ON COMPREHENSION We continue to present our second-level headings in the
form of questions. Each of these questions was carefully written to reinforce under-
standing of very specific information. After reading a chapter (or a section), you should



be able to return to these headings and answer the question. If you can’t answer a ques-
tion or are unsure of your response, you'll know exactly what sections you need to
reread or review, or where to place more of your effort. All in all, this format provides
a self-check on your reading comprehension.

COMPREHENSION CHECK This is a quick “Are-you-understanding-what-you’re-reading?”
feature. In each chapter there are two Comprehension Checks with objective questions
(which are answered at the end of the chapter) that offer quick feedback on whether
you’ve understood what you’ve read. If you have problems answering these questions cor-
rectly, you should reread those sections before moving on to new material in the book. Of
course, not every element of the chapter’s material can be tested—nor can simply answer-
ing these questions correctly guarantee comprehension. But answering these questions
correctly can indicate that you are making progress and that learning has taken place.

THINKING CRITICALLY Critical thinking is also an important outcome. Several years
ago, training organizations began taking a hard look at themselves. Typically, they
found that their programs needed to expand language-based skills, knowledge, and
abilities across the curriculum. What outcomes did this achieve? In essence, it
indicated the need for all training programs to cover the basic skill areas of
communication, critical thinking, computer technology, globalization, diversity, and
ethics and values.

This edition of Supervision Today! continues this feature to help you acquire these
key skills by upgrading levels of thinking from knowledge to comprehension and, finally,
to application. We convey relevant supervisory knowledge, give you an opportunity to
reinforce your comprehension, and demonstrate how you can apply the concepts.

END-OF-CHAPTER FEATURES: A SKILL-FOCUSED APPROACH

Today it’s not enough simply to know about supervision; you need skills to succeed in
your supervisory efforts. So we’ve maintained our skill component in the Enhancing

. Understanding and Developing Your Supervisory Skills sections at the end of each chap-
ter, which include the following features:

® Summary

Comprehension Questions
Key Concept Crossword
Getting to Know Yourself
Building a Team

A step-by-step description of how to develop your skills in the area that is discussed
in that chapter

B Two case studies

These features are designed to help you build analytical, diagnostic, teambuilding, inves-
tigative, Internet, and writing skills. We address these skill areas in several ways. For ex-
ample, we include experiential exercises to develop team-building skills; cases to build
diagnostic, analytical, and decision-making skills; suggested topical writing assignments
to enhance writing skills; and Web activities to develop Internet research skills.

SUMMARY Just as chapter outcomes clarify where you are going, chapter summaries
remind you where you’ve been. Each chapter of this book concludes with a concise sum-
mary organized around the opening learning outcomes.

COMPREHENSION: REVIEW AND DISCUSSION QUESTIONS These questions reinforce
chapter content. If you have read and understood the content of a chapter, you
should be able to answer the review questions, which are drawn directly from the

Preface
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material in the chapter. The discussion questions, on the other hand, tend to go be-
yond comprehension of chapter content. They’re designed to foster higher-order
thinking skills. The discussion questions enable you to demonstrate that you not
only know the facts in the chapter, but can also use those facts to deal with more
complex issues.

KEY CONCEPT CROSSWORD  Crossword puzzles using the key concepts from each chap-
ter provide another way to reinforce comprehension on a level, and in a way, that you
may enjoy.

GETTING TO KNOW YOURSELF Before you can effectively supervise others, you must
understand your current strengths as well as areas in need of development. To assist in
this learning process, we encourage you to complete these self-assessments from the
Prentice Hall Self-Assessment Library 3.4,

EXPERIENTIAL EXERCISES ~ These exercises give you an opportunity to work as a team,
learning and practicing the supervisory skills introduced in the chapter. By combining
your new knowledge and natural talents, you will be able to practice a supervisory ac-
tivity and assess your own progress.

INTERNET: WEB ACTIVITIES  This feature gives you an opportunity to use the Internet as
an investigative/informational tool.

CHAPTER TOPIC HOW-TO FOCUS This section begins with step-by-step instructions on
how to develop a skill directly related to a topic addressed in the chapter.

COMMUNICATING EFFECTIVELY In this feature, suggested writing projects help you de-
velop writing skills. Projects can also become presentations to reinforce verbal and pres-
entation skills.

THINKING CRITICALLY: CASE ANALYSES Each chapter concludes with two case stud-
les designed to make you think critically as you make decisions regarding a supervi-
sory issue. These cases enable you to apply your knowledge to solve problems faced
by supervisors.

Supplemental Materials

FOR THE STUDENT

SELF-ASSESSMENT LIBRARY 3.4 PRINTED WORKBOOK, ONLINE ACCESS CODE, AND CD
PACKAGED. SAL is a unique learning tool that allows students to assess their knowledge,
beliefs, feelings, and actions in regard to a wide range of personal skills, abilities, and in-
terests. SAL 3.4 contains 67 research-based self-scoring exercises that generate immedi-
ate individual analysis for the student. SAL 3.4 now comes in a package containing the
printed workbook, online access code, and CD. This package may be value packaged with
your textbook or can be purchased online at www.pearsonhighered.com

® 18 additional research-based instruments

B Save feature allows students to create an assessment portfolio easily

® The in-depth Instructor’s Manual guides instructors in interpreting class results
thereby facilitating greater classroom discussion.

>

COMPANION WEBSITE (WWW.PRENHALL.COM/ROBBINS) The Companion Website is

ideal for extra coursework or for use in distance learning courses. It is a 24/7 electronic



study center that includes chapter outcomes, multiple choice questions, essay questions,
true/false questions, and links to other relevant sites on the Internet.

FOR THE INSTRUCTOR

INSTRUCTOR MATERIALS AVAILABLE ONLINE The Instructor’s Manual, PowerPoint
Lecture Slides, and Test Generator are available online for download. To access supple-
mentary materials online, instructors need to request an instructor access code. Go to
www.pearsonhighered.com/irc, where you can register for an instructor access code.
Within 48 hours of registering you will receive a confirming e-mail including an instruc-
tor access code. Once you have received your code, locate your text in the online cata-
log and click on the Instructor Resources button on the left side of the catalog product
page. Select a supplement and a log in page will appear. Once you have logged in, you
can access instructor material for all Prentice Hall textbooks.

The instructor’s manual includes a suggested course syllabus, sample exam, lecture
index, lecture outlines, solutions to review and discussion questions, suggested answers
to Thinking Critically case studies, additional activities, chapter tests, and midterm and
final exams.

POWER POINT LECTURE SLIDES Slides provide detailed lecture notes, including key fig-

ures from the book, to guide classroom discussion.

TEST GENERATOR The Test Generator is a testing program that lets instructors view
and edit test bank questions, create tests, and print or post them online in a variety of
formats.

JWAVIDEO OFFER  This offer gives you the opportunity to select Emmy-award-winning
videos from the JWA library. Videos address all kinds of training issues related to super-
vision. Complimentary copies are available upon adoption. Contact your Prentice Hall
sales representative for details.

~ COURSECONNECT SUPERVISION ONLINE COURSE: CONVE-
co“rsecnnnec' NIENCE, SIMPLICITY, SUCCESS Looking for robust online
course content to reinforce and enhance your student learning? We have the solution:
CourseConnect! CourseConnect courses contain customizable modules of content
mapped to major learning outcomes. Each learning object contains interactive tutori-
als, rich media, discussion questions, MP3 downloadable lectures, assessments, and in-
teractive activities that address different learning styles. When you buy a
CourseConnect course, you purchase a complete package that provides you with de-
tailed documentation you can use for your accreditation reviews. CourseConnect
courses can be delivered in any commercial platform such as WebCT, BlackBoard, An-
gel, Moodle, or eCollege platforms. For more information contact your Prentice Hall
representative or call 800-635-1579.
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Writing a textbook is often the work of a number of people whose names generally
never appear on the cover. Yet, without their help and assistance, a project like this
would never come to fruition. We’d like to recognize some special people who gave so
unselfishly to making this book a reality.

We want to thank the users of previous editions and students who provided a num-
ber of suggestions for this revision. With special thanks to the reviewers of the fourth
edition of this text: David H. Hartmann, University of Central Oklahoma, Edmond,
OK; Carl O. Hilgarth, Shawnee State University, Portsmouth, OH; and Olusegun
Sogunro, Central Connecticut State University, New Britain, CT. And to the reviewers
of the fifth edition: Linda McGurn, Johnson County Community College, William
Milz, Northeast Wisconsin Technical College, Andy C. Saucedo, NMSU Dona Ana
Community College, and Joe Wright.

To all of our reviewers, please know that we take your comments and feedback se-
riously. We review each comment and see how it might be incorporated into the text.
Unfortunately, in a few instances, although the comments and suggestions were ab-
solutely on target, sometimes adding specific information isn’t feasible. That’s not to say
that we discounted what you said, but we had to balance the focus of the book with the
feedback given.

Thanks to the reviewers of the sixth edition: Valeria Truitt, Craven Community
College; Martha A. Hunt, New Hampshire Technical Institute; Jacquelyn Blakely, Tri
County Technical College; George Cleaver, Manatee Community College; Robert D.
Lewallen, lowa Western Community College; Eva M. Smith, Spartanburg Technical
College; Dr. Thomas W. Lloyd, Wesmoreland County Community College; and Jerry L.
Thomas, Arapahoe Community College.

We also want to welcome Rob Wolter to the Supervision Today! text. Rob’s back-
ground and experience in supervision is a wonderful addition to the book that will make
an already great text that much better. Rob, we appreciate the value you have added.

Finally, we’d like to add personal notes.

From Steve’s corner: To my wife, Laura Ospanik. Laura continues to be a phenom-
enal source of ideas and support. For that I am grateful.

From Dave’s corner: I want to give special thanks to my family, who give me the
encouragement and support to do my job. Each of you is special to me in that you
continue to bring love and warmth into my life. Terri, Mark, Meredith, Gabriella, and
Natalie, thank you. You continue to make me proud to be part of your lives.

From Rob’s corner: I want to thank my wife Sheila and my good friend and men-
tor Cliff Goodwin for encouraging me to accept the opportunity to join with Steve and
Dave in the sixth edition of Supervision Today! 1 truly stand on the shoulders of giants.

An Invitation

Now that we’ve explained the ideas behind the text, we’d like to extend an open invi-
tation. If you’d like to give us some feedback, we encourage you to write. Send your cor-
respondence to Dave DeCenzo at E. Craig Wall, Sr. College, Coastal Carolina
University, P.O. Box 269154, Conway, SC 29528-6054. Dave is also available via e-mail
at ddecenzo@coastal.edu

We hope you enjoy reading this book as much as we enjoyed preparing it for you.

Steve Robbins Dave DeCenzo
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