
Human Resources (HR) for Supervisors
Fundamentals & Tools

Schedule of Instruction

DAY/TIME
TOPIC
PRESENTER/ORGANIZATION
08/01 Monday
0800-0830
Welcome


Administrative Announcements & Pretest

0830-0930
Introduction to Human Resources
Sylvia Freeland, Director






Civilian Personnel Advisory Center
0930-1130
Automation Tools
Greta Alto






Civilian Personnel Advisory Center
1130-1230
Lunch

1230-1400
Classification
Greta Alto/Marci Robinson




Civilian Personnel Advisory Center

1400-1600
Leave Administration & Hours of Work
Kit Lindfors




Civilian Personnel Advisory Center
08/02 Tuesday
0800-0810
Review Previous Day

0810-0855
Medical Accommodations
Kit Lindfors


Civilian Personnel Advisory Center

0855-1100
Management/Employee Relations
Kit Lindfors



Civilian Personnel Advisory Center

1100-1130
Labor Relations
Kit Lindfors



Civilian Personnel Advisory Center

1130-1230
Lunch
1230-1330
Labor Relations – Con’t
Kit Lindfors

        

Civilian Personnel Advisory Center
1330-1430
Grievances & Appeals
Kit Lindfors






Civilian Personnel Advisory Center

1430-1530
Performance Management - 
Kit Lindfors


     TAPES/Awards

Civilian Personnel Advisory Center

1530-1630
Developing
Cindy Comer



Civilian Personnel Advisory Center
08/03 Wednesday
0800-0810
Review Previous Day

DAY/TIME
TOPIC
PRESENTER/ORGANIZATION
08/03 Wednesday (cont’d)
0810-0840
Safety




Joe Novack







633 Air Base Wing,







Safety Office

0840-0930
Workers’ Compensation Program
Angel Sreves



Civilian Personnel Advisory Center


0930-1130
Staffing the Organization
Deborah Kelley/Amy Andresen




Civilian Personnel Advisory Center

1130-1230
Lunch

1230-1630
Staffing the Organization – Con’t
Deborah Kelley/Amy Andresen



Civilian Personnel Advisory Center

08/04 Thursday
0800-0815
Post Test Review
0815-0850
Time and Attendance
Virginia Woodard



633 Air Base Wing,



Comptroller Squadron
0850-0920
EEO

Dr. Clinton Covert



633 Air Base Wing,




EEO/EO
0920-0950
Drug Testing & Employee Assistance
Bruce McFadden


Program

633 Air Base Wing,



Drug Demand Reduction
0950-1020
Security

R. Edward Connolly




633 Air Base Wing, 




Information Protection
1020-1050
Post-Test & Course Evaluation

1110
Graduation
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