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                                     AO Human Resources Training Program

Cooperative Resolution




January 24, 2007                                                       

Course Description:   Course covers how to create a positive work environment through better communication; identifying different working styles; understanding/respecting our differences; determining your own personal conflict management style; creative problem resolution; and discussion on the Alternative Dispute Resolution (ADR) process.
Pay and Leave





January 31, 2007

Course description:  Course covers leave policies and programs; Family Medical Leave policies; Premium Pay; Travel Compensation; and Flexible Work Schedules.

HR Processing Module




January 9 & 10, 2007









January 23 & 25, 2007









January 30 & 31, 2007

Course Description:  Course covers an overview of the federal human resources personnel processing procedures, such as; processing roles and responsibilities; entrance on duty (EOD) processing; requests for Personnel Actions (SF-52); LAO Delegated Authority; employee exiting procedures; processing accountability; e-resources; and tips for successful processing.

LA/STEP






February 13 – 15, 2007
Course Description:  Course covers the laws and regulations governing LA/STEP appointing authorities; pre-recruitment and recruitment requirements; eligibility and minimum qualification requirements; forms required to process LA/STEP appointments; and how to complete the Request of Personnel Action, SF-52.
Employee Relations & Ethics



February 7, 2007








February 21, 2007

Course Description:  Course covers how to address performance and conduct problems; performance improvement plans (PIP); the Douglas Factors; Management and Employee Rights and Responsibilities; and an overview of the Ethics Program.
Position Management/Classification


March 12 – 16, 2007









March 26 – 30, 2007

Course Description:  Course covers Position Management; Position Classification: Position Descriptions; Wage Grade Positions; and Classification Appeals.

Recruitment and Staffing




April 9 – 13, 2007









April 23 – 27, 2007

Course Description:  Course covers the Competitive Service and Excepted Service; Citizenship Requirements; Roles and Responsibilities in the Recruitment/Staffing Process; advertising positions; recruitment for General Schedule and Wage Grade positions; Veteran’s Preference; the selection and placement process; and documentation requirements.

Performance Management & Employee Recognition
May 9, 2007









May 23, 2007

Course Description:  Course covers the Performance Management System and the Employee Recognition Program.  
Employee Development/AgLearn



June 6, 2007









June 19, 2007

Course Description:  Course covers the Individual Development Plan, New Employee Orientation, Continued Service Agreements, AgLearn Supervisors and Users, and SF-182 payment procedures.
Workers’ Compensation 




July 10 – 11, 2007









July 24 – 25, 2007

Course Description:  Course covers an overview of the Office of Workers’ Compensation Program (OWCP) including the types of claims; claim forms; the requirements of Continuation of Pay (COP); medical documentation; supervisor and employee responsibilities; returning employees to work; and Workers’ Compensation resources.

Federal Employees Retirement System (FERS)

October 16, 2007

                                                                                                October 23, 2007

Course Description:  Course covers retirement eligibility requirements; creditable service criteria; military service; deposit and re-deposit service; retirement computations; retirement survivor benefits; employee death benefits; continuing Health and Life Insurance into retirement; Life Insurance; and the Thrift Savings Plan.

Civil Service Retirement System



August 07, 2007

                                                                                                August 21, 2007
Course Description:  Course covers retirement eligibility requirements; creditable service criteria; military service; voluntary contributions; deposit and re-deposit service; retirement computations; retirement survivor benefits; employee death benefits; continuing Health and Life Insurance into retirement; Life Insurance; and the Thrift Savings Plan.

Work/Life Programs





November 7, 2007









November 28, 2007
Course Description:  Course covers ways to provide employees assistance and support in balancing work and personal responsibilities.  Content includes a brief overview of the following programs:  Child/Elder Care Referral Service, REE Child Care Tuition Assistance Program, Employee Assistance Program, Pre-Tax Parking Program, REE Telework Program, and the Transit Subsidy Program.
