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INTRODUCTION

? EPOPUaAwWPUwWOOUT b OiNapobdd BabapariteiOx x OUUUOPUA S 2> ww

It is important that every employee possess the knowledge and skills necessary to perform their job successfully. As
partners in service, the Training & Development Office of Human Resource Services is committed to making that happen
by providing both professional and personal development opportunities to ensure a productive, motivated, and
successful work force.

It is with great enthusiasm that our office provides you with the 2009-2010 catalog and schedule of training and
development opportunities. We hope that you find this resource helpful in planning for your career development, your
success, and your future. Whether you need to enhance your current skills and competencies, you yearn for new ideas
or techniques, or simply want the opportunity to interact with and learn from fellow colleagues, we invite you to take
advantage of the learning opportunities found throughout this catalog. Feel free to contact Jason Morris, Employee
Development Specialist, at 334-4408 with any questions, ideas, or other comments about training and development
opportunities here at UNCG.

New to the training & development calendar this year are an additional 11 new workshops, afternoon
Ul UUPOOUOWUT T wbOUUOEUE UD OO wEirianaial é1id Eifts SlénBihgyFOR) &ekie® 1IN0 02 w
addition, wez Yprovided information and links to other training opportunities offered across campus
and at the Office of State Personnel (OSP). Explore the catalog further for more information!

LEARNING MODULES

The Training & Development Office of Human Resource Services features employee development opportunities in six
separate areas designed to enhance essential workplace skills, awareness, and continued professional and/or personal
growth. Workshops list ed throughout this catalog may be taken individually as neededor as part of these focused
development area s organized into learning modules (curriculums) . Upon completion of any learning module,
participants are awarded a Certificate of Achievement from HRS. Participation in any or all of the provided learning
modules may be included inani O x O O Piofesgidhal development and/or PMP plans designed by employees and
their supervisors.

The learning modules cover six areas frequently requested for employee development:
x  Supervisory/Management (also known as the Essential Supervisorz Brogram or ESP)
x  Diversity
x  HR Policies & Procedures
x  Coaching & Leadership
x  Performance Management
x  Interpersonal Communication

Descriptions of each learning module and the corresponding workshops are found in the following sections of this
catalog. If you have further questions about the learning modules or individual workshops, please contact the Training
& Development Office in Human Resource Services at 334.4408 or jbmorris@uncg.edu.

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/
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SUPERVISORY/MANAGEMENT (ESP) LEARNING MODULE

2. OUWET BI I wPEOUWPOWODI I wbUwU O GiRElh BvaldoEiedsor) | EOOWOEOI |
Being a supervisor or manager can sometimes be overwhelming considering all that you need to be aware of when
supervising employees. How do | conduct a PMP? Whom should | contact for help with disciplinary issues? How do |
deal with conflict among my employees? What leadership style(s) would work best for my individual employees? These
are just a few questions that this learning module, the $ UUT OUPEOw?2 Ux 1 UY b, thd prgpareybut®ansuer O wp$ -
as you perform the day-to-day duties of a supervisor/manager.

Who should participate in the ESP learning module?

U  Supervisors, current and new, who work with SPA employees.

U Aspiring or potential supervisors who want a head start in acquiring HR-related knowledge of the job.

iU / EU0wxEUUDED x E OU U ueddnstdnilylupdétivg polidy nihrialhddiadding gther workshops to this
learning module. Past participants are encouraged to attend new or updated workshops without the need to
complete the entire learning module over again.

What are the goals of the ESP learning module?

U Provide an introductory program of workshops that enhance supervisory skills including interpersonal
communications, team building, leadership and coaching, and HR policy and procedure information.

U Provide up-to-date information on HR policy, including federal, state, and UNCG policy information.
U Provide the opportunity for supervisors to share knowledge, experience, and suggestions amongst each other.

U Establish long-term, professional relationships between supervisors, HRS, and our partners in service.

How to Enroll

Participation begins with completion of the Supervisor Approval Forrhy the employee and approved by their supervisor.

Forms submitted on-line are automatically forwarded to the participantz UwU Ux 1 UY D U O Wack dpproval is x UOY E C
received by the Training & Development Office, a confirmation of enrollment is sent to the participant and will include

further instructions for registering for workshops. Note: The Supervisor Approvdbrm and workshop registration form

may be found at the end of this catalog for manual submission.

Minimum Requirements

31T DUwWOI EUODPOT wOOEUOT wxUOYDPEI UWEWEOOEDOEUDPOOWOI wrelidted Ul 2 wE OE L
PpOI OUOEUDOOWEOE@DO®0®uPOWRP OBl BWUOOWEUDOEWUx OOWEOOOUOPEEUD O/
Learning Module certification from HRS is awarded to each participant who completes a minimum of 8 Core workshops

and 5 Electives within two years (max) of enrolling. Each participant is encouraged to choose workshops within this

learning module that best pertain to their own work environment and responsibilities**. Participation beyond the

minimum requirements is also encouraged. Each workshop is offered one to four times per year starting in August.

** Of the minimum 8 Core requirements, participants must include the EEOI workshop and the HRS On-line course.

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/
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Workshops and Descriptions in the Supervisory/Management (ESP) Learning Module

Supervisory/Management Learning Module Overview

This session provides an overview of what to expect while participating in the professional development

?22Ux1 UYDUOUa~y, EOET T Ol OU~» wOl EUODOT WwOOEUOI OWEOUOWOOOPOWEUWS -
session, we discuss expectations and goals you have as a participant, what is expected of you as a participant, and

detailed course descriptions within this learning module. An introduction to the workshop, "HRS On-line" will also be

provided and demonstrated. This session also serves as the first opportunity to network with fellow supervisors and

managers also participating in the module as it is expressed throughout that they will be your best resource for optimal

learning. Facilitator:Jason Morris

Career Banding Basics
ESPCore

The basics of Career Banding are explained, including compensation strategy, goals of career banding, descriptions of
position competencies and competency levels, and proper interpretation and application of pay factors. This workshop
is intended for SPA employees new to the Career Banding system or for employees needing a refresher on Career
Banding concepts. Facilitator: Angela Mahoney

Section 1 Section 2 Section 3
Date: 09/24/2009 Date: 10/15/2009 Date: 01/20/2010
Time: 2:00pm & 4:00pm Time: 9:00amd 11:00am Time: 9:00am@d11:00am

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/
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Conflict Management Skills
ESP Elective

This workshop will introduce methods in dealing with conflict in a way that is constructive to relationships throughout
the workplace. By the end of the course, participants will be able to identify the causes of conflict, understand, minimize
or alleviate behaviors that escalate conflict, and use appropriate interpersonal skills to communicate effectively during
conflict. Presenters and techniques discussed may differ with each offering of this workshop. Facilitator:Jason Morris

Section 1
Date: 01/14/2010 Section 2
Time: 2:00pm & 5:00pm Date: TBD

Critical Conversations
ESPElective

During this workshop we discuss ten principles of compelling communication that apply to all encounters and we learn
how to apply these principles, with various techniques, to specific critical conversations at work. Facilitator:Jason Morris

Date: 07/08/2010
Time: 8:30amad 4:30pm

Customer Service Excellence
ESP Elective

This course will enhance the employee's understanding of customer service issues in the public sector and their crucial
role in providing quality customer service to ensure organizational success. Course participants will explore their
attitudes and behaviors about customers and customer service, and take part in activities to enhance their interpersonal
skills to effectively address a variety of customer service issues. Common customer service standards, expectations and
pitfalls will be explored. Facilitator:Jason Morris

Section 1 Section 2
Date: 02/25/2010 Date: 04/15/2010
Time: 8:30amad 4:30pm Time: 8:30amad 4:30pm

Equal Employment Opportunity Institute (EEOI)
ESP Core Mandatory

A NC state required workshop for all SPA and EPA supervisors who supervise SPA employees. Itis offered in
conjunction with the NC Office of State Personnel.

The Equal Employment Opportunity Institute addresses EEO law compliance and issues of workplace diversity in State
government. It concentrates on developing awareness and building skills that can be used on the job.

The objectives of the EEOI workshop are to:

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/
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V  Assist managers/supervisors in obtaining knowledge about the theories of discrimination, employment laws,
and the concepts and principles of equal employment opportunity
Expose managers/supervisors to workplace equity and fairness issues

Assist managers/supervisors in understanding how to incorporate equal employment opportunity into their
management responsibilities

Create awareness of the effects of stereotyping and prejudice in the employee-related management decisions

V  Assist managers/supervisors in creating an action plan to start the process of establishing an inclusive and
productive workforce

This is a 2 day workshop. The first day is from 8:30 to 4:30; the second from 8:30 to 3:00.
For more information on the EEOI training requirement, please refer to: http://web.uncg.edu/hrs/Training/EEOI/

Facilitator:Jason Morris

Section 1 Section 2
Date: 12/08/2009 Date: 07/22/2010
Time: 8:30amd 4:30pm Time: 8:30amd 4:30pm
AND AND
Date: 12/09/2009 Date: 07/23/2010
Time: 8:30amad 3:00pm Time: 8:30amad 3:00pm
FMLA & Disability
ESPCore

Family Medical Leave Act (FMLA) - Policy interpretation, understanding the concept of FMLA, accounting for leave,
responsibilities and rights of employee, supervisor, and HR, and the importance of tracking leave under FMLA will be
covered. By the end of this portion of the session, participants will have an in depth understanding of the leave process
and procedures. Also covered are the State Long & Short Term disability policies, procedures, and responsibilities of the
employee, supervisor, and HR. Facilitator: Melissa Barnes

Section 1
Date: 11/1 1/2009 Section 2
Time: 1:30pm & 3:30pm Date: 03/11/2010

Time: 9:00amd 11:00a

Grievance & Disciplinary Policies

ESP Core
An informative review of 4 - " & Pistiplinary Policy and Grievance Procedures that is applicable to SPA employees.
What you should know when disciplinary action is needed. Facilitator:Don Shore

Section 1 Date: 03/10/2010

Date: 10/13/2009 Time: 1:00pm & 4:00pm

Time: 9:00amd 12:00pm

Section 2

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/
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Helping Your Employees Work Safely
ESP Core

This workshop is designed to introduce supervisors to the OSHA responsibilities for employers. Class lecture and
participant activities will teach supervisors how to perform job safety analysis and hazard assessments. Key components
for orientating the new employee to their work environment; and employees right to know about chemicals; using
ergonomics to prevent musculoskeletal disorders; and how to report injuries will also be covered in this session. Also
discussed will be workers compensation procedures. Facilitators: Donna Spoon & Melissa Barnes

Section 1 Section 2
Date: 11/19/2009 Date: 06/17/2010
Time: 1:00pm d 5:00pm Time: 8:30amd 12:30pm

HRS Forms Training
ESP Core

This workshop will cover the following forms related to SPA employment and position actions: EAFs, PAFs, and the
new EPAFs. HRS forms not covered during this workshop include the Competency Assessment, Job Description, and
PMP forms as these are covered in a separate workshop titled UNCG in a Career Banding WorldFacilitators:Angela
Mahoney, Benita Peace, Kathy Watford

Section 3
Section 1 Date: 05/25/2010
Date: 09/10/2009 Time: 10:00ama 12:00pm
Time: 10:00amd 12:00pm
Section 4
Section 2 Date: 08/12/2010
Date: 01/26/2010 Time: 2:00pm & 4:00pm

Time: 2:00pmd 4:00pm

HRS On-Line
ESP Core Mandatory

OOw2Ux1 UYPUOUUz wOI 1 EwUOWET WEPEUT woOl wa-"&wxOOPEDI UlinE OE wx U(
workshop provides the essential information. The workshop is divided into chapter quizzes, the answers to which can

be found in the Online Supervisor's Reference Guide. An introduction to this workshop is provided during the ESP
Overview. Facilitator: You.

To takethis workshop, go tdittps://web.uncg.edu/hrs/Training/Courses/Online/

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/
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Interviewing Techniques
ESP Elective

How to get the right people in the right job - Learn techniques to assist you in keeping it legal, eliminating theoretical
answers, utilizing open ended questions, and evaluating past experiences to predict future behavior. Behavioral based
interviewing is highlighted. Facilitator; Deb Carley

Section 1 Section 2

Date: 11/05/2009 Date: 02/26/2010

Time: 1:00pm d 4:00pm Time: 9:00amd 12:00pm
Itdés Up To YOU! Stopping Sexual Har assment
ESP Core

3T PUwbOUOUT OxwpkPbDOOwWI BRxOOUI wi OPwOOI ZUWEEUDOOUWEEOQWUI UUOU WD (
and how to discourage them. A review of the State and UNCG Harassment and Sexual Harassment Policies is also
provided. Facilitator:Jason Morris

Section 1 Section 2
Date: 10/16/2009 Date: 03/16/2010
Time: 9:00amad 11:30am Time: 2:00pmd 4: 30pm

Leave & Timekeeping: Exempt or Non-Exempt?
ESP Core

This workshop will include coverage of the following Leave Polices: Vacation, Sick, Community Service, Voluntary
Shared, Furlough, Adverse Weather, Overtime, Comptime, Holidays, LWOP, and a Timesheet review. A presentation of
the Fair Labor Standards Act (FLSA) and Affirmative Action tracking is also included in this workshop. Facilitator:
Benita Peace & Kathy Watford

Section 1 Section 3

Date: 09/15/2009 Date: 05/13/2010

Time: 8:30amd 11:30am Time: 9:00amd 12:00pm
Section 2 Section 4

Date: 01/20/2010 Date: 08/03/2010

Time: 1:00pm d 4:00pm Time: 1:00pm d 4:00pm

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/
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Making It a Winning Team; Whatods Trust Got To Do Wit
ESP Elective

This workshop explores how and why trust is the foundation in building a successful work team...By the end of this
workshop, participants will have learned the importance of team trust and the behaviors necessary for achieving that
trust to enable them to build stronger, more cohesive teams. Facilitator:Jason Morris

Section 1 Section 2
Date: 12/22/2009 Date: 03/25/2010
Time: 9:00amd 12:00pm Time: 2:00pm d 5:00pm
Managing Change
ESP Elective

"TEOT T wbUwUT | wOOI wEOOUUEOUWPOwWODPiI 16686DPUZzU0wWI OPOT wUOwWT ExxI O
would be used to it by now, right? Wrong. Research shows that, in general, people resist change ¢ even good change ¢
and are often caught off balance when it occurs. How about you? What changes are you facing right now in your life?

for your career. The job market is always ripe for people who are on the cutting edge of change, whose resumes speak to
the new ideas they have generated and the innovative EEUD OO w U1 | Raglitatorudsds ®ordsd w w

Section 1 Section 2
Date: 02/03/2010 Date: TBD
Time: 8:30amd 4:30pm

MBTI: A Personality Inventory
ESP Elective

Have you ever wondered why you find it hard to deal with certain situations or people but find some situations or
PEa w( wE Oy ersanalBi¢s Ar©cOmpiex and dynamic, seemingly impossible to quantify. However, there is a way to
gain greater understanding as to why we behave in particular ways. This workshop provides an introduction to
exploring personality similarities and differences, and how understanding those differences can contribute to improved

interpersonal relationships. MBTI = Myers-Briggs Type Indicator. Facilitator:Jason Morris
L Coming Soon

Date: TBD ~I" —

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/
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Mixing 4 Generations in the Workplace

ESPElective

3OEEazUwbhOUOI OUET WEOOXxUPUI Uwi OVUUWEPUUDOEUWI 1 Ol UEUDPOOUOWI EE
beliefs. Learning what makes each generation tick, and taking the time to consider your communication approach, will

advance your relationships and help you lead your team during good times and through stressful situations. This

course gives participants generational insight. Throughout this course, participants will learn the common drivers of

each generation ¢ what are they looking for, how should you interact with them. How do they make decisions, and what
is most important to them. Facilitator:Jason Morris

Section 1
Date: 09/11/2009
Time: 8:30amd 12:00pm

Section 2
Date: 06/23/2010
Time: 1:30pm d 5:00pm

Ouch! That Stereotype Hurt
ESP Elective

What do you do if someone you care about is the target of demeaning stereotypes? What if you are being demeaned or
stereotyped? How often do you speak up on behalf of respect? In this workshop, we attempt to understand the impact
of stereotypes and biased statements, even when casually said, identify the most common reasons people sit silent in the
face of bias and stereotypes, and enhance our skills for speaking up against stereotypes without blame or guilt.

Facilitator: Jason Morris

Section 1 Section 2
Date: 08/28/2009 Date: 11/12/2009
Time: 9:00amd 11:30am Time: 2:00pm d 4:30pm

Painless Performance Improvement

ESP Elective

/ EDPOOI UUw/ 1T Ul OUOEOET w( OxUOYI Oi OU manent (nAmeBuben idui eD@ddyde dedides t& D1 D
improve their own performance without any drama, conflict, or threats involved". The PPI concept utilizes a 6-step

technique that guides you through dealing with a performance issue, and emphasizes the need to understand the
differences between attitudes and behaviors. Facilitator:Jason Morris

Section 1 Section 2
Date: 10/09/2009 Date: 04/07/2010
Time: 8:30amd 12:30pm Time: 1:00pm d 5:00pm

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/
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Performance Planning for Success
ESP Elective

The communication side of Performance Management, or PMP, is discussed during this workshop, including tips on
having performance evaluation conversations with employees. PrerequisittRecommended ¢ UNCG in a Career
Banding World. Facilitator:Jason Morris

Section 1 Section 2
Date: 12/03/2009 Date: 05/11/2010
Time: 2:00pm d 4:30pm Time: 9:00amd 11:30am

Psychology in the Workplace: Understanding Yourself & Your Employees
ESP Elective

Are your employees underperforming? Do you know why? Need help figuring it out? This workshop investigates
Employee Motivation, Attitudes and Behavior, and Occupational Health from a psychological perspective. The
workshop is designed to equip supervisors and managers with the ability to recognize, diagnose, and treat these issues
both in themselves and in their employees. Facilitator: Grant Buckner, Organizational Psychology & Human Resource
Management, Graduate Student Intern, Appalachian State University

Section 1 Section 2:
Date: August 11, 2009 TBD
Time: 8:30amd 12:00pm

Recognizing the Leader in You
ESP Elective

This workshop develops your leadership skills by using "followership" as a method to determine your leadership
abilities. You will learn to identify and apply skills of other effective leaders, work with negative emotions, deal with
value challenged, and still gain followers. This workshop is designed for you to actively participate with your peersin a
small group setting. Come prepared to integrate you own work-related situations into this workshop. This is a 2-day
workshop. Facilitator:Jason Morris

Section 1 Section 2
Date: 05/26/2010 TBD
Time: 8:30amd 4:30pm

AND

Date: 05/27/2010
Time: 8:30amd 4:30pm

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/
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Recruitment & Jobsearch Training
ESP Core

This workshop will cover the following topics: Recruiting in a career banding world, Job VVacancy Posting and/or
Requisition, Competency Justification, Hiring Proposal, Reference Check, 1-9 and e-verify, Background Check, Veteran's
Preference, Promotional Priority, RIF Priority, and other related items Facilitators: Toby Hedgepeth, Mary Russell

Section 1 Section 3

Date: 10/21/2009 Date: 04/21/2010

Time: 9:00amd 12:00pm Time: 9:00amd 12:00pm

Section 2 Section 4

Date: 01/27/2010 Date: 07/21/2010

Time: 1:00pm d 4:00pm Time: 1:00pm d 4:00pm
Safe Zone
ESP Elective

Become EOQWE OOa wOOwUT 1 w&+! 3 wEE Ox U Bafezn@.O AlICsaEf¢IZone Ehamber L htidt BeEedtifidd w E w ?
by attending an all-day training session on topics that pertain to challenges faced by those within the GLBT community

as well as issues faced by those willing to be allies. This workshop is also part of the Diversity Learning Module.

Facilitator: Jeanne IrwirOlson

Section 1 Section 2

Date: 11/20/2009 Date: April 23, 2010
Time: 9:00amad 4:00pm Time: 9:00amad 4:00pm
Place: 015 Gove Building Place: 015 Gove Building

Situational Leadership
ESP Elective

From the success of the books in the One Minute Manger® library, by Ken Blanchard, this session introduces the

Situational Leadership® Il Model. TI PUwil Bx OEDPOUwWUT EQwUT 1 Ul wb DheskilloieGitbtiarall U0 wd
leader and four leadership styles (directing, coaching, supporting, and delegating) are all discussed during this session.
Facilitator:Jason Morris

Section 1
Date: 11/24/2009
Time: 8:30amd 12:30pm

Section 2

Date: 06/10/2010
Time: 1:00pm d 5:00pm

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/
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Time Management
ESP Elective

Time management is about prioritizing and identifying time wasters. But how do you prioritize? What are time

wasters? This workshop will explore a 5-step method that may assist you in your time management skills. Emphasis is
xOEEl EwOOwlUDPOPaDOT WEW?/ UPOUPUaw, ECUDPR? wEUwWPT OOWEUWOUT T Uwl
management is really about managing yourself! Facilitator. Jason Morris

Section 1 Section 2:
Date: 09/24/2009 Date: 04/28/2010
Time: 9:00amd 12:00pm Time: 2:00pm d 5:00pm

UNCG in a Career Banding World
ESPCore

Instructions and demonstrations on completing the Competency Assessment Form (HRCB-202), the Position Description
Form (HRCB-200), and the Performance Management Plan (PMP HRCB-201) are provided during this workshop. This
workshop is intended primarily for those who write job descriptions and PMP plans. PrerequisiteRecommendedCareer
Banding Basics. Facilitator: Angela Mahoney

Section 1:
Date: 09/29/2009
Time: 9:00amad 11:30am

Section 2
Date: 11/04/2009
Time: 9:00amo 11:30am

Section 3:
Date: 11/10/2009
Time: 9:00mad 11: 3Cam

Section 4
Date: 02/16/2010
Time: 9:00amad 11:30am

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/

Section 5
Date: 03/03/2010
Time: 9:00amad 11:30am

Section 6
Date: 04/16/2010
Time: 9:00amd 11:30am

Section 7
04/22/2010
Time: 1: 30pm 8 4:00pm

Sectiond
Date: 05/5/2010
Time: 1: 30pm 0 4:00pm
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Whale Done! Creating a Positive Workplace
ESP Elective

People make a difference in the workplace! Learn how to get to know your employees, how to motivate employees, and
maintain a positive and thriving workplace. By the end of this course, participants will understand the importance of
morale, creating positive energy, and motivating employees to excel. By improving working relationships, supervisors
will be able to implement strategies for creating a positive and thriving workplace. Facilitator:Jason Morris

Section 1 Section 2
Date: 01/08/2010 Date: 06/02/2010
Time: 8:30amd 12:00pm Time: 1:30pm d 5:00pm

Workplace Violence Awareness
ESPCae

In this workshop, we will review the UNCG Violence in the Workplace Policy Statement and the State Workplace
Violence Policy. Emphasis is placed on violations of said policies, common goals in preventing workplace violence, early
warning signs of workplace violence, and employee and manager responsibilities. University resources are also
highlighted. . Facilitator:Jason Morris

Section 1
Date: 10/01/2009 Section 2
Time: 1:30pmd 3:30pm Date: 03/16/2010

Time: 9:00am 6 11:00am

Would I Work for Me? Components of a Good Supervisor
ESP Elective

In this Workshop we consider the effects of a supervisor's behavior on the productivity and success of the employees
they supervise. We will also be identify and discuss specific behaviors that do and don't inspire people to do their best.
This workshop is designed for you to actively participate with your peers in a small group setting. Come prepared to
integrate you own work-related situations into this workshop. Facilitator:Jason Morris

Section 1
Date: 10/27/2009
Time: 9:00amad 12:00pm

Section 2

Date: 05/03/2010
Time: 1:30pmd 4:30pm

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/
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DIVERSITY LEARNING MODULE

261 wi EYT wETl EOOI wOOUWE wOI OimnyiCanterOU wEUUWE WET EVUUD
Do you want to develop effective working relationships with diverse people at work? A great starting point is
identifying similarities, not differences, among people when you build relationships. By acknowledging the similarities
and likenesses, we create a starting point for understanding and appreciating diversity in the work place. Diversity in

the workplace adds a special richness, but also special challenges. As a manager, supervisor, staff member or faculty
member, effective diverse professional relationships are critical for your success.

Who should participate in the Diversity Learning Module?
U  Any employee striving to improve working relationships within their environment

U Any employee wanting to better understand how differencesamonguscan E1 O | POwOOUwdO0a wdOU U wo
success, but also our own success

U Current and aspiring leaders and supervisors of diverse employee work groups

What are the goals of the Diversity Learning Module?

U To provide a series of workshops that highlight various diversity topics to include dimensions beyond those
specified legally in equal opportunity and affirmative action non-discrimination statutes

U To provide participants the opportunity to learn the values of diversity

U To provide a platform for participants to learn from others who are not the same and begin building workplace
environments and practices that encourage learning from diverse perspectives

Enrolling in the Diversity Learning Module (certification track)

U  Workshops within this learning module may be taken individually as needed or as part of the focused curriculum.
Upon completion of any learning module, participants are awarded a Certificate of Achievement from HRS.
Participation in any or all of the provided learning modules may be included inaOwi Ox 00ai 1 z UwxUOI 1 UL
development and/or PMP plans designed by employees and their supervisors.

U Toenroll in the certification track and complete all workshops within this learning module, you should complete the
2Ux1 UYDPUOUZz Uw Thisfor®, Yvieh ootnldied on-line, is automatically forwarded to your supervisor for
approval of your participation. Once approval is received by the Training & Development Office, a confirmation of
enrollment is sent to the participant and will include further instructions for registering for workshops. Note: The
Supervisor Approvaform and workshop registration form may be found at the end of this catalog for manual
submission.

U If you would simply like to participate in an individual workshop and not complete an entire learning module, you
may register for workshops within this and other learning modules by visiting the HRS Workshop Registration Pag

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/



http://web.uncg.edu/hrs/Training/Training_Application/
https://freyr.uncg.edu/workshops/list_by_category.jsp?cat_id=77001000&months=12
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Workshops and Descriptions in the Diversity Learning Module

Equal Employment Opportunity Institute (EEOI)

The Equal Employment Opportunity Institute addresses EEO law compliance and issues of workplace diversity in State
government. It concentrates on developing awareness and building skills that can be used on the job.

The objectives of the EEOI workshop are to:

V  Assist managers/supervisors in obtaining knowledge about the theories of discrimination, employment laws,
and the concepts and principles of equal employment opportunity

V  Expose managers/supervisors to workplace equity and fairness issues

V  Assist managers/supervisors in understanding how to incorporate equal employment opportunity into their
management responsibilities

V  Create awareness of the effects of stereotyping and prejudice in the employee-related management decisions

V  Assist managers/supervisors in creating an action plan to start the process of establishing an inclusive and
productive workforce

This is a 2 day workshop. The first day is from 8:30 to 4:30; the second from 8:30 to 3:00.

Facilitator:Jason Morris

Section 1 Section 2

Date: 12/08/2009 Date: 07/22/2010

Time: 8:30amad 4:30pm Time: 8:30amad 4:30pm
AND AND

Date: 12/09/2009 Date: 07/23/2010

Time: 8:30amd 3:00pm Time: 8:30amd 3:00pm

MBTI: A Personality Inventory
ESP Elective

Have you ever wondered why you find it hard to deal with certain situations or people but find some situations or

PEa w( wE Oy ersanalBi¢s Ar©cOmpiex and dynamic, seemingly impossible to quantify. However, there is a way to
gain greater understanding as to why we behave in particular ways. This workshop provides an introduction to
exploring personality similarities and differences, and how understanding those differences can contribute to improved
interpersonal relationships. MBTI = Myers-Briggs Type Indicator. Facilitator:Jason Morris

Date: TBD  ~— Comina Soon '

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/
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Mixing 4 Generations in the Workplace

3OEEazUwbhOUOI OUET WEOOXxUPUI Uwi OUUWEPUUDOEUWI 1 Ol UEUDPOOUOWI EE
beliefs. Learning what makes each generation tick, and taking the time to consider your communication approach, will

advance your relationships and help you lead your team during good times and through stressful situations. This

course gives participants generational insight. Throughout this course, participants will learn the common drivers of

each generation ¢+ what are they looking for, how should you interact with them. How do they make decisions, and what

is most important to them. Facilitator:Jason Morris

Section 1 Section 2
Date: 09/11/2009 Date: 06/23/2010
Time: 8:30amd 12:00pm Time: 1:30pm & 5:00pm

Ouch! That Stereotype Hurt

What do you do if someone you care about is the target of demeaning stereotypes? What if you are being demeaned or
stereotyped? How often do you speak up on behalf of respect?

Learning objectives for this course are:
V Understand the impact of stereotypes and biased statements, even when casually said.
V ldentify the most common reasons people sit silent in the face of bias and stereotypes.
V  Enhance skills for speaking up against stereotypes without blame or guilt.

Facilitator: Jason Morris

Section 1 Section 2

Date: 08/28/2009 Date: 11/12/2009

Time: 9:00amd 11:30am Time: 2:00pm d 4:30pm
Safe Zone

I'T EOOI WEOWEOOAa wUOWUT 1 w&+! 3 wEE Ox UU wEANGEZAD tdembeks inusk dd @il D O w
by attending an all-day training session on topics that pertain to challenges faced by those within the GLBT community
as well as issues faced by those willing to be allies. Facilitator:Jeanne Irwin-Olson

Section 1 Section 2

Date: 11/20/2009 Date: April 23, 2010
Time: 9:00amad 4:00pm Time: 9:00amad 4:00pm
Place: 015 Gove Building Place: 015 Gove Building

Additional workshops in diversity may be available through the  Office of Multicultural Affairs _ or through the
Office of State Personnel OSP)

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/



http://maf.dept.uncg.edu/training/
http://www.formsite.com/waters/form632786083/index.html
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HR POLICY AND PROCEDURE LEARNING MODULE

"The secret of success is to do the common things uncommonly-wl&lhh D. Rockefeller

HR-related policies and procedures can sometimes be confusing. The department of Human Resource Services has a
newsayingd » 6 T EUI YI Uwi OUOUWOUWEEUDPOOUWI O6xO00ail UwEUI wUUEOBUUDOT
E O E wE E Th @4briing module and the corresponding workshops are focused on doing just that! HRS is committed

to the communication and training of the most accurate and up-to-date information that affect employees, including

those conducting HR-related duties within their department.

Who should participate in the HR Policy and Procedure Learning Module?
U Employees conducting HR-related functions as a part of their job responsibilities
U  Managers and supervisors needing up-to-date information on policy and procedures that affect their employees

U  Any employee with general interest is invited to participate in individual workshops as desired

What are the goals of the HR Policy and Procedure Learning Module?
U Provide participants with a strong HR foundation that pertains specifically to UNCG and state employment
U Provide the most up-to-date and accurate HR information to participants

U Establish or enhance ongoing professional relationships between the HRS staff and participants

Enrolling in the HR Policy and Procedure Learning Module (certification track)

U  Workshops within this learning module may be taken individually as needed or as part of the focused curriculum.
Upon completion of any learning module, participants are awarded a Certificate of Achievement from HRS.
| EUUPEDPXxEUPOOWDPDOWEDOA wOUWEOOWOT wlOT 1 wxUOYDPETI EwOl BAVODOT wOOE
development and/or PMP plans designed by employees and their supervisors.

U Toenroll in the certification track and complete all workshops within this learning module, you should complete the
Supervisors Approval FormThis form, when completed on-line, is automatically forwarded to your supervisor for
approval of your participation. Once approval is received by the Training & Development Office, a confirmation of
enrollment is sent to the participant and will include further instructions for registering for workshops. Note: The

Supervisor Approvaform and workshop registration form may be found at the end of this catalog for manual
submission.

U If you would simply like to participate in an individual workshop and not complete an entire learning module, you
may register for workshops within this and other learning modules by visiting the HRS Workshop Registration
Page.

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/



http://web.uncg.edu/hrs/Training/Training_Application/
https://freyr.uncg.edu/workshops/list_by_category.jsp?cat_id=77001000&months=12
https://freyr.uncg.edu/workshops/list_by_category.jsp?cat_id=77001000&months=12
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Workshops and Descriptions in the HR Policy & Procedure Learning Module

Benefit Programs Review

Biannual review of benefits programs offered to eligible employees. Web resources and any plan changes are also
presented and discussed. Facilitator: Melissa Barnes

Section 1 Section 2
Date: 09/16/2009 Date: 02/10/2010
Time: 9:00amd 10:30am Time: 1:30pm d 3:30pm

Career Banding Basics

The basics of Career Banding are explained, including compensation strategy, goals of career banding, descriptions of
position competencies and competency levels, and proper interpretation and application of pay factors. This workshop
is intended for SPA employees new to the Career Banding system or for employees wanting a refresher on Career
Banding concepts. Facilitator: Angela Mahoney

Section 1 Section 2 Section 3
Date: 09/24/2009 Date: 10/15/2009 Date: 01/20/2010
Time: 2:00om 38 4:00pm Time: 9:00amad 11:00am Time: 9:00amd11:00am

Equal Employment Opportunity Institute (EEOI)

As a NC state required workshop for all SPA and EPA supervisors who supervise SPA employees, EEOI is offered in
conjunction with the NC Office of State Personnel. EEO law compliance and issues of workplace diversity are addressed
within this workshop. This is a 2 day workshop. The first day is from 8:30 to 4:30; the second from 8:30 to 3:00.

For more information on the EEOI training requirement, please refer to: http://web.uncg.edu/hrs/Training/EEOI/
Facilitator:Jason Morris

Section 1

Date: 12/08/2009

Time: 8:30amd 4:30pm
AND

Date: 12/09/2009

Time: 8:30amad 3:00pm

Section 2

Date: 07/22/2010

Time: 8:30amad 4:30pm
AND

Date: 07/23/2010

Time: 8:30amad 3:00pm

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/
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FMLA & Disability

Family Medical Leave Act (FMLA) - Policy interpretation, understanding the concept of FMLA, accounting for leave,
responsibilities and rights of employee, supervisor, and HR, and the importance of tracking leave under FMLA will be
covered. By the end of this portion of the session, participants will have an in depth understanding of the leave process
and procedures. Also covered are the State Long & Short Term disability policies, procedures, and responsibilities of the
employee, supervisor, and HR. Facilitator: Melissa Barnes

Section 1 Section 2
Date: 11/1 1/2009 Date: 03/11/2010
Time: 1:30pm & 3:30pm Time: 9:00amd 11:00am

Grievance & Disciplinary Policies

An informative review of 4 - " & Dikciplinary Policy and Grievance Procedures that is applicable that is applicable to
SPA employees. What you should know when disciplinary action is needed. Facilitator:Don Shore

Section 1 Section 2
Date: 10/13/2009 Date: 03/10/2010
Time: 9:00amad 12:00pm Time: 1:00pm d 4:00pm

HRS Forms Training

This workshop will cover the following forms related to SPA employment and position actions: EAFs, PAFs, and the
new EPAFs. HRS forms not covered during this training include the Competency Assessment, Job Description, and
PMP forms as these are covered in a separate workshop titled UNCG in a Career Banding WorldFacilitators:Angela
Mahoney, Benita Peace, Kathy Watford

Section 1
Date: 09/10/2009 Section 3
Time: 10:00amd 12:00pm Date: 05/25/2010
Time: 10:00amaé 12:00pm
Section 2
Date: 01/26/2010 Section 4
Time: 2:00pm & 4:00pm Date: 08/12/2010
Time: 2:00pm & 4:00pmHRS
HRS On-Line

OOw2UxT UYPUOUUz wOlI 1 EWUOWET WEPEUT woOil wa-"8&wxOOPEDI UlinE OE wx U(
workshop provides the essential information. The workshop is divided into chapter quizzes, the answers to which can
be found in the Online Supervisor's Reference Guide. Facilitator: You.

To take his workshop, go tdittps://web.uncg.edu/hrs/Training/Courses/Online/

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/



http://web.uncg.edu/hrs/Supervisors_Guide/
https://web.uncg.edu/hrs/Training/Courses/Online/
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Itdés Up To YOU! Stopping Sexual Har assment

3T PUwbOUOUT OxwpkpbDOOwWI BRxOOUI wi OPwOOI ZUWEEUDOOUWEEOQWUI UUOU WD (
and how to discourage them. A review of the State and UNCG Harassment and Sexual Harassment Policies are also

provided. Facilitator:Jason Morris

Section 1 Section 2
Date: 10/16/2009 Date: 03/16/2010
Time: 9:00amd 11:30am Time: 2:00pm d 4:30pm

Leave & Timekeeping d Exempt or Non-Exempt?

This workshop will include coverage of the following Leave Polices: Vacation, Sick, Community Service, Voluntary
Shared, Furlough, Adverse Weather, Overtime, Comptime, Holidays, LWOP, and a Timesheet review. A presentation of
the Fair Labor Standards Act (FLSA) and Affirmative Action tracking is also included in this workshop. Facilitator:
Benita Peace & Kathy Watford

Section 1 Section 3

Date: 09/15/2009 Date: 05/13/2010

Time: 8:30amd 11:30am Time: 9:00amd 12:00pm
Section 2 Section 4

Date: 01/20/2010 Date: 08/03/2010

Time: 1:00pm & 4:00pm Time: 1:00pm & 4:00pm

Recruitment & Jobsearch Training

This workshop will cover the following topics: Recruiting in a career banding world, Job VVacancy Posting and/or
Requisition, Competency Justification, Hiring Proposal, Reference Check, 1-9 and e-verify, Background Check, Veteran's
Preference, Promotional Priority, RIF Priority, and other related topics. Facilitators: Toby Hedgepeth, Mary Russell

Section 1
Date: 10/21/2009
Time: 9:00amd 12:00pm

Section 2
Date: 01/27/2010
Time: 1:00pmd 4:00pm

Section 3
Date: 04/21/2010
Time: 9:00amd 12:00pm

Section 4

Date: 07/21/2010
Time: 1:00pm & 4:00pm

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/
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UNCG in a Career Banding World

Instructions and demonstrations on completing the Competency Assessment Form (HRCB-202), the Position Description
Form (HRCB-200), and the Performance Management Plan (PMP HRCB-201) are provided during this workshop. This
workshop is intended primarily for those who write job descriptions and PMP plans. Prerequisiteecommendedareer
Banding Basics. Facilitator: Angela Mahoney

Section 1:

Date: 09/29/2009

Time: 9:00amd 11:30am
Section 2

Date: 11/04/2009

Time: 9:00amd 11:30am

Section 3:
Date: 11/10/2009
Time: 9:00md 11:30am

Section 5
Date: 03/03/2010
Time: 9:00amad 11:30am

Section 6
Date: 04/16/2010
Time: 9:00amad 11:30am

Section 7
04/22/2010

Time: 1: 30pm 0 4:00pm

Section 4
Date: 02/16/2010 Section 8
Time: 9:00amo 11:30am Date: 05/5/2010

Time: 1: 30pm 8 4:00pm

Workplace Violence Awareness

In this workshop, we will review the UNCG Violence in the Workplace Policy Statement and the State Workplace
Violence Policy. Emphasis is placed on violations of said policies, common goals in preventing workplace violence, early
warning signs of workplace violence, and employee and manager responsibilities. University resources are also
highlighted. . Facilitator:Jason Morris

Section 1
Date: 10/01/2009
Time: 1:30pmd 3:30pm

Section 2

Date: 03/16/2010
Time: 9:00amad 11:00am

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/
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COACHING & LEADERSHIP LEARNING MODULE

2311 wOl awUOWUUEET UUT UOwOI EKehBlanéthars wbUwb Oi OUI OEIT ¢
Leadership is about coaching your employees to success, helping them develop their strengths, and fostering employee
involvement and empowerment to enable them to contribute their best effort at work. Additionally, leaders should
understand the differences between leading and managing and understand different leadership styles. Leadership styles

should be situational and depend on the task, the team or individual's capabilities and knowledge, the time and tools
available, and the results desired.

Who should participate in the Coaching & Leadership Learning Module?
U Leaders and aspiring leaders of work teams
U Managers and supervisors needing to enhance their coaching abilities within their management responsibilities

U Employees seeking to identify their leadership abilities

What are the goals of the Coaching & Leadership Learning Module?
U To help participants determine their own leadership abilities

U To provide a series of workshops intended to increase the leadership and coaching skills of managers and
supervisors

U To introduce various leadership styles and techniques that inspire participants to practice in their work
environments

U To express the differences between management and leadership

Enrolling in the Coaching & Leadership Learning Module (certification track)

U  Workshops within this learning module may be taken individually as needed or as part of the focused curriculum.
Upon completion of any learning module, participants are awarded a Certificate of Achievement from HRS.
Participation in any or all of theproY PET EwOl EUODOT wOOEUOTI UwOEaA wET wbOEOUEIT Ewb
development and/or PMP plans designed by employees and their supervisors.

U Toenroll in the certification track and complete all workshops within this learning module, you should complete the
Supervisors Approval FormThis form, when completed on-line, is automatically forwarded to your supervisor for
approval of your participation. Once approval is received by the Training & Development Office, a confirmation of
enrollment is sent to the participant and will include further instructions for registering for workshops. Note: The
Supervisor Approvaform and workshop registration form may be found at the end of this catalog for manual
submission.

0 If you would simply like to participate in an individual workshop and not complete an entire learning module, you
may register for workshops within this and other learning modules by visiting the HRS Workshop Registration Pag

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/



http://web.uncg.edu/hrs/Training/Training_Application/
https://freyr.uncg.edu/workshops/list_by_category.jsp?cat_id=77001000&months=12
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Workshops and Descriptions in the Coaching and Leadership Learning Module

Making It a Winning Team: What 6s Trust Got To Do With 1t?

This workshop explores how and why trust is the foundation in building a successful work team...By the end of this
workshop, participants will have learned the importance of team trust and the behaviors necessary for achieving that
trust to enable them to build stronger, more cohesive teams. Facilitator:Jason Morris

Section 1 Section 2
Date: 12/22/2009 Date: 03/25/2010
Time: 9:00amd 12:00pm Time: 2:00pm d 5:00pm
Managing Change
ESP Elective

"TEOT T whbUwUOT 1 wOO!I WwEOOUUESOUWPOwWODPI 1 686PUZzUwWT OPOT wOOwWI Exx1 O
would be used to it by now, right? Wrong. Research shows that, in general, people resist change + even good change ¢

and are often caught off balance when it occurs. How about you? What changes are you facing right now in your life?

for your career. The job market is always ripe for people who are on the cutting edge of change, whose resumes speak to

Ol 1T wOl PwPETI EUwWUOT T awl EYT wi il Ol UEUIT E weabiEatoasonwréiOOYEUDP Y1 WEEUD (

Section 1
Date: 02/03/2010 Section 2
Time: 8:30amad 4:30pm Date: TBD

Painless Performance Improvement
/ EDOOI UUw/ 1 Ul OUOEOET w( OxUOYI Ol OUwp/ / (AwPDUWEIT I POl EwUx1 EDI DF
improve their own performance without any drama, conflict, or threats involved". The PPI concept utilizes a 6-step

technique that guides you through dealing with a performance issue, and emphasizes the need to understand the
differences between attitudes and behaviors. Facilitator: Jason Morris

Section 1

Date: 10/09/2009

Time: 8:30amd 12:30pm
Section 2

Date: 04/07/2010

Time: 1:00pm d 5:00pm

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/
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Psychology in the Workplace: Understanding Yourself & Your Employees

Are your employees underperforming? Do you know why? Need help figuring it out? This workshop investigates
Employee Motivation, Attitudes and Behavior, and Occupational Health from a psychological perspective. The
workshop is designed to equip supervisors and managers with the ability to recognize, diagnose, and treat these issues
both in themselves and in their employees. Facilitator: Grant Buckner, Organizational Psychology & Human Resource
Management, Graduate Student Intern, Appalachian State University

Section 1 Section 2
Date: 08/11/2009 TBD
Time: 8:30amd 12:00pm

Recognizing the Leader in You

This workshop develops your leadership skills by using "followership™ as a method to determine your leadership
abilities. You will learn to identify and apply skills of other effective leaders, work with negative emotions, deal with
value challenged, and still gain followers. This workshop is designed for you to actively participate with your peersin a
small group setting. Come prepared to integrate you own work-related situations into this workshop. This is a 2-day
workshop. Facilitator:Jason Morris

Section 1 _ - - AND
Date: 05/26/2010 - ~ Date: 05/27/2010 Section 2
Time: 8:30amd 4:30pm — ~ Time: 8:30amd 4:30pm TBD

Situational Leadership

From the success of the books in the One Minute Manger® library, by Ken Blanchard, this session introduces the
2DUUEUDPOOEOwW+1 EET UUTI Pxaw( (w, OETl O3 ww3 T PUwl Fheékil®addakitudtiotalld wOT 1
leader and four leadership styles (directing, coaching, supporting, and delegating) are all discussed during this session.
Facilitator:Jason Morris

Section 1 Section 2
Date: 11/24/2009 Date: 05/27/2010
Time: 8:30amd 12:30pm Time: 1:00pm d 5:00pm

Time Management

Time management is about prioritizing and identifying time wasters. But how do you prioritize? What are time

wasters? This workshop will explore a 5-step method that may assist you in your time management skills. Emphasis is

pPOEET EwOOwUUPODPADPOT WEW?/ UPOUPUaw, EOUDPR? WEUwWPT OOWEUwWOUT T UwU
management is really about managing yourself! Facilitator. Jason Morris

Section 1 Section 2
Date: 09/24/2009 Date: 04/28/2010
Time: 9:00amd 12:00pm Time: 2:00pm & 5:00pm

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/
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Whale Done! Creating a Positive Workplace

People make a difference in the workplace! Learn how to get to know your employees, how to motivate employees, and
maintain a positive and thriving workplace. By the end of this course, participants will understand the importance of
morale, creating positive energy, and motivating employees to excel. By improving working relationships, employees
will be able to implement strategies for creating a positive and thriving workplace. Facilitator:Jason Morris

Section 1 Section 2
Date: 01/08/2010 Date: 06/02/2010
Time: 8:30amd 12:00pm Time: 1:30pm d 5:00pm

Would I Work for Me? Components of a Good Supervisor

In this workshop we consider the effects of a leader's behavior on the productivity and success of the employees they
lead. We will also be identify and discuss specific behaviors that do and don't inspire people to do their best. This
workshop is designed for you to actively participate with your peers in a small group setting. Come prepared to
integrate you own work-related situations into this workshop. Facilitator:Jason Morris

Section 1
Date: 10/27/2009
Time: 9:00amad 12:00pm

Setion 2

Date: 05/03/2010
Time: 1:30pm & 4:30pm

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/
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PERFORMANCE MANAGEMENT LEARNING MODULE

2(0wPUWEOWDPOOUUEEOTI wOEPwWPOWEUUDPOT UUwUT ECwPOUEUWEUT whOUE
x1 Ui OUOE O EfiHar@d Gueen, GEOBUTA 6 » w
Supervisors and managers typically cite/ , / fperformance appraisals)asonl wOi wOT | PUwWOOUUWEDPUODOI
TEYI wOOWET 661 1 Cerdrriafct roabagémertr@muitke beginning and continuing along the way we eliminate
the Pevaluation? as the focus and concentrate instead on the entire spectrum of performance and improvement
strategies. These may include performance development, skill training, cross-training, challenging assignments, and
regular performance feedback. Remember too, performance management is the best tool through which managers and
supervisors can communicate with employees regarding their job performance, not once or twice per year, but many
times throughout.

Who should participate in the Performance Management Learning Module?

U Managers and supervisors who want to increase their interpersonal communication skills in an effort to enhance the
performance management functions of their job

U Managers and supervisors who complete the HRS forms related to performance management (i.e. Job Description,
Competency Assessment, PMP)

U Managers and supervisors interested in learning how Career Banding is a performance management tool

What are the goals of the Performance Management Learning Module?

U To help managers and supervisors better understand that performance management is a continual effort and not
solely about the evaluation, or PMP process

U To offer instructional training on forms completion partnered with workshops intended to build or enhance
communication skills

0  Offer to participants methods and ideas for addressing performance related issues

Enrolling in the Performance Management Learning Module (certification track)

U  Workshops within this learning module may be taken individually as needed or as part of the focused curriculum.
Upon completion of any learning module, participants are awarded a Certificate of Achievement from HRS.
Participation in any or all of the provided learning moduleU wOE a wET wDOEOUEI EwPOWEQuwI O0x 003
development and/or PMP plans designed by employees and their supervisors.

U To enroll in the certification track and complete all workshops within this learning module, you should complete the
Supervisors Approval FormThis form, when completed on-line, is automatically forwarded to your supervisor for
approval of your participation. Once approval is received by the Training & Development Office, a confirmation of
enrollment is sent to the participant and will include further instructions for registering for workshops. Note: The
Supervisor Approvaform and workshop registration form may be found at the end of this catalog for manual
submission.

0  If you would simply like to participate in an individual workshop and not complete an entire learning module, you
may register for workshops within this and other learning modules by visiting the HRS Workshop Registration Page

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/



http://web.uncg.edu/hrs/Training/Training_Application/
https://freyr.uncg.edu/workshops/list_by_category.jsp?cat_id=77001000&months=12
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Workshops and Descriptions in the Performance ManagementLearning Module

Career Banding Basics

The basics of Career Banding are explained, including compensation strategy, goals of career banding, descriptions of
position competencies and competency levels, and proper interpretation and application of pay factors. This workshop
is intended for SPA employees new to the Career Banding system or for employees needing a refresher on Career
Banding concepts. Facilitator: Angela Mahoney

Section 1
Date: 09/24/2009 Section 2 Section 3
Time: 2:00pm d 4:00pm Date: 10/15/2009 Date: 01/20/2010

Time: 9:00amad 11:00am Time: 9:00ama11:00am

Conflict Management Skills

This workshop will introduce methods in dealing with conflict in a way that is constructive to relationships throughout
the workplace. By the end of the course, participants will be able to identify the causes of conflict, understand, minimize
or alleviate behaviors that escalate conflict, and use appropriate interpersonal skills to communicate effectively during
conflict. Presenters and techniques discussed may differ with each offering of this workshop. Facilitator:Jason Morris

Section 1 Section 2
Date: 01/14/2010 Date: TBD
Time: 2:00pmd 5:00pm

Grievance & Disciplinary Policies

An informative review of 4 - " & Pistiplinary Policy and Grievance Procedures that is applicable to SPA employees.
What you should know when disciplinary action is needed. Facilitator: Don Shore

Section 1
Date: 10/13/2009
Time: 9:00amd 12:00pm

Section 2

Date: 03/10/2010
Time: 1:00pm d 4:00pm

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/
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HRS Online

All supervisors need to be aware of UNCG policies and procedures which may impact their employees; this on-line
workshop provides the essential information. This workshop introduces you to the On-line Supervisors Reference
Guide and is divided into chapter quizzes, of which, chapter 10 pertains to performance management. Facilitator. You.

To take this workshop, go tbttps://web.uncg.edu/hrs/Training/Courses/Online/

Interviewing Techniques

How to get the right people in the right job - Learn techniques to assist you in keeping it legal, eliminating theoretical
answers, utilizing open ended questions, and evaluating past experiences to predict future behavior. Behavioral based
interviewing is highlighted. Facilitator: Deb Carley

Section 1 Date: 02/26/2010

Date: 11/05/2009 Time: 9:00amd 12:00pm
Time: 1:00pm & 4:00pm

Section 2

Painless Performance Improvement

Painless Performance Improvement (PP1)isdefD O1 EwUx1 EPI PEEOOAWEUwW? Ul EVwOOOI U wh O
improve their own performance without any drama, conflict, or threats involved”. The PPI concept utilizes a 6-step

technique that guides you through dealing with a performance issue, and emphasizes the need to understand the

differences between attitudes and behaviors. Facilitator:Jason Morris

Section 1 Section 2
Date: 10/09/2009 Date: 04/07/2010
Time: 8:30amd 12:30pm Time: 1:00pm d 5:00pm:

Performance Planning for Success

The communication side of Performance Management, or a PMP plan, is discussed during this workshop, including tips
on having performance evaluation conversations with employees. Facilitator:Jason Morris

Section 1
Date: 12/03/2009
Time: 2:00pm 8 4:30pm

Section 2

Date: 05/11/2010
Time: 9:00amad 11:30am

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/



https://web.uncg.edu/hrs/Training/Courses/Online/
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UNCG in a Career Banding World

Instructions and demonstrations on completing the Competency Assessment Form (HRCB-202), the Position Description
Form (HRCB-200), and the Performance Management Plan (PMP HRCB-201) are provided during this workshop. This
workshop is intended primarily for those who write job descriptions and PMP plans. PrerequisittRecommendeareer
Banding Basics. Facilitator: Angela Mahoney

Section 1:
Date: 09/29/2009
Time: 9:00amad 11:30am

Section 2
Date: 11/ 04/2009
Time: 9:00amad 11:30am

Section 3:
Date: 11/10/20 09
Time: 9:00mad 11:30am

Section 4
Date: 02/16/2010
Time: 9:00amd 11:30am

Section 5
Date: 03/03/2010
Time: 9:00amd 11:30am

Section 6
Date: 04/16/2010
Time: 9:00amad 11:30am

Section 7
04/22/2010
Time: 1:30pm 3 4:00pm

Section 8

Date: 05/5/2010
Time: 1:30pm & 4:00pm

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/
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INTERPERSONAL COMMUNICATIONS LEARNING MODULE

23T 1T wUDOT Ol WEPTTT UUwWxUOEOI Owb OwE 60 OGéve BethardShandNbheURrize winaeO U U
Communicating with others is an essential skill both in and out of work environments. Do you often find yourself
misunderstanding others? Do you have difficulty getting your point across clearly? For supervisors, do you dread
performance related discussions? When it comes to communication, what you say and what you don't say are equally
important. Being a good listener is also crucial. This learning module focuses on enhancing communication skills
essential to effective communication between employees, bosses, and/or customers. Techniques in conflict management,
addressing performance related issues, and improving overall team morale is also highlighted.

Who should participate in the Interpersonal Communications Learning Module?

U Any employee interested in sharpening their communication skills in order to enhance working relationships with
bosses, coworkers, and/or customers

U Managers and supervisors eager to learn new techniques in communicating with their team, including techniques
used when addressing positive and poor performance

U Any employee seeking to build or enhance conflict management skills

What are the goals of the Interpersonal Communications Learning Module?

U To provide a curriculum of workshops designed to improve interpersonal communication skills in a variety of
settings

U To provide participants the opportunity to practice skills and methods learned

U To emphasize the vital role that communication serves in any work environment

Enrolling in the Interpersonal Communications Learning Module (certification track)

U  Workshops within this learning module may be taken individually as needed or as part of the focused curriculum.
Upon completion of any learning module, participants are awarded a Certificate of Achievement from HRS.
/| EUUPEDXxEUPOOWPOWEOAa WOUWEOOWO! wUT T wxUOYPEI EwOl EUODOT wOOE
development and/or PMP plans designed by employees and their supervisors.

U To enroll in the certification track and complete all workshops within this learning module, you should complete the
Supervisors Approval FormThis form, when completed on-line, is automatically forwarded to your supervisor for
approval of your participation. Once approval is received by the Training & Development Office, a confirmation of
enrollment is sent to the participant and will include further instructions for registering for workshops. Note: The
Supervisor Approvaform and workshop registration form may be found at the end of this catalog for manual
submission.

U  If you would simply like to participate in an individual workshop and not complete an entire learning module, you
may register for workshops within this and other learning modules by visiting the HRS Workshop Registration Page

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/



http://web.uncg.edu/hrs/Training/Training_Application/
https://freyr.uncg.edu/workshops/list_by_category.jsp?cat_id=77001000&months=12
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Workshops and Descriptions in the Interpersonal Communications Learning Module

Conflict Management Skills

This workshop will introduce methods in dealing with conflict in a way that is constructive to relationships throughout
the workplace. By the end of the course, participants will be able to identify the causes of conflict, understand, minimize
or alleviate behaviors that escalate conflict, and use appropriate interpersonal skills to communicate effectively during
conflict. Presenters and techniques discussed may differ with each offering of this workshop. Facilitator:Jason Morris

Section 1 Section 2
Date: 01/14/2010 Date: TBD
Time: 2:00pm d 5:00pm

Critical Conversations

During this workshop we discuss ten principles of compelling communication that apply to all encounters and we learn
how to apply these principles, with various techniques, to specific critical conversations at work. Facilitator:Jason Morris

Date: 07/08/ 2010
Time: 8:30am 0 4:30pm

Customer Service Excellence

Meeting and exceeding customer expectations is a top priority in all state departments, agencies and universities. It
must also be recognized that government and public sector organizations need to approach customer service differently
than for-profit organizations. This course will enhance the employee's understanding of customer service issues in the
public sector and their crucial role in providing quality customer service to ensure organizational success. Course
participants will explore their attitudes and behaviors about customers and customer service, and take part in activities
to enhance their interpersonal skills to effectively address a variety of customer service issues. Common customer
service standards, expectations and pitfalls will be explored. Facilitator: Jason Morris

Section 1 Section 2
Date: 02/25/2010 Date: 04/15/2010
Time: 8:30amd 4:30pm Time: 8:30amd 4:30pm

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/
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Mixing 4 Generations in the Workplace

3OEEazUwbhOUOI OUET WEOOXxUPUI Uwi OVUUWEPUUDOEUWI 1 Ol UEUDPOOUOWI EE
beliefs. Learning what makes each generation tick, and taking the time to consider your communication approach, will

advance your relationships and help you lead your team during good times and through stressful situations. This

course gives participants generational insight. Throughout this course, participants will learn the common drivers of

each generation ¢ what are they looking for, how should you interact with them. How do they make decisions, and what

is most important to them. Facilitator:Jason Morris

Section 1 Section 2
Date: 09/11/2009 Date: 06/23/2010
Time: 8:30amd 12:00pm Time: 1:30pm d 5:00pm

Ouch! That Stereotype Hurt

What do you do if someone you care about is the target of demeaning stereotypes? What if you are being demeaned or
stereotyped? How often do you speak up on behalf of respect? During this workshop, we attempt to understand the
impact of stereotypes and biased statements, even when casually said, identify the most common reasons people sit
silent in the face of bias and stereotypes, and enhance skills for speaking up against stereotypes without blame or guilt.
Facilitator: Jason Morris

Section 1 Section 2
Date: 08/28/2009 Date: 11/12/2009
Time: 9:00amd 11:30am Time: 2:00pm d 4:30pm

Painless Performance Improvement
/ EPOOI UUw/ 1 Ul OUOEOGET w( OxUOYI Ol O0ww/ / ( AwDUWET I DPO1 EwUx1 EDI D
improve their own performance without any drama, conflict, or threats involved". The PPI concept utilizes a 6-step

technique that guides you through dealing with a performance issue, and emphasizes the need to understand the
differences between attitudes and behaviors. Facilitator:Jason Morris

Section 1 Section 2
Date: 10/09/2009 Date: 04/07/2010
Time: 8:30amd 12:30pm Time: 1:00pmad 5:00pm:

Whale Done! Creating a Positive Workplace

People make a difference in the workplace! Learn how to get to know your employees, how to motivate employees, and
maintain a positive and thriving workplace. By the end of this course, participants will understand the importance of
morale, creating positive energy, and motivating employees to excel. By improving working relationships, supervisors
and employees will be able to implement strategies for creating a positive and thriving workplace. Facilitator:Jason
Morris

Section 1 Section 2
Date: 01/08/2010 Date: 06/02/2010
Time: 8:30amd 12:00pm Time: 1:30pm d 5:00pm

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/
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Financial and Life Planning Seminars
12:00pm ¢ 1:00pm
Bryan 113 - HRS Training Room

August - 2009 February- 2010

] ) Seniors' Health Insurance Information
Refinancing Your Mortgage: Does Program (SHIIP) & Introduction & How
this make sense for me? Assist with Retiring & Medicare

1st Time Home Buying [SECU]
Wills, Healthcare, Powers of Attorney,
Living Wills, & General Estate Planning
I t ds Tax (Tipsnior Prepgriag n
September 2009 this Yeards Taxes
Navigating the Long -Term Care System
Are You a Caregiver? Do You Think
You May Become a Caregiver?
10 things to Know About the Law

March - 2010

Achieving Your Financial Goals &
October- 2009 Dreams

Are Your Investments Right for You?
To Your Credit: Everything You
Need to Know About Making Your
Credit Score Healthy April - 2010
Whereds the Money#t
Will You Be Ready to Do Your Taxes? Money Management
Investing for College & 529 Plans

November 2009 May - 2010
Women & Investing: Savvy, Successful Financial Readiness
and Secure Older American Act

December 2009 June- 2010

How to Survive on a Reduced Income

Elder Law First Time Home Buying [Wachovia]
memnm a
"Vt unnnnnmssssnnnnnnnnnngus?

Have a suggestion for a FLP
seminar? Please contact:

January- 2010

Federal Taxesd Make Sure You Take

t he Deductions Youd
Wills, Healthcare, Powers of Attorney,
Living Wills, & General Estate

Planning

Gwenne Causey

grcausey@uncg.edu or

4.9795
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FINANCIAL AND LIFE PLANNING (FLP) SEMINARS

HRS is proud to introduce the new Financial and Life Planning (FLP) seminar series. Each month, HRS will host a one

T OUUwW?OUBET wEDE wOI E UOGinthe HREGIAinyudord, Brdan hiB. ExXpeyts from around the Piedmont
Triad will provide valuable information on topics ranging from elder law to first time home buying, and a little of
everything in between! Lunch or refreshments will be provided in select seminars, otherwise, feel free to bring you own!
Check seminar registration pages for details.

REGISTER TO ATTEND ANY OF THE FLP SEMINARS NOW BY VISITI NG THE FLP
REGISTRATION PAGE OR CONTACT GWENNE CA USEY (49795) TO REGISTER BYHONE.

Refinancing Your Mortgage: Does this make sense for me?

This seminar examines the benefits of refinancing your mortgage and what to expect during the loan process. It also
includes information on different financing options including Variable and Fixed Rates, FHA, VA and 100% financing.
ThiUwUI OPOEUWEOUPT UUWUOT T waUl UUDPOOwWOI w? eskninanspodsoiVdchovieE | UU w0 D Ol
Date: 08/18/2009
Time: 12:00pma 1:00pm

Are You a Caregiver? Do You Think You May Become a Caregiver?

Join us as we share techniques to avoid caregiver fatigue. Rosalyn Carter has stated that all of us are either a caregiver,

will be a caregiver or will need a caregiver at some point in our lives. Frequently families provide the majority of care

for their older or disabled family members.6 | WE OOz OwUIl EOT OP&l wbi wEUI weEEUI wi pYDOT O
loved one continue to live independently. All too often the caregiver is the one who experiences fatigue and burnout as

they seek to maintain their employment, provide care for their loved one and address their own personal needs. Join us

to learn more about successful care giving and where we can find resources to assist us in our journey. Seminar Sponsor:

Senior Resources of Guilford, Ellen Whitlock and Renee Griffin

Date: 09/15/2009
Time: 12:00pmd 1:00pm

10 Things to Know About the Law:

This seminar, presented by Winston Salem Attorney Mike Wells, is a compilation of various tips to help you better
understand the legal system and how it applies to your daily life. Seminar SponsokVachovia

Date: 09/25/2009
Time: 12:00pmd 1:00pm

Are Your Investments Right For You?

Have you ever asked yourself: How do | make choices within my Retirement plan? How do | make choices in my
401(k), 403(b), or 457 plan(s)? When should | make a change? What change(s) need to be made? Are my investments set
up to satisfy my personal situation?

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/



https://freyr.uncg.edu/workshops/list_by_category.jsp?cat_id=77002040&months=12
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Can | roll-over a portion of my 401(k), 403(b), or 457 to an IRA?

If you are curious about any of the above, please attend this seminar. Seminar SponsoB&cott & Stringfellow, Inc, Mitchell
L. Hunt, AAMS, Vice President

Date: 10/08/2009
Time: 12:00pmd 1:00pm

To Your Credit: Everything You Need to Know About Making Your Credit Score Healthy

This seminar addresses all major concerns regarding credit scores: How to Pull Credit, How to tell if your score is
healthy, and what to do if you need to resolve any credit issues. We partner with the experts at the non-profit Consumer
Credit Counseling group to deliver this valuable seminar! Seminar SponsokVachovia

Date: 10/15/2009
Time: 12:00pma 1:00pm

Where's the Money$$?

Have you ever developed a personal balance sheet? Did you know there are different kinds of debt? You may have a
monthly budget, but do you know you should plan a yearly budget as well? How do you do this and still find resources
for savings? Seminar Sponso€ynthia Patterson, Prudential, Senior Regional Retirement Education Manager

Date: 10/29/2009
Time: 12:00pmd 1:00pm

Will You Be Ready to Do Your Taxes?

It may sound early however, prepare now & reduce the frustration later. Listen as this speaker explains what needs to
be done for yearend tax and financial planning. There are things to do now. Seminar SponsoKeith Hiatt, CPA, Breslow
Starling Frost Warner Boger Hiatt PLLC

Date: 10/30/2009
Time: 12:00pma 1:00pm

Women and Investing: Savvy, Successful and Secure

This informative and action-oriented seminar is designed for a dual audience: women who are beginning investors and
women who would like to improve on an existing financial plan. This seminar will provide details of demographic and
social changes that are motivating women to take a more active role in their financial plans. Seminar SponsokVachovia

Date: 11/13/2009
Time: 12:00pmd 1:00pm

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/
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Elder Law

Local Attorney Mike Wells will present on various aspects of Elder Law, including how to manage nursing home
expenses and work through the process of managing the care of parents and elder relatives. Seminar SponsolVachovia

Date: 12/11/2009
Time: 12:00pmd 1:00pm

Federal Taxes 0 Take the DeductionsYou dr e EIl i gi bl e For

This workshop will explain some of the more common and lesser-known deductions that you may be eligible to take on
your Federal Tax Return. It will provide common sense, practical ways for you to determine your eligibility for the
deductions and credits; and guidance for what documentation to retain with your tax records. Seminar Sponsorloan
Kulikowski, AARP tax preparer & former Jackson Hewitt tax preparer

Date: 01/21/2010
Time: 12:00pmd 1:00pm

Wills, Healthcare Powers of Attorney, Living Wills, and General Estate Planning

This seminar reviews the basics of estate planning and answers any questions you may have about wills, trusts, powers
of attorney, living wills and health care powers of attorney. It also highlights why everyone needs to consider an Estate
Plan, particularly as it relates to living wills and healthcare powers of attorney. Seminar SponsokVachovia

Date: 01/29/2010
Time: 12:00pma 1:00pm

Seniors' Health Insurance Information Program (SHIIP) 0 Introduction & How Assist with Retiring &
Medicare

The Seniors' Health Insurance Information Program (SHIIP) answers questions and counsels Medicare beneficiaries and
caregivers about Medicare, Medicare supplements, Medicare Advantage, Medicare prescription drug plans, long-term
care insurance and other health insurance concerns. The North Carolina SMP Program provides assistance with
Medicare/Medicaid billing errors, fraud and abuse. Come learn about this valuable service. Seminar Sponsobeanie G.
Schepisi, Piedmont Area Regional Manager, Seniors' Health Insurance Information Program (SHIIP)

Date: 02/04/2010
Time: 12:00pma 1:00pm

't 6s Tax Ti méor PreparingiThis Yedr® Pases

This seminar will answer your questions pertaining to preparing your tax return, with a particular focus on strategies
that can help reduce your tax burden or increase a refund. It will also include information on matching tax planning
with financial planning, resources for preparing your taxes, and changes to the tax codes. Seminar SponsokVachovia

Date: 02/09/2010
Time: 12:00pmd 1:00pm

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/




1407 HRS Training & Development Catalog T 11.10.2009

1st Time Home Buying [SECU]

This presentation will provide information about what you should know when purchasing your first home. Discussion
topics include How much house can you afford?, Fixed Mortgage vs Adjustable Rate Mortgage (ARM), the application
process and more. Seminar SponsoDamian D. Carter, SECU-Greensboro-West Market St, Senior Vice-President

Date: 02/11/2010
Time: 12:00pma 1:00pm

Wills, Healthcare Powers of Attorney, Living Wills, and General Estate Planning:

This seminar reviews the basics of estate planning and answers any questions you may have about wills, trusts, powers
of attorney, living wills and health care powers of attorney. It also highlights why everyone needs to consider an Estate
Plan, particularly as it relates to living wills and healthcare powers of attorney. Seminar SponsolVachovia

Date: 02/12/2010
Time: 12:00pmd 1:00pm

Navigating the Long-Term Care System

Placing a loved one in a Nursing or Adult Care Home is one of the most difficult tasks a family member ever faces.
When it becomes necessary, prospective residents and their families should have the best information possible to make
this decision. But, choosing a long-term care facility is only the first step. Once a home is selected, how can family
members ensure that their loved one is receiving quality care? An important resource for anyone seeking information
regarding long-term care issues is the Regional Longrerm Care Ombudsman Prograin Ombudsman is an advocate for
11 UPEI OUand wredpdndiblefor investigating complaints made by, or on behalf of, Nursing and Adult Care
Home residents. Ombudsmen work with residents, family members, concerned citizens, facilities, as well as public and
private agencies, to enhance the quality of care and quality of life for residents in long-term care facilities. In this
workshop, participants will meet their local Ombudsman and learn helpful tools for navigating the increasingly complex
long-term care system. Seminar Sposor:Piedmont Triad Council of Governments, Area Agency on Aging, Dorian P.
Fredricksen, Senior Regional Long-Term Care Ombudsman

Date: 02/24/2010
Time: 12:00pmd 1:00pm

Achieving Your Financial Goals and Dreams

This seminar presents the basics of mutual fund investing and touches on the strategies and questions that many
customers need to consider for their company retirement accounts (401K/403B) or their individual IRAs as well as
general investing. It defines mutual funds, illustrates their growth in popularity, explains the benefits of this strategy,
and touches on the great importance of asset allocation. Seminar SponsokVachovia

Date: 03/19/2010
Time: 12:00pma 1:00pm

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/
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Money Management

This presentation will include information about the differences in banks and credit unions, budgeting, various types of
savings accounts and loans and money saving tips. Seminar SponsoDamian D. Carter, SECU-Greensboro-West Market
St, Senior Vice-President

Date: 04/08/2010
Time: 1200pm & 1:00pm

Investing for College and 529 plans

"O000IT1T wxOEOODOT wi OUET UwxEUI OUUWUOWEEOOOPOI ETT wUT 1T wubUDOT
POxOUUEOE! wOi wEEOEOGEDOT wbOYI UUOI 00 wU B U Cthetbédits af Custbdaltacadtint®d O E 7 |
the basics of UGMA and why parents should begin investing early and regularly. Seminar Sponsoifakelia Hall,

Regional Representative, College Foundation of North Carolina.

Date: 04/30/2010
Time: 12:00pmd 1:00pm

Financial Readiness

This presentation will provide insight on a variety of topics to assist you in evaluating your financial plan. Topics
include budgeting basics, the importance of budgeting and setting financial goals, evaluating your debt and credit
scores. Seminar SponsoDamian D. Carter, SECU-Greensboro-West Market St, Senior Vice-President

Date: 05/05/2010
Time: 12:00pma 1:00pm

Older Americans Act (OAA)
What? Why do | want to learn about a federal government act? Well, did you know?
The federally funded OAA provides a variety of in-home and community-based services without cost to persons 60+.

The OAA is generally considered to be the most significant federal recognition of the distinct needs, capabilities and
privileges which are inherent in a specific group, i.e., those aged 60 and over.

The activities, mandated and funded under this Act, carry no income eligibility requirement, unlike numerous other
federal assistance programs, e.g., food stamps and Section 8 housing.

Under the Older Americans Act, service providers must follow priorities set by the Area Agency for serving older
persons with greatest economic or social need, with particular attention to low-income minority older persons and older
individuals residing in rural areas, individuals with severe disabilities, and Native Americans.

e May is Older Americans Month
Attend this workshop to learn how the OAA may help you or a loved one. Seminar SponsoPiedmont Triad Council of
Governments, Area Agency on Aging, Adrienne Calhoun, Aging Program Planner

Date: 05/12/2010 - Time: 12:00pmd 1:00pm

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/
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How to Survive on a Reduced Income

This presentation will provide information about what you should do if you were to lose your job. Discussion topics
include the importance of filing for unemployment, evaluating your financial position, contacting your creditors and
more. Seminar Sponsobamian D. Carter, SECU-Greensboro-West Market St, Senior Vice-President

Date: 06/09/2010
Time: 12:00pmd 1:00pm

First Time Home Buying [Wachovia]

This seminar will discuss the benefits of home ownership, the seven factors most lenders consider when evaluating
mortgage applications, mortgage options and what to look for in a lender, especially for first mortgages. Seminar
SponsorWachovia

Date: 06/25/2010
Time: 12:00pma 1:00pm

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/
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REGISTRATION AND CANCELLATION INFORMATION

How to Register

Registration for individual workshops and/or enrollment into any learning module certification track may begin at the
HRS training and development webpage: http://web.uncg.edu/hrs/Training/. A copy of the learning module enrollment
form (Supervisor Approval Form) and workshop registration form located at the end of this catalog may also be
submitted to our office via campus mail. A separate copy of these forms must be submitted for each learning module
and/or workshop you plan to enroll in. A confirmation receipt is sent to participants via email after registering for each
workshop. The day before each workshop, a reminder email is sent to each registered participant. Any changes to
workshop location or times will be noted on the reminder email notice.

Registration closes when the maximum seat capacity has been reached. ( | wWE wp O U O U ipl@asewndhiaau@wetth® O O 2 w
Causey in the Training and DevelopmerDffice of HRS4-9795) to be placed on a wait list. Should seats become available,
walit list participants will be notified.

Cancellation & Rescheduling Process - New
HRS Training & Organizational Development Workshop Cancellation Procedures:

Registered participants needing to reschedule or who are not able to attend a training session under circumstances other
than immediate emergencies or adverse weather must notify Gwenne Causey in HRS [334.5009] at least 24 hours in
advance. If emailing a cancelation notice, please include the workshop title and date. By canceling and rescheduling
with a reasonable amount of notice, wait lists may be addressed or the amount of materials prepared could be reduced
accordingly. The Training & Organizational Development office must make supervisors aware of their employee(s) who
are absent from a workshop without canceling or rescheduling in advance. Should a participant fail to cancel or
reschedule a workshop in advance for a second time, future HRS workshop registrations by that participant will be

x OEEl EwWOOWEW?PUXEE]I WEYEPOEEOI 2 wEEUPUS wuw

If the University is operating under the Adverse Weather Poliayn the day or time of your scheduled class, abide by the
Adverse Weather Table. All registered participants shall be rescheduled and notified by the staff in the Training and
DevelopmenOffice

In the event Training and Developmenteeds to cancel a workshop, participants will be notified at least 48 hours in
advance. In the case of an emergency (i.e., instructor illness, etc.) we will make every effort to contact participants as
soon as possible. Please note that cancellations to scheduled workshops are rare.

Parking, Directions, & Locations

Unless otherwise noted all workshops are conducted in Bryan 113 ¢+ HRS Training Room. For building location see
http://www.uncg.edu/online_map/. Training and Developmerits unable to provide free parking passes for participants
while attending training workshops.

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/



http://web.uncg.edu/hrs/Training/
http://web.uncg.edu/hrs/PolicyManuals/StaffManual/Section5/Adverse_Weather/Adverse_Weather_Table/
http://www.uncg.edu/online_map/
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ACROSS CAMPUS DEVELOPMENT OPPORTUNITIES

Division of Continual Learning - UNCG

The Division of Continual Learning is The University of North Carolina at Greensboro's office for continuing education
programs. DCL's flexible courses and programs help people of all backgrounds, ages, and stages of life fulfill their
educational goals. http://web.uncg.edu/dcl/web/default.asp

Visions
The Visions program is offered to visitingandnon-E1 T Ul 1 wOUUET OUUwpPT OwEOUI Brifaraui OOE wE u
interested in taking college credit courses but who do not apply to a degree program. http://www.uncg.edu/grs/visions/

Office of Safety Training

Safety and health training is conducted in three phases at UNCG. New employees are required to attend New Employee
Orientation (resource contact list), where they will receive safety and health instruction as a part of the day-long
classroom orientation to the University. Upon return to their work environments employees should complete the New
Employee Training Checklist. This will involve individual training conducted by a supervisor and online or classroom
training specific to the employee's work environment. http://www.uncg.edu/sft/training.html Office of Safety Training
Coordinator Donna Spoon

Information Technology Services (ITS) Training Opportunities on Campus

The UNCG Information Technology Services (ITS) provides computing support for faculty and staff. Find training on
topics such as Microsoft Office (Word, Excel, etc.) as well as many other I1T-related workshops through ITS.
http://its.uncg.edu/Training/ ITS Training Coordinator: Judy Guard

Program for Management Development through the Bryan School of Business & Economic

The PMD is designed for individuals with high potential who are assuming greater responsibilities within their
organization. The PMD enables individuals to employ a broader range of management skills and new perspectives on
management in the context of the firm as a whole. http://www.uncg.edu/bae/ee/

University of North Carolina Online

The University of North Carolina Online offers comprehensive descriptions of and contact, application, admission, and
tuition and fee information for more than 170 online programs in 22 fields of study offered by the 16 constituent
UOPYI UUPUDPI UwlOi wOOT woOi wliT T wpk OU O Butpyiodideditincardlindedd 1 DOU U wUOD Y L

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/



http://web.uncg.edu/dcl/web/default.asp
http://www.uncg.edu/grs/visions/
http://www.uncg.edu/sft/H&Sresourcecontact4.pdf
http://www.uncg.edu/sft/newempchecklist.html
http://www.uncg.edu/sft/training.html
http://its.uncg.edu/Training/
http://www.uncg.edu/bae/ee/
http://online.northcarolina.edu/
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Tuition Waiver 6 UNCG

The purpose of the Tuition Waiver Program is to provide an opportunity for eligible employees to have tuition and fees
waived for a course taken at any of the 16 campuses of the University of North Carolina. In order to be eligible for
participation in the Tuition Waiver Program, an employee must be a permanent employee working thirty (30) or more
hours per week for nine (9) or more months per calendar year.

Tuition and fee charges will be waived for a maximum of two (2) courses per academic year with no limitation as to the
number of courses that can be taken each term. Courses may be taken in any term: Fall, Spring, or Summer, so long as
the limit of three (3) courses per academic year is not exceeded. The Tuition Waiver Program does not cover non-credit
courses, such as those offered through the Call Catalog from DCL. The employee is responsible for any and all additional
tuition and fees charged to their student account during the term. Please visit the Cashier's Office webpage for more
details. http://fsv.uncg.edu/cashiers/cashiers_facstaffwaiver.html

Academic Assistance Program (Educational Assistance)

Educational Assistance is tuition reimbursement and leave to full-time or part-time employees who have a permanent
appointment (trainees may be determined as eligible by management after satisfactory performance for a period of not
less than three (3) months). These employees are offered courses to improve job related skills, prepare for promotional
opportunities, and prepare for a career in a State or University system. Courses may not be taken during working hours
unless they are not offered at another time. Application Form PD-136 is available in the Department of Human Resource
Services must be completed and approved prior to the beginning date of the course. This is subject to individual
department budget. http://www.osp.state.nc.us/manuals/manual99/educasst.pdf

NOTE: The above two (2) plans (Tuition Waiver & Academic Assistance Prograuabescribed here are based on official legal
documents that govern the operation of the plans. If there is a conflict between the information presented here and the
information in the legal documents, the legal documents always govern. Also, this is a description of the plan under
current law. Because laws are subject to change in the future, these plans may change as well.

Greensboro Public Library

Greensboro Public Library offers one-on-one career counseling, basic computer skills classes, weekly job search events
and online resources to help you find a job, make a career change, or start a business. http://www.greensboro-
nc.gov/departments/Library/OnlineResources/career/

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/



http://fsv.uncg.edu/cashiers/cashiers_facstaffwaiver.html
http://www.osp.state.nc.us/manuals/manual99/educasst.pdf
http://www.greensboro-nc.gov/departments/Library/OnlineResources/career/
http://www.greensboro-nc.gov/departments/Library/OnlineResources/career/
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OFFICE OF STATE PERSONNEL (OSP) TRAINING LINKS

Human Resource Development (HRD) Group, Office of State Personnel

The Human Resource Development (HRD) Group, Office of State Personnel, is pleased to announce its training course
calendar for July, 2009 - December, 2009. These courses are targeted to public sector managers, supervisors,
administrative support specialists, Human Resources professionals and employees who want to increase their
knowledge and improve their skills to be more productive and effective.

U OSP Personnel Development Center

0 HR Workshops
U Interpersonal Skills Workshops

U Supervisory/Management Workshops

Note: When completing registration forroslinefor OSP provided workshopgmu will need tandicate Jason Morris,
jpmorris@uncg.eddwWE U wUOT T w? ( OU1 UET 1 OEaAw3UEDPODPOT w" OOUEDPOEUOUUwW- EOI 82

Please contact Jason Morris in HRS Training and Development for any questions regarding development opportunities at OSP,
including workshop descriptions and manual (offline) registration procedures.

NC Office of State Personnel E-LEARNING PROGRAMS

Give e-learning a try. Take a professional development course in Raleigh from right here at UNCG. Most courses are
always available: no waiting lists, no scheduling difficulties. And best of all, most courses are free!
http://www.nctraining.ncgov.com/main/courselist.ntm

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/



http://www.osp.state.nc.us/divinfo/frames/divisions/hrd/pdc.html
http://www.formsite.com/waters/form219425744/index.html
http://www.formsite.com/waters/form611869084/index.html
http://www.formsite.com/waters/form632786083/index.html
mailto:jbmorris@uncg.edu
http://www.nctraining.ncgov.com/main/courselist.htm
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LEARNING MODULE ENROLLMENT FORM

Thank you for your interest in professional development at UNCG. Enrolling into a professional development learning

module provided by HRS indicates your commitment in participating and completing the module within two years from
submission of this enroliment form. Additionally, all workshops are held during typical working hours, of which you

are paid for. Because ofthesefEE U OUUOw' 12 wUI gUT U0UwUT EVwPT wi EYT wadUuUwUUxI L
learning module.

30wl OUOOOWPOWEWOT EUOPOT WOOEUOI wWEOEWEE@UDUI wa @dinplateal x T UYDUOL
20x1 UYDUOUZ Uw YounhPdo Eh3 ardiid br@dimplete the form below. HRS Training & Development will

enter the information. Please complete a separate form for each Learning Module enrollment.

7

O o o o o o ,
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Gwenne R. Causey

HRS Training and Development; Mossman 123

Online: Visit the HRS Training & Development WEBSITE to register for a Learning Module.

Manual Supervi sords Approval Form

Learning Module

Name

Working Title

Department

Campus Address

Campus Phone

Email Address

EPA or SPA?

Are you currently a supervisor of SPA
employees?

Supervisors Name:

Supervisors Email:

Supervisors Phone:

Describe the objective(s) and goal(s) you have for enrolling into this Professional Development Learning Module

Need assistance? Contact, Gwenne Causey, grcausey@uncg.edu or 4-9795 .

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/



http://web.uncg.edu/hrs/Training/
mailto:grcausey@uncg.edu
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WORKSHOP REGISTRATION FORM

Gwenne R. Causey

HRS Training and Development

Online: Visit the HRS Training & Development WEBSITE to register for individual workshops. While there, click on the

1
1
1
1
:
1
Mossman 123 :
:
Ol EUODOT wOOEUOT woHI wb &Y @Wa widiwi Ouuid 8 e @ @rUuddse @ :

1

Workshop Name

Workshop Section & Time

School/College Unit

Department

Last Name

Email

Faculty or Staff

1
1
1
1
1
1
1
1
1
:
First Name :
1
1
1
1
1
1
1
1
i
Phone ;

2Ux1 UYDPUO

20x1T UYDUO

Please complete a separate form for each Workshop enrollment..

Need assistance? Contact, Gwenne Causey, grcausey@uncg.edu or 4-9795

Learning Module Enrollment and/or Workshop Registration starts at: http://web.uncg.edu/hrs/Training/



http://web.uncg.edu/hrs/Training/
mailto:grcausey@uncg.edu

