NORTHEAST REGION

TRAINING OPPORTUNITY





COURSE TITLE
HIGHLY EFFECTIVE CRITICISM AND DISCIPLINE SKILLS




VENDOR
National Seminars Group

P.O. Box 419107

Kansas City, MO 64141-6107 




DATE/LOCATION
20 May 04 (Local VTT Sites)




LENGTH
1 day (6 hours)




START/END TIMES
0900-1600 (EST)




COST
$135 per person




REGISTRATION DEADLINE
20 Apr 04




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





This essential one-day workshop teaches you how to handle performance problems positively.  You'll take it step-by-step with everything you need to know so you can tackle employee problems head-on...tactfully, fairly and legally.

Transform your workplace under your leadership...

· Know when you are crossing the line between positive motivating and damaging criticism

· Find out how great managers discover the root cause of behavior problems

· Get employees to buy-in to company policy and procedures

· Know where to draw the line and begin discipline procedures

· Feel safe in understanding the legal implications of your actions and the liability do's and don'ts

· Develop a sense of trust amongst your staff and open the lines of communication

· Create a staff that can positively problem-solve and put those solutions into action

· Get the reputation as a manager who gets things done without being a bully or a pushover







WHO SHOULD ATTEND AND PREREQUISITES





 This course is intended for managers and supervisors.
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





Interactive, live video teletraining





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. Also, please include your Training Coordinator's name, email address and phone number in block 18 on the DD Form 1556.





