HUBBARD. CCMMUN ICATION OFFICE
SatnT Hitt Manor, EAST GRINSTEAD; SUSSEX

STHIL STAFF HCO POLICY LETTER OF FEBRUARY 22, 1965
Post STAFF BoOARD
INSPECT IONS

ON FRIDAY OF €ACH WEEK (EXCEPT ON HOLIDAYS WHEN THE NEAREST CONVENIENT
DAY WILL BE SUBSTITUTED WITHOUT M{SSING AN INSPECTION) THE ORGANIZATION
gECRETﬁRY AND THE HCO AREA SECRETARY WILL INSPECT ALL AREAS AND DEPARTMENTS OF
AINT HitL,

THE FOLLOWING ARE THE INSPECTION AREAS IN ORDER OF SEQUENGCE.
INSPECTION IS TO BEGIN AT 9.30 a.M,

BASEMENT OF MANORe
FIRST FLOOR OF MANOR.,
NURSERY,

SERVANTS Roowms,
COURTYARD AREA AND BU|LDINGS,
CANTEEN,

HatL.

PAVILION.

CHAPEL,

BoirLer Rooms (Course).
Course Batss ano W,Ct's,
GARAGES AND CARS,
GARFENERS SHEDSe

Lot 4 Anp Woap.

Lots 1, 2 AnND 3, TenNIS CouRTS AND BuUlLDINGS,
NORTH LINE.

MANOR GUARDENS.

EAsT PARK.,

PARK,

POND AND STREAM,

LAKE,

Roaps,

THe ORGANIZATION SECRETARY |8 TO ADD TO THE ABOVE ALL UNITS AND
DEPARTMENTS [N THE SEQUENCE OF THE PHYSICAL AREAS ABOVE.

THE ORGAN!ZATION SECRETARY §8 TO BE ACCOMPANIED IN EACH AREA BY THE
PERSON MOST RESPONSIBLE FOR THAT AREA AND BY THE HCO AREA SECRETARY.

THe ORGANIZATION SECRETARY WILL GRADE EACH AREA ON THE BASIS oF 100%
As T0 (A) EFFECTIVE WORK DONE IN PAST WEEK, (B) CONDITION OF EQUIPMENT AND
SuppLiEs, (c) Lack oF paMace, ano(p) CLEENLINESS.

THEe HCO AREA SECRETARY WILL WRITE DOWN OR HAVE A STENO WITH HiM TO
WRITE DOWN DURING THE PROGRESS OF THE INSPECTION ANY ORDERS OR GRADSS OR
NOTES GIVEN BY THE ORGAN!IZATION SECRETARY AND WiLL ADD TO TH|S INSPECTION
RECORD ANY OF HIS OWN COMMENTS.

AT THE END OF THE [NSPECTION THE INSPECTION RECORD WILL BE TYPED AND
A COPY POSTED BY THE FOLLOWING MONDAY AN THE STAFF BOARD. THE ORIGINAL HAND—
WRITTEN AND TYPEP COPIES WILL BE KEPT IN A BOOK IN THE CoMM Orrlce..

PERSONNEL PROMOTIONS AND PAY RISES OR DEMOTIONS AND REDUCTIONS,
STAFF TRANFERS AND DISM|SSALS WILL BE BASED ON THESE V{SUAL INSPECTJONS AND
THE WEEK TO WEEK RECORD OF THEJR GRADES, BUT MODIFIED BY INCOME AND DJSBURSEMEN:
REPORTS WHERE THESE APPLY ALSO., A CONSISTENT GRADE OF 100% OVER A PERIOD OF
THREE MONTHS MUST RESULT IN A SUTIBLE REWARD FOR THE PERSON I[N CHARGE, A
CONSISTENT 50% OR LESS OVER A PER(OD OF SIX WEEKS MUST RESULT IN DEMOTION, OR
TRANSFER OR DISMI{SSAL FOR THE PERSON IN CHARGE OF THE DEPARTMENT OR UNIT.

AN ADDITIONAL MIMIOGRAPHEN FORM CALLED THE [NSPECTION GRADE SHEET,
MADE UP BY THE ORGAN] ZATION SECRETARY FROM THE ABOVE LIST BUT TO WHICH ALL
DEPARTMENTS AND UN{TS ARE ADDED MUST BE MADE FROM THE INSPECTION RECORD WITH
THE (A), (8), (¢), (b) coLUMNS AFTER EACH AND THE GRADES ENTERED FOR THE WEEK.
THE ORIGINAL OF THIS |S FORWARDED TO THE ACTING EXECUTIVE DIRECTOR BY THE
FOLLOWING TUESDAY AFTER THE INSPECTION AND THENCE TO THE Boarp. A coPY IS
POSTED ON THE STAFF BOARD ALONG WITH THE INSPECTION RECORD, A SECOND COPY IS
ENCOLSED IN THE [NSPECTION RecorRD Book, THE ORIGINAL AND BOTH COPIES OF THE
INsSPECTION GRADE SHEET MUST BE SIGNED BY BOTH THE ORGANIZATION SECRETARY AND
THE HCO AREA SECRETARY.
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