Department of Personnel (DOP)

Course Schedule
November 2009 — April 2010

What’s New

Online Courses included

In addition to our wide selection of instructor-led
courses, you'll find selected online courses listed in
this publication. The online courses are included
with the instructor-led courses and appear at the end
of each subject area. You'll be able to review both
options when searching for specific training.

For more information, see page 2.

Registration

State Agencies

Registration for both instructor-led and online
courses must be approved by your agency. Please
contact your agency training representative or
human resource (HR) office.

Public Agencies and Higher Education
Registration processes vary. Please follow your
agency’s directive for training registration. If
appropriate, you may contact the Washington State
Department of Personnel direcily.

Cancellations

If you register and cannot attend, you must request
cancellation prior to the published “Cancel Date.”
Contact your agency training representative or HR
office to cancel your registration.

Course Availability

Please contact your agency training representative,
or call (360) 664-1921 to check on seat availability.
For up-to-date course information, visit:
http://www.dop.wa.gov/training/

The Washington State eLearning Network has a
library of over 1200 classes. Browse the eCatalog:
http://elearn.dop.wa.qov/

Reasonable Accommodation

Please let us know if you require an
accommodation. Traininginfo@dop.wa.gov. All
requests for accommodation must be received at
least four weeks prior to the course date. Thank you.

Disability Parking

With a disability parking permit, you can use
metered parking for up to eight hours without
charge. The DOP training center also has
designated spaces at both the front and back of the
building.

Course Schedule publication options
This publication is available in alternate formats on
request.

= - sturpass
Tips for Traveling 7 i )
Public transportation is the way to go! Use a
Starpass to ride Intercity Transit for free. You can
get a Starpass by contacting your agency
transportation coordinator.

We’re here to help
Contact Customer and Business Support

<] . L
e email: Traininginfo@dop.wa.gov

@ Phone: (360) 664-1921

TTY Phone (hearing impaired):
(360) 664-6211

]
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Keep your SHRM certification
current!

Recertification demonstrates your continued
dedication to stay up with the rapidly changing HR
profession.

DOP offers HRCI approved classes that meet

SHRM recertification requirements. Classes that
have been approved for recertification credit are
designated by a check mark in the HRCI column.

Look for the

The use of this seal is not an endorsement by the HR Certification Institute of the quality of the program. It means that this
program has met the HR Certification Institute’s criteria to be pre-approved for recertification credit.

Gregoire Management Framework
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The Management Framework is a tool designed to help managers understand
Governor Gregoire’s expectations for excellence and the challenges we face.

DOP Classes that have been identified as courses that support the Management
Framework are designated by a check mark in the GMAP column.

Look for the 4 C M s P
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Workshops for Times of Transition

The Department of Personnel has developed five new transition workshops to help managers meet
the next challenges of change. These courses build on previous transition workshops by preparing
managers for their critical role ahead — leading successful transition to the “new normal”.

New Workshops include:
e Confronting the Tough Stuff: Communicating Through
Change
e Stabilizing Your New Team
e Rebuilding Trust and Confidence
¢ Normalizing the New Workplace
e Engaging Talent In Tough Times

Previous workshops for times of transition are available
upon request.
Workshop titles include:
e Change Management: Finding the Up in Upheaval
e Managing the Change Effort
e Personal Stress Management

All workshops can be customized and brought to your work
group for a minimal fee.

Past participants have said:
e  “Very applicable for current environment and
circumstances.”
e “Gave me lots of tools to work with during our
upcoming hard times.”
e “Great class — Especially for agencies experiencing
great change or layoffs.”

Would you like to know more? Questions?
Contact Rachael Stich at Phone: 360.664.1921
RachaelS@dop.wa.gov E-mail: Training@dop.wa.gov

Visit us at www.dop.wa.gov/Training
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New Online Course
Sexual Harassment Awareness and Prevention

Cut your mandatory training costs with eLearning. This online course meets the State requirements for
Sexual Harassment Awareness and Prevention training, and is custom-designed for State employees.

You will learn:
e The different types of sexual harassment

e What defines sexual harassment in the workplace
e How to prevent sexual harassment
e How to report incidents or concerns
e What Support and protection available for all
parties involved
The new eLearning version of Sexual Harassment

Awareness and Prevention is endorsed by the Department
of Personnel and the Attorney General’s Office.

Sexual Harassment Awareness and Prevention training is
required for all State employees. Now you can access this
mandatory training when it is convenient for your busy
schedule. You can finishing in one sitting or in small

increments. New program price: $17.50.

How do | access elLearning?

If you are new to eLearning, please join the eLearning community by visiting http://elearn.dop.wa.gov
and click on the “Register Here” link at the top of the page. Returning users can log back in to view
updates or register for more classes.

Would you like to know more? Questions?
Visit us at www.dop.wa.gov/training Phone: 360-664-1921
E-mail: Training@dop.wa.gov
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LeaderPath for IT Managers
Class of 2010

Department of Personnel (DOP) and Information Processing Management Association (IPMA) invite
you to join the LeaderPath for IT Managers Class of 2010. Nominations are now being accepted!

Program highlights:

o Offers an intensive learning opportunity for IT leadership professionals.

e Participants focus on public sector leadership using case studies, group exercises,
mock presentations, personal evaluations and panel discussions with experts to
create a highly participatory and multidimensional learning experience.

o Eight day program beginning with a one-day workshop, followed by three 2-day
modules one month apart, to allow for work on capstone projects. The final day
of LeaderPath is the Capstone Project presentation.

o Classes are taught by University of Washington Tacoma faculty at the UW
Tacoma campus.

Would you like to know more? Questions?
Contact Rachael Stich at Phone: 360-664-1921
RachaelS@dop.wa.gov E-mail: Training@dop.wa.gov

Visit us at www.dop.wa.gov/Training
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Training Schedule

November — April 2010

Course Title

Leadership
Development

Budgeting for the Non-Financial
Manager (2 Days) (01-09-M091)

Coaching: Bringing out the Best in
Others (1/2 Day) (01-09-ZM52)

Discovering Your Strengths
(2 Hours) (01-03-C056)

Giving & Receiving Constructive
Feedback (1/2 Day) (01-03-ZM20)

Handling Emotions Under Pressure
(1/2 Day) (01-03-ZM37)

HELP II: Diversity Management
(1 Day) (01-09-M501)

HELP II: Effective Investigations in a
Just Cause World (1 Day)
(01-09-M507)

HELP II: Ethical Leadership &
Decision Making (1 Day)
(01-09-M504)

HELP II: Lawful & Effective Hiring
Practices (1 Day) (01-09-M506)

HELP II: Preventing Discrimination,
Harassment & Managing
Accommodations (2 Days)
(01-09-M502)

HELP II: Workplace Violence
Assessment & Prevention (2 Days)
(01-09-M503)

How NOT to Micromanage (1 Day)
(01-09-M450)

Language of Leadership, The
(1 Day) (01-09-M308)

GMAP HRCI Location Date Time
Olympia Nov 3-4 8:00 -4:30
Olympia Jan 28 8:00 -12:00
Olympia Dec 9 10:00 -

12:00
Olympia Nov 9 8:00 -12:00
Olympia Mar 15 8:00 -12:00
Olympia Jan 11 8:00 -12:00
Olympia Feb 24 8:00 -4:30
Olympia Jan7 8:00 -4:30
Olympia Dec 8 8:00 -4:30
Olympia Apr 21 8:00 -4:30
Olympia Jan 20 8:00 -4:30
Olympia Feb 2-3 8:00 -4:30
Olympia Dec 15-16 8:00 -4:30
Olympia Apr 6-7 8:00 -4:30
Olympia Dec7 8:00 -4:30
Olympia Jan 12 8:00 -4:30

Cancel
Cost Date Instructor
$300 Oct16 Sam Knutson
$100 Jan 12 Stan Freeman
$75 Nov 23 Kristi Morrish
$100 Oct22 Stan Freeman
$100 Feb 25 Stan Freeman
$100 Dec 24 Stan Freeman
$160 Feb8 Littler
Mendelson
Law Firm
$160 Dec 22 Littler
Mendelson
Law Firm
$160 Nov 20 Littler
Mendelson
Law Firm
$160 Apr5 Littler
Mendelson
Law Firm
$160 Jan4 Littler
Mendelson
Law Firm
$310 Jan 15 Littler
Mendelson
Law Firm
$240 Nov 27 Littler
Mendelson
Law Firm
$240 Mar 19 Littler
Mendelson
Law Firm
$160 Nov 19 Rick Lynch
$160 Dec 25 Rick Lynch











































































Consulting Services

Facilitation, Consulting & Specialty Experts

We have more than 100 pre-qualified consulting firms available to bring their experience and expertise to
your organization. We can give you access to the right person and or team to fit your needs.

Need a team-building or conflict resolution specialist? A facilitator for a public meeting, a retreat or
conference or do you just need a keynote speaker? Looking for expert advice on how improve customer
service or analyze your business process? Contact DOP’s Organizational Development Services Team
when you require that additional resource and fast.

We offer several categories of consulting services from personnel investigators, to coaches for every level
of an organization, to strategic planners who can assist in bringing your vision into focus.

e Business Analysis/Process e Organizational Development & Change
Improvement Management

e Coaching e Leadership

e Conference/Retreat/Forum - Planner e Performance Management

e Conference/Retreat/Forum - Speaker e Personnel Investigation

e Customer and Stakeholder e Personnel Issues
Management

o Effective Communication e Strategic Planning

e Executive Recruiters e Team Development

e Facilitation

For more information about contract services and access to pre-qualified contractors, please contact us
according to the name of your organization;
e Agencies Ato N and all higher education institutions, contact Stan Freeman or call (360)

664-1962
e Agencies Oto Z, and city and county governments contact Marilyn McNeil or call (360) 664-
6812

Access to Consulting Services and Executive Recruiting from DOP Staff
For more information about retaining DOP staff for some of your consulting needs, please contact:

e Kiristi Morrish or call (360) 664-1971 consulting

e Audrey Ely or call (360) 664-6203 executive recruiting

30
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