


BRAINSTORMING EXERCISE:  

STAKEHOLDER RESPONSIBILITIES

Activity:  Brainstorm the responsibilities of your assigned stakeholder for 15 minutes.  Select a spokesperson.  Be prepared to share what your group perceives to be the responsibilities of your stakeholder.
1. Employees

2.
Supervisors

3.
Regonal HRD / CPACs

TRAINING ASSESSMENT EXERCISE

Activity:  In this exercise, the organization below has identified to us that they are having problems.  Please look at the exercise below and identify the cause of the problems.

1. Identify if the problems are organizational or individual.

2. Are the problems due to a training issue or a non-training issue?

3. Will training solve the problems?  If so, identify the type of training.

Small organization of 38 employees:

1 secretary, GS-5  






6 personnel actions clerks

6 staffing assistants, GS-6




12 staffing specialists, GS-11

9 team leaders, GS-12





3 branch chiefs, GS-13

1 division chief, GS-14

This is a small organization organized approximately one year ago.  They recently acquired a new mission. Many of the employees were hired with limited Human Resources (Personnel) experience. The division chief had extensive knowledge and was comfortable taking on the new mission.  The division chief said to bring the new mission on—the staff could accomplish anything.  The team leaders and branch chiefs received brief instructions on the new mission.

1. Two months ago, 1 branch chief (GS-13) got married and moved away.  The position was filled by one of the team leaders (GS-12) on a temporary promotion.  The individual did a conscientious job filling in.  When the position was announced and filled, the employee (on temporary promotion) did not get the position.  Everyone seemed surprised that the position went to another applicant. This employee did not appear to be upset and went back to the previous position.  Lately the quality of work coming from the team has shown many accuracy errors that should have been caught by the team leader, but were not.

2. The team that absorbed the majority of the tasks related to the new mission is now overwhelmed.  The personnel action clerks do not know how to process the actions and they keep coming to the team leader one-by-one asking the same questions.  The workload is backlogged and morale is very low.

3. One personnel actions clerk has been calling in sick every Monday. This employee has rarely called in sick in the past and the occurrence seems excessive.

4. One personnel assistant was hired from another agency.  The individual is familiar with and understands the Defense Personnel policies (hiring, promotions, etc.).  The basic knowledge is there, but the assistant is not familiar with Army’s automated tools.

HRD RULES & REGULATIONS

Activity:  Research the assigned topics and extract the key points that the rest of the class needs to know.  Select a spokesperson.

1. Academic Degree Training

2. Continued Service Agreements

3. Examinations, Licenses, and Certifications

4. Meetings and Conferences

5. Overtime Pay 

6. Equal Employment Opportunity Concerns and Merit Principles

7. Use of the Training Authorization Form

8. Required Training

9. Training Needs Assessment

Sample DD 1556 – Page 1

Back of DD 1556 (signatures)

DD form 1556 – Instructions Page 1

DD Form 1556 – Instructions Page 2

Army Civilian Training, Education, and

Development Systems (ACTEDS) Plans

1. Who are the proponent and functional chief? 

_____________________________________________________________

2. What job series and titles are covered under your career program?

______________________________________________________________

3. Is there an intern training plan, and if so how long does it take to complete it?

______________________________________________________________

4. What are the Priority I training requirements?

______________________________________________________________

5. What are the Priority II training requirements?

______________________________________________________________

6. List 5 examples of Priority III training requirements?

______________________________________________________________

7. Does the career program offer tuition assistance for college courses?

______________________________________________________________

8. Does the plan require Individual Training Plans (IDPs)?

______________________________________________________________

TRAINING SOURCES

1. www.cpol.army.mil.  Civilian Personnel On-line (CPOL) Home page

a. http://cpol.army.mil/train/catalog/index.html.  Army, Civilian, Training, Education, and Development System (ACTEDS) Training Catalog

b. http://www.chra.army.mil/tmd.htm.  Civilian Human Resources Agency (CHRA), Training Management Division (TMD), home page.   Includes short training videos on how to use HR Tools such as Modern DCPDS (RPA’s, etc.).  
c. http://www.cpol.army.mil/train/courses/index.html.  Civilian Leader Development programs sponsored by Department of the Army.
d. http://cpolrhp.belvoir.army.mil/ner/.  Northeast Region Home Page (sample Region).  Click on Functional Divisions, then click Human Resources Development.  Includes online Training Calendar.
2. https://www.us.army.mil/portal/portal_home.jhtml .  Army Knowledge Online

My Education – Includes link to Skillsoft / Smartforce online courses.  
CASE STUDIES

1.  An employee comes to you with a complaint.  As a GS-203-06 Personnel Assistant, he attended a course at TMD in Aberdeen, MD.  To be present by Monday at 8 AM, he traveled on a Sunday, left his home at 7 AM and arrived at 4PM in Aberdeen.  His normal hours of work are 8 AM to 4:30 PM.  He states he did not receive overtime or compensatory time for the Sunday travel, but he deserves it.  How do you respond to his complaint?

2.  Same case as #1 but the employee is a GS-212-12, Personnel Staffing Specialist.  How do you respond to the complaint?

3.  Your Depot wants a group of qualified Crane Operators available for duty when mission workload exceeds the capacity of one permanent Crane Operator.  These auxiliary operators would be temporarily promoted to WG-09 when activated.  How would you publicize crane operator training?  How should you make selections of participants for the crane certification training?  

4.  The Career Program 11, Comptroller, has a budget of about $100,000 to use for long-term university training (training over 120 days).   How should this money be awarded to individual career program members?

5.  Your division is considering contracting with the Chesapeake Hotel to house and feed students in the next FY.  However, the Chesapeake Hotel was recently cited for discriminating against women and minorities.  Is the Chesapeake Hotel eligible for a training contract?  What would you tell their sales manager?

6.  A Secretary, GS-318-05, Maintenance Division, Desert Army Ammunition Plant, applied for the HR Leadership development course.   The employee, a VRA appointee, claims the training will help him reach his full potential in Army.  Would you approve his DD Form 1556, Request for Training ?   How would you explain your decision?

7.  The same employee in #6 also applied for a local 1-day workshop called “Team Communication Skills.”  The workers in his organization are grouped into maintenance teams, and he himself is assigned to an administrative team.  Would you approve his DD Form 1556, Request for Training?  How would you explain your decision?

8.  Steve Mendelsohn sometimes teaches Leadership concepts in his job as a GS instructor.  He applies to a non-government agency to be certified as a Leadership Trainer.  The fee is $200.  He submits a request to you for approval using a DD Form 1556, claiming that the agency will benefit from his certification.  The certification process includes an examination and a certificate.  Would you approve his training nomination, DD 1556?  How would you explain your decision?

9.  An employee calls you to find out if IDPs are mandatory for the wage grade and clerical employees.  What do you reply?

10.  Your deputy commander calls to find out if an annual training survey is required by law or government regulation.  What do you reply?




Human Resource Development


Exercises





Exercise:  Brainstorming activity, “Stakeholder Responsibilities”





Exercise:  Case Study, “Training Assessment”





Exercise:  Research Project, “HRD Rules and Regulations”





Exercise:  Training Process, DD Form 1556, “Request, Authorization, Agreement, Certification of Training and Reimbursement”





Exercise:  Research Project, “Army Civilian Training, Education, and Development Systems (ACTEDS) Plans”





Exercise:  Surfing the Internet, “Training Sources”





Exercise:  Case Studies, Course Summary
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