	Module Number
	Title of Module

	1
	DTS –  A brief overview of DTS and reviewer responsibilities.

	2
	You, As Supervisor & Coach – Focuses on supervisory and communications skills.

	3
	Generations In The Workplace - Reviews intergenerational communications and strategies for improving relations.

	4
	Ethics – About basic ethical principles, laws, and behavior. This module’s instructor guide is in two files due to its size.

	5
	Labor Relations - An overview and awareness of the labor management program, roles, and relationships, negotiated agreements and partnering with the local union.

	6
	Supervisor Workfolder/Record Keeping - basic orientation to the documents and annotations that should be included in (and/or excluded from) the work  folder that a supervisor must maintain for each employee s/he supervises. 

	7
	Classification & Position Management - Through understanding of the principles of the management and classification of positions, the supervisor will properly align positions, assign duties, develop and review position descriptions. 

	8
	Recruitment & Placement - The basics of the Recruitment and Placement function, merit principles and related laws, the supervisor will interview and select well-qualified technicians, with the knowledge, skills, and abilities to perform the work of the unit.

	9
	Pay Administration - Familiarizes supervisors with the FWS and GS pay systems, pay requests and/or follow-up actions related to promotions, within-grade increases, pay differentials, and recruiting incentives. 

	10
	Leave Administration – Orientation to the types of leave and absences that are available, the supervisor will administer and manage his/her workforce efficiently, through effective documentation related to leave and other absences.

	11
	Equal Employment Opportunity – This module has been revamped to include Sexual Assault Prevention, clearly defining the difference between sexual assault and sexual harassment. The National Guard’s Equal Employment Opportunity (EEO) goals Equal and current practices, the supervisor will practice affirmative employment and promote awareness and prevention of discriminatory practices.

	12
	Performance Management - Features of the Performance Management program, the supervisor will take timely and appropriate actions related to establishing Performance Improvement Plans, developing job performance standards, and conducting performance appraisals and the associated counseling. 

	13
	Incentives – About the variety of incentives that are available to employees of the National Guard, the supervisor will ensure that employees who deserve recognition are provided the appropriate incentive at   the right time and for the right reason(s).

	14
	HR Development/Training – Focuses on understanding the significance of training to enhance employee skills and the related administrative processes and documentation, the supervisor will be better acquainted with the funding of training; the Individual Development Plans (IDP); discern whether there is a need for training to improve a technician’s performance; perform training needs assessments within his/her unit; balancing needs and priorities efficiently/effectively; request training attendance; ensure attendance; and document the results of employee training.

	15
	Conduct Management - An overview of the nature,  purpose, and types of actions that comprise Conduct Management.

	16
	Employee Assistance Program – Informs about program goals, processes, documentation, and administration, the supervisor will recognize the need for employee to seek assistance, identify assistance sources/resources, and follow program policy and guidance related to follow-up and confidentiality.

	17
	Employee Benefits & Retirement – Reviews employee benefits and the three types of retirement plans offered by DoD and available to the National Guard, the supervisor will have insight into programs that will aid him/her in obtaining the appropriate pamphlets, forms, etc., and in referring employees at the appropriate time in their careers, etc. to the specialist(s) in these program areas.

	18
	Worker’s Compensation (OWCP) - Orientation and understanding of the significance of the National Guard Workers’ Compensation program, the supervisor will work with employees to reduce/minimize work-related injuries, process work injury claims in a timely manner, follow up and coordinate recovery with employees and medical providers, seek light duty work situations (when medical provider allows) in order to hasten return to work, and educate others regarding safe work habits on the job.

	19
	DCPDS – The Defense Civilian Personnel Data  System – Provides an overview of the automated human resources functions (personnel action) processing, appraisal, and pay adjustments; maintains a complete history on employees (e.g. awards, benefit selections, personnel actions, updates payroll system automatically for Title 32 employees; interfaces with self-service applications such as My Biz and My Workplace. 

	20
	Timecards – Provides an overview for how to successfully complete timecard input.








