PROGRAM SCHEDULE

MARCH 2003 AND QUARTER BEGINNING APRIL 2003

NEW EMPLOYEE ORIENTATION PROGRAM

To register for any of the modules noted below, you must notify your Theme’s Training Contact:

	Acquisition Services
	Claudia Allen
	373-8139
	Infrastructure Services
	Vivian Grinnell
	241-4493

	Agency Services
	Shaun Ancona
	322-5804
	Organizational Services
	Pam Nemanis
	373-0219

	Director’s Office

Director’s Office
	Cindy Shaw

Diane Perrelli
	241-3645

241-1959
	Retirement Services

Tenant & Land Services
	Ann Schneider

TeAnn Smith
	322-1334

241-1636

	Financial Services

Financial Services
	Dorinda Dienhart

Tari Teremi
	373-9219

322-6262
	
	
	


	General Policy Overview and

Performance Management Module
	Drug and Alcohol Testing and

Safety and Health Module

	Date:
April 22, 2003
Time:
1:00 p.m. to 3:30 p.m.
Location:
Ottawa Conf. Room 3 – Upper Parking Level

Date:
April 24, 2003
Time:
1:00 p.m. to 3:30 p.m.
Location:
GOB Conf. Room B – Secondary Complex

Date:
May 6, 2003 
Time:
8:30 a.m. to 11:00 a.m.
Location:
Ottawa Conf. Room 3 – Upper Parking Level

Date:
May 13, 2003 
Time:
8:30 a.m. to 11:00 a.m.
Location:
GOB Conf. Room B – Secondary Complex

Facilitator(s):
Deborah Stevens, Executive Program Assistant, 
Organizational Services


Grace Bonofiglio, Training Consultant, Organizational 
Development 

Learning Objectives:

· Know the rules and guidelines under which DMB operates.

· Understand overall department expectations.

· Understand DMB’s Integrated Performance Management System.

· Understand the probationary rating system during the first calendar year of employment.

· Understand and use DMB’s Competency Assessment and Individual Development Plan (IDP) form as a guide to target your growth and track progress. 
	Dates:
March 26, 2003 
Time:
1:00 p.m. to 3:30 p.m.
Location: 
Ottawa Conf. Room 3 – Upper Parking Level

Date:
April 2, 2003
Time:

8:30 a.m. to 11:00 a.m.
Location:
Ottawa Conf. Room 3 – Upper Parking Level

Date:
April 10, 2003
Time:
1:00 p.m. to 3:30 p.m.
Location:
GOB Conf. Room A – Secondary Complex

Facilitator(s):
 Joel Hoffman, Manager, Safety and Health

Learning Objectives:

· Know the drug and alcohol testing policy and who is subject to drug and alcohol regulations.

· Understand potential disciplinary consequences of violating the policy.

· Know key information about Safety and Health.

· Understand how and why to report accidents.

· Know who to call with questions.


PROGRAM SCHEDULE

MARCH 2003 AND QUARTER BEGINNING APRIL 2003

 NEW EMPLOYEE ORIENTATION PROGRAM  (CONT.)

To register for any of the modules noted below, you must notify your Theme’s Training Contact:

	Acquisition Services
	Claudia Allen
	373-8139
	Infrastructure Services
	Vivian Grinnell
	241-4493

	Agency Services
	Shaun Ancona
	322-5804
	Organizational Services
	Pam Nemanis
	373-0219

	Director’s Office

Director’s Office
	Cindy Shaw

Diane Perrelli
	241-3645

241-1959
	Retirement Services

Tenant & Land Services
	TeAnn Smith
	241-1636

	Financial Services

Financial Services
	Dorinda Dienhart

Tari Teremi
	373-9219

322-6262
	
	
	


	Discriminatory Harassment and 

Workplace Safety Module
	Understanding Your Retirement Planning Module

	Date:
March 27, 2003
Time:
1:30 p.m. to 3:00 p.m.
Location: 
Ottawa Conf. Room 3 – Upper Parking Level

Date:
April 9, 2003
Time:
1:30 p.m. to 3:00 p.m.
Location:
Ottawa Conf. Room 3 – Upper Parking Level

Date:
April 29, 2003
Time:
8:30 a.m. to 10:00 a.m.
Location:
GOB Conf. Room A – Secondary Complex

Facilitator:
Lori Edwards, Training Consultant


Trish McKenna-Ley, Training Consultant 


Michael Zingsheim, Training Consultant


Organizational Development

Learning Objectives:

· Understand Civil Service Regulations 1.03 and 2.05 (Rule 2-20).

· Understand the definitions of discriminatory harassment and of the words relating to the rules.

· Recognize harassment and behaviors that violate the rules.

· Understand incident reporting requirements.

· Understand potential disciplinary consequences of violating the rules.
	Date:
April 3, 2003
Time:
1:30 p.m. to 3:00 p.m.
Location:
Ottawa Conf. Room 3 – Upper Parking Level

Date:
May 8, 2003
Time:
1:30 p.m. to 3:00 p.m.
Location:
GOB Conf. Room A – Secondary Complex

Facilitator(s):
Heidi Schiller, Plan Consultant to the State of 
Michigan, CitiStreet

Learning Objectives:                                           

· Understand the differences between Deferred Compensation and Define Contribution.

· Understand the differences between the 401(K) and 457 plans.

· Understand your investment options in Tier 1, Tier 2, and Tier 3.

· Understand payout options for the 401(K) and 457.

· Know how to get started and who to call with questions. 
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