2004 SEPTEMBER-NOVEMBER SCHEDULE

 MANAGER AND SUPERVISOR ORIENTATION PROGRAM 

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

	Acquisition Services
	Claudia Allen
	373-8139
	Internal Audit
	Jeanette Doll
	241-9248

	Agency Services
	Geneva Hawthorne
	332-5871
	Office of Facilities
	Kerri Droste
	241-7449

	Director’s Office

Financial Services
	Patty Russ

Tari Teremi
	373-6741

241-1847
	Organizational Services

Retirement Services
	Pam Nemanis

Alice Semevoles
	373-0219

265-6027

	
	
	
	Strategic Asset Mgmt.
	TeAnn Smith
	241-1636


	Performance Management Module
	Human Resource Module
	Labor Relations Module

	Date:
September 29, 2004
Time:
8:30 a.m. to 10:30 a.m.

Location:
Downtown Ottawa Building


Upper Parking Level


Conference Room 3

Facilitator(s):
Deborah Stevens 



Organizational Review, 


Organizational Services

Learning Objectives:

· Explain and use DMB’s Competency Assessment and Individual Development Plan (IDP) performance rating system to assess the performance of employees.

· Trace and provide specific examples of employee performance in terms of the functional and behavior competencies selected for their job classification.

· Understand the elements of successful assessment meetings.
	Date:
October 6, 2004
Time:
8:30 a.m. to 11:00 a.m.  

Location: 
DMB Learning Center


Organizational Services


Lewis Cass Building – 2nd Floor

Facilitator:
Ann Kroneman, Director  
Human Resources and


HR staff

Learning Objectives:

· Understand the supervisor’s role in the hiring process.

· Understand the supervisor’s role in the timekeeping process.

· Understand the various leave of absence options and the workers’ compensation program.

· Understand the employee separation procedure.

· Use the DMB Employee Services website effectively. 


	Date:
October 13, 2004
Time:
8:30 a.m. to 11 a.m.

Location:
Downtown Ottawa Building


Upper Parking Level


Ottawa Conf. Room 3

Facilitator:
Jonathan Meyer, Manager


Labor Relations


Organizational 

Learning Objectives:

· Understand your role in labor relations.

· Understand union contracts and Civil Service rules.

· Understand how to address employee performance.

· Understand the accident reporting process.


2004 SEPTEMBER-NOVEMBER SCHEDULE

MANAGER AND SUPERVISOR ORIENTATION PROGRAM  (CONT.)

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

	Acquisition Services
	Claudia Allen
	373-8139
	Internal Audit
	Jeanette Doll
	241-9248

	Agency Services
	Geneva Hawthorne
	332-5871
	Office of Facilities
	Kerri Droste
	241-7449

	Director’s Office

Financial Services
	Patty Russ

Tari Teremi
	373-6741

373-9219
	Organizational Services

Retirement Services
	Pam Nemanis

Alice Semevoles
	373-0219

265-6027

	
	
	
	Strategic Asset Mgmt.
	TeAnn Smith
	241-1636


	Safety and Health Module
	Reasonable Suspicion


	Financial Reporting Module

	Dates:
October 20, 2004
Time:
8:30 a.m. to 10:30 a.m.  

Location: 
Downtown Ottawa Building


Upper Parking Level


Conference Room 3

Facilitator(s):  Joel Hoffman, Manager 

Safety and Health 


Organizational Services

Learning Objectives:

· Know key information about Safety and Health

· Know what is “reasonable suspicion” and what is a supervisor’s role regarding drug and alcohol testing.

· Understand the Americans with Disabilities Act and reasonable accommodation.


	Date:
October 27, 2004
Time:
8:30 a.m. to 11 a.m.

Location: 
Downtown Ottawa Building


Upper Parking Level


Conference Room 3

Facilitator:
Joel Hoffman, Manager


Safety and Health

Note:  
This session is mandatory for 
all managers and supervisors

Learning Objectives:                                           

· Understand the role and responsibilities of the drug and alcohol testing coordinators.

· Understand the definition of reasonable suspicion.

· Understand the criteria for reasonable suspicion testing.

· Recognize the signs and symptoms of alcohol abuse and drug use.

· Understand the role of management.

· Understand management’s role in post accident testing.

· Understand where to obtain assistance for employees.
	Date:
November 4, 2004
Time:
1:30 p.m. to 4 p.m.  

Location: 
DMB Large Conference Room


Lewis Cass Building – l st Floor

Facilitator:   Howard Pizzo, Director 
Financial Services

Learning Objectives:

· Understand financial reporting, financial projections and basic financial principles needed to successfully manage a DMB business.

· Understand key financial terms.

· Understand assistance DMB-Financial Services provides to program managers.
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