HR for Supervisors:  Fundamentals & Tools

Schedule of Instruction

Monday

Time

Tab

0800-1100
A

Welcome, Administrative Announcement                    





Pre-test, Break, Introductions


B

Introduction to Human Resource (HR)                         

· Role of Supervisor & where HR fits

· Merit Principles, WPA & 5 USC Foundation

· EEO Aspects of Merit System

· OPM Videotape on Prohibited Practices

· CPAC & CPOC HR Responsibilities

1100-1200
C

Classification





1200-1300


Lunch

1300-1600
D

Defining the Workforce -  Classification                    





-    Organizational Framework & Principles               

· Classification Process





· Major Duty






· PATCO

· FLSA Basics

· Classification Tools

1400-1530      E

-     Camp Swampy Exercise with FASCLASS



-     Classification Overview

1530-1630


-     ART




Summary: Questions & Answers

Tuesday

Time

Tab

 0800-1200        F                   Introduction to Staffing




· Part I:  Determining the Need                                    
                                                -     Part II: Background





· Part III Job Analysis                                            

· Part IV/V Staffing Strategy

1200-1300


Lunch

1300-1515


Staffing the Organization (cont.)

· Interviewing Techniques

· Part VI  Staffing Flexibilities & Incentives

1515-1600


RPA & Gatekeeper Exercise   

1600-1630      G 

Staffing Overview                                       

Wednesday

Time

Tab

0800-1200
 H
           Developing the Workforce:                                        

                                               Human Resource Development (HRD)                      

                                                -    Types and Purpose of Training




· Roles & Responsibilities                 



· Training Plans

· Barriers to Transfer-of-Training

· Needs Assessment

· HRD Rules and Regulations

· Training Process, DD Form 1556

· Career Development - ACTEDS

· Leadership Training

1200-1300 Lunch

1300-1330   
I

HRD Overview and References

1330-1400
J                      HRD Exercises

1400-1630

           Management/Employee and Labor Relations




K/L/M/N
Begins Wednesday afternoon (continues Thursday)


                                

Thursday

Time

Tab

0800-1200


Management/Employee and Labor Relations (continued)            

                        K

-     Introduction

L         

-     Performance Management 

M

-     Army Regulation 690-400

N

-     Attendance & Leave   

1200-1300


Lunch

1300-1630


Management/Employee and Labor Relations

                         O                  - Corrective Actions

Friday

Time

Tab
      








0800-1015       
           Management/Employee and Labor Relations

P

-    Labor Relations

1015-1040
Q

-     Supervisor’s Guide / Labor-Management Relations

1040-1100                               Review for Posttest, Transfer of Training Exercise   

1100-1130                               Posttest

1130-1145


Graduation, Evaluations

2
3

