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REPLY TO

  
ATTENTION OF PECP-NCR-A


MEMORANDUM FOR SEE DISTRIBUTION


SUBJECT:  FY 05 North Central Regional Training Center Training Plan

Appropriate and timely training that supports the ever-changing missions and work environment within the Army is essential.  It is our goal to build up a human resource development program that does just that.  The importance of a robust training program cannot be ignored.  It can be the lynchpin to increase morale and productivity of the Army’s civilian workforce.

The training announced in the North Central Regional Training Center’s FY 05 Training Plan meets many of the needs targeted for our region.  A successful training program however, can only thrive with input from supervisors at all levels.  The HRDD staff and I solicit your continued interest and ideas in order to provide our workforce with the most relevant and timely training possible in order to meet the needs of our partners in the North Central Region.  







      //SIGNED//


Enclosure 



Janice A. Carbone







Civilian Human Resource Regional Director







     North Central Region


DISTRIBUTION:


North Central Region CPAC Chiefs


NCCPOC Division Chiefs
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1.  Scope of Plan: The FY 05 training plan includes course offerings for regional customers as well as internal North Central Civilian Personnel Operations Center (NCCPOC) and the Civilian Human Resources Agency, North Central Region, Regional Director’s Office (RDO), 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 drive this training plan. The FY 05 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 NCCPOC websites. 
3.  Training Facilities: RDO and NCCPOC  have training facilities in Bldgs. 102, 103, and 56:

	Room
	Description

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

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

	East Training Room


	Seats up to 30 people at tables/chairs



	Regional Training Room
	Seats up to 36 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 Human Resource Development Division (HRDD) to identify needs for FY05 classes.  This plan includes local and regional courses as identified in the 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:

a.  The responsibility for meeting training needs of employees rests with the supervisors.  Employees and the HRD Division also play an important role in requesting, administering, and coordinating training. 

b.  Working in concert with our CPAC partners and the NCCPOC, this training plan will be implemented throughout the year. 

c.  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 websites.

d.  The HRDD online registration system is used to register for all classes unless specified in the course announcement.

e.  Sources of formal training include local courses, Army and DoD schools, Office of Personnel Management Courses, correspondence courses, local college programs, private sector seminars, conferences, on-the-job training opportunities, and workshops.  HRDD serves as the clearing house for information about training opportunities from all these courses.  

6.  Goals and Areas of Emphasis:

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

b.  Develop and provide guidance for North Central Region

c.  Promote and fully support Civilian Leader Development.

d.  Support the TMD mission by providing basic skills improvement courses and trained adjunct faculty.

e.  Notify new supervisors of requirement to 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. 

f.  Identify, train, and use CPAC partners, NCCPOC employees, and HRDD staff 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.

h.  Conduct regular staff assistance visits.

i.  Maintain a well trained, motivated staff capable of assisting our partner CPACs and other employees.

j.  At a minimum, plan to conduct 5 on-site classes at each of our partner CPACs.

k.  Help our partners obtain needed leadership training, by creating and marketing a leadership series of classes.  

l.  Train at least 2 employees to become ATRRS users and obtain a Quota Source or Sub Quota Source allocation.   

m.  Offer more NAF courses for the region.

n.  Conduct and participate in Training Advisory Group Conference

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 56, 1st Floor, Room 112 on the Rock Island Arsenal Installation.   The mailing address is Department of the Army, ODCS, G-1, USACHRA, North Central Region, ATTN:  PECP-NCP-A, 1 Rock Island Arsenal, Rock Island, IL  61299-7650.  

        Staff members:

	Name
	Phone ( DSN 793)
	E-mail

	Perry Blake
	309-782-0114
	Perry.blake@cpocria.army.mil

	Pam Koby
	309-782-5055
	Pamela.Koby@cpocria.army.mil

	Alex Papke
	309-782-4056
	Alexander.Papke@cpocria.army.mil

	Alline Scott
	309-782-6242
	Alline.Scott@cpocria.army.mil

	Annette Parchert
	309-782-0118
	Annette.Parchert@cpocria.army.mil

	Michele Fetterley
	309-782-1800
	Michele.Fetterley@cpocria.army.mil

	Kim Green
	309-782-6628
	Kimberly.Green@cpocria.army.mil

	Amber Carter
	309-782-7293
	Amber.Carter@cpocria.army.mil

	Amy Jack
	309-782-0792
	Amy.Jack@cpocria.army.mil

	
	
	

	FAX Number:  309-782-6298
	
	

	DSN:  793
	
	


2.  TRAINING REGULATIONS:   
a. Government Employees Training  Act (GETA)

b. Chapter 41 of Title 5, United States Code

c. AR 690-400, Chapter 410

d. Executive Orders

· Executive Order No.  11348 (1967) provides agency heads and the US Office of Personnel Management with additional information on how GETA is to be carried out.  It was amended by Executive Order No. 12107 (1978)

e. Part 410 and 412 of title 5, Code of Federal Regulations (5 CFR)

· Part 410 of 5 CFR represents the general and specific policies and requirements for training in Government agencies.  Part 412 of CFR addresses developing executives, mangers, and supervisors.  

3.  SERVICES OFFERED:

a.  Conduct region 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 and 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 local 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 (there are 6 certified LEAD facilitators on staff).

k.  Serve as adjunct faculty and course instructors as needed (i.e. HR for New Supervisors, Basic Staffing, Basic Classification, etc.).

l.  Oversee NCCPOC mentor program.

m.  Serve as CP-10 DA Intern Coordinator for NCCPOC.

n.  Write and review training policies and guidance.

o.  Provide training guidance.

p.  Maintain employee’s education and training history.

q.  Conduct and participate in the annual Training Advisory Group Conference and the annual Customer Advisory Board Meeting.

	CIVILIAN HUMAN RESOURCES, NORTHCENTRAL REGION

HUMAN RESOURCE DEVELOPMENT DIVISION

FY 2005 TRAINING SCHEDULE

*All class dates are tentative and locations are subject to change                                           As of  7 Oct 04


	Course
	Vendor
	Dates
	Location
	Type
	Time

	
	
	
	
	
	

	LEAD (special for TACOM)
	Tabler/Harris
	27 Sep - 1 Oct 04
	Bldg 102, 2nd Fl, CPAC 1 & 2
	Classroom
	0800-varies

	
	
	
	
	
	

	LEAD (Special for TACOM)
	Tabler/Rahr
	4-8 Oct 04
	Bldg 102, 2nd Fl, CPAC 1 & 2
	Classroom
	0800-varies

	
	
	
	
	
	

	HR for Supervisors-TTT
	INTERNAL
	13-Oct-04
	Bldg 56, Regional Training Room
	Classroom
	0800-1500

	
	
	
	
	
	

	Resumix for DEU
	INTERNAL NC CPOC
	13-Oct-04
	Bldg 102, E Trng Room
	Classroom
	1300-1500

	
	
	
	
	
	

	Pre-Retirement Planning (CSRS)
	NITP
	20-Oct-04
	Bldg 103, 3rd Fl, Baylor
	VTT
	0730-1530

	
	
	
	
	
	

	Pre-Retirement Planning (FERS)
	NITP
	21-Oct-04
	Bldg 103, 3rd Fl, Baylor
	VTT
	0730-1530

	
	
	
	
	
	

	Coding Personnel Actions
	Southeastern Training
	25-29 Oct 04
	Bldg 103, 1st Fl, East Trng Room
	Classroom
	0800-1600

	
	
	
	
	
	

	Intern Leadership Development Course - (Special class for JMC)
	CAL
	25-29 Oct 04
	Bldg 56, 1st Fl, Training Rm 110
	Classroom
	0800-varies

	
	
	
	
	
	

	Leadership Development and Education (LEAD)
	Parchert/Fetterley
	25-29 Oct 04
	Bldg 102, 2nd Fl, CPAC 1 & 2
	Classroom
	0800-varies

	
	
	
	
	
	

	Making Change Work for You
	PTR
	27-Oct-04
	TACOM-Warren Ft. McCoy      Ft. Dix            Ft. Riley
	VTT
	0800-1500

	
	
	
	
	
	

	CHRA DA Intern Conference
	VTT
	28-Oct-04
	IM Conf Rm B350
	VTT
	0900-1100

	
	
	
	
	
	

	Determining Vet Preference/Calculating SCDs
	Southeastern Training
	1-2 Nov 04
	Bldg 103, 1st Fl, East Trng Room
	Classroom
	0800-1600

	
	
	
	
	
	

	Intern Leadership Development Course   (Special for JMC)
	CAL
	1-5 Nov 04
	Bldg 56, 1st Fl, Training Room 110
	Classroom
	0800-varies

	
	
	
	
	
	

	Intern Leadership Development Course
	CAL
	1-5 Nov 04
	Bldg 102, 2nd Fl, CPAC Rms 1 & 2
	Classroom
	0800-varies

	
	
	
	
	
	

	Basic HRD
	CHRA
	1-5 Nov 04
	Bldg 56, 2nd Floor, Room 209
	Classroom
	0800-1600

	
	
	
	
	
	

	Basic & Intermediate - BOA
	NC CPOC ISD Office
	3-4 Nov 04
	Bldg 102, 1st FL

West A
	Classroom
	0730-1600

	
	
	
	
	
	

	General Schedule Within-Grade Increases
	Southeastern Training
	3-4 Nov 04
	Bldg 103, 1st Fl, East Trng Room
	Classroom
	0800-1600

	
	
	
	
	
	

	VTT Skills
	CHRA
	3-4 Nov 04
	CG Conf Rm B390
	VTT
	0730-1530

	BOA:  Basic, Intermediate & Report Writing (2.5 days)
	In House
	8-10 Nov 04
	Monroe Learning Center, B 350
	Classroom
	0800-1600

	
	
	
	
	
	

	General Schedule Supervisory Guide (GSSG)
	CHRA TMD
	10-Nov-04
	Bldg 350, Venus
	VTT
	0630-1100

	
	
	
	
	
	

	HR for Supervisors
	In House (Cheri Berberich)
	15-18 Nov 04
	Bldg 102, 1st Fl, West A
	Classroom
	0800-1600

	
	
	
	
	
	

	Leadership Development and Education (LEAD)
	Smith/Tabler
	15-19 Nov 04
	Bldg 102, 2nd Fl, CPAC Rms 1 & 2
	Classroom
	0800-varies

	
	
	
	
	
	

	General Schedule Leader Grade Evaluation Course (GSLGEG)
	CHRA TMD
	17-Nov-04
	TAG Conf Rm
	VTT
	0730-1200

	
	
	
	
	
	

	Introduction to Discipline
	CHRA
	18-Nov-04
	IT Conf Rm B102
	VTT
	0800-1100

	
	
	
	
	
	

	Introduction to Discipline
	CHRA
	23-Nov-04
	IT Conf Rm B102
	VTT
	1100-1400

	
	
	
	
	
	

	Basic Position Classification
	CHRA TMD (Beth Brown & 2 NCCPOC Instructors)
	29 Nov - 2 Dec 04
	Bldg 102, 1st Fl, West A
	Classroom
	0800-1600

	
	
	
	
	
	

	Time Management
	USDA Graduate School
	1-2  Dec 04
	Bldg 102, 2nd Fl, CPAC Trng Rm 1
	Classroom
	0800-1600

	
	
	
	
	
	

	Basic Staffing
	CHRA TMD (Diane Cochuyt & 2 NCCPOC Instructors)
	6-10 Dec 04
	Bldg 56, 1st Fl
	Classroom
	0800-1700

	
	
	
	
	
	

	Report Writing Seminar - BOA
	Linda Reynolds
	07-Dec-04
	Bldg. 102, 1st FL, West A
	Classroom
	0900-1500

	
	
	
	
	
	

	Travel as Hours of Work
	CHRA 
	07-Dec-04
	IT Conf Rm B102
	VTT
	1300-1500

	
	
	
	
	
	

	Travel as Hours of Work
	CHRA 
	08-Dec-04
	IT Conf Rm B102
	VTT
	0900-1100

	
	
	
	
	
	

	Travel as Hours of Work
	CHRA 
	09-Dec-04
	Venus Conf Rm B350
	VTT
	0800-1000

	
	
	
	
	
	

	Leave Issues in the Workplace
	CHRA
	14-Dec-04
	IT Conf Rm B102
	VTT
	0630-0930

	
	
	
	
	
	

	Leave Issues in the Workplace
	CHRA
	15-Dec-04
	Venus Conf Rm B350
	VTT
	0800-1100

	
	
	
	
	
	

	Leave Issues in the Workplace
	CHRA
	16-Dec-04
	IT Conf Rm B102
	VTT
	1100-1400

	
	
	
	
	
	

	Intro to Perf. Based Actions
	CHRA
	11-Jan-04
	TBD
	VTT
	0630-0930

	
	
	
	
	
	

	Briefing Techniques - AFSC Interns
	USDA Graduate School
	11-13 Jan 05
	Bldg 56, 1st Fl, Rm 110
	Classroom
	0800-1600

	
	
	
	
	
	

	HR Advisor/Consultant
	CHRA TMD (Peter Hosutt & 2 NC CPOC)
	10-14 Jan 05
	Bldg 103, E Tng Rm & Bldg 102, W Trng Rm A on Tuesday AM
	Classroom
	0800-?

	
	
	
	
	
	

	GSSG
	CHRA TMD
	12-Jan-05
	TBD
	VTT
	1100-1500

	
	
	
	
	
	

	Intro to Perf Based Actions
	CHRA TMD
	13-Jan-05
	TBD
	VTT
	0800-1100

	
	
	
	
	
	

	Basic Staffing for EEO
	CHRA TMD (?)
	17-21 Jan 05
	Bldg 56, 1st Fl, Rm 110
	Classroom
	0800-1600

	
	
	
	
	
	

	Federal Budgeting for Non-Budget Personnel
	USDA Graduate School
	18-20 Jan 05
	Bldg 102, 2nd Fl, CPAC Trng Room 1
	Classroom
	0800-1600

	
	
	
	
	
	

	GSLGEG
	CHRA TMD
	19-Jan-05
	TBD
	VTT 
	1100-1500

	
	
	
	
	
	

	Intern Leadership Development Course
	CAL
	24-28 Jan 05
	Warren, MI
	Classroom
	0800-varies

	
	
	
	
	
	

	Intro to Perf Based Actions
	CHRA TMD
	20-Jan-05
	TBD
	VTT
	1100-1400

	
	
	
	
	
	

	LEAD
	NCCPOC Facilitators
	24-28 Jan 05
	Crane, IN
	Classroom
	0800-varies

	
	
	
	
	
	

	CHRA INTERN VTT
	CHRA
	25-Jan-05
	TBD
	VTT
	0900-1100

	
	
	
	
	
	

	Briefing Techniques 
	USDA Graduate School
	25-27 Jan 05
	Bldg 103, 1st Fl,  East Trng Room
	Classroom
	0800-1600

	
	
	
	
	
	

	Writing for Results - AFSC Interns
	USDA Graduate School
	25-27 Jan 05
	Bldg 56, 1st Fl, Rm 110
	Classroom
	0800-1600

	
	
	
	
	
	

	Delegation of Training Authority
	CHRA VTT
	27-Jan-05
	TBD
	VTT
	0630-1030

	
	
	
	
	
	

	Briefing Techniques
	USDA Graduate School
	1-3 Feb 05
	Bldg 102, 2nd Fl, CPAC Trng Rm 1
	Classroom
	0800-1600

	
	
	
	
	
	

	Travel as Hours of Work
	CHRA TMD
	03-Feb-05
	TBD
	VTT
	0900-1200

	
	
	
	
	
	

	Leadership Development and Education (LEAD)
	TBD
	7-11 Feb 05
	Ft Belvoir, VA
	Classroom
	0800-varies

	
	
	
	
	
	

	Writing for Results - AFSC Interns
	USDA Graduate School
	8-9 Feb 05
	Bldg, 56, 1st Fl, Rm 110
	Classroom
	0800-1600

	
	
	
	
	
	

	Medical Issues
	CHRA TMD 
	10-Feb-05
	TBD
	VTT
	0630-0930

	
	
	
	
	
	

	Briefing Techniques - AFSC Interns
	USDA Graduate School
	15-17 Feb 05
	Bldg 56, 1st Fl, Rm 110
	Classroom
	0800-1600

	
	
	
	
	
	

	Medical Issues
	CHRA TMD
	15-Feb-05
	TBD
	VTT
	0800-1100

	
	
	
	
	
	

	Medical Issues
	CHRA TMD
	17-Feb-05
	TBD
	VTT
	1100-1400

	
	
	
	
	
	

	Writing for Results
	USDA Graduate School
	23-24 Feb 05
	Bldg 103, 1st Fl, East Trn Room
	Classroom
	0800-1600

	
	
	
	
	
	

	Delegation of Training Authority
	CHRA VTT
	24-Feb-05
	TBD
	VTT
	1300-1500

	
	
	
	
	
	

	Introduction to Financial Management
	USDA Graduate School
	1-3 Mar 05
	Bldg 102, 2nd Fl, CPAC Trng Rm 3
	Classroom
	0800-1600

	
	
	
	
	
	

	Federal Appropriations Law Update
	USDA Graduate School
	04-Mar-05
	Bldg 102, 2nd Fl, CPAC Trng Room 3
	Classroom
	0800-1600

	
	
	
	
	
	

	Federal Appropriations Law
	USDA Graduate School
	7-10 Mar 05
	Bldg 102, 2nd Fl, CPAC Trng Room 3
	Classroom
	0800-1600

	
	
	
	
	
	

	Writing for Results - AFSC Interns
	USDA Graduate School
	8-9 Mar 05
	Bldg 56, 1st Fl, Rm 110
	Classroom
	0800-1600

	
	
	
	
	
	

	Training as Hours of Work
	CHRA TMD
	10-Mar-05
	TBD
	VTT
	0800-1000

	
	
	
	
	
	

	Leadership Development and Education (LEAD)
	NCCPOC Facilitators
	14-18 Mar 05
	Bldg 102, 2nd Fl, CPAC Rms 1 & 2
	Classroom
	0800-varies

	
	
	
	
	
	

	Briefing Techniques  - AFSC Interns
	USDA Graduate School
	15-17 Mar 05
	Bldg 56, 1st Fl, Rm 110
	Classroom
	0800-1600

	
	
	
	
	
	

	Leadership Skills for Non-Supervisors
	USDA Graduate School
	15-16 Mar 05
	Bldg 102, 2nd Fl, CPAC Trng Rm 3
	Classroom
	0800-1600

	
	
	
	
	
	

	E-mail Etiquette and Efficiency
	USDA Graduate School
	17-Mar-05
	Bldg 102, 2nd Fl, CPAC Trng Rm 3
	Classroom
	0800-1600

	
	
	
	
	
	

	Intern Leadership Development Course
	CAL
	21-25 Mar 05
	Bldg 102, 2nd Fl, CPAC Rm 1 & 2
	Classroom
	0800-varies

	
	
	
	
	
	

	Briefing Techniques
	USDA Graduate School
	22-24 Mar 05
	Bldg 103, 1st Fl, East Training Rm
	Classroom
	0800-1600

	
	
	
	
	
	

	Interpersonal Communications
	USDA Graduate School
	22-23 Mar 05
	Bldg 102, 2nd Fl, CPAC Trng Rm 3
	Classroom
	0800-1600

	
	
	
	
	
	

	Writing for Results - AFSC Interns
	USDA Graduate School
	22-23 Mar 05
	Bldg 56, 1st Fl, Rm 110
	Classroom
	0800-1600

	
	
	
	
	
	

	Training As Hours of Work
	CHRA TMD
	30-Mar-05
	TBD
	VTT
	0800-1000

	
	
	
	
	
	

	Delegation of Training Authority
	CHRA VTT 
	31-Mar-05
	TBD
	VTT
	0700-0900

	
	
	
	
	
	

	LEAD
	NCCPOC Facilitators
	5-9 Apr 05
	Crane, IN
	Classroom
	0800-varies

	
	
	
	
	
	

	LEAD
	NCCPOC Facilitators
	11-15 Apr 05
	Ft. Belvoir, VA
	Classroom
	0800-varies

	
	
	
	
	
	

	Economic Analysis for Decision-Making
	DAU
	11-15 Apr 05
	Bldg 102, 1st Fl, West Trng Rm A
	Classroom
	0800-1600

	Assertive Leadership Skills
	Fred Pryor
	12 Apr 05
	TACOM, Warren, MI                               
	Classroom
	08001500

	
	
	
	
	
	

	How to Provide Exceptional Customer Service
	Skillpath
	12-Apr-05
	Rock Island, IL
	Classroom 
	0800-1500

	
	
	
	
	
	

	Mentoring/Coaching
	Fred Pryor
	13-Apr-05
	TACOM, Warren, MI                      
	Classroom
	0800-1500

	
	
	
	
	
	

	Customer Service – Effective Listening
	Fred Pryor
	14-Apr-05
	TACOM, Warren, MI
	Classroom
	0800-1500

	
	
	
	
	
	

	Intro to Labor Relations
	CHRA TMD
	14-Apr-05
	TBD
	VTT
	0630-0930

	
	
	
	
	
	

	Conflict Resolution Workshop
	QCALM
	19-Apr-05
	Bldg 56, 1st Fl, Rm 103
	Classroom
	0800-1600

	
	
	
	
	
	

	Intro to Labor Relations
	CHRA TMD
	19-Apr-05
	TBD
	VTT
	0800-1100

	
	
	
	
	
	

	Budget Analysis Workshop
	USDA Grad School
	19-22 Apr 05
	Bldg 102, 2nd Fl, CAPC 1
	Classroom
	0800-1600

	
	
	
	
	
	

	Accounting for Non-Accountants
	USDA Graduate School
	26-27 Apr 05
	Bldg 102, 2nd Fl, CPAC Trng Rm 1
	Classroom
	0800-1600

	
	
	
	
	
	

	CHRA Intern VTT
	CHRA
	28-Apr-05
	TBD
	VTT
	0900-1100

	
	
	
	
	
	

	Leadership Development and Education (LEAD)
	NCCPOC Facilitators
	XX - May -05
	Ft. McCoy, WI
	Classroom
	0800-varies

	
	
	
	
	
	

	Budget Formulation
	USDA Graduate School
	3-6 May 05
	Bldg 102, 2nd Fl, CPAC Trng Rm 1
	Classroom
	0800-1600

	
	
	
	
	
	

	Management Skills for Secretaries, Support Staff & Administrative Assistants
	Fred Pryor Seminars
	10-May-04
	Bldg 56, 1st, Rm 110
	Classroom
	0830-1530

	
	
	
	
	
	

	Paysetting
	FAS
	10-11 May 05
	Bldg 103, 1st Fl, East Trng Rm
	Classroom
	0800-1630

	
	
	
	
	
	

	Management Skills for Secretaries, Support Staff & Administrative Assistants
	Fred Pryor 
	12-May-05
	TACOM, Warren, MI
	Classroom
	0830-1500

	
	
	
	
	
	

	Paysetting
	FAS
	12-13 May 05
	Bldg 103, 1st Fl, East Trng Rm
	Classroom
	0800-1630

	
	
	
	
	
	

	Basic MER
	CHRA (Frank Roig)
	16-20 May 05
	Bldg 56, 1st Fl, Room 110
	Classroom
	0800-1600

	
	
	
	
	
	

	Creative Problem Solving
	USDA Graduate School
	16-18 May 05
	Bldg 102, 2nd Fl, CPAC Trng Rm 3
	Classroom
	0800-1600

	
	
	
	
	
	

	Managing Multiple Priorities
	USDA Graduate School
	19-May-05
	Bldg 102, 2nd Fl, CPAC Trng Rm 3
	Classroom
	0800-1600

	
	
	
	
	
	

	Framing Charges
	CHRA TMD
	19-May-05
	TBD
	VTT
	0630-0930

	
	
	
	
	
	

	Basic Labor
	CHRA (Frank Roig)
	23-27 May 05
	Bldg 56, 1st Floor
	Classroom
	0800-1600

	
	
	
	
	
	

	Framing Charges
	CHRA TMD
	24-May-05
	TBD
	VTT
	0800-1100

	
	
	
	
	
	

	Myers Briggs
	In House
	25-26 May 05
	Bldg 103, 1st Fl, East Trng Rm
	Classroom
	TBD

	
	
	
	
	
	

	Leadership Development and Education (LEAD)
	NCCPOC Facilitators
	xx-xx Jun 05
	Birmingham, AL
	Classroom
	0800-1600

	
	
	
	
	
	

	CHRA Intern VTT
	CHRA 
	07-Jun-05
	TBD
	VTT
	0900-1100

	
	
	
	
	
	

	Budget Justification & Presentation
	USDA Graduate School
	7-10 Jun 05
	Bldg, 102, 2nd Fl, CPAC Trng Rm 1
	Classroom
	0800-1600

	
	
	
	
	
	

	Dealing with Difficult People
	Fred Pryor
	14-Jun-05
	TACOM, Warren, MI
	Classroom
	0800-1500

	
	
	
	
	
	

	Motivating Employees
	HUMADYN
	14-Jun-05
	Rock Island, IL
	Classroom
	0800-1600

	
	
	
	
	
	

	Basic Priority Placement Planning  (PPP)
	CARE
	14-17 Jun 05
	Bldg 56, 1st Fl, Rm 110
	Classroom
	0800-1630

	
	
	
	
	
	

	Advanced Priority Placement Planning (PPP)
	CARE
	15-Jun-05
	Bldg 56, 2nd Fl, Rm 218
	Classroom
	0800-1630

	
	
	
	
	
	

	Motivation
	Fred Pryor
	15-Jun-05
	TACOM, Warren, MI
	Classroom
	0800-1500

	
	
	
	
	
	

	Stress Management
	Fred Pryor
	16-Jun-05
	TACOM, Warren, MI
	Classroom
	0800-1500

	
	
	
	
	
	

	Writing for Results
	USDA Graduate School
	28-29 Jun 05
	Bldg 102, 2nd Fl, CPAC Trng Rm 1
	Classroom
	0800-1600

	
	
	
	
	
	

	Leadership Development and Education (LEAD)
	NCCPOC Facilitators
	xx-xx Jul 05
	Ft. McCoy, WI
	Classroom
	0800-1600

	
	
	
	
	
	

	Intern Leadership Development Course
	CAL
	11-15 Jul 05
	Bldg 102, 2nd Fl, CPAC Rm 1 & 2
	Classroom
	0800-1600

	
	
	
	
	
	

	Effective Government Correspondence
	USDA Graduate School
	12-13 Jul 05
	Bldg 102, 2nd Fl, CPAC 3
	Classroom
	0800-1600

	
	
	
	
	
	

	High Performance Work Organizations - Working Together
	QCALM
	13-14 Jul 05
	Bldg 56, 1st Fl, Rm 110
	Classroom
	0800-1600

	
	
	
	
	
	

	Leadership Development and Education (LEAD)
	NCCPOC Facilitators
	18-22 July 05
	Bldg 102, 2nd Fl, CPAC Rms 1 & 2
	Classroom
	0800-1600

	
	
	
	
	
	

	Training As Hours of Work
	CHRA TMD
	19-Jul-05
	TBD
	VTT
	0800-1000

	
	
	
	
	
	

	Budget Execution
	USDA Graduate School
	19-22 Jul 05
	Bldg 102, 2nd Fl, CPAC Trng Rm 3
	Classroom
	0800-1600

	
	
	
	
	
	

	GSSG
	CHRA TMD
	20-Jul-05
	TBD
	VTT
	0730-1200

	
	
	
	
	
	

	MER Cases:  You Be the Judge
	CHRA TMD
	21-Jul-05
	TBD
	VTT
	0630-0930

	
	
	
	
	
	

	MER Cases:  You Be the Judge
	CHRA TMD
	26-Jul-05
	TBD
	VTT
	0800-1100

	
	
	
	
	
	

	Team Building
	Fred Pryor
	26-Jul-05
	TACOM, Warren, MI
	Classroom
	0800-1500

	
	
	
	
	
	

	Time Management, Problem Solving & Decision Making
	Fred Pryor
	27-Jul-05
	TACOM, Warren, MI
	Classroom
	0800-1500

	
	
	
	
	
	

	MER Cases:  You Be the Judge
	CHRA TMD
	28-Jul-05
	TBD
	VTT
	1100-1400

	
	
	
	
	
	

	Briefing Techniques
	USDA Graduate School
	25-27 Jul 05
	Bldg 102, 2nd Fl, CPAC Trng Rm 3
	Classroom
	0800-1600

	
	
	
	
	
	

	Leadership Development and Education (LEAD)
	NCCPOC Facilitators
	xx-xx Aug 05
	Ft. McCoy, WI
	Classroom
	0800-varies

	
	
	
	
	
	

	CHRA Intern VTT
	CHRA
	04-Aug-05
	TBD
	VTT
	0900-1100

	
	
	
	
	
	

	Intern Leadership Development Course
	CAL
	8-12 Aug 05
	Bldg 56, 1st Fl, Training Rm 110
	Classroom
	0800-varies

	
	
	
	
	
	

	Basic Classification
	CHRA
	8-12 Aug 05
	Bldg 102, 1st Floor, West Training Room A
	Classroom
	0800-1600

	
	
	
	
	
	

	Listening & Memory Skills
	USDA Graduate School
	9-10 Aug 05
	Bldg 102, 2nd Fl, CPAC Trng Rm 3
	Classroom
	0800-1600

	
	
	
	
	
	

	Positive Approaches to Dealing with Difficult People
	USDA Graduate School
	11-12 Aug 05 
	Bldg 102, 2nd Fl, CPAC Trng Rm 3
	Classroom
	0800-1600

	
	
	
	
	
	

	Training As Hours of Work
	CHRA TMD
	16-Aug-05
	TBD 
	VTT
	0800-1000

	
	
	
	
	
	

	Federal Appropriations Law
	USDA Graduate School
	16-19 Aug 05
	Bldg 102, 2nd Fl, CPAC Trng Rm 3
	Classroom
	0800-1600

	
	
	
	
	
	

	Training As Hours of Work
	CHRA TMD
	18-Aug-05
	TBD
	VTT
	0900-1100

	
	
	
	
	
	

	Leadership Development and Education (LEAD)
	NCCPOC Facilitators
	22-26 Aug 05
	Bldg 56, 1st Fl, Training Rm 110
	Classroom
	0800-varies

	
	
	
	
	
	

	Intermediate PM&C
	CHRA (Beth Brown)
	23-26 Aug 05
	Bldg 103, 1st Floor, East Training Room
	Classroom
	0800-1600

	
	
	
	
	
	

	Leadership Development and Education (LEAD)
	NCCPOC Facilitators
	xx-xx Aug 05
	Birmingham, AL
	Classroom
	0800-varies

	
	
	
	
	
	

	Intermediate MER
	CHRA (Frank Roig)
	30 Aug - 2 Sep 05
	Bldg 56, 1st Fl, Training Rm 110
	Classroom
	0800-1500

	
	
	
	
	
	

	Basic Classification
	CHRA (Beth Brown)
	26-30 Sep 05
	NC CPOC
	Classroom
	0800-1600

	
	
	
	
	
	

	Leadership Development and Education (LEAD)
	NCCPOC Facilitators
	xx-xx Sep 05
	Birmingham, AL
	Classroom
	0800-varies

	
	
	
	
	
	

	Leadership Development and Education (LEAD)
	NCCPOC Facilitators
	TBD
	HQ, COE
	Classroom
	0800-varies

	
	
	
	
	
	

	Leadership Development and Education (LEAD)
	NCCPOC Facilitators
	TBD
	Ft. Sam Houston, TX
	Classroom
	0800-varies


COURSE DESCRIPTIONS

Accounting for Non-Accountants This course is designed for all non-accountants, including administrative personnel who deal with government accounting issues and procedures.  You learn terminology, report analysis; how to keep accurate accounts, ledgers, journals and journal vouchers; and key legal and administrative controls.  Learn to read financial statements and enter debits and credits correctly every time.

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 & use practice exercises to sharpen skills.

Assertive Leadership Skills  In this dynamic and extremely practical one-day seminar, participants will learn specific techniques to: Create ways to motivate others for maximum performance; Determine if their instructions have been fully and accurately understood; Know when to pinpoint the optimum time to deal with a problem; How to attack the issue instead of the person...an solve problems without creating resentment; How to know when to finish a discussion and avoid harmful overkill; Deal with troublemakers and rule breakers head-on; Focus on others strengths instead of their weaknesses; Be sure everyone understands the policies and rules they must follow; Present policy so that their team members understand how they will benefit

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 and Intermediate BOA This class is an interactive BOA Workshop.  Students will gain skills to allow them to use BOA to query CSU data.

Basic Labor Through lectures and practical exercises, participants are introduced to the Federal Service Labor-Management Relations Statute.  This course covers the major components of the federal labor relations program and affords a firm foundation for increasing the participant's labor relations expertise.
Basic MER An introductory course which provides participants with a grounding in the functions, responsibilities, procedures, and skills needed to effectively function in the MER area. The course combines basic concepts and principles with the opportunity to practice MER skills through guided case discussions, workshops, and group activities.
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.

Basic Staffing for EEO This course provides an overview of the major staffing functions and related legal and regulatory requirements. The course also covers the primary staffing processes such as determining when competition is required, evaluating candidates' qualifications, processing competitive registers, 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 mid year reviews and Anti Deficiency Act compliance.

Budget Formulation Learn skills necessary to build an accurate and 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). 

Business Objects Application (BOA) Report Writing: BOA Report Writing Workshop is designed for students to create queries and reports in an uninterrupted environment, in an atmosphere where technical help is available from each other as well as the BOA Instructor.  Attendees should come to the Workshop with the information requirements that they will need to create their reports.

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.

CHR Intern VTT:  A video tele-training session to educate, inform, and update current DA Interns and Coordinators (where applicable). It is designed to be a tool for Intern communication and networking.

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.  

Conflict Resolution Workshop   This one-day custom-designed workshop will help employees:  Understand where your anger starts; Use the proper response in each stressful situation; Overcome the fear of conflict; Come to a strong solution for all parties; Learn to oversee disputes, and learn when to interject; Communicate clearly with new team members; Eliminate common communication misunderstandings.
Contracting Officer’s Representatives (COR) This course is designed to improve job performance of personnel outside the contracting career field who will be involved with contracts at the installation level.  The class also provides CORs the training necessary to monitor contracts requiring greater levels of Government oversight.

Creative Problem Solving This course is designed for those who want to improve their decision-making and problem-solving skills.  You learn methods to overcome roadblocks to success and techniques to stimulate creative on-the-job solutions.
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 turns every customer into an ally.

Customer Service – Effective Listening Learn ways to turn every customer into an ally, out-service your competitors, overcome stress and burnout, and eliminate negative situations by turning them into positive ones. You will also learn ways to communicate with customers in person and over the phone, helpful skills for dealing with angry customers, and tactics for keeping your composure under stress. This seminar gives you the skills to deal with complaints and angry customers while maintaining your professionalism and sanity. You'll also learn how to win your customers' trust and build their feelings of loyalty for a long-term, satisfying relationship.

Dealing with Difficult People/Customers 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 This class is for certification and re-certification training.

Delegated Training Approval Authority Laws and regulations which must be considered when reviewing and approving requests for training.  This module will satisfy the required instruction for managers who have been delegated authority to approve training.  
Determining Vet Preference/Calculating SCD 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.

Economic Analysis for Decision Making Economic Analysis for Decision Making (EADM) prepares students to conduct economic analyses within the Government environment. Topics include the EA process steps of formulating an objective, assumptions and constraints, alternatives, identifying costs and benefits, comparison of costs and benefits, sensitivity analysis, documentation and reviews of economic analyses. Practical exercises and a group workshop are used in class.; Economic Analysis for Decision Making (EADM) prepares students to conduct economic analyses within the Government environment. Topics include the EA process steps of formulating an objective, assumptions and constraints, alternatives, identifying costs and benefits, comparison of costs and benefits, sensitivity analysis, documentation and reviews of economic analyses. Practical exercises and a group workshop are used in class.
E-mail Etiquette and Efficiency Learn e-mail etiquette, legal guidelines, federal record retention guidelines and tips for using technology to provide efficient, professional customer service.

Effective Government Correspondence Avoid the most common government correspondence pitfalls. This course provides step-by-step instructions to effectively respond to a wide variety of correspondence. You receive tips and techniques for streamlining the drafting process and strategies for reviewing, proofreading and revising a draft for completeness, conciseness and readability. You receive recommended boilerplate responses for a large number of standard correspondence, as well as suggestions on how to respond to Congress and other significant audiences. 

Effective Writing This 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 Appropriations Law Update Get up-to-date on the most recent changes in appropriations law.  You explore the key principles of appropriations law, recent comptroller general decision that may affect your agency, highlights of Volumes III and IV of Principles of Federal Appropriations Law and recent trends in appropriations restrictions and requirements.    

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.  

FLSA for NAF This intensive workshop addresses the rules for making exemption status determinations and coverage under FLSA. Illustrations and examples are based on NAF pay band levels.
Framing Charges Address the key requirements in properly identifying and formulating discipline/adverse action charges. Course includes discussion of relevant case law.

GS Leaders Grade Evaluation Guide This module covers use of the GSLGEG to classify team leader positions. Thorough knowledge of this guide as well as the GS Supervisory Guide is critical for those providing advice to managers on reorganization efforts and A-76 studies.
General Schedule Supervisory Guide This module covers use of the GSSG to classify supervisory positions. Thorough knowledge of this guide as well as the GS Leader Guide is critical for those providing advice to managers on reorganization efforts and A-76 studies.
General Schedule Within Grade Increases This course provides instruction in statutory and regulatory requirements for within grade increases under the General Schedule pay system.
High Performance Work Organizations – Working Together  A two-day custom designed training program that includes team building exercises, group problem solving, effective communication and consensus skill training.  This is an interactive course with simulated activities that leads to enhanced quality, productivity and job security.

How to Provide Exceptional Customer Service Participants will learn:  How to evaluate whether your company has “customer friendly” policies, and how to measure customers’ satisfaction with your company’s service; How to handle the five most common customer complaints; How to handle angry customers with diplomacy and tact, how to keep from being intimidated by rude, abrasive customers and how to turn unhappy customers into repeat customers; How to master the subtle communications techniques that make the difference between a positive customer relationship and a tense one, including specific words and phrases to use and which ones to avoid; How to project a professional, friendly image both in face-to-face customer service situations and on the telephone; and How to work as part of a customer team—serving the internal customer in order to better serve the external customer
HR Advisor/Consultant 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.
HR for Supervisors This 4.5-day course is a comprehensive course in basic HR concepts and web-based HR tools for new military and civilian supervisors of Army civilian employees. 

Improving Employee Performance   This course provides methods to improve employee performance.  Counseling employees is one type of communication that needs to take place between supervisors or managers and employees to enhance communication.  This type of communication creates a time and place for constructive dialogue, and is a fundamental skill for improving an employee’s performance.
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 – BOA This is an interactive BOA Workshop.  Students will gain skills to allow them to use BOA to query CSU data.

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.

Intermediate MER This is a three and a half day class designed for seasoned HR Specialists with at least one year of MER experience. The topics include formulating specific charges, penalty selection, as well as in-depth discussions of topics such as threats, inability to perform, indefinite suspensions and invoking the crime provision. 
Intern Leadership Development Course (ILDC)   This course provides US Army Career Interns with an understanding of the structure of the US Army, the Army’s Leadership competencies, and their emerging leadership role in the US Army.  This course is mandatory for all DA and local interns.

Interpersonal Communications Learn proven techniques to work more productively and improve your everyday interactions with others.  Discover conflict resolution strategies and negotiations techniques as well as tips on tact and diplomacy.

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 Discipline Addresses the basic requirements for taking action based on employee misconduct. This includes the legal basis for taking action, formal vs. informal actions, considerations in penalty selection, the adverse action sequence, practical exercises and discussion.
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

Introduction to Labor Relations  Overview of basic labor relations principles to include the role of the union, understanding the employee’s right to representation, official time, when the union has to be notified, and when to bargain.
Introduction to Performance Based Actions Addresses the basic requirements for taking action against the poor performer. This includes the legal basis for action, requirements for communicating performance expectations, overview of performance standards requirements and the opportunity to improve period. Class includes discussion and practical exercises.
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, Education, and Development (LEAD)   Lead provides practical application in the Army Leadership doctrine and competencies to first-time, first line supervisors.  This course is mandatory for all new supervisors.
Leadership Skills for Non-Supervisors This course teaches essential skills to gain respect and support others.  Course is 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.

Leave Issues in the Workplace Covers the key factors to consider when advising managers on how to handle absenteeism and tardiness in the workplace.  Course will also cover Family Medical Leave Act (FMLA).  Class includes discussion and practical exercises.  
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. 

Management Skills for Secretaries, Support Staff & Administrative Assistants  Do your support professionals frequently act as managers - of teams, projects or departments? Are they struggling to make decisions...manage projects...manage people...without having learned the skills they need?  If so, this is their seminar! It will address the very real problems "exceptional assistants" face when they need (but don't have) the skills of a manager to survive and thrive in today's fast-paced environment.   Participants will learn how to:  Get people on their side with powerful communication techniques that really work; Manage work of others, even if they're not in a position of authority; Watch problems dissolve and roadblocks fall away through use of time-tested management skills; Overcome the inevitable conflicts that get in the way of getting things done; and Find out how to lead people - and win their ongoing respect and support.

Managing Multiple Priorities Learn how to regain control over your work load, increase your efficiency and ease your stress.  You discover strategies for goal setting and prioritizing and methods for overcoming procrastination and lean how to handle professional challenges with confidence.
Medical Issues in the Workplace Course explains disability discrimination and important definitions. It also covers the why, when and how of requesting medical documentation, and will cover when it is appropriate to take disciplinary action. Course includes practical exercises and case studies.
MER Case Studies After a brief presentation, participants will be asked to analyze the cases, then out brief and defend their findings

Mentoring/Coaching In this dynamic and extremely practical one-day seminar, participants will learn specific techniques to: Communicate in a way that clarifies expectations, builds relationships and gets results; Lead their groups through the change in a way that creates enthusiasm rather than resistance; Reduce employee burnout; Reenergize employees who re just "going thought the motions" - learn creative ways to motivate, excite and reward their people - and turn average workers (players) into superstars.
Motivating Employees  Upon completion of this course attendees will be able to:   Learn the number one key for motivating you and your employees; Learn the number two key for motivating you and your employees; Discover the “not so secret” secrets to motivation--that anyone can tap into; Increase motivation by identifying unsatisfied needs; Get beyond money as a motivator, and recognize your influence on others’ motivation; Better understand the pros and cons of formal and informal recognition; Help yourself/employees to be motivated by connecting to the organizations vision, 
mission and values (VMV); Understand and assist your employees to identify, minimize or remove Limiting Beliefs 
that block personal, professional, and organizational success; Unlock your Personal Power; Answer the following questions…and more; What motivates me, and what gets in the way; What are the best practices for motivating people; What de-motivates my employees or me; How can I motivate people, and what is beyond me; How motivated am I; How does this show;  What effect does it have on others; How can I give praise that really motivates, and feedback directly without negative effects; And the $64,000 dollar question; and how do I motivate an employee who “can’t” or doesn’t want to be motivated?

Motivation Participants will learn specific techniques to: Turn typical projects into personal challenges; Have employees be involved in designing their tasks and responsibilities; Create a friendly, positive competition that will be promoted and encourage employees to new heights; Create incentives and reward programs that will really work; Have employees demonstrate pride in their work; Have employees take responsibility for their work and choices.

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.

NAF LMER Workshop Participants will learn wide variety of MER and Labor issues to include discipline, labor relations, leave, performance-based actions, medical issues in the work place, etc.

NAF Paysetting Employees will learn how to set pay for reassignments, promotions and change to lower grades for moves within and between all NAF pay systems.
NAF Portability Employees will gain:  Familiarity with Portability Concepts, Knowledge Portability Laws, Rules, Regulations, Responses to CPOC Questions Regarding Portability, and Identify "Most Common Errors" and Methods to Avoid Them 

NAF Workers Compensation   Employees will learn NAF worker’s compensation program benefits, reporting procedures, manager, employee and HR roles and responsibilities.

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. 

Positive Approaches to Dealing with Difficult People Learn approaches for maintaining your composure, methods for clarifying underlying issues and strategic questioning and listening techniques to discover what motivates difficult people.  Leave the course refreshed and prepared to minimize the negative impact of difficult personalities in your office environment.
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. 

RESUMIX for DEU This course is designed to train Staffers and Assistants on the new procedures for RESUMIX for DEU.  
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. Learn 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. 
Team Building See what a "true" team looks like - inside and out - so you can begin to set your sights on meaningful and reachable goals; Take a team inventory of the skills you have now; see which ones need recharging; and discover what's new in team skills; Learn new approaches to conflict resolution that will clear the air and give your people the fresh start they need; Discover innovative ways to get things done as a team - without endless discussions, and with everyone pitching in; Be it a new team, an existing team, a team in trouble or a good team that wants to do better - will tackle the tough issues and gain sound solutions; See an immediate up-tick in morale, productivity, pride in your jobs - and the praise that will follow; Learn team skills that will earn you more autonomy than ever before - the kind of freedom that comes when management trust your decisions and supports your goals.

Time Management This course concentrates on proven practical how-to information that you can put to use immediately.  Time Management is a question of managing yourself and your habits on the one hand and managing other people and their demands on your time on the other and this course addresses both.  

Time Management. Problem Solving & Decision Making Learn to use an innovative priority plan that assures you'll get the important things done on time, every time; Discover realistic, effective methods to defeat procrastination - even for those "impossible to face" projects; Master a simple "worksheet" formula that guarantees good results in any situation

Training as Hours of Work This module covers how Title 5 and the 5 CFR Part 551-FLSA rules differ and their impact on an employee’s pay when in a training status. Covers the differences between exempt and nonexempt employees
Travel as Hours of Work Course addresses how Title 5 and FLSA rules differ and their impact on an employee’s pay when in a travel status. Course covers the differences between exempt and nonexempt employees and the term "constructive travel". 
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.   

VTT Skills This course will teach participants how to deliver training using Video Tele-Training (VTT) via Classroom XXI.  Students are expected to prepare and deliver two short presentations using VTT technology in the Classroom XXI environment.
Writing for Results  Designed for experienced writers, this course teaches you how to select the best style to fit your topic, purpose and audience; analyze the reader before putting pen to paper; and tailor your documents to strengthen your message and get results.
LEADERSHIP CLASSES

CLASS NUMBER
    LOCATION
DATE

	OLE

Class 05-001 & Class 02-002 & 05-017

Class 05-003

Class 05-004 & Class 04-005

Class 05-006 & Class 04-007

Class 05-008

Class 05-009 & Class 05-010 

Class 05-011 & Class 05-012 & Class 05-013

Class 05-014 & Class 05-015

Class 05-016

Class 05-018

Class 05-019

Class 05-020 & Class 05-021

Class 05-022 & Class 05-023 & Class 05-024

Class 05-025 

Class 05-026 & Class 05-027

Class 05-028 & Class 05-029

Class 05-030 & Class 05-031 & 

Class 05-032

Class 05-033 & Class 05-034 & Class 05-035
	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


	18 Oct – 29 Oct 04

29 Nov - 10 Dec 04

3-14 Jan 05

7-18 Feb 05

28 Feb – 11 Mar 05

7-18 Mar 05

4 -15Apr  05

18-29 Apr 05

25 Apr – 6 May 05

2-13  May 05

9-20  May 05

16-27 May 05

13-24 Jun 05

11-22 Jul 05

18-29 Jul 05

1-12 Aug 05

15-26 Aug 05

12 Sep – 23 Sep 05

	LEAD Train the Trainer (LEAD TTT)

05-002

05-003

05-004
	Kansas City, MO

Kansas City, MO

Kansas City, MO
	27 Feb – 11 Mar 05

8-20 May 05

17-29 Jul 05



	Sustaining Base Leadership (SBLM)

04-3

05-1

05-2

05-3

06-1


	Fort Belvoir, VA

Fort Belvoir, VA

Fort Belvoir, VA

Fort Belvoir, VA

Fort Belvoir, VA
	13 Sep –  8  Dec 04

10 Jan – 4 Apr 05

16 May – 5 Aug 05

12 Sep – 7 Dec 05

9 Jan -31 May 06

	NON-RESIDENT (NR) 

Sustaining Base Leadership (SBLM)

NR05

NR06
	Non Resident

Non Resident
	  2 Aug 04 –  27 Jul 05
  2 May 05 – 26 Apr 06

	Program Management for Executives I (PME I)

05-1

05-2

05-3

05-4


	Ft. Belvoir,, VA

Ft. Belvoir, VA

Ft. Belvoir, VA

Ft. Belvoir, VA


	18-28 Oct 04

24 Jan – 3 Feb 05

7-18 Mar 05

2-12 May 05



	Program Management for Executives II (PME II)

05-1

05-2
	Ft. Belvoir, VA

Ft. Belvoir, VA


	5-10 Dec 04

10-15 Apr 05


.

LEADERSHIP SERIES

The CHRA Tier I assessment identified a need for leadership training in the North Central Region.  In order to fulfill that need, we have developed a series of leadership courses. The intent of this program is to provide better opportunities for organizations to fulfill their leadership training needs at all levels.

The leadership series consist of several non-sequential course titles available from a variety of sources, which could include CPOC and/or CPAC personnel as well as private and government vendors.  This list of classes can be adjusted according to the needs of the organization. Each course would be considered a module from which installation officials may choose in response to the needs of their organization.  

Potential courses include:

PERSONNEL MANAGEMENT COURSES

HR for New Supervisors:  This 4.5-day course is a comprehensive course in basic HR concepts and web-based HR tools for new military and civilian supervisors of Army civilian employees.

TAPES:  This course provides an introduction to references and objectives of the system, Overview of the Senior System, Performance Plans, Early/Special appraisals, Performance problems and Counseling sessions.

LEADERSHIP COPING SKILLS COURSES

Interpersonal Communications:  We do it daily - communicate by talking and listening. Yet how often have you not made the right connections with people? This one-day course offers practical training in crucial verbal and nonverbal communication skills aimed to strengthen relationships and minimize conflict.
Time Management:  The following topics will be covered: Managing Yourself: Success Habits that Boost your Effectiveness, Managing Your Time: New Tools and Strategies that Really Work, Managing Your Staff: Clutter-Busting “Musts” for Getting Organized, Managing for the Long Haul: “Next-Step Thinking” Keeps you on Track for Life!

Managing Multiple Priorities:  Do you have responsibility for accomplishing results in your organization? Do you have many projects, priorities, tasks, and responsibilities?  How do you sort it all out? How do you get it all done? This workshop will help you to: 

1. Identify, focus on, and act on your priorities, 

2. Improve your planning skills to turn your priorities into goals,

3. Communicate your priorities to your boss, peers, and your subordinates, 

4. Involve the right people at the right time in setting priorities and project objectives and following through on them, 

5. Organize project teams to most effectively accomplish project objectives, 

6. Plan your projects, starting with complete task analysis/work breakdown, and make accurate time and cost estimates,

7. Anticipate problems in your projects and effectively deal with them before they become crises, 

8. Accomplish effective and timely project reporting, 

9. Continue to develop the skills critical to good project management and to management of multiple priorities. 

You will leave this workshop with not only IDEAS for more effectively managing multiple projects and multiple priorities, but also with TOOLS that you can begin to use immediately on your job.

Management, Leadership, and Coaching Skills:  This seminar will challenge the manager to embrace the art of leadership and coaching.  Begin to understand the dynamics of how coaching each segment requires an entirely different approach.  Learn how to effectively engage each and what makes each tick.  Learn why generational differences are among the biggest challenges facing new and veteran managers.

Dealing with Difficult Employees:  Learn how to identify, understand and cope with the challenging people in your life. By using the specific strategies provided in this program, you will become less of a target for inappropriate comments and antics. Instead, you will be a constructive influence in bringing out more productive behavior in others and encouraging them to treat you with more respect. The end result will be less conflict with others and more cooperation and collaboration.

Stress Management:  In this program you will learn the effects and characteristics of stress and better understand why stress is considered the "invisible" disease. You will identify your stressors and your personal stress reactions. You will increase your awareness of the mind’s role in the stress cycle. You will use a six step problem solving model to take control of your stressful situations, discover ways to manage change, and use goal setting to balance the demands of your career and your personal life.

 PROFESSIONAL DEVELOPMENT
Use Emotional Intelligence - Effective Leadership:    Designed for all managers and leaders, this course will help you tap into the best working environment by encouraging everyone to achieve emotional intelligence.  Build work foundations of trust and understanding.  Build coalitions, and lead people using all aspects of your brain power.

Intern Leadership Development Course (ILDC):  ILDC teaches about:

· The US Army organization and the interns' 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 decisions and professional ethics.

Leadership Education and Development (LEAD):  LEAD teaches supervisors how to assess their own effectiveness; assess employee and team effectiveness; motivate and influence employees; communicate effectively; conduct counseling; resolve conflicts; develop strategies to create fully functioning teams; make effective decisions; and explain the effect of values on individual and team effectiveness.

Leadership Skills for Non-Supervisors:  Whether moving into supervision or just wanting to take on more leadership responsibilities, this course will teach the fundamental leadership skills such as evaluating performance, accessing responsibilities and increasing productivity.

Power Mentoring:  Identify what it takes to be a Mentor or a protégé.  Learn how to apply “Direct and Indirect Mentoring Techniques” to develop people.  Learn the 5 different Mentor styles.  Learn how to use the “Mentor Lifecycle” to add credibility to every relationship.  Explore 25 powerful ways to promote and communicate your ideas using the “Career Toolbox”.  Become a “Personality Profiler” to aid in non- confrontational interactions. Understand when a Mentor/protégé relationship has served its purpose and when it is time to move onto a new relationship.  Learn how to apply the “One Percent Rule”.  

EXECUTIVE CLASSES/SEMINARS

Executive Effectiveness Course:  At this course, you’ll get a clear, honest look at opportunities to adjust and fine-tune your managerial style to adapt to this new business environment.  You’ll examine your core values, better understand yourself and others and learn how to build trust - all in a non-threatening atmosphere.

Strategic Planning:  This course is designed to combine proven-by practice methods with new insights and ideas from a wide range of current strategic thinking.  Managers learn by doing and gain a wider perspective of management practice through breakout sessions, practice exercises and case applications.  Bring your strategic dilemmas to this program and get direction on up-to-date analytical and organizational approaches to solutions.

Fundamentals of Strategic Planning:  This powerful new seminar offers an overview of strategy to those not directly involved in the formation of strategy, but who want to expand their understanding of its impact on their work and company success.  It provides a perspective and vocabulary that enables the participant to constructively support the strategic direction of the firm.

Strategic Planning Tools:  This seminar will help drive results with specific “how to” techniques for the individual who is charged with developing, leading and facilitating business strategy.

Women and Leadership:  Live the Life You Choose:   This course helps meet today’s requirements and prepare for tomorrow’s challenges.  It focuses on issues such as the differences in males and females, self-evaluation, long-term goals, win-win strategies, assertiveness, and behavior styles.

Leaders of Tomorrow:  This is a progressive training program that develops and empowers the future leaders under your command structure.  It is customized to your organization.  Topics covered include:

1. Leadership Skills Assessment Inventory – this assessment is conducted and analyzed prior to the start of training.

2. Self discovery and the opportunity for each participant to expand their personal leadership toolbox.  

3. Relationship building, team building, and strategies for future leaders to navigate their own careers

4. Group dynamics and team accomplishment as well as the more refined aspects of leadership to include being politically savvy. 

Executive Leadership Performance (ELP) Training:  This is a progressive training program that develops and empowers the future leaders under your Command Structure.  It is customized to your organization.  Through use of assessment tools, activities, and training, the participants will feel enlightened and knowledgeable about a variety of leadership topics.

1. Self-discovery – Focus on Personal Growth

2. Relating to Teams and Work Groups

3. Relationship Building with Others

4. Leadership – the Next Level

5. Producing as an entire team

NCCPOC Mentor Program

In July 2004, the NCCPOC began the third iteration of its “new and improved” mentor program.  The protégés of this program will graduate in July 2005 and the fourth iteration will begin.   

The program focuses on assisting protégés in developing and enhancing their leadership abilities. Protégés will have the opportunity to attend workshops addressing various leadership skills such as critical thinking, communication skills, and conflict management skills.  Protégés are also given the opportunity to increase their knowledge of the overall Army structure.  The program includes the use of an innovative tool that contains a collection of resources and suggested activities specifically designed for both mentors and protégés.  It provides participants with a “tool box” full of ideas that can be individually tailored to meet the needs of each of the mentoring pairs.  

If your are interested in starting a mentor program at your organization or you would like additional information on the mentor program, please contact Ms. Michele Fetterley, 309-782-1800 (DSN 793), e-mail Michele.Fetterley@cpocria.army.mil

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

     f. Location of Training

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 careerists, 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: image3.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)  

  http://cpol.army.mil/library/train/courses/st7000d/st7000_top.htm 

Manager Development (MDC) 

https://hosta.atsc.eustis.army.mil/cgi-bin/atdl.dll/accp/st6000/st6000_top.htm
FY2005 CALENDAR OF PROFESSIONAL 

AND LONG-TERM TRAINING PROGRAMS

	Acronym 
	Program Title 
	Program Length 
	Grade
Eligibility
GS/GM 
	Program Dates 
	Nomination Suspense
Date ** 

	ACP 
	Army Comptrollership Program (Syracuse University) 
	14 Months
	11/12 
	TBA *
	TBA *

	ACFP 
	Army Congressional Fellowship Program 
	15 Months
	13/14/15 
	08/04 - 12/05
	11/12/03

	AWC 
	Army War College - (Resident) 
	10-12 Months
	14/15 (& High Potential 13s) 
	TBA 
	01/05/04 
Check for local suspense dates.

	AWC-DE 
	Army War College - Distance Education Course 
	2 years
	14/15 (+ High Potential 13s) 
	07/02/05 - 06/03/06
	01/05/04 
Check for local suspense dates.

	DLAMP 
	Defense Leadership and Management Program
	Intermittent
2-5 yrs
	13/14/15 
	TBA *
	TBA *

	DELDP 
	DOD Executive Leadership Development Program
	10 Months
	12/13 
	09/02/03 - 06/18/04

09/01/04 - 06/15/05
	03/28/03

03/26/04

	Harvard SEF 
	Harvard University Program for Senior Executive Fellows 
	4 weeks
	14/15 
	10/26/03 - 11/21/03

03/28/04 - 04/23/04 
	08/11/03 

12/08/03 

	ICAF 
	Industrial College of the Armed Forces
	10 Months
	14/15 
	08/11/04 - 06/11/05 
	01/05/04 
Check for local suspense dates.

	LEDC 
	Logistics Executive Development Course
	16 weeks/2 days
	11+ 
	2005-001:
1/18/05 – 5/12/05 

2005-002:
8/15/05 – 12/08/05 
	1: 12/03/04 

2: 6/30/05 - 11/28/03 

Nomination Suspense Dates through Command to FCRs 

	MDMPEP
	Materiel & Distribution Management Professional Enhancement Program
	12 Months
	12/14 
	January 2005 
	10/1/04 

	NSMC
	National Security Management Course
	4 weeks
	15 
	03/21/04 - 04/30/04 
	02/06/04

	NWC
	National War College
	10 months
	14/15 
	08/11/04 - 06/11/05 
	01/05/04 
Check for local suspense dates.

	SARSF 
	Secretary of the Army Research and Study Fellowship
	6-12 Months
	12+ 
	After Notice of Selection 
	Contact FCR 

	SBLM
	Sustaining Base Leadership and Management (Resident)
	12 weeks
	12/14 
	03-3   09/15/03 -12/10/03 



04-1   01/12/04 -04/02/04 



04-2   05/17/04 -08/06/04 

[image: image4]
04-3   09/13/04 -12/08/04 
	Suspense dates - See Chap 1: SBLM 

	SBLM-NR
	Sustaining Base Leadership and Management (Non-Resident)
	1 year 
	12/14 
	NR04 
08/19/03 - 07/28/04 

[image: image5]
NR05 
08/02/04 - 07/27/05 
	suspense dates - See Chap 1: SBLM-NR

	TP-SCI PEP
	Office of the Secretary of Defense Supply and Transportation Fellows Program (OSD Fellows Program 
	12 Months
	12/13 
	July 2005 – July 2006
	


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

Special note regarding LEAD courses:

With the increasing demand for LEAD facilitators in FY05, the North Central Regional Training Center staff may not be able to keep up with the requests.   We are asking for your help; please survey your staff and identify potential employees to complete the LEAD TTT course (see below) and serve as LEAD facilitators.  

Facilitators would be called upon to help facilitate LEAD classes at your site.  As always and whenever possible, our Training Center facilitators will also be available to help facilitate classes.

LEADERSHIP, EDUCATION, AND DEVELOPMENT TRAIN THE TRAINER

(LEAD TTT)

Length: Ten days (plus weekend assignment)

Location:  Kansas City, MO

Eligibility:  This course is designed to certify DA military and civilian personnel as facilitators of the LEAD course. 

Registration:  Additional information, schedule, and registration information are available at:  http://cpol.army.mil/library/train/catalog/ch01leadttt.html
Curriculum:  LEAD TTT provides instruction in practical application of leadership doctrine and competencies including professional ethics, counseling skills, communications, group development theory, team building, motivation, problem solving, decision making, and co-facilitating skills required to successfully facilitate the LEAD course.  

Other Requirements:  

· Nominee’s supervisor must submit a signed Joint Management/Instructor Memorandum of Agreement indicating their support of the nomination and agreement to allow the nominee to participate as a LEAD course facilitator for a minimum of 3 weeks over a two year period.

Personnel Management for Executives I (PME I)

Length: Nine days

Location:  Ft. Belvoir, VA

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 at 

http://amscportal.belvoir.army.mil/portal/page?_pageid=33,42683&_dad=portal&_schema=PORTAL
and the application at: https://amscportal.belvoir.army.mil/EAP-Secure/UserSignOn.jsp
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:  Ft. Belvoir, VA

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 at

http://amscportal.belvoir.army.mil/portal/page?_pageid=33,42683&_dad=portal&_schema=PORTAL
and the application at https://amscportal.belvoir.army.mil/EAP-Secure/UserSignOn.jsp
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 an 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://amscportal.belvoir.army.mil/portal/page?_pageid=33,42600&_dad=portal&_schema=PORTAL
Curriculum:

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 officer 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 – Priority 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.

SUPERVISOR 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 Resources 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 phase. 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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