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DEPARTMENT OF THE ARMY
OFFICE OF THE DEPUTY CHIEF OF STAFF, G-1

CIVILIAN PERSONNEL OPERATIONS CENTER, NORTH CENTRAL REGION

BUILDING 102, 1 ROCK ISLAND ARSENAL

ROCK ISLAND, IL  61299-7650





REPLY TO

  
ATTENTION OF  DAPE-CP-NCT

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  FY 04 North Central Civilian Personnel Operations Center (NCCPOC) Training Plan

        It is important to develop a human resource development program that supports the needs of our ever-changing work environment.  Quality, just-in-time  training provides employees with skills needed to perform their duties more efficiently.  It also increases morale and productivity.            

        The training announced in the NCCPOC FY 04 Training Plan meets many of the needs targeted for our region.  A successful training program thrives on input and involvement by supervisors at all levels.  The HRDD staff and I solicit your continued interest and ideas in order to provide our workforce with the best training possible to meet the needs of our partners and the NCCPOC.






// SIGNED//



Enclosure


       Janice A. Carbone





       Civilian Human Resources Regional Director

                        


North Central Region
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1.  Scope of Plan: The FY 04 training plan includes course offerings for regional customers as well as internal NCCPOC staff and reflects training priorities and policies for the fiscal year.  

2.  Purpose of the Plan: The plan is a management tool to ensure that civilian training needs are considered, planned and administered to the extent that resources permit.  Each supervisor formally considers training needed for his/her employees and those needs are what drives this training plan. The FY 04 training plan includes a schedule of courses that will be offered throughout the year.  This schedule will be updated as needed and posted on the inter/intranet.

3.  Training Facilities: NCCPOC has training facilities in Bldg. 102 and 103:

Room
Description

Computer Lab  West Training Room  A
Accommodates 17 individuals or 34 doubled at a computer terminal

West Training Room B
Small room with conference tables and chairs.  

East Training Room


Seats up to 30 people at tables/chairs



Additional classrooms are/may be available from other tenants on the installation.  There may be a charge to use and setup these rooms.

4.  Determining Training and Development Needs:

a.  A formal training survey was conducted by the NCCPOC, Human Resource Development Division to identify needs for FY04 classes.  This plan includes local and regional courses as identified in that survey.  Organizations should participate fully in future surveys so that needs can be analyzed, prioritized, and met for every organization.   Planning is the key to making effective use of limited resources. 

b.  Local internal training courses are also planned and scheduled on an as needed basis.  HRDD is available to assist in arranging, administering, and coordinating these classes.

5.  Accomplishing Training:

Working in concert with our CPAC partners, this training plan will be implemented throughout the year.  This plan is fluid and will change as new out-of-cycle needs are identified and budgets are developed.  Changes to the training schedule will be posted to the NCCPOC internet page.

6.  Goals and Areas of Emphasis:

a.  Focus attention and training resources to improve quality and efficiency of job performance and customer service.

b.  Promote and fully support Civilian Leader Development.

c.  Support the TMD mission by providing basic skills improvement courses.

d.  Have new supervisors complete the Supervisory Development correspondence course (ST 5000) within 6 months of their assignment and Leadership, Education and Development (LEAD) within 1 year of their assignment.  

e.  Ensure New Employee Orientation is kept up-to-date and sessions are presented in a timely manner.

f. Identify, train, and use NCCPOC employees as instructors to minimize cost of training contracts.

g. Help employees become familiar with the application and enrollment process for the various classes available to attend.

7.  Training Priorities:  Training needs must be categorized into one of the following priorities:

a.  Priority I  -- Training that must be completed during the fiscal year to prevent adverse effect on mission accomplishment.  This includes training required by law or higher authorities.

b.  Priority II  -- Training which is essential or required for performance enhancement.

c.   Priority III  -- Training that is recommended by the supervisor.

HUMAN RESOURCE DEVELOPMENT DIVISION

1.  STAFF:   Human Resource Development Division is located in Building 103, 1st Floor, North on the Rock Island Arsenal Installation. 

                        Staff members:

NAME
POSITION

Jerry Boyd
Chief, Human Resource Development Division

Pam Koby
Employee Development Specialist

Perry Blake
Employee Development Specialist

Alex Papke
Employee Development Specialist

Alline Scott
Employee Development Specialist

Michele Fetterley
Employee Development Specialist

Annette Parchert
Employee Development Specialist 

2.  REGULATION:  FPM/410/AR 690-400

3.  SERVICES OFFERED:

a.   Conduct NCCPOC wide surveys to identify and source common training needs and to arrange low cost on and off-site training to meet those needs. 

b.    Arrange for organization unique or program specific training upon request.

c.  Maintain and provide up-to-date course schedules & information. 

               d.   Assist supervisors in writing training plans, identifying sources for training, and determining training needs.

e.    Provide career counseling and information about training and the Career Programs.

f.    Ensure training requests meet legal and regulatory requirements.

g.  Contract for non-government training and arrange for enrollment in government/non-government training.

h.  Evaluate regional and NCCPOC training programs.

i.  Determine need for and schedule leadership training (ILDC, LEAD, OLE, etc) as needed. 

               j.      Facilitate LEAD courses on an as-needed/requested basis. (NCCPOC has 6 certified LEAD facilitators on staff.)

NORTHCENTRAL CIVILIAN PERSONNEL OPERATIONS CENTER (NCCPOC)

HUMAN RESOURCE DEVELOPMENT DIVISION

FY 2004  TRAINING SCHEDULE

*All class dates are tentative and locations are subject to change                                           1 October 03

Course
Dates
Location
Type
Time

DCPS Security Awareness Course 2003
1 Oct 03                     (5 sessions)
Bldg 102, 1st Fl, West A
CBT
0700-0800 / 0800-0900 / 0900-1000 / 1200-1300 / 1300-1400

DCPS Security Awareness Course 2003
2 Oct 03                     3 sessions)
Bldg 102, 1st Fl, West A
CBT
0700-0800/ 1000-1100/ 1200-1300

POSH - Makeup
07-Oct-03
Bldg 103, 3rd Fl, Baylor
Classroom
0930-1100

AWC Briefing
08-Oct-03
Bldg 103, 3rd Fl, Baylor
Classroom
0900-1130

Leadership for Non Supervisors
15-Oct-03
Bldg 102, 2nd Fl, CPAC Rms 1 & 2
Classroom
0800-1600

ART Pay Reject
15 Oct 03
Bldg 103, 1st Fl, East
Classroom
0800-0840/ 0845-0925/ 0930-1010/ 1015-1055



ART Pay Reject
16 Oct 03
Bldg 103, 1st Fl, East
Classroom
0800-0840/ 0845-0925/ 

Intern Leadership Development (ILDC)
20-24 Oct 03
Bldg 102, 2nd Fl, CPAC Rm 1 & 2
Classroom
0800-1700 FRI 0800-1200

Business Objects Application (BOA)
20-22 Oct 03
Alexandria, VA
Classroom
0800-1600



Leadership Training f/Team Leaders
21-23 Oct 03
Bldg 103, 1st Fl, East Trng Rm
Classroom
0800-1200

Coding Personnel Actions
27-31 Oct 03
Bldg 102, 2nd Fl, CPAC 1 & 2
Classroom
0800-1600

POSH - Makeup
27-Oct-03
Bldg 103, 1st Fl, East Trng Rm
Classroom
0800-0830

POSH - Makeup
28-Oct-03
Bldg 103, 1st Fl, East Trng Rm
Classroom
0800-0830

Basic Classification
4-7 Nov 03
Bldg 350,  Monroe Conf Center
Computer Classroom
0800-1600

DCPS Security Awareness Course 2003 - Makeup sessions
05-Nov-03
Bldg 102, 1st Fl, West A
CBT
TBD

Business Objects Application (BOA)
3-6 Nov  03
Alexandria, VA
Classroom
0800-1600



Determining Vets Pref & Calculating SCDs
13-14 Nov 03
Bldg 103, 1st Fl, East Trng Rm
Classroom
0800-1600

Leadership Development and Education (LEAD)
17-21 Nov 03
Bldg 102, 2nd Fl, CPAC Rms 1 & 2
Classroom
0800-1700 FRI 0800-1200

Staffing, Pay and Leave Fundamentals
19-21 Nov 03
HQ, COE, Washington, DC
TBD
TBD

Effective Business Writing
02-Dec-03
Bldg 103, 1st Fl, East
Classroom
0730-1530

Presentation Skills
9-10 Dec 03
Bldg 103, 1st Fl, East Trng Rm
Classroom
0730-1530

Interpersonnel Skills f/Supervisors
16-Dec-03
TBD
VTT
TBD

Army Resume Builder
21-Jan-04
TBD
VTT
TBD

Web Based Referral System
22-Jan-04
TBD
VTT
TBD

Leadership Development and Education (LEAD)
2-6 Feb 04
Bldg 102, 2nd Fl, CPAC Rms 1 & 2
Classroom
0800-1700 FRI 0800-1200

Intern Leadership Development (ILDC)
9-13 Feb 04
Bldg 102, 2nd Fl, CPAC Rm 1 & 2
Classroom
0800-1700 FRI 0800-1200

Budget Formulation
10-13 Feb 04
Bldg 102, 2nd Fl, CPAC Rm 3
Classroom
0800-1600

TSP Employee Briefings
18-19 Feb 04
TBD
VTT
TBD

Accounting for Non-Accountants
26-27 Feb 04
Bldg 102, 2nd Fl, CPAC Rm 3
Classroom
0800-1600

Introduction to Financial Management
1-3 Mar 04
Bldg 102, 2nd Fl, CPAC Rm 3
Classroom
0800-1600

WASS/CIVFORS
15-16 Mar 04
Bldg 102, 1st Fl, West A & B
Computer Classroom
TBD

WASS/CIVFORS
17-18 Mar 04
Bldg 102, 1st Fl, West A & B
Computer Classroom
TBD

Delegated Training Authority
18 Mar 04
TBD
VTT
TBD

Certifying Officer’s Workshop
19 Mar 04
Bldg 102, 2nd Fl, CPAC 1 & 2
Classroom
0800-1600



Federal Appropriations Law
22-25 Mar 04
Bldg 103, 1st Fl, East Trng Rm
Classroom
0800-1600

Coding Personnel Actions
22-26 Mar 04
Pending
Classroom
0800-1600

Briefing Techniques
30-Mar - 1 Apr 04
Bldg 102, 2nd Fl, CPAC Rm 3
Classroom
0800-1600

Retirement Systems & Benefits Programs f/DOD Human Resources Specialists
xx-Mar 04
TBD
Computer Classroom
TBD

Customer Service
01-Apr-04
TBD
VTT
TBD

Issues in Classification/FLSA
5-9 Apr 04
Bldg 103, 1st Fl, East Trng Rm
Classroom
0800-1600

Pre-Retirement Seminars CSRS
14-Apr-03
Bldg 109, 3rd Fl, Blackhawk Conf Rm
VTT
0800-1630

Pre-Retirement Seminars FERS
15-Apr-04
Bldg 109, 3rd Fl, Blackhawk Conf Rm
VTT
0800-1630

Paysetting
19-23 Apr 04
Bldg 103, 1st Fl, East Trng Rm
Classroom
0800-1600

Leadership Development and Education (LEAD)
19-23 Apr 04
Bldg 102, 2nd Fl, CPAC Rms 1 & 2
Classroom
0800-1700 FRI 0800-1200

Intern Leadership Development (ILDC)
26-30 Apr 04
Bldg 102, 2nd Fl, CPAC Rm 1 & 2
Classroom
0800-1700 FRI 0800-1200

HR Consultant Course
26-30 Apr 04
Bldg 103, 1st Fl, East & Bldg 102, 1st Fl, West A & B
Classroom/Computer Classroom
0800-1600

Dealing with Difficult People
27-Apr-04
TBD
VTT
TBD

Basic PPP
11-14 May 04
Bldg 102, 2nd Fl, CPAC Rm 1 & 2
Classroom
0800-1630

Budget Execution
11-14 May 04
Bldg 102, 2nd Fl, CPAC Rm 3
Classroom
0800-1600

Advanced PPP
12-May-04
Bldg 103, 1st Fl, East Training Rm
Classroom
0800-1630

Basic Staffing
17-21 May 04
TBD
Classroom
TBD

Writing Effective Position Descriptions
18 May 04
TBD
VTT
TBD

Writing Effective Position Descriptions
19 May 04
TBD
VTT
TBD

Budget Justification & Presentation
25-27 May 04
Bldg 102, 2nd Fl, CPAC Rm 3
Classroom
0800-1600

Listening & Memory Development
1-2 Jun 04
Bldg 102, 2nd Fl, CPAC Rm 3
Classroom
0800-1600

Seminar for the Office Professional
03-Jun-04
Bldg 102, 2nd Fl, CPAC Rm 3
Classroom
0800-1600

Project Management
03-Jun-04
TBD
VTT
TBD

Federal Budgeting for Non Budget Personnel
22-24 Jun 04
Bldg 102, 2nd FL, CPAC Rm 3
Classroom
0800-1600

Coaching for Impact
23 Jun 04
TBD
Classroom
TBD

Budget Analysis Workshop
13-16 Jul 04
Bldg 102, 2nd Fl, CPAC Rm 3
Classroom
0800-1600

Stress Management
20 Jul 04
TBD
VTT
TBD

Staffing, Pay and Leave Fundamentals
27-29 Jul 04
Ft. Myer, VA
TBD
TBD

Intern Leadership Development (ILDC)
9-13 Aug 04
Bldg 102, 2nd Fl, CPAC Rm 1 & 2
Classroom
0800-1700 FRI 0800-1200

Effective Writing
10-12 Aug 04
Bldg 102, 2nd Fl, CPAC Rm 3
Classroom
0800-1600

Leadership Development and Education (LEAD)
16-20 Aug 04
Bldg 102, 2nd Fl, CPAC Rms 1 & 2
Classroom
0800-1700 FRI 0800-1200

Achieving Maximum Productivity in the Workplace
18 Aug 04
TBD
VTT
TBD

Leadership Development and Education (LEAD)
23-27 Aug 04
Bldg 102, 2nd Fl, CPAC Rms 1 & 2
Classroom
0800-1700 FRI 0800-1200

Leadership Skills for Non-Supervisors
24-27 Aug 04
Bldg 102, 2nd Fl, CPAC Rm 3
Classroom
0800-1600

Making Change Work for You
8 Sep 04
TBD
VTT
TBD

Effective Writing
21 Sep 04
TBD
VTT
TBD

Leadership Development and Education (LEAD)
15-19 Nov  04
Bldg 102, 2nd Fl, CPAC Rms 1 & 2
Classroom
0800-1700 FRI 0800-1200

Personnel Assistants Course
TBD
TBD
Classroom
TBD

Basic HRD
TBD
TBD
Clasroom
TBD

Intermediate Classification
TBD
TBD
Computer Classroom
TBD

Instructional Methods
TBD
TBD
Classroom
TBD

DEU Training
TBD
TBD
Classroom or VTT
TBD

Business Object Applications
TBD
TBD
Classroom
TBD

Seven Habits of Highly Successful People
TBD
TBD
VTT
TBD

Myers Briggs
TBD
TBD
Classroom
TBD

COURSE DESCRIPTIONS

Accounting for Non-Accountants  Solid introduction to the basics of accounting including terminology, report analysis, keeping accurate records, ledgers, journals, journal vouchers and key legal and administrative controls.

Achieving Maximum Productivity in the Workplace This program provides the tools needed not just to catch up, but to stay on top of your workload. We’ll teach you how to plan, prioritize, and balance multiple projects and responsibilities.

Advanced Priority Placement Program  Learn advanced procedures for PPP and use practice exercises to sharpen your skills.

Army Resume BuilderThis course will assist employees and provide understanding on how to properly navigate using the Army Resume Builder system. We would like to emphasize that this is not a resume writing class

Army Ware College Briefing  The session will provide information about the residential program for Senior Military Officers and DA civilians at the GS14/15 level.

Basic Classification  This course will cover job evaluation concepts and processes, position classification advisory service, pay systems, FLSA, regulatory base, automation tools, competitive levels, classifying GS, FES, and WG positions, case studies, documentation, competitive and non-competitive promotions, position inquiry, premium pay and special rates, and classification appeals
Basic Human Resource Development  Participants in this course learn basic skills and principles for the training and development function including how to interpret policies and regulations, review training nominations, evaluate training, and consult with employees and line managers. 

Basic Priority Placement Program Learn the rules and procedures for PPP 

Basic Staffing   This course provides an overview of the major staffing functions and related legal and regulatory requirements. Also covers the primary staffing processes such as determining when competition is required, evaluating candidates' qualifications, developing and/or processing competitive registers, setting pay and determining retention standing and placement rights under reduction in force.

Briefing Techniques  Learn to overcome your fear of public speaking!  You will learn strategies to develop and organize your thoughts; speak directly to the audience, field tough questions and get the most from visual aids.

Budget Analysis Workshop   Learn to relate goals, objectives, and priorities to program resource performance; use analytical methods to measure workload and efficiency; and evaluate a full range of economic analyses, including cost benefit, payback , lease versus purchase, and more.

Budget Execution  Learn steps and strategies for executing a budget, including contingency plans, considers for closeout and min year reviews and Anti Deficiency Act compliance.

Budget Formulation  Learn skills necessary to build an accurate an defensible budget.  

Budget Justification  Learn about the justification process:  what is required, when it is needed and how you can prepare for both written justification and actual presentation by gathering information about your objectives and your audience.  

Business Objects Application (BOA) Business Objects is the simple, powerful, and flexible ad hoc reporting tool for use with the Modern Defense Civilian Personnel Data System (Modern DCPDS). 

Certifying Officer’s Workshop   This course will cover your essential roles and responsibilities, pre-auditing payments, certifying legal payments, handling intra-governmental purchases, automated payment systems and liability and relief that certifying officers may grant.

Coaching for Impact  Learn how to engage the Five Core Generational Segmentations (age groups) in today's workplace via a 5-Factor Coaching Dialogue.  In addition, identify which of the 6-Leadership-Coaching styles lead to an improved performance level in any situation.
Coding Personnel Actions  This course consists of four modules, which contain information for entry-level personnel staff who are interested in gaining an understanding of how to use Operating Manual 296-33 to compute daily personnel functions.  May also be useful to individuals who are not members of a personnel office staff but wish to know more about the functions of a personnel office.

Customer Service  This seminar teaches the essentials of working with others and creating a pleasant environment that fosters a desire to serve. You’ll learn how to communicate with customers over the phone and in person, skills for dealing with angry/abusive customers, tactics to keep composure under stress, how to leverage teamwork, and the critical art of listening to customers. Your team can out service your competition, minimize negative customer situations, overcome stress and burnout associated with high customer contact, and turn every customer into an ally.

DCPS Security Awareness 2003  This course has been developed in order to comply with the Computer Security Act of 1987 and OMB Circular A-130.  It will cover the Security Awareness Program, roles and responsibilities, access to DCPS, Privacy Act, changing passwords, and more.  This is a mandatory course for anyone who has a DCPS userid.
Dealing with Difficult People  This workshop gives people the necessary information and practical strategies to overcome negativity and difficult people in the workplace and other settings.
Delegated Examining Unit (DEU) Training  Certification and re-certification training.

Delegated Training Authority  This 4 hour class, taught by a NCCPOC subject matter expert, will provide mandatory instruction to manager who have been granted Delegated Training Authority.  This class is designed to provide information on the types of training available and the do's and don'ts relating to approving training for civilian employees. 

Determining Vet Preference/Calculating SCDs This course provides in-depth studies of veteran’s preference and service computation dates in order to determine entitlement to preference and to distinguish between SCD-leave and SCD-RIF.

Effective Writing the course will assist attendees in determining the right sequence and logical order flow of their documents.  There is also instruction on how to fine tune the most common writing style mistakes.
Federal Appropriations Law  Learn the basis of  legal decisions on use of appropriated and non-appropriated funds; legal terminology, limitations on appropriations, exceptions to certain rulings and ground rules for preprogramming funds.  

Federal Budgeting for Non-Budgeting Personnel    Learn to estimate staff salaries, travel and other costs and provide valuable assistance in constructing and executing operating budgets.  

HR Consultants Course This course focuses on development of the professional and business management skills which are needed to be an effective Civilian Human Resource (CHR) advisor to managers and other customers. The course includes lectures, classroom exercises, panel discussions and case studies which are designed to develop the advisory and consulting skills needed by CHR professionals. This course does not address technical or functional skills although case studies and exercises are based on human resource issues and scenarios

Instructional Methods  This course is designed to enhance skills of those responsible for conducting various types of Army human resources training. It can be used to develop/enhance individual platform and facilitation skills. Participants will learn student-centered methods of instruction and how to develop participatory instructional materials. Participants will also learn how to evaluate student performance using the Systems Approach to Training (SAT) and be provided "hands-on" opportunities to apply innovative training concepts through the development, presentation and facilitation of training curriculum. 

Intermediate Classification    This intermediate-level Position Classification course is designed for both CPAC and CPOC staff. The course provides practice with classification cases, including supervisory, team-leader, and FES classification standards. Also includes modules on the Fair Labor Standards Act and Army position classification policy.
Interpersonal Skills for Supervisors Build a foundation of relationship skills that help you communicate, respond to conflict, handle difficult situations, and relate to your customers and coworkers.
Introduction to Financial Management  Fundamentals in the laws, critical concepts, procedures and policies involved with sound federal financial management.   Learn to link management, budgeting, and auditing to performance measurement; recognize the primary requirements of financial systems; and adhere to government-wide policies.

Issues in Classification

Issues in Classification  Gain additional information and knowledge  on Mixed positions/borderline determinations, competitive sourcing/privatization and the personnelist, fair labor standards act, constructive demotion, classification appeals, and an update on classification 

Leadership Skills for Non-Supervisors   Learn essential skills to gain respect and support others.  Designed for those who want to enhance leadership skills.  Learn to handle different personality types, delegate effectively, overcome conflict without making enemies and build stronger, more successful teams.

Leadership Training for Team Leaders  The course will help the participant to –  More clearly define his/her role as a leader, understand a process to more effectively get his/her ideas across and get good information from others, understand how to more effectively adhere to commitments (when other commitments get in the way), understand a process to resolve conflict, understand a process to define roles/responsibilities and performance expectations, and understand processes to provide more effective positive recognition or constructive feedback.
Listening and Memory Skills    Learn effective use of imagery and association techniques for listening and sorting information while asking key questions that encourage others to share thoughts and ideas.

Making Change Work for You   Learn how to accept change, adapt to it, and make it work for you. See the big picture and take advantage of opportunities that often accompany change. You won't fear change, you'll welcome it. 

Myers Briggs  The most widely used personality inventory in the world, the Myers Briggs Instrument  provides an accurate picture of a person’s personality type.  Understanding characteristics unique to each personality type, provides insight on how they influence an individual’s way of communicating and interacting with others.

Paysetting   Learn to apply a better understanding of government-wide and DoD pay setting policies and flexibilities, to set pay for various types of personnel actions, and to improve the accuracy and consistency in pay setting. 

Personnel Assistants Course This course is designed to enhance the professional and technical skills of Personnel Clerks and Assistants at grades GS-05 through GS-07. The course includes modules on regulatory research and automation skills, an introduction and overview of key concepts and processes in classification and staffing and a module on the individual contributor's role on the team.
Pre-Retirement Planning (CSRS)  as the employee looks forward to retirement, many questions arise.  This course is designed for those that are less than three years from retirement.  This seminar discusses the employee’s federal benefits program, in depth.  It is designed to assist the employee in making a smooth transition to retirement.

Pre-Retirement Planning (FERS) As the employee looks forward to retirement, many questions arise.  This class discusses the employee’s Federal benefits program in depth.  It is designed to assist the employee in making a smooth transition to retirement.  The instructor encourages questions during the session.  The course is designed as a lecture and discussion format with case studies, and class quizzes. 

Presentation Skills  This training is designed to show you how to enhance your briefings with more substance, style and credibility.  This is a study of specific methods and strategies that will strengthen your ability to speak with power and confidence; increasing visibility and position within an organization

Prevention of Sexual Harassment (POSH) This is a mandatory course for all employees on prevention of harassment and discrimination in the workplace.
Project Management  Project Management involves schedules, identifying priorities, risk management, managers who control resources and others that are valuable to your projects success.  The goal of this course is to create a plan, implement it, monitor progress, correct as necessary and deliver based on commitment.

Retirement Systems & Benefits Programs F/DOD Human Resources Specialists  Topics covered include: including

 Civil Service Retirement System (CSRS) and Federal Employees Retirement  System (FERS), retirement coverage, service computation dates, Social  Security overview, Thrift Savings Plan, Federal Employees Health Benefits  Program, and Federal Employees' Group Life Insurance Program.

Seminar for the Office Professional  Learn the latest office developments and trends, get motivated, recognize your importance and value to the entire organization and sharpen your skills.

Seven Habits of Highly Successful People The 7 habits workshop will help you and the people in your organization change the fundamental way they approach their jobs, relationships, even problems and opportunities by breaking common ineffective behaviors and tendencies; creating high levels of trust ; and developing strong interdependent relationships

Staffing, Pay and Leave Fundamentals  Instruction in statutory/regulatory requirements in the hiring process and in pay and leave administration. Includes understanding merit principles and prohibited personnel practices; explaining proper use of permanent, term, temporary appointments; distinguishing between details and temporary promotions; identifying overtime, Sunday pay, holiday pay entitlements; and identifying leave entitlements for FMLA, military duty, annual and sick leave 

Stress Management One-day course uncovering the hidden sources of stress in your life. The single most important skill in dealing with stress, and how to develop it. early signs of overstress, and what to do immediately when you recognize one of them. 

TSP Employee Briefing  This briefing will provide information about the TSP program to employees who already invest or who are considering investing.  Topics include, an explanation of the different funds available, investment allocation options, withdrawal options and survivor benefit information.  This briefing is open to all employees.   

WASS/CIVFORS This course provides a hands-on introduction to the Workforce Analysis Support System (WASS) and Civilian Forecasting System (CIVFORS).  WASS is a repository of civilian personnel data about Department of the Army civilian employees from 1974 to the present. It includes both "snapshot" data from the end of each quarter as well as transaction data (gains, losses, other changes). It can be used to identify trends and historical strength, and run statistical analyses such as workforce turnover.  CIVFORS is a projection system that uses computer modeling based on five years of actual data to predict accession requirements and losses (e.g., retirements, voluntary losses) for seven years into the future. 
Web Based Referral System  This course will assist supervisors with understanding how to use the Web-Based Resumix Referral System.

Writing Effective Position Descriptions  This 4 hour Video Teletraining class will provide instruction on how to use the automated tools available to assist Managers and Admin Personnel in writing effective Position Descriptions (PD's).  Those tools include CORDOC, FASCLASS and PD Library.  The class will be presented by subject matter experts from the NCCPOC.

LEADERSHIP CLASSES

CLASS NUMBER
    LOCATION
DATE

OLE

Class 04-001 & Class 04-002

Class 04-003

Class 04-004 & Class 04-005

Class 04-006 & Class 04-007

Class 04-008 & Class 04-009

Class 04-010 & Class 04-011

Class 04-012 & Class 04-013

Class 04-014 & Class 04-015

Class 04-016

Class 04-017 & Class 04-018

Class 04-019

Class 04-020 & Class 04-021

Class 04-022 & Class 04-023

Class 04-024 & Class 04-025

Class 04-026 & Class 04-027

Class 04-028 & Class 04-029

Class 04-030 & Class 04-032

Class 04-033 & Class 04-034

Class 04-035
Kansas City, MO

Kansas City, MO

Kansas City, MO

Kansas City, MO

Kansas City, MO

Kansas City, MO

Kansas City, MO

Kansas City, MO

Kansas City, MO

Kansas City, MO

Kansas City, MO

Kansas City, MO

Kansas City, MO

Kansas City, MO

Kansas City, MO

Kansas City, MO

Kansas City, MO

Kansas City, MO

Kansas City, MO
20-31 Oct 03

1-12 Dec 03

5-16 Jan 04

2-13 Feb 04

23 Feb – 5 Mar 04

8-19 Mar 04

22 Mar – 2 Apr 04

19 –30 Apr 04

26 Apr – 7 May 04

3-14 May 04

10-21 May 04

17–28 May 04

14-25 Jun 04

12-23 Jul 04

19-30 Jul 04

2-13 Aug 04

16-27 Aug 04

13-24 Sep 04

13-24 Sep 04



SLE

Class 04-001

Class 04-002

Class 04-003

Class 04-004
Kansas City, MO

Kansas City, MO

Kansas City, MO

Kansas City, MO
7 –12 Dec 03

26-30 Jan 04

3-7 May 04

30 Aug – 3 Sep 04

Sustaining Base Leadership (SBLM

03-03

04-01

04-2

04-3


Fort Belvoir, VA

Fort Belvoir, VA

Fort Belvoir, VA

Fort Belvoir, VA


15 Sep  03  – 10  Dec 03

12 Jan  04  –   2  Apr 04

17 May 04 –   6  Aug 04

13 Sep  04  –   8  Dec 04



NON-RESIDENT (NR) 

Sustaining Base Leadership (SBLM)

NR04

NR05
Non Resident

Non Resident
19 Aug 03 -  28 Jul 04

  2 Aug 04 –  27 Jul 05


PME I

04-1

04-2

04-3

04-4

04-5

04-6


Kansas City, MO

Kansas City, MO

Kansas City, MO

Kansas City, MO

Kansas City, MO

Kansas City, MO


26 Jan – 5 Feb 04

22 Mar – 1 Apr 04

19 – 29 Apr 04

17 –27 May 04

19-29 Jul 04

13-23 Sep 04

PME II

04-1

04-2
Kansas City, MO

Kansas City, MO


5-10 Oct 03

7-12 Dec 03

.

IN-HOUSE TRAINING ACCOUNTABILITY

PURPOSE:  To outline the procedures for internal In-house Training Accountability at the North Central Civilian Personnel Operations Center.  

1.  Instructors should provide HRDD a monthly update on all internal training conducted

     within each division that is not coordinated through HRDD.

2.  Identify internal training by the following:

     a.  Course title

     b. Employees attending training by name

     c. Date(s) of training

     d. Instructor or Subject Matter Expert (SME)

     e. Number of hours for each course/ session

THE ARMY CIVILIAN TRAINING, EDUCATION

AND DEVELOPMENT SYSTEM (ACTEDS)
The Army Civilian Training, Education and Development System (ACTEDS) ensures the planned development 

of the civilian workforce through a blending of progressive and sequential assignments, formal training, and self-development as individuals progress from entry level to key positions.  Plans are developed for specific occupations 

by job analysis techniques that identify required competencies at the five major stages of career advancement 

(intern, specialist, supervisor, manager, and executive).

ACTEDS plans are available at http://cpol.army.mil/library/train/acteds/index.html 

CIVILIAN PERSONNEL ADMINISTRATION (CPA)

CAREER PROGRAM (CP) 10

The CPA Career Program provides guidance and assistance to careerists in the CPA field, to include GS-203 

employees, by helping to identify long-range career goals and obtain academic and professional education.  It uses

the Army Civilian Training, Education and Development System (ACTEDS) to help careerists identify required 

and sequential training needs and also notifies them of potential developmental assignments that may be beneficial

to obtaining career goals.  It provides for formal documentation and recognition of professional development and 

academic achievements by supervisors and career program managers. 

More information and a copy of the catalog is available at the following  URL: 
http://cpol.army.mil/library/train/acteds/CP_10/
 
TRAINING MANAGEMENT DIVISION

(TMD)

TMD provides centrally funded training for CP-10 careerist, as well as some managerial courses. TMD is located at Aberdeen Proving Grounds, MD.  The Center offers a variety of civilian personnel related courses.  Employees in civilian personnel fields are eligible to apply for courses.  For additional information about the Center or class enrollment, please contact the Human Resource Development Division.  Because the TMD class schedule changes frequently we will provide you with the URL.  This ensures that you will have the most up to date view of the schedule and course descriptions.  

http://www.cpocma.army.mil/catalog/index.htm
[image: image2.wmf]
Computer Based Training (CBT)


Army Institute for Professional Development (AIPD)
Supervisor Development Course 
ST 5001 Managing and Leading:

https://hosta.atsc.eustis.army.mil/cgi-bin/atdl.dll/accp/st5001/st5001_top.htm
ST 5002 Human Resources Management:

https://hosta.atsc.eustis.army.mil/cgi-bin/atdl.dll/accp/st5002/st5002_top.htm
Action Officer Development (AODC)     

https://hosta.atsc.eustis.army.mil/cgi-bin/atdl.dll/accp/st7000/top.htm
Manager Development (MDC) 

https://hosta.atsc.eustis.army.mil/cgi-bin/atdl.dll/accp/st6000/st6000_top.htm
FY2004 CALENDAR OF PROFESSIONAL 

AND LONG-TERM TRAINING PROGRAMS


PROGRAM TITLE
Length of Program
Grade Eligibility GS/GM
                                        Program Dates
Chapter  ACTEDS Catalog 

ACFP 
Army Congressional Fellowship Program 
15 Months
13/14/15
Aug 04  - Dec 05                      
3

AWC 
Army War College - (Resident)
10-12 Month
14/15                  (+Hi-potential 13s)
21 Jul 04-4 Jun 05
2

AWC-DE 
Army War College Distant Education                                                         
 2 Years
14/15                 (+Hi-potential 13s)
2 Jul 04 - 3 Jul 06
2

CPD 
Competitive Professional Development -                      College/University/Developmental Assignments
Various
11 and above          (unless specified)
Jan 03                                 May 03                             Aug 03
3

DELDP
DOD Executive Leadership Development Program 
10 Months
13-Dec
1 Sep 04-15 Jun 05
4

EMPEP
OSD Energy Management Professional Enhancement Program
12 Months
11 and above          
Aug 04 - Aug 05
4

Harvard SEF
Harvard University Program for Senior Executive Fellows
4 Weeks
14/15
28 Mar - 23 Apr 04                      
4

ICAF
Industrial College of the Armed Forces
10 Months
14/15
11Aug 04-11Jun 05
2

MDMPEP
Materiel & Distribution Mgmt Professional Enhancement Prog 
12 Months
12/13/14
Jan  04 - Dec 04                     Jul  04 - Jun  05
3

MMPEP
Materiel Management Professional Enhancement Program
12 Months
12/13/14
Aug 04 - Aug 05
3

NSMC
National Security Management Course (formerly Harvard SONS)
6 Weeks
15                                                                                                      (+Hi-potential 14s)
21Mar 04-30Apr 04
4

NWC
National War College 
10 Months
14/15
11Aug 04-11Jun 05
2

SARSF
Secretary of the Army Research & Study Fellowship
6-12 Months
12 and above
FY 04
5

TMPEP
Transportation Management Professional Enhancement Prog
12 Months
12 and 13
Jul 04 - Jul 05
3

SBLM
Sustaining Base Leadership and Management (Resident)
12 Weeks
12/13/14                                  (GS11s/15s by exception)
12 Jan - 02 Apr 04                           17 May-06 Aug 04                          13 Sep- 08 Dec 04                      
1

SBLM-NR
Sustaining Base Leadership and Management (Non Resident)
1 year
12/13/14                         (GS11s/15s by exception)
                                          2 Aug 04-27 Jul 05
1








*Electronic Application Process (EAP).  






Leadership Courses

ORGANIZATIONAL LEADERSHIP FOR EXECUTIVES

(OLE)

Length: Ten days (plus weekend assignment)

Location:  Kansas City, MO

Eligibility: Nominees must be a manager (Supervisors of supervisors or managers of program, resources and/or policy).  Target range is GS-12 to GS/GM-15 and LTC/COL and wage grade equivalents.

Registration:  Submit a DD Form 1556 to US Army Command and General Staff College, CAL, Civilian Leadership Training Division, ATTN:  ATZL-SWC-CL, Bldg 120, 250 Gibbon Ave., Fort Leavenworth, KS  66027-2314, or Fax (913) 758-3508 (DSN 585).  

Applications may be completed on line for CONUS applicants at the CLTD web site:  https://cgsc.leavenworth.army.mil/cal/cltd/cltd_courses/forms/ole_apply.asp
Curriculum:  The OLE course trains Department of the Army civilians in leadership doctrine of the United States Army.  This course will:

·   Identify, explain, and demonstrate the leadership skills and competencies required to perform at the key manager level. 

·   Provide material for leaders to use in leading their organizations to increasing level of excellence.

·   Address strategies for improving organizational performance. 

·   Assess, integrate and apply practical models for enhancing organizational achievement throughout multiple levels of an organization.

This course is entirely experiential in nature.  It is designed to assist the key manager in looking beyond daily activities in the development of subordinates.  Topics include:

· Improving interpersonal communication

· Developing strategies for organizational excellence

· Influencing subordinate performance

· Managing innovation and change

· Building excellence into the leadership team 

· Diagnosing systemic problems

· Increased self-knowledge

OLE is an integral part of the Army’s core leadership development program.  Managers should be cognizant of the Army leader development program’s progressive and sequential design when outlining employee’s career development plans.  Army employee’s nomination to OLE is recommended to precede attendance to Personnel Management for Executives.

Other Requirements:    OLE is a rigorous two-week program.   The program is in a “live in” environment.  Course completion is predicated on attendance at ALL training sessions, completion of all homework, and completion of an end-of-course evaluation. Bringing family members to the training site is not recommended due to extensive course work and the group weekend assignment.

LEADERSHIP, EDUCATION, AND DEVELOPMENT 

(LEAD)

Length: Five days

Location:  Local commands are responsible for conducting the LEAD courses.  Contact your servicing CPAC for class dates and locations.

Eligibility:  Mandatory –Priority I Training.  Target audience is new military and civilian supervisors of civilian employees.  SDC must be completed PRIOR to attending LEAD.

Registration:  Follow registration procedures of your servicing CPAC.

Curriculum:  

The LEAD course provides training and practical application in the Army Leadership doctrine and competencies to first-time, first –line supervisors.  The course constitutes Phase II of the mandatory supervisor training courses shown in the Civilian Leadership Training Core Curriculum chart . 

The LEAD course teaches supervisors how to assess their own effectiveness; assess employee and team effectiveness; motivate and influence employees; communicate effectively; conduct counseling sessions; resolve conflicts; develop strategies to create fully functioning teams; make effective decisions, and explain the effect of values on individual and team effectiveness. 

Other Requirements:  

· Course completion is predicated on attendance at ALL training sessions, completion of all homework, and completion of an end-of-course evaluation.

· Supervisory Development Course (SDC) is a prerequisite for the LEAD course

STRATEGIC LEADERSHIP FOR EXECUTIVES (SLE)

Length: Five Days

Location:  Kansas City, MO

Eligibility:  Managers of programs, resources and/or policy as well as officers in the rank of Lieutenant Colonel or Colonel.  Must be currently working in, or have excellent potential for executive positions.  MUST be an OLE graduate – no waivers or substitutions.

Registration:  Mail or fax a completed DD Form 1556 to US Army Command and General Staff College, CAL, Civilian Leadership Training Division, ATTN:  ATZL-SWC-CL, 250 Gibbon Ave., Bldg 120 Room 373, Fort Leavenworth, KS  66027-2314, or Fax (913) 758-3508 (DSN 585).  

Curriculum:  The goal of SLE is to provide organizations with strategic leaders who:  

· Provide their organization with purpose, vision, and direction

· Examine and shape the organizations culture and climate

· Have a depth of vision, capability for self-insight and objectivity to forge the organization’s future

· Understand the importance and role of Army and organizational values

· Have the skills to develop strategies and priorities for change

This course will explain and demonstrate the leadership skills required to operate at the strategic level of leadership.  Emphasis is given to utilizing current materials, which the leaders can apply in leading their organizations to increasing levels of excellence.  Skills in leading people, leading change, building coalitions, having a business acumen and producing results will be developed.  

Other Requirements:  Course completion is predicated on attendance at ALL training sessions, completion of all homework, and completion of an end-of-course evaluation. 

Personnel Management for Executives I  (PME I)

Length: Nine days

Location:  Kansas City, MO

Eligibility:  First Priority is DA civilians.  Nominees should be managers in the target audience, GS-13/14, WS-16, equivalent NAF personnel, or military personnel, Majors and above.  Those who are not managers but are in the target audience will be considered on a space available basis, if they have leadership responsibilities and give guidance/direction to the work of others. Also open to all federal agencies on a space available basis.  Supervisors and their subordinates should not attend the same session.

Registration: Is available on-line only.  You can find the schedule and application at the following URL: http://www.amsc.belvoir.army.mil/amsc_pme.htm
Curriculum includes: 

· Case Discussions
Case discussions form the central core which is supported by other learning activities. A combination of academics and personal case studies are used to increase the participants’ insight into leadership and human relations problems. During discussions of these cases, participants identify problems and explore possible causes of action. These discussions stimulate participants to identify problems and explore possible courses of action. 

· Speaker Presentations
Speakers provide information on management theories, research findings, and trends. Presentations are designed to inform, inspire, and challenge. 

· Work Groups
PME work groups are designed to provide participants with experience in analyzing management problems, arriving at consensus with peers, and developing specific courses of action, solutions, and decisions. 

· Readings and Individual Study
Participants are provided a variety of developmental readings. Some are required during the course, and others serve as background material for the topics or cases under discussion. 

Personnel Management for Executives II (PME II) 

Length: Five days

Location:  Kansas City, MO

Eligibility:  Nominees must have attended PME I at least two years prior to the start of PME II.  First priority is DA civilians.  Nominees should be managers in the target audience, GS-13/14, WS-16, equivalent NAF personnel, or military, Majors and above. Those who are not managers but are in the target audience will be considered on a space available basis, if they have leadership responsibilities and give guidance/direction to the work of others.   Also open to all federal agencies on a space available basis.  Supervisors and their subordinates should not attend the same session.

Registration: Is available on-line only.  You can find the schedule and application at the following URL: http://www.amsc.belvoir.army.mil/amsc_pme.htm
Participants will: 
• explore the evolving dimensions of leadership and human resource management, a primary concern of federal executives

• challenge their role in the training process from recipient to contributor

• transfer personal leadership philosophy into a leadership action blueprint 

• apply the advanced principles of leadership through interactive activities

• integrate human resource needs into the structure of evolving organizations

• incorporate the tenets of emerging issues into the decision making process

• channel their individual interests into synergistic group products and services that improve competence in accomplishing the organization’s mission

• demonstrate personal leadership philosophies and responsibilities in formulating organization action plans

Curriculum largely consists of guest speakers and small group interaction. 

SUSTAINING BASE LEADERSHIP AND MANAGEMENT

(SBLM) PROGRAM


Length:    Resident – 12 Weeks            Non-Resident:  12 Months
Location:  Army Management Staff College, Ft. Belvoir, VA (Resident)

Eligibility:  Civilian nominees must:

1.  Be serving in or have the potential for advancement to key leadership positions

2.  Have a career conditional appointment or career status, service in schedule A excepted appointments without time limitations, or serve under and Excepted Service appointment in the Civilian Intelligence Personnel Management System (Title 10 USC 1590); and

3.  Be serving in grades GS-12 through GS/GM-14 or equivalent NAF grades.

For the RESIDENT program:  GS-11s and GM-15s may apply by exception.

For the NON-RESIDENT program:  GS-11s will only be considered with a request for waiver.

Registration:   Is available on-line only.  You can find the schedule and application at the following URL: http://www.amsc.belvoir.army.mil/apply.htm
Curriculum:

The SBLM is the Army’s only leadership, management, and decision-making education institution encompassing the breadth of the Army’s sustaining base, geo-political interests through strategic systems to direct soldier support.  The program’s focus is multi-functional and horizontally integrated education.  

The academic program focuses on enduring principles and concepts over transient or procedural activities.  The content stresses critical thinking and active learning, practical work among student and faculty-student teams, and intensive student self-preparation, at least 2 weeks of which occur before matriculating to the 12-week resident portion of the program. 

A variety of teaching and learning techniques are used including top-level guest speakers, seminar discussions, research projects, practical exercises, case studies, field trips, and student leadership opportunities.  

Students must demonstrate their abilities as leaders who can write clearly and concisely, communicate orally, lead people, make decisions, and solve problems.  They must demonstrate flexibility, selflessness, and a “Can do” attitude, as well as the Army Values.  

Persons unable to attend the resident program due to long-term personal hardships or critical mission requirements may consider the Non-Resident program.  The non-resident version of the program is only offered once a year.  The program can accommodate up to 85 students.  

This is truly a “not in residence program”.  Student discussion is supported 24 hours a day/7 days a week throughout the world.  Requirements are electronically submitted.  Tremendous focus is placed on the seminar team.  Each seminar meets weekly in virtual seminar meetings using synchronous conferencing software. Methodology differs somewhat from the resident program because of the virtual environment, however students engage in case studies and practical applications, home station research projects, and collaborative discussion with constant feedback.   Tremendous focus is placed on writing and presentation skills.  The program has two mail-aheads which students must prepare and two resident sessions – one week at the beginning of the program and one week at the end of the program.  Both resident sessions are requirements for graduation.  

INTERN LEADERSHIP DEVELOPMENT COURSE (ILDC)


Length:    5 days
Location:  Regional training sites. The ILDC course schedule can be located at:   

http://www-cgsc.army.mil/cal/cltd/cltd_schedules/
Eligibility:  Mandatory – Priority I course.  Must be completed by all central and local interns prior to graduation from the intern program, ideally in their first year.  Functional trainees will be considered on a space available basis.  
Registration:  Interns do not apply for classes directly; supervisors of interns should schedule their interns through their CPOCs following the CPOC’s local registration procedures.

Curriculum:  

The ILDC course trains Department of Army (DA) and Local interns in Army leadership doctrine and competencies.  ILDC develops basic leader skills needed to function effectively as a team member.  It includes U.S. Army mission and structure training.  ILDC teaches:

· The US Army organization and the intern’s roles in it

· Personal learning style and how it supports the Army’s leadership competencies of communication, team development, and decision making and professional ethics

· Team building and group dynamics

· Leadership styles that provide purpose, direction, and motivation and when to use the appropriate style

· Individual values and how they affect decision and professional ethics

NOTE:  Civilian Leadership Training Division will issue a fund cite for the travel and per diem costs for bona fide local interns. 
ACTION OFFICER DEVELOPMENT COURSE (AODC)

(Course Number 131 F41)

Length:    Correspondence Course – self paced
Location:  Available through Civilian Personnel On-Line (CPOL) at the following URL:

http://cpol.army.mil/library/train/courses/
    Eligibility:  

· Mandatory – Priority I training for all centrally and locally assigned interns.  Must be completed prior to graduation.  

· Mandatory – Priority I training for all individuals promoted/appointed to journey-level positions must enroll within 30 days of appointment/promotion and must successfully complete the course within 6 months of enrollment. Target/Journeyman level for CP-10 is GS-11.

· Other employees interested in developing their action officers skills may also enroll.

Registration:   http://cpol.army.mil/library/train/courses/st7000/top.htm
Curriculum:  
     This course is designed to focus on staff work at the general staff level for civilian action officers.  The AODC covers organization and management; conducting complete staff work; managing time and priorities; conducting meetings and interviews; solving problems and making decisions; communications; writing to the Army Standard; coordinating; conducting briefings; and ethics.

There is no cost for this course.

MANAGER DEVELOPMENT COURSE (ST-6000)

(Course Number 131 F31)


Length:    Correspondence Course – self paced
Location:  Available through Civilian Personnel On-Line (CPOL) at the following URL:

http://cpol.army.mil/library/train/courses/
    Eligibility:  

· Mandatory – Prioirty I training – must be completed by all newly appointed managers (regardless of grade) within six months of their appointment to a managerial position.  For the purposes of this course the term “manager” means supervisor of supervisors or manager of programs, resources, and/or policy.

· Other employees interested in developing their managerial skills may also enroll.

     Registration: https://hosta.atsc.eustis.army.mil/cgi-bin/atdl.dll/accp/st6000/st6000_top.htm
     Curriculum:  

To train new managers to manage their workload and learn to lead people by focusing on tasks which are critical to a new manager’s success.  Lessons include organizational culture; time management; objectives and plans; problem solving and decision making; planning, programming and budgeting; manpower management; communications; information technology applications’ the Army Environment Program; equal employment opportunity; professional ethics; internal management control; and Army family team building.

There is no cost for this course.

SUPERVISORY DEVELOPMENT COURSE (ST-5001, ST5002)

(Course Number 131 F21)


Length:    Correspondence Course – self paced
Location:  Available through Civilian Personnel On-Line (CPOL) at the following URL:

http://cpol.army.mil/library/train/courses/
    Eligibility:  

· Mandatory – Priority I training – for all newly appointed supervisors (military and civilian) of civilian employees.  

· Recommended training for all team leaders as soon as possible after assignment to a team leaders position.

· Other non-supervisory employees interested in developing their leadership and human resources management skills may also enroll.

     Registration:  http://www.atsc.army.mil/accp/aipdnew.asp
     Curriculum:  

      Provides the new supervisors with the supervisory knowledge necessary to successfully manage work and lead people.  

The SDC is made up of two subcourses.  Both must be completed..

Subcourse ST5001:  Managing and Leading  provides techniques for managing work and leading people.  Management and leadership processes include planning, organizing, coordinating, directing, and controlling.  It also includes lessons on delegating authority, problem solving, communicating effectively, and ethics.

Subcourse ST5002:  Human Resourses Management provides training to enable a supervisor to use personnel management and training procedures to ensure mission accomplishment and subordinates’ professional growth.  It includes lessons on position classification, staffing, human resources development, performance management, awards, discipline, and labor relations.

Mandatory supervisory training is two phased. New supervisors must complete both phases, in order, within 6 months of appointment to their first supervisory position.  

Phase I is the Supervisory Development Course (SDC)

Phase II is the Leadership, Education, and Development (LEAD) course.  

There is no cost for this course.
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