	DAY 3 -- Wednesday

Human Resource Development

0830-1400



	Est Time
	Lesson Activity
	Cues

	15 min
	Lecture.  State:  “Human resource development helps managers build a diverse, professional, high-performing workforce.

Show slide with course objectives. 

Show types of training slide. (professional development, rotational assignments, special projects, classroom training, OJT, etc.)

Purpose of training is to improve individual and organizational performance.

Show unauthorized training slide.

Ask – Can anyone remember the Merit Principles?  Do you remember one that pertains to Training?


	Show Title Slide #1

Slide # 2 – Objectives


Slide # 3 – Types of Training

Slide # 4 – Purpose of Training

Slide # 5 – Unauthorized Training

	
	
	

	30 min

25 min


	There are several stakeholders in the HRD process.

Employee, supervisor, and CPOC/CPAC.

HRD Exercise 1 – Stakeholder Responsibilities Exercise
Activity:  Divide class into three groups.  Give them 15 minutes to brain-storm responsibilities of their assigned stakeholder.  Allow each group 5 min to report out.  Groups should designate a spokesperson.

Lecture:  Refer students to responsibilities listed on page 4 under HRD Tab I (original source: HRM, ST 5002) in binder.  Point out:

· That employees are responsible for IDPs. Ask them if they know of other training plans other than IDPs.  Show chart:  VRA, Interns, Trainees, IDPs

· That the supervisor is responsible for transfer of learning to the job.  Ask the group for some barriers to transfer of learning. Show slide with barriers.

· That supervisors are for responsible for assessing training needs. Show slides 9 and 10 on individual needs and organizational needs.

Activity:  Divide class into three groups.  Give them 15 minutes to review the cases in the Training Assessment Exercise.   Have each group report out on 1-2 case studies.  See Powerpoint chart notes for more information.


	Slide # 6 – Stakeholder

Responsibilites Exercise

Exercise # 1

Tab J, Page 3

Reference: Tab I, page 4

Slide # 7 – Training Plans

Slide # 8 – Barriers

Slide # 9 & 10 – Assessing

Individual/Organizational

Needs

Slide #11 – Training Assessment Exercise

Exercise # 2

Tab J, Page 5

	5 min
	Review list of HRD Rules and Regulations

It is not important for supervisors to know everything in all the rules and regulations, but you should know where to go if your employees have questions.  When in doubt, supervisors should always ask their CPAC / Regional HRD for advice and assistance.


	Slide # 12 – HRD Rules and Regulations

	50 min
	Activity.  HRD Rules and Regulations Exercise.  Divide the research topics listed in exercise # 3 among the groups.

· The groups should research the assigned topics and extract the key points that supervisors need to know.  If possible, the groups should also come up with one example/illustration from own experience.  Again, the group should designate a spokesperson.  Please point out to the class the importance of giving everyone an opportunity to be a spokesperson.

Allow 30 minutes for reading and research, 10 min break, and 20 minutes for reports (5-6 min per group).

If this class is taught in a computer classroom, participants may access PERMISS and other documents via http://cpol.army.mil.  The following references materials are included in the binder for this research exercise:

· Permiss Link on CPOL

· OPM Handbook (link and hardcopy provided)

· DA Memorandum, 20 Jun 03, subject: Payment of Expenses to Obtain Professional Credentials for Army Civilian Employees (link and 3 hardcopy files provided)

· DA Memorandum, 26 Oct 01, Civ Academic Degree Trng (link and 3 hardcopy files provided)

Note:  Some groups may have difficulty finding information on certain topics.  It is important that you are familiar with the references so that you can coach the working groups on where to find the information.

At the end of the reports ask the students what they thought of the exercise.  Other questions that may be asked are:  “How would you use this information?  Can you use this back at your worksite?  If so how?”

Note:  The whole point of this activity is to avoid a lengthy, boring lecture on regulations to teach participants about a key skill researching references.  The intent is not to memorize, but to learn where to locate information to answer employee questions or make decisions. 


	Slide # 13 – Exercise

Exercise # 3

Tab J, Page 7

	10 min
	HRD Selections.  Ask question:  “What factors do you think should be considered when making HRD selections?”  Acknowledge responses and annotate on butcher block.  

Refer students to binder, Tab I, page 7 – Info Map – HRD Selections


	Slide # 14 – HRD Selection Factors

Post on butcher block

Binder Tab I, page 7



	5 min
	Walk students through the DD Form 1556 Exercise.  Explain how the 1556 can be used for off-the-shelf training not exceeding $25,000.  Managers can use government purchase card to pay for training.  Annotations should include the purchase card number, cardholder name, and expiration date.

Point out areas of interest discussed earlier in the HRD selection process (i.e., length of training, location, cost, type of training, employee grade/series).

Approving training.  State:  “Training must be approved prior to the start date. Requests for approvals after employees have enrolled or actually begun the training must be disapproved.  Employees who enroll in a non-Government training course without written prior approval are personally responsible for the training cost.  This is an important part of the reason that a Continued Service Agreement may be required.

Transition to delegated training authority.  Manager can sign in Block # 33 as Training Officer thereby certifying that training meets regulatory requirements.

Point out Period of Obligated Service (Requires signature)

Point out 2nd signature regarding successful completion of training requirement


	Slide #15 – DD 1556 Exercise

Exercise # 4

Binder Tab J, DD Form 1556 (4 pages)



	5 min
	Authority to approve training may be delegated to line managers.  This authority allows them to approve short-term (120 calendar days or less) training.  Line managers are defined as 2nd level supervisors (supervisors of supervisors).  Line managers who are involved in the approval process must be trained on the proper procedures and their responsibilities before exercising such authority.  


	Slide #  16 – Training Process

	5 min
	Lecture and discussion.

1. What is ACTEDS?  Army Civilian Training, Education, and Development System

2. What is the purpose of ACTEDS?  Acknowledge responses.  To consistently produce high quality employees and leaders.  Each designated Army civilian career program should have an ACTEDS plans in place.

3. What are the key features of ACTEDS?  Acknowledge responses. (e.g. identification of key positions, outline of career paths to key positions, master training plan, etc.)

 
	Post responses on butcher block

Slides # 17 and 18 – Career Programs

	35 min
	HRD Exercise #5 – ACTEDS.  Assign each group of 3-4 a career program.  Try to select careers program that the students fall under.  Tell them to review the ACTEDS plan for their assigned career program and answer questions on the ACTEDS exercise.  They need CPOL and computers.

Allow 25 minutes, then have group report for 2-3 minutes.


	Slide # 19 ACTEDS Exercise

Exercise 5:  ACTEDS research 

Tab J, page 13

	5 Min
	Review Civilian Leadership Training chart.

Point out the ILDC, AODC, SDC, MDC, and LEAD are some of the typical mandatory training courses.  Refer them to page 14 in the binder.  

Ask them if they found any of these courses listed as Priority I training in the foregoing ACTEDS Plans research exercise.


	Slide #20

Binder pages 13, 14, and 15

	25 min
	Surfing the internet for Training Sources Exercise.

Refer students to the worksheet for exercise # 6.  Have the students log on to the computers so that they can follow along with you.  Students should jot down notes on the exercise worksheet about the importance of each web site.


	Slide #21

Exercise # 6 – Training Sources

Tab J, page 15

	
	
	

	35 Min
	Case Studies Exercise -- Course Summary.

If time is short, assign the case studies as a homework activity.  Review the following morning as a summary.  Hand out the "school book" answers after the review.

Activity.  Assign case studies. Allow students 20 minutes to research and then ask for answers.  Review the school solutions.

 
	Slide #22

Exercise # 7 – Case Studies

Tab J, page 17

School book answer

sheet

	5 min
	Ask for questions and summarize major points.


	Slide 23
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