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HR for New Supervisors Course Management Guide

	Introduction
	The HR for New Supervisors course was developed by the Civilian Human Resources Agency (CHRA) to train new supervisors in their responsibilities for civilian human resource management (CHR).  The course covers HR legal and regulatory requirements, HR processes and the automated HR tools designed to assist supervisors in requesting and tracking personnel actions.

In FY 03, the CHRA Training Management Division (TMD) presented 17 sessions of the HR for New Supervisors course and trained 460 new supervisors.  The need for supervisory CHR training far exceeds the ability of  CHRA TMD to deliver this course.  In order to ensure that all new supervisors receive this training in a timely manner, the Director of CHRA has assigned Civilian Personnel Advisory Centers (CPACs) responsibility for presenting this course onsite to supervisors at their serviced installations and activities.




	Purpose
	The purpose of this Guide is to provide instructions and information about the HR for New Supervisors course for CPAC HR specialists who will be managing and teaching this course.
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	About the Course
	HR for New Supervisors is a 4.5 day course designed to teach new civilian and military supervisors of appropriated fund civilian employees about their responsibilities for Civilian Human Resource management.  The course includes the following modules:

· Overview of Army CHR (includes coverage of Merit System Principles and Prohibited Personnel Practices)

· Position Classification (includes an introduction to CHR automated tools such as CPOL, ART, Gatekeeper and FASCLASS)

· Staffing 

· Human Resources Development

· Management Employee Relations

· Labor Relations

The course includes lecture, class discussion and exercises.  There is a pre and post test administered at the beginning and end of the course.  The schedule allows time to address local HR topics, either during the modules or as a separate presentation.  The course does not address supervision of Nonappropriated Fund employees or contractor employees.  A sample agenda is included in the Administrative Files link.
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	Responsibilities
	Who does what?


	Who
	What

	CHRA Training Management Division
	· Establishes course delivery requirements 

· Develops and updates course materials (lesson plans, slides, exercises, handouts, pre and post tests)

· Provides materials to CPAC via CHRA website or e-mail

· Answers questions and provides assistance to instructors on course content

· Provides instructional skills training to CPAC instructors

· Reviews end of course reports and evaluations and makes adjustments to course as needed

	CPAC Director/

Staff
	· Schedules course(s) needed to meet supervisory HR training needs (at least one per year)

· Markets course to installation/activity commanders and supervisors

· Selects participants who meet criteria for attendance

· Works with Resource Management for funding as needed, e.g., printing, adjunct faculty travel, etc.

· Reserves classroom and arranges furniture, secures supplies and equipment as needed

· Selects CPAC staff for instructors based on subject matter knowledge; if necessary requests Regional HRDD assist in locating adjunct faculty from CPOC or other installations

· Reviews lesson plans, slides, exercises and handouts in preparation for teaching.  Consults CHRA TMD if there are questions on content or method of delivery.

· Manages course; teaches modules; facilitates exercises.

· Grades pre and post test; issues certificates

· Provides copy of class roster, pre and post test scores, end of course evaluations to Regional HRDD

· Provides suggestions for course updates/changes to CHRA TMD
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	Responsibilities

Cont.
	


	Who
	What

	Regional Director/

Regional HRDD
	· Ensures each CPAC schedules and presents at least one HR for New Supervisors class each FY

· Provides assistance to CPACs in course administration and/or delivery, e.g. locating adjunct faculty from CPOC or other CPACs if needed.

· Maintains course files to include copy of student roster, pre and post test results and end of course evaluations.  Provides CHRA quarterly report of numbers and locations of students trained.  Provides CHRA summary of end of course evaluations.

· Ensures DCPDS is updated to reflect course completions

	Installation Commander
	· Ensures that new military and civilian supervisors of civilian employees attend course

· Provides support to CPAC in delivery of course, e.g., classroom access, printing costs, TDY for adjunct faculty, if needed, etc.


	Who should take this course?
	Priority should be given to new (less than one year of supervisory experience) supervisors of civilian employees.  Both civilian and military supervisors are eligible for the course as long as they supervise at least 3 appropriated fund civilian employees.  More experienced supervisors could also benefit from the course and may be included if there are not enough new supervisors to fill the class.  Team leaders, acting supervisors and project or program managers who have no supervisory responsibilities should not be selected for this class.

	 
	


Continued on next page

HR for New Supervisors Course Management Guide, Continued

	Marketing the course
	The HR for New Supervisors Course will help the new supervisor in performing his/her human resources management duties.  In addition to teaching the participants about HR regulations and processes, the course introduces them to the automated HR tools.  Completion of this course can enhance the new supervisor’s confidence and performance.

Classes should be announced as far in advance as possible to allow participants to make plans to attend the course and to ensure the course is fully subscribed.  Recommend that a marketing flyer be sent electronically to all serviced organizations to encourage supervisors to apply and attend the training.  Recommend enlisting the support of the commander and senior managers in ensuring that new supervisors are made available to attend the course.  


	Applications/

Selections
	· The CPAC course manager is responsible for making selections for the course based on the criteria described on the previous page in Who should take this course?  

· The optimum class size is about 25 students.  

· Students should be notified as soon as possible of their selection for the course.  

· Recommend having a list of stand bys who can be added to the course should some of the selected students be unable to attend.

· Contact the student’s supervisors if the student wants to drop out of the course due to workload.  The course will ultimately make the supervisor more productive even though he/she will be away from the worksite for a week during the class.  Remind the supervisor that the opportunities for this training are limited. 


	Who Should Teach?
	CPAC specialists are expected to be the primary instructors for this course. Instructors should have subject matter knowledge of the topics they are teaching.  Instructors are not required to have completed CHRA’s Instructional Methods course although this is helpful.  If the CPAC does not have specialists who can teach all modules of this course, the CPAC Director may ask the Regional HRDD for assistance in locating additional adjunct faculty from the CPOC or another CPAC in the region.  TDY costs will be paid by the installation where the course is being presented.
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	Course Materials
	· Course materials are developed and updated by the CHRA TMD staff.  The materials include the agenda, pre and post tests, lesson plans, slides, exercises and handouts for each module.

· Course materials (except for the pre and post tests) will be available on the CHRA website at http://www.chra.army.mil/; in addition, a sample course binder will be provided to each CPAC to assist in assembling materials.  (The actual course binder materials should be downloaded from the web to ensure the most current version is used.)

· After a course has been scheduled, the CPAC course manager should contact the CHRA TMD course proponent to request electronic copies of the pre and post tests.  The testing materials should be safeguarded and not shared with anyone outside of the CPAC instructor team.

· One copy each of the Merit Systems Principles video and Controlling Absenteeism video will be provided to each CPAC.


	Funding
	Costs associated with the course are to be paid by the installation/activity presenting the course.  Costs should be minimal, primarily printing student binder material and perhaps room rental if the installation does not have a training room.  If adjunct faculty from other installations are required, TDY costs for those employees will be paid by the presenting installation.  TDY costs for any supervisors attending the course are also funded by the employee’s organization.


	Preparation
	Approximately 60-90 days in advance of the course:

· Decide on course dates

· Assemble instructional team, reserve classroom and equipment

· Provide commander with a list of new supervisors and recommend their attendance

· Publicize the course to serviced activities; include information about target audience, course content, dates, times, etc.  
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	Preparation, cont. 
	45 days in advance:

· Ensure instructors have course materials and begin to review.

· Assemble student binder and send for printing; have other materials printed, e.g., pre and post tests, copy of local/regional merit promotion plan and union agreement and any handouts not in binder, etc.

30 days in advance:

· Review applications; make selections to include stand-bys.  

· Notify selected participants; provide information about time and location of class.  Send copy of selection notifications to managers of selected employees.

· Invite Commander to open course to emphasize support for training and expectations.

At least one week in advance:

· Instructors should review the lesson plan and other materials for the modules they will be teaching.  They should be completely familiar with the flow of the module including timing and how exercises work.  Schedule practice sessions if needed.

· Review the references, e.g., CFR citations, Merit Promotion Plan, Union Contract, etc. that are mentioned in the module. 

· Direct any questions about the materials or flow of the module to the CHRA TMD POC.

· Review the agenda to be generally familiar with the flow of the course; know what other topics are being presented and when.
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	Preparation, cont.
	On the Friday before the course:

· Meet with other instructors.  Go over the agenda.  Make sure everyone is prepared to teach the assigned modules.

· Emphasize instructors’ responsibilities for assisting in all aspects of course delivery, not just the modules they are instructing.  This includes remaining in the classroom, supporting other instructors by doing research, passing out answer sheets, dealing with students questions or problems, etc. 

· Ensure classroom is set up and materials, e.g., student binders, easels, projector, VCR, supplies, etc. are available and that instructors know how to operate equipment.

· Have slides loaded onto classroom computer or disks.  Do a dry run to make sure all slides are present, readable and ready.  (Each instructor should check his/her slides.)

· Prepare roster with student names, organization, phone number and email address.




	Classroom Requirements and Set Up
	· The classroom should be equipped with tables, chairs, projector, screen, and computer for projecting slides and internet access.  

· The classroom should be configured in table groups with 5 or 6 students at each table, depending on the size of the course.  

· Access to a computer classroom is required for the Classification and HRD modules of the course.
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	Course Delivery
	· The course is to be presented following the established agenda and in accordance with the lesson plans.

· The course is to be presented as a week long (4.5 day) course.

· Pre and post tests will be administered.  

· Any requests for deviation from the established program of instruction must be submitted through the HR Regional Director to CHRA TMD with rationale for the exception.  

· Requests to shorten the course will not be approved.

· Recommendations for additions or deletions to the course content may be submitted to the TMD Course Proponent.




	First Day of Class
	Opening:

· Greet students as they arrive; direct them to table groups.  (You may want to assign table groups to ensure that students from one organization don’t all sit together—encourage cross fertilization.
· Instruct students to write names on table tents.  

· Begin class at 0800.  Introduce yourself and welcome students.  Provide any administrative information, e.g., restrooms, smoking area, phones, emergency exits, coffee, etc.
· Introduce CPAC Chief, Commander or representative to welcome students.  (This is optional, but a nice touch to emphasize the importance the leadership attaches to this training.)



Continued on next page

HR for New Supervisors Course Management Guide, Continued

	First Day of Class, cont.
	Pre-test:  Administer pre-test as follows:

1.  Pass out copies of test to students.

2.  Explain purpose of test—to measure what they know and don’t know about Civilian Human Resource Management at the beginning of the course.  This information will assist the instructors know what areas to emphasize during the course.
3.  Tell students to write their names on the front of the test.  Then circle the 

answer they are selecting for each question.  Tell them not to guess.  If      they don’t know the answer, leave it blank and go onto next question.

4.  When finished, hand in test.  (Can take a break at this point)

5. Have other instructors grade test and record scores (number answered correctly) on copy of roster.
6.  Safeguard copies of test.
Introductions/Expectations

Ask students to introduce themselves, e.g., name, organization, years as a supervisor.  Ask them to identify one specific issue, problem or question related to HR which they want to know more about or are seeking help with.  One of the other instructors should record these on butcher paper and post on the wall of the classroom.  As those issues or topics are covered during the class, refer to the posters.  If students raise issues that will not be covered, e.g., supervision of contract employees, EEO, Workers Compensation, etc. acknowledge that and suggest another source of information if you know one.

Have other instructors introduce themselves.
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	First Day of Class, cont.
	Classroom Management/Course Completion Requirements

Advise the students that:

· Class will start promptly at 0800 each morning.  Students are expected to  be present when class begins and return on time from breaks and lunch.
· Remind them that this class is their duty location for the week and encourage them to leave out of office and voice mail message directing callers to someone else who can deal with problems or issues at the work site.  (Students who check in at office before class, during breaks and at lunch will inevitably be late for class and distracted.)

· Class will end NLT 1630 each day and NLT 1200 on Friday.

· Breaks will be given as the material allows.  (Try to break every 60-90 minutes.)

· Encourage full participation in class.  Don’t hesitate to ask questions.  Listen when others are speaking—they can learn a lot from each other.

· Must be present for entire course to receive certificate for course.  (Note:  You have some discretion if a student must be away for a short period.)

Student Binder

Briefly cover contents of the binder, e.g., the agenda, evaluations, modules, etc.  Tell students they have copies of all the slides in their course binders.

Evaluations

We are interested in students’ feedback.  Ask that they complete the evaluation at the end of the course; encourage written comments on what they liked and did not like about the course.  We make changes to the course based on students’ feedback.

Break, then begin first module.
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	After class each day
	· Review the day with other instructors—What went well?  What didn’t?

· Share observations of students’ participation.  Are they understanding? Are there any problems?

· Make sure classroom and materials are ready for next day.


	During week
	· Start each day with a short review of previous day.  Ask each student to identify one thing he/she learned that can be applied back on the job.  Expand on these as appropriate.  Make sure previous day’s learning objectives are reviewed.

· Refer questions or problems with course materials, exercises or handouts to CHRA faculty.

· Sign certificates as course manager.


	Thursday afternoon
	· Set aside last 30-45 minutes of class to review for post test, focusing on the learning objectives for each module.  Do not ask the actual test questions.  Cover more than is on the test during the review.

· Remind students they will need their binders for the last day—for the Labor Relations module and the end of course evaluation.


	Friday morning
	Post Test

Administer as follows:

1. Pass out copy of test to each student.

2. Tell students to write name on front page.  Answer each of the questions by circling the letter of the response they think is correct.  Turn in completed test.
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	Friday morning, cont.
	3. When all students have completed test and turned in test, go over the answers.

4. Have other instructors (who are not teaching) grade test and record scores (number answered correctly) on student roster.

If student does not pass test:  (Scores less than 80%).  One of the instructors should take the student aside and give him/her another opportunity to answer the questions missed.  Use your best judgment here.  If the student did not pass the test because he/she did not fully participate in the course, was absent for a significant part of the course or appears not to understand the material, no certificate should be issued.  This would be very unusual.  Generally students are able to answer the questions correctly, the second time around.

Present remaining module on Labor Relations.

Review Needs and Expectations poster from first day of class.

Evaluations:  Ask students to complete and turn in end of course evaluations.

Graduation:  Pass out certificates, congratulate students and send them back to work!


	Records and Reports
	· Review evaluations with other instructors.

· Submit report to Regional HRDD which includes the following:

--Roster with pre and post test scores

--End of course evaluations

--Brief summary of course including any suggestions for changes, updates to materials, etc.

· Ensure that employee’s records are updated to reflect completion of this course.




Continued on next page

HR for New Supervisors Course Management Guide, Continued

	References
	· Title 5, U.S. Code

· 5 Code of Regulations

· DCPDS Desk Guide

· ART User’s Guide

· OPM Training Policy Handbook

· PERMISS

· AR 690-400

· CPMS FAS Supervisor’s Guide to Labor Management Relations




	Regional and CHRA POCs
	· Regional HRDD:

· CHRA Course Proponent:  Bob Cronin, (410) 306-1730; DSN: 458-1730; e-mail: bob.cronin@chra.army.mil
· Classification Module:  Beth Brown, (410) 306-1711; DSN: 458-1711; e-mail:  beth.brown@chra.army.mil
· Staffing Module:  Marian Bellis, (410) 306-1725; DSN: 458-1725; e-mail:  marian.bellis@chra.army.mil
· Human Resources Development Module: Bob Cronin, (410) 306-1730; DSN: 458-1730; e-mail: bob.cronin@chra.army.mil
· Management Employee Relations and Labor Relations Modules:  Frank Roig, (410) 306-1722; DSN: 458-1722; e-mail:  frank.roig@chra.army.mil
· Automation/HR Tools Module:  Greg Wert, (410) 306-1729; DSN: 458-1729, e-mail: greg.wert@char.army.mil 




Patricia Horst

Acting Chief, Training Management Division

Civilian Human Resources Management Agency

11 May 2004
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