NORTHEAST REGION

TRAINING OPPORTUNITY





COURSE TITLE
COACHING AND COUNSELING




VENDOR
The Human Development Center, 502 Highgrove Drive, Chapel Hill, NC 27516




DATES/LOCATION
17 Jun 04 @ Local VTT Sites




LENGTH
1 day (8 hrs)




START/END TIMES
0800-1600




COST
$130 per participant




REGISTRATION DEADLINE
17 May 04

Call the Course Manager if you have a nomination but have missed the suspense; there may still be spaces available.




COURSE MANAGER
Melissa Harvey, DSN 458-0189 or (410) 306-0189, Send an email message to the Course Manager if you are interested in taking this course: melissa.harvey@cpocner.apg.army.mil




COURSE DESCRIPTION





Steps to Prepare for Counseling and Coaching

· Reviewing your role as a manager or supervisor and distinguishing the difference between counseling and coaching
· The key steps in motivating others so you'll be ready when you begin
· Be more scientific in your observation and assessment of an employees job
· Distinguishing if a difficulty in performance is strictly a performance problem, an emotional problem, a conflict or a negative attitude
· How biases and prejudices may alter judgments about someone's job performance
· Creating eagerness for achievement and a positive attitude toward counseling and coaching
The Counseling and Coaching Process
· The key ingredients to creating a facilitative communication environment

· Active listening, including very powerful strategies for the difficult case

· How to be empathetic and encourage feedback from the employee

· Steps to be certain the understanding is the same in all directions

· How to actively document a conversation while it's occurring to make it easier when it's over

· Using the "Mr. Coffee Effect" to generate positive attitudes

· Establish the rules of engagement in meaningful coaching

· The steps of teaching adults (coaching), which are different from teaching children

The Follow-Up
· The importance of documentation and how to do it for more than CYA

· How to make a game plan over time that generates lasting change

· What to do to be sure your employee is empowered everyday





WHO SHOULD ATTEND AND PREREQUISITES





This course is targeted for managers, supervisors, leaders and anyone who wants to help others learn and improve

Check your Army Civilian Training Education and Development System Plan at http://cpol.army.mil/train/acteds   to see if course will satisfy the core competency requirements in your Career Program or Career Field.





METHOD OF INSTRUCTION





Lecture and hands-on exercises





HOW TO NOMINATE





FAX Page 1 (front only), DD Form 1556 to HRD, NECPOC (410-306-0163 or DSN 458-0163) by the registration deadline. Make sure Blocks 17, 19, 23, 25, 27 and 37 are properly completed. Include nominee's email address and Training Coordinator's phone number and email address in Block 18. If deadline for registration has passed, call the course manager or check the Northeast Region Monthly Course Announcement to see if spaces are still available. Please notify the Course Manager if special needs are required to accommodate an attendee (wheelchair access, interpreter, etc).

Do not attend unless you have received confirmation from the course manager. Although we try to accommodate all training needs, faxing a nomination to us does not guarantee a space allocation. Check with your activity Training Coordinator if you have not received confirmation two-four weeks prior to the class starting date.





 CANCELLATION POLICY





Contact the Course Manager to withdraw your nomination prior to the registration deadline to avoid being charged for the course. After the registration deadline, you will need to contact the course manager to cancel and determine whether your organization will be charged. We will avoid charging whenever possible but if we have contracted for the course and only have the minimum number required to pay the bill, we have no choice but to bill for late cancellations and "no shows."





BILLING INSTRUCTIONS





DD Forms 1556 cannot be processed unless blocks 27, 29 and 37 are properly completed. Click here http://cpolrhp.army.mil/ner/hrd/02tp/payment_options.htm for instructions.





