Lesson Plan for Introductory Module

Schedule:         Day 1, 0930-1050 (immediately after introductions/pretest)

Prerequisites:  Class should follow along in Course Binder.

Visual Aids:    Powerpoint slides and projection system; Easel and butcher block & felt 
                         pens; VCR to show OPM videotape, Merit Systems Principles

Time:              Approximately 50-70 min

Tip:                 Make sure Powerpoint file is opened before you 

                        start.  Because of the video, you’ll have only about 1-2 minutes per slide.

                        You may not need to show all of the slides.

	Time
	Lesson/Activity
	Cues

	10 min
	1.Introduction.  (This lesson follows the course opening, pretest and student and faculty introductions.)  Explain purpose of this course and learning objectives; emphasize the use of web-based HR tools and the completion of case studies.  State that participants must score 80% on the posttest in order to receive a certificate.  Participants must also successfully complete all exercises.  
	Slide #1-2

	
	2.  Remind class that HR is only one of many supervisory or management responsibilities.  However, HR issues cut across many different functions.  
	Slide #3

	50 Min
	3. Lecture and Video.  Ask class if anyone knows how the Civil Service was started.  Then state that the assassination of President Garfield is recognized as being the critical event that led to the Pendleton Act of 1883.  This shifted government away from the “spoils system” to a “civil service”.  
	Slide #4

	
	4.  Briefly review the merit principles and prohibited personnel practices.  Don’t read them all, but do point out that both “merit” and “EEO” are critical concepts.
	Slides #5-9

	
	5.  Follow with a videotape (21 minutes).
	VCR

	
	6.  After the video, ask for brief reactions.  Have students do exercise on Slide 10 – Have 3 table groups select one Merit Principle and the remaining table groups each select one Prohibited Personnel Practice.  Tell the groups to discuss how violations of the Principle or Practice might occur inadvertently.  Have the groups discuss how violation might be avoided.  Have groups share their discussions with class.  Summarize by reminding students to be aware of the Merit Principles and Prohibited Personnel Practices, to think and consult their HR advisors before they take action.  Remind them as supervisors they are held to a higher standard and must be aware of perceptions even when actions taken are strictly legal.  Be sure that the Whistleblower Protection Act is mentioned.
	Slides #10-11

Slides 12-13

	
	7.  Mention Army HR philosophy.
	Slide #14

	
	8. Explain briefly our regionalization structure.  Mention that changes have occurred in FY 04—both CPOCs and CPACs now report to Civilian Human Resources Agency (CHRA).
	Slides #15-16

	
	9.  Supervisors are just one of many HR stakeholders.
	Slide #17

	
	10. Contrast the CPOC and ABC-C processing roles with the CPAC’s advisory service role.  CPOC and ABC-C also provide advice.
	Slide #18-19

	
	11.  This slide simply names several key HR processes.  
	Slide #20

	
	12. The key point on this slide is that HR actions can’t be processed until the supervisor determines the NEED.
	Slide #21

	
	13.  Close by showing the order of precedence for HR laws, regulations, and policies. Remind class of the importance of labor agreements (Labor agreement is followed even if it conflicts with regulations—until new agreement is negotiated.)
	Slide #22

	10 Min
	14.  Summary.  Ask for questions, remind class that HR is merit based and founded in law. Transition to the next lesson, an overview of HR automation tools.
	Slide #23
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