	NORTHEAST REGION

TRAINING OPPORTUNITY

	COURSE TITLE
	EEO BASICS FOR SUPERVISORS AND MANAGERS

	VENDOR
	Gene Rouleau & Associates (GRA Group)         2317 Falling Creek Road                                    Silver Spring, MD 20904

	DATES/LOCATION
	18-19 April 2006/Natick, MA

	LENGTH
	2 Days (16 hrs)

	START/END TIMES
	0830-1630 Hours

	COST
	$284 plus travel and per diem to Natick, MA

	REGISTRATION DEADLINE
	3 March 2006
Call the Course Manager if you have a nomination but have missed the suspense; there may still be spaces available.

	COURSE MANAGER
	Karin Hancock DSN 458-0065,  Commercial (410) 306-0065, Send an email message to the Course Manager if you are interested in taking this course: 
Karin.hancock@cpocner.apg.army.mil

	COURSE DESCRIPTION

	Learning Objectives:   Upon completion of this course, attendees will have the skills necessary to: 
-Carry out personnel responsibilities (hiring, promoting, awards, and performance appraisals) in a fair and impartial manner.                                                                        -Distinguish between formal and informal EEO complaints and employee grievances.   -Prepare for interviews with EEO Counselors, and EEO Investigators.                           -Effectively deal with disability issues and reasonable accommodation issues.               -Effectively deal with sexual harassment complaints and hostile work environment    issues                                                                                                                                -Effectively deal with sexual orientation issues.                                                                -Carry out the supervisor’s and manager’s responsibilities in the EEO process.             -Develop effective strategies for early resolution of EEO complaints.                              -Make informed decisions on the type of documents that must be maintained in the event of an EEO Complaint.                                                                                              -Apply their knowledge of EEO laws and procedures to effectively deal with emerging workplace situations 

Course Outline 

Day One 

· Maintaining a Fair and Impartial Workplace Environment 

-Communication with employees 

-Dealing with charges of favoritism 

-Making fair and impartial personnel decisions 

-Dealing with the employee who was not hired, not promoted or  did not get an award 

-What to say and not to say in job interviews 

-Dealing with affirmative employment matters in personnel      actions 

-Overview of responsibilities 

· Discussion of the Basics of EEO laws 

-Title VII (Criteria for discrimination based on race, color, religion, sex (including pregnancy) 

-Age Discrimination in Employment Act 

-Rehabilitation Act 

-Reprisal Issues (what is it and what are the defenses) 

-Remedies in EEO cases (Reinstatement, compensatory damages, back pay) 

-Non-EEO disputes (agency grievance process) 

-Accountability of managers and supervisors 

-Sexual orientation issues 

-Theories for proving cases (i.e. disparate treatment and disparate impact) 

-Interactive exercise 

· Informal complaints 

-Role of EEO Counselor 

-Election to proceed with ADR in lieu of counseling 

-Preparing for the EEO Counselor interview 

-Questions to ask the EEO Counselor 

·The Formal EEO complaint 

-What are the differences between bases and allegations 

-How are determinations made on whether to accept or dismiss a complaint 

-Who makes those determinations 

-How are frivolous complaints handled 

-Duty of managers and supervisors to cooperate in the EEO process 

-What critical documents must a supervisor or manager maintain 

·EEO Investigation 

-Purpose of the EEO investigation 

-Who conducts investigation 

-How are they conducted (various types of fact gathering techniques) 

-How to prepare for the interview with the investigator 

-How to answer the investigator's questions 

-Role of General Counsel's Office in the investigative process 

Day Two 

 EEOC Hearings 

-Discovery process 

-Role of the Administrative Judge 

-The purpose of the EEOC hearing 

-Representation of Complainant and Agency 

-Preparing for the EEOC hearing 

-What happens at the hearing 

-Sanctions against the agency 

-Administrative Judge's decision 

 Appeals process 

-EEOC's Office of Federal Operations 

-District Court process de novo proceeding 

·Sexual Harassment Prevention 

-What constitutes sexual harassment 

-Hostile work environment 

-Tangible employment benefits 

-Special rules for managers, supervisors and co-workers 

-Sexual harassment policy statement 

-Employer's defenses 

-How to handle sexual harassment complaints 

·Disabilities and Reasonable Accommodations 

-What constitutes a disability 

-Qualified disabled individual 

-Requests for reasonable accommodations 

-Undue hardship defense 

-Requests for medical documentation 

-Privacy interests 

-Fitness for duty examinations 

-Interview questions 

·Age Discrimination 

-What are the qualifications for coverage 

-When may age be considered in employment decisions 
-Special Procedures

-Comments to avoid

                 Settlements of EEO Complaints

                          -Role of supervisors and managers

                          -Settlement terms

                          -How are settlements funded

                          -Pitfalls of settlements Special settlement rules (do’s and don’ts)


	WHO SHOULD ATTEND AND PREREQUISITES

	This course is designed for managers and supervisors.
Check your Army Civilian Training Education and Development System Plan at http://cpol.army.mil/library/train/acteds  to see if course will satisfy the core competency requirements in your Career Program or Career Field.

	METHOD OF INSTRUCTION

	Lecture with audience participation/interaction

	HOW TO NOMINATE

	FAX Page 1 (front only), DD Form 1556 to NE Region Training Center, USACHRA, (410-306-0163 or DSN 458-0163) by the registration deadline. Make sure Blocks 17, 19, 23, 25, 27 and 37 are properly completed. Include nominee's email address and Training Coordinator's phone number and email address in Block 18. If deadline for registration has passed, call the course manager or check the Northeast Region Monthly Course Announcement to see if spaces are still available. Please notify the Course Manager if special needs are required to accommodate an attendee (wheelchair access, interpreter, etc).

Do not attend unless you have received confirmation from the course manager. Although we try to accommodate all training needs, faxing a nomination to us does not guarantee a space allocation. Check with your activity Training Coordinator if you have not received confirmation two-four weeks prior to the class starting date.

	 CANCELLATION POLICY

	Contact the Course Manager to withdraw your nomination prior to the registration deadline to avoid being charged for the course. After the registration deadline, you will need to contact the course manager to cancel and determine whether your organization will be charged. We will avoid charging whenever possible but if we have contracted for the course and only have the minimum number required to pay the bill, we have no choice but to bill for late cancellations and "no shows." 

	BILLING INSTRUCTIONS

	DD Forms 1556 cannot be processed unless blocks 27, 29 and 37 are properly completed. Click here http://cpolrhp.army.mil/ner/hrd/02tp/payment_options.htm for instructions. 


