Procedures for Requesting Leadwork
Oregon Military Department
(Attachment 2)  
1.
REFERENCE.  AGP Policy 99.500.03    

2.
PURPOSE.   To ensure leadwork is assigned to employees in a uniformed manner and consistent with State personnel policy or applicable collective bargaining agreement.

3.
DEFINITION.  Leadwork is where, on a recurring daily basis, an employee is assigned all of the following duties:  
a.  Prioritize and assign tasks to efficiently complete work; 
b.  Give direction to workers concerning work procedures and performance standards; 
c.  Review the completeness, accuracy, quality and quantity of work; and 
d.  Provide informal feedback of employee performance to the supervisor. 
4.
PROCESS.  The supervisor shall assign leadwork, in writing, addressed to the employee and copied to the State Personnel Office (AGP) that includes:  

a.  The effective date; 
b.  The rate of differential pay (in accordance with State policy or applicable labor agreement whichever is relevant); and
c.  The supervisor’s specific expectations with regard to each of the four (4) duty assignment areas listed in 3 above. 

