	Administrative Investigations
[bookmark: _GoBack]1 day
	How to conduct administrative investigations, interview witnesses, the subject, and prepare the report.  There will be a mock exercise in this class.

· Distinguishing administrative from criminal investigations
· Initiating the investigation
· Identifying witnesses
· Collecting evidence and documentation
· Planning the interview (dos & don’ts)
· Preparing investigative reports

	Pre-Disciplinary Meeting Officer
1 day
	Covers the legal background, contractual requirements, and process of pre-disciplinary meetings.  There will be a mock exercise in this class.

· Purpose of pre-disciplinary meetings
· Elements of pre-meeting notice
· Attendees
· Explanation of procedural objections
· Evaluation of the evidence and preparation of the report

	Disciplinary Principles
1 day
	Overview of the principles of discipline and outlines leadership role in addressing types of discipline.   

· Roles of managers and HR
· Contractual and legal requirements
· Work rules
· Last chance agreements
· Employee Assistance Programs
· Holding discipline in abeyance

	Arbitration Advocacy & Brief Writing
5 days
	A comprehensive overview of the labor arbitration and brief writing process. This course utilizes a variety of methods to involve the participant, (i.e., case studies, group discussion, mock arbitration, writing/outlining, and lecture).

· Introduction to labor relations
·  Outline of case and presentation preparation
·  Overview of evidentiary and procedural problems
· Observation of a mock arbitration
·  Student presentation of discipline grievance to arbitrator
· Student completion and submission of
closing brief within assigned timeframe required for successful completion of the course

	Settlement Writing/Mediation
1 day
	Explains the purpose and contractual guidelines of the mediation process and how to prepare for a mediation. Also covers how important the mediation step is in our grievance process.  Provides the “How, When and Why” of writing strong settlements that resolve an issue or dispute while complying with policies and satisfying mutual interests.  There will be a mock exercise in this class.

· Preparing a case
· Organizing a case
·  Developing arguments & witness preparation
· Presenting a case
· Writing clear, concise settlements
· Advantages and disadvantages of settlement writing

	Non-Traditional Arbitration/WOC
1 day
	Includes the contractual background and requirements of non-traditional arbitration (NTA). Participants will practice what they have learned in a mock NTA.  Also covers the cause and possible remedies for workplace disagreements involving job duties or work assignments, as well as the types of class changes and how they occur.  There will be a mock exercise in this class.

· Planning a case
· Organizing facts and documentation
·  Developing arguments & witness preparation
· Presenting a case
· Classification overview
· Contractual articles and timelines
· Overview of the arbitration process
· Discussion on preventing grievances
· How to present working out of class grievances
· How to address class change updates and reassignments

	Non-Selection/Class Change
1 day
	This course provides an overview of the selection process.   

· Considerations prior to posting a vacancy
· Job Analysis
· Conducting Interviews
· Determining duties
·  Classification specifications, position descriptions and position specific minimum qualifications
· Roles of managers and HR

	Labor-Management Committees ½ day
	Overview of Labor Management Committees and how they promote a climate of constructive employee/employer relations.

· Fundamentals of how to keep the meeting on track
· Overview of conflict management, sources of conflict, and effects of
       unresolved conflict
· Tools/methods to manage conflict

	Absence Management
1 day
	This program provides an overview of state leave benefits, the Family Medical Leave Act and a discussion regarding strategies for absence management.

· FMLA, disability, workers’ compensation, and wellness programs
·  Overview of approval process
· Strategies to minimize absences, and tools to put employees on notice

	Drug-Free Workplace
1 day
	Overview of both Federal & State drug and alcohol policies and procedures.  EAP program also covered.

· Employees subject to testing
· Types of tests and when to use each
· Reasonable suspicion procedure
·  Procedures and contractual requirements when employees test
· positive
· Last chance agreements & EAP

	Reduction in Workforce
1 day
	Covers the statutory and contractual requirements for layoffs and other reductions in force.  There will be a mock exercise in this class.

· Considerations prior to initiating a layoff
· Layoff rationales
· Early retirement incentive plans
· Displacement and bumping
· Appeals, recall and re-employment
· Practical exercise (paper layoff)







