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AATEK » B B TS - fEENIERSRESS — TG AR R AR
BEER - EHEIR A4S B TAVIEF] » NIBR R EE A BRI AE -
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EFES NS (Executive) - K EBEHA S YA A @ - A B4 HEH
HARE -
1. 482 )2 iR ( Statewide Leadership Development Model ) : i
NTE et 7B 3 il » e ~ EERIBEES 3 B
EZEHHENE -

10 © ) RHE T g Al
(D)¥EE2 (Philosophy) = HARFTRFHY —TEREE » (B R TT RETEEIFAN -
(E(E (Values) : PBRHFLEEY A AEEN: - EENERME -
(3)HkAE (Competencies) : {EASE TAEHHUSRLLOATRRIIRIE » SEERITT
2. FEHEINEZEJERE (California Leadership Academy) &FE et & H
iR ~ B KRR BHEBEEIERAE -
3. SHE JjEEEFSE (Leadership Development Policy) - 7£ 2016 £ 6 H » 1
% Jerry Brown %% | SB 848 A% » HliiE ¥ EaniviL & ~ Bi&
TSGR N B AT 2 7 BHY MR 8
(it (supervisor) : REFFEIAMEE 80 /NFHEI ISR -
(QFHT (Manager) : GEFFJAEE 40 /NEFHET TG -
Q)L AR (Executive) : HHFAEE 20 /NEFHE ST -
- BB
AEFY 107 £ 7 A 19 H_EAFRIES MRS B B UL ER 25 RS
» ST RIAH & K BlAH R PRI H RUS MEAHBE SR B 1E D RN & it 385 A D

H AT TR

&
m
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AFEIEYIRES - BRBURE B ACR/D - sz B RS R R A R E &
( Democratic )» {477 BZ I ( blue states ) ;> BUAR RS FPEETT LN ( red states ) |
AE - A BBUF B AN INZ EZ 24 (sheriff) » HER B S 1AL
E#EE (unincorporated areas ) Jz/Npri (small cities ) » 3 & & & Ze 4 E
e

(Z) BBNBEEHR

1 BB B E ST INBUR IR S 33 - BIaRi i e s it & sl o AU
BTN o > 18% RERFTA - Hahkwm H AN OB -

2. PUTINBURF EAEBHBAEIE - AIAREEHEET - Aakdtg ~ ST -

3. TR ARV E RIS R > BIInfiE At A4 ~ SETEEH] ~ Bt

4. BEAIN AR S E T - BN B OB TSR -

5 EELVE 18 NI BB E A Hy 1 5 - R Bt B Orba iy B R BT B IR IR
7~ BRI A P H S EAE - PRt e - A0E0EmE - DUEE
THEBNE) -

6. HAHETERECR T

QO EHHE /=87 (New Sobrato Pavilion) : FH# 5k 541 National
intensive care unit  (NICU) 55 2 FHIEREE - B — sty 2 EA
21890, (Rehabilitation center ) ©

QBN A EEFECR ¢ 2016 4 11 HELERFAEE @i —IHAEET 9 (5 5,000 &
SETTHYETIAZE - Horr 5,000 & 357t AR A F U ARIE A SR FE &
BRI TR - flraiedt & X R ST TIE R EEE
LUk DED ESFS DL i B e A BE B A R (PR R (R A RITB T © 594h
NEFEBERIEE T RURENHRRZ ERETE - BIBUFRHZ A
EETGERI AT BRI - (BIEETHRBCR H AT AR5 (Not In My
Back Yard, NIMBY ) HygkEX - ERET-HYE REURKSET -

Q) &F &= - BN HATA TSI URE AN - Ry T RIERER
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(7) &% APP (SCCDineOut Mobile App ) : £ (AR EX7 BH & i BE i A= 15
1 AEE A A RE Bl SR
(=) BTEFFERERRET : ZHHAIEEY 2 BREMET - 1 B4R
(REHEFITEAE - T 2 TAVEAIEIE R T & MBURF R s o - 61
WIESEURE BT B THIA R [E0Y 8 TAEFETE -
1. BT TH
(BRI © 126t 3 AR RR T - HrhEi(EE " EFEEEH
( Health Maintenance Organizations , HMOs ) H9f5=0 > 7RENEL S B2
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QB FERIEE
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DCAP) : E{EHEFIAIFTAL " EREEERS ,» B TSR HIE
5,000 =T AIRS > AIECHEIREEIRE - AEFEEEE K 2,500 7T
SRR © HEBRF A BB N T BT B LIEREEL
ATEANRE B BRI AR R IS R IR 52 - RIRF 2B AAH DS&
HRIEENEEE U NMZIFE B -

2. FAtRES S AHBD
(DEBER (Life Insurance ) R T = ( Supplemental Life

Insurance) : KETASIITEN R TIFEAREE 2 & 5,000 S<ITHY

S GIEBERE (Plaigheatii A S A AE TR AR )

IRE] 2 ERBUM AT it ks - 2B T2 & 2FHEBUT &
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1 B T \BRIRZEBET 8ot iRE - AT EE
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EffREL 1 2e 2 30 BHEAE -
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AD&D) : FRpiFZFERIN - B TIMS BHE SRR NEREIMET K&
JRERE » A& TE,NE] By The Standard Insurance Company » {Rig4a R E &
RIRSE T > frEEE 1 B30 2 50 BFoTAE -

Q) EREFr < Fréafrba— TN A RESRBEETE (California State Disability
Insurance, SDI) :

O R BE#T I 2 Fréatrb © L RN BUFE T E R R -
BTAIRAAT - iR BEREESINEE S O IR E TAF - 5iA
B2~ M E TR - Hhirbz I s246 B T4 S5%HYET » &
=k 1173 vz el - e e fRRIKR B T —F P En s
A —FME Rat B - HIIREEFL - feitm IR R 52 45
i o M Prbz e &R 2 BIR R AT R R iR RoErss - B AT
MR RSN 4 Bk BIREERREEN 6 H (HAE) 58
#8 (HIREE) #r4a - B gk 2 trE 8 R R &HY 1% > 3
g 2 10 & 880 RITHIPRIRAE T -

Q@ REWRBBRZFréatrbg (Paid Family Leave, PFL) : AIHH /R Ak
REfRbEET =R —IR > AR AR (BEEE ) SURBIERIIR
FER A AEGERREVE T > mEsa(dRE 6 35 > 12518 50 3
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3. #5418 (Time Away From Work)

(D RMEREE E R {E (Vacation/Scheduled Time Off, STO ) -

(2)ffEe (Sick Leave) : FF4A 96 /NFHYRR - N T E s LR M fRE
B THYR B -

() HAttr B -
@ ARz (military leave) : AIINEUFEE - BRI SNBUR IRV -
@EfE (bereavement leave) : FHB S M CHG T -
G FEFEBE (jury duty) : B THEEEEFHE 2 fEHE AN - HEIRE X4

TH¥ ERYAR -
@ T {Ee (leave without pay ) © By 1 £F -
() H (Holidays ) : f.& 7T H (New Year’s Day )~ i T {8402 H (Martin
Luther King, Jr. Day - 1 H%E 3 {EEH— )~ 44474 & H ( Presidents’ Day >
2 A% 3EM—) ~ EEH (7 H4 H) -~ 55 T4aH (Labor Day - 9
A% 1 {EEH—) HAHT (Veteran’s Day > 11 H 11 H) - FEE
( Thanksgiving Day and Friday after ) ~ E234tgf7 ( Christmas Day ) % -
4. EMAEFE
(1) BTl (Employee Discounts) - & TEEAVEZYIF
(2) VTA KRG EE 28158 (VTA Smart Pass ) : A RIVEFE S VTA B2
BRSO AT A I 240 i (B0 AC transit
BART -~ CalTrain ~ Muni 1 SamTrans % &$43€ ) » {H o] [EiF LAETER
FEEHM SR -

() BT EREH - B TAHERGR R RN a T -

5. Bk : H B THANZEEAIINAH 2R REHIE (CalPERS) > 311
INETBUR RS & A 2L HIE - ASTESN SRR KA F2RE S
AETE - &IV Z T EM Ry (California Public Employees’ Pension
Reform Act» PEPRA)> 2013 4 1 H 1 H DA% B T FVIE RS 24
EDCRERHT PEPRA » HH A IBINEHR IR T B UERRT A 50 pRaliE
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OEEEAI T TIBFE (B ER) x SRR (RIEABERIFER
REERET RS X i&FHHE (AR T ERRE 12 (8 H P9
PrEaT R HERIRIA R T DUERE® 36 [fH P9I &E:tE) =Rk
Fatafr& ) - DIffTEr (HAD) BTKER > W18 20 FrISE
FE - AL 62 BRBIK > 7% B THEAR VP& K 65,000 27T > HHRIK
& Fy 2,167 =71 (20 F£*2%*65,000=26,000 ) -

()45 LR -
ANEXER BIREHRG
—fATE (R BT 55 BEERLE(T 2.5%
ZEERY (GEEA) 5T 50 iR (R4E (] 3%

il —fi e (JR#AY) BT | 65 pRiBIR&E(T 2%

Bl aEiry (JRIAY) BT | 57 pRIKEGG(T 2.7%

(3)IE/% izt ( Deferred Compensation Plan, DC) : & T8k H HH=HE
SINAETE - BRBUNREBI 2 T200 - HATASTZA SRS -
{F B TG EEFEBI=ARING B - RETEGHNRIE LH#E
BIRE - RFREIERE B HERE (IRS regulations) T » fiFRATUA
AT EAE  WIEESIAIUA - —F&ZH{FA 1 & 8,500 %
TC e SR MERE T N EHE - 2 B THIBECR KIFEE > BT
WS H A RS e S0 - B TREFVERE > HRTH Fidelity
Investments &N EEHE - B LA EBEEZ A SR HY S ERE % -
TRET DA E CHIIR P &3 SR A E R SRR U AR E A - B
IR F S - FREASIRUEREDE - FIR R IRE BIRFHIRF
> REGHHER S » CORUEZH A EES  APRSFELL
SEE R BRI -

()RR A BB BRI ABSS IR A BTS00 Kaiser ZLi#EE
FEORkR > H AR =FEESAE » 1996 42 8 H 12 DUR(ERE - FRAERRE
TR 8 4F » 2006 4F- 6 H 19 HDU&TRE » FEEUFARESH 10
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020134 1 A 1 HPUETERRBUN LR - FRIEENBUM RS 15 77
5=A LhEF] -

6. B TR

(L)FBEER  FHI& 5y A (classified) & IE#A (unclassified) 2 K
SR AL > Hrp SRR R K AT > JR B A R BRI o B £ BREE
VESETSFE BV - B R R AR £y 18 {8 H AVEERF AT -

QEBGmT - BARAEPATE  th AERHMIETE & B FTHI 4R

W~ BT B RER - BRI AR ERTE » WA S T

BEWMHIE - ADEIREFT R E = S A SR A B THIETES -

B0 N TR BRI - A B R SR s e e e S R T

FgE - BSOS H ARG - PR R -

Q)EEER

O BHEEE - A HTT 0 B TR LRSS R IR E A R &k
SETCERE A HET TR AL - SR ERBUN AT &R BN DUE B S
B - B EEETTRET AT

O ANBERZRIE  # N EAE ] 5 HA AR - FHE -~ S
FENE TEHEZ T - RGBT R - FE M
ShAE T RPREEIRE - B TRZEm 2 FeEe A pE M oME S - 502
R RS D B TS -

@ Bl (testing) : ASTEIFEERFT &I A\ BE AL e I i B Y &
TERIE » DU ER A S RIS - —Fith R ABIEEHHE (application
appraisal ) » FHEERE B AT R ZEHVERASE » Rl n] DUR &
aF57 (competitor review ) FERSE% 718 - SAREEAER (reading
examination ) » DU i<z M 1Y SO as 11 ARt g R IER R oK
BHENES - SURRR E RO E RS AENER - S5 A A EAER (role
maintenance ) DA T Az A AE BIR TIFIREEAYRE

(. BBUNER T R TG : HATEIBUN ALY 2 B4 E T 77/ 23 ([ER[H
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BRIME T T8 - WEEE - &L - Bl - 178 SR - AsthE
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TIPS (R i [ B R B - (H S iR B T AH R A AR M
E o Hp R TE > n[fARESE 1 BEXRET > MR REEEARAER
Flinesk - B LR A{TEERELME - —HA T ERHEE L » Bt TEIREN
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(M) EEREvehr Al stsE AR B EE B ATE PR 3 35 A e R A

EEEE S AU R B BUR (5 AV ER (5 S 2 T R N B B8RS ~ B~ sl
wond o AT © A SRITR B RR TR IIRE - n (ARG E B IR H R

M= A\ BERER - BEHRERG ARG 2 Eg AN B B E ] B A A
SEEMFEERN > s HERS ZEH - WA B S E o~ HEF
— ZOEEEREEIN A B S BRI TIEY - NI =ER AR
REFTEEHETOR » MREHELATLITH I AHGE - B E R L% T8
AHERE R R AN -

AN BN TAE L BRIEEESBUIRGR 7 S 580 TS E AR R & ER
P BURATER S R B 24y - e R B AL i B BUR IR & AR 384T 22 HoAth
ERMSRIBEAE RS - B0 indeed SKIGAE o MKERBUN EFEEER - IIFEEAMHE 23
R SR E I R AR BUF R < BB EER - 590h - Rt EE T
HIPZE > EREFARRERERREGT  HBFAREEgHEREAM
EENT AR o PIAERRIFAFESRIRY, - sl R Z B ANAEET - HIfE
WS I o 7 B0 A BeAg 2l (AR AR) -

2 indeed SKEE4E » https://www.indeed.com/
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g — : BSIUTHBUTER S OEBEZAREFT (Know Your
Rights under the Americans with Disabilities Act)

Know Your Rights under the Americans with Disabilities Act!

What is the Americans with Disabilities Act (ADA) ?

The ADA is a civil rights law that protects people with different types of disabilities
from discrimination in all aspects of social life. More specifically, Title 1l of the ADA
requires that all programs offered through the state and local government such as the
City and County of San Francisco must be accessible and usable to people with
disabilities.

Who is protected under the ADA?

The ADA protects individuals with various kinds of disabilities.

What are my rights under the ADA?

The ADA and City policy require that people with disabilities have equal access to all
City services, activities, and benefits. In other words, people with disabilities must
have an equal opportunity to participate in the programs and services offered through
the City and County of San Francisco. Examples of programs that the City offers are
CalWORKS, food stamps, recreation and parks, museums, mental health services,
substance abuse treatment, subsidized housing, maintenance of curbs and streets and
many others to be listed.

The most important rights the ADA provides include:

1. No Exclusion - The ADA does not allow denial of entry to City programs,
benefits, activities or services, simply because of a disability.

2. Communication Access - The ADA requires that City agencies communicate to
people with disabilities in a manner that is as effective as communication with
others. This may require providing services such as:

i. large print or Braille ( for people with visual impairments ) ;

ii. ASL interpreters or captioning ( for people with hearing impairments ) ;
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iii.readers (for people with learning disabilities, or other cognitive or visual
impairments ) ;

iv.communicating via TTY or the California Relay Service (by dialing 7-1-1)
for people with speech or hearing disabilities.

3. Programmatic Access - The ADA also requires that City agencies modify their
policies, practices and procedures in order to provide an equal opportunity for a
person with a disability. Examples of this may include:

i. assistance in filling out forms;

Ii. explaining materials or procedures in simpler language so that individuals
with cognitive, learning or some psychiatric disabilities can easily understand
them;

iii.an appointment so a person does not have to wait in a long line or in a
crowded and noisy room;

iv. allowing a person with a psychiatric disability to apply for services over the
phone instead of coming into the office.

4. Architectural Access - The ADA also requires that service areas, including
bathrooms, public telephones, drinking fountains, etc., be architecturally
accessible to people with disabilities.

Note: It is also against the law to retaliate, threaten or interfere with anyone who is

exercising his or her rights or anyone helping that person to do so.

What can | do if my rights under the ADA are violated?

1. Contact the ADA Coordinator for the Department involved.

2. Contact the Mayor's Office on Disability if you need further assistance
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Ptk — : BHR&K (40 Hrs) /iR (80 Hrs) &MWEEIREHR
FHREK (40 Hrs) 2 MEEHEE BE

CALHR

CALIFORNIA DEPARTMENT o= HUMAN RESOURCES

40-Hour Manager Training Learning Objectives

1.0 Role of the Leader

The role of the leader is to ensure our civil service workforce delivers quality services and products to the citizens of
California. The leader provides inspirational leadership by engaging, influencing, and empowering others and creating a
culture of mission driven success. The leader uses proven techniques of leadership, planning. organizing and talent
management, including building solid relationships with labor, to achieve desired business outcomes in the most efficient
and effective manner possible.

Identify how to lead an organization to perform the mission.

Compose a compelling vision and inspire and empower others to bring the vision to life.

. Define and communicate organizational goals and results.

Evaluate how your leadership impacts employee engagement and the organization’s culture.

. Describe and apply how to maximize employee and organizational performance while managing risk.
Coach, mentor, and develop others to be effective leaders.

O ok wh =

2.0 Techniques of Leadership

The leader uses various techniques to create an environment and foster a culture of engagement, accountability, and
empowerment to deliver results. Leaders are mindful of the impact their own leadership style has on the performance of
individuals and teams and apply leadership techniques appropriate to the situation.

. Apply appropriate leadership techniques.

. Analyze how, when, and with whom to delegate authority.

Create an environment that engages and empowers others to drive results.

. Assess how your leadership impacts the performance of individuals and the organization.
Assess your leadership strengths and weaknesses in order to maximize your effectiveness.
Identify and apply emotional intelligence to enhance leadership skills.

O bhWN =

CAL,fHR

CALIFORNIA DEPARTMENT o= HUMAN RESOURCES

40-Hour Manager Training Learning Objectives

3.0 Planning and Organizing
The leader serves as an effective steward of state resources by utilizing best practice management methodologies to
operate programs and run organizations.

. Apply management practices to successfully create or more effectively lead a program.
Implement process improvements to increase the efficacy and/or efficiency of a program.
Develop a business or implementation plan for a new program or initiative.

. Apply project management principles and practices to program workloads.

Utilize common state practices for budgeting and contracting.

Identify how to collaborate and network with others to achieve program results.

OO hwh =

4.0 Talent Management

The leader builds and sustains a diverse and talented workforce with the capability needed to perform the mission and
achieve the strategic objectives of the organization. The leader implements appropriate talent management strategies to
allow employees to achieve their full potential throughout the employee life cycle.

. Analyze how workforce and succession planning drives organizational results.

Utilize talent management strategies to maximize workforce performance throughout the employee lifecycle.
Apply a competency-based approach to workforce training and development.

Communicate and manage organizational changes that impact the workforce.

Recognize unconscious bias and how to reduce its negative effects.

. Apply techniques for managing the performance of direct reports.

OO kW=
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5.0 Performance Management

impravement.

The leader is accountable for organizational performance. The leader plans, prioritizes, and creates metrics to regularly
monitor performance. Leaders fully understand the processes they manage and are champions for ongoing process
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. Establish organizational performance standards and operating targets.

. Create and evaluate key performance indicators (KPIs) / mefrics to measure organizational performance.
. Align individual performance goals to organizational performance goals.

. Engage teams in using data to assess organizational performance and to make data-driven decisions.

. ldentify how to monitor and respond to performance metrics results.

. Recognize and celebrate individual and organizational successes.

6.0 Labor Relations

The leader ensures that management honors the agreements set forth in relevant bargaining unit agreements.

. Define roles and responsibilities.

. ldentify labor relations authorities and stakeholders.

1
2
3. Describe why it's important to, and tips for, establishing positive relationships with local labor representatives.
4. ldentify how to utilize the grievance process to the benefit of the employer.
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1.0 Role of the Supervisor

1.1 Characteristics / Behaviors

. Define the characteristics and behaviors of a successful leader in state

service and the difference between leading people and managing process.

1.2 Self-Awareness

. Describe ways to build emotional intelligence including: emotional self-

control, transparency, optimism, empathy, reading non-verbal cues, and
self-confidence.

. Assess personal preferences and explore others’ preferences for more

effective communication. Examples: Myers Briggs Type Indicator (MBTI),
DiSC, Hogan, Taking Flight, True Colors.

1.3 Inspirational Leadership

. Define and describe the State of California Leadership Model (Statewide

Leadership philosophy, values and competencies).

. Assess personal leadership style and strengths to identify development

areas. Examples: Strength Finders, Being the Boss, Leadership Challenge.

2.0 Techniques of Supervision

2.1 Collaboration

=y

. Develop strategies for building and maintaining diverse relationships.
. Describe various conflict resolution models and skills used to improve

situations and relationships for better results.

2.2 Communication

. Identify the importance of using the appropriate communication channels in

order to achieve the desired outcome.

. _Practice skills giving and receiving feedback.
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. Practice active listening skills using probing and clarifying questions.
. Demonstrate adaptability by applying situational communication techniques.

2.3 Good Governance

-

. Clearly articulate how the unit goals support the organization's mission.
. Define and model stewardship for customer service to achieve

accountability, transparency, sustainability, and policy compliance.

. Explore implications of social and environmental issues including concepts

of power, influence utilizing SWOT assessments (Strengths, Weaknesses,
Opportunities, and Threats), and/or PEST assessments (Political,
Economic, Social, and Technological).

2.4 Team Engagement

W N =
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. Create strategies to develop high-performing and diverse teams.
. Develop strategies to foster employee engagement.
. Explain alignment between organization mission, vision, and core values,

and translate them into an actionable mission and vision for your team.

. Define how teamwork contributes to the department’s mission success.
. ldentify ways to incorporate departmental and informal employee

recognition tools into your supervisory style.

2.5 Organizational Change

[SV S I

. Discuss a change medel and identify common reactions to change.
. ldentify strategies to communicate and lead employees through change.
. Create a plan for managing a current or anticipated process change.

2.6 Personal Credibility

. Strategize ways to earn and demonstrate personal and professional

credibility as a leader.
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2. Identify personal responsibility combined with organizational awareness of
ethical behavior in a leadership role.
3.0 Planning and Organizing
3.1 Results Driven 1. Develop team mission and goals by including the entire team in the
decision-making processes.
2. Review methods for delegating tasks effectively in order to meet
organizational goals and objectives.
3. Discuss how to develop and use metrics to show achievement of unit and
program goals.
4. Demonstrate the use of priority management techniques to achieve
program objectives.
3.2 Lean 1. Discuss the benefits of applying LEAN principles in the workplace and how
they can be used to improve customer service and value.
2. Learn methods to evaluate work processes, identify inefficiencies, and
continuously improve for better customer outcomes.
3. Analyze electronic methods for collecting data that help make informed
decisions.
4.0 Staffing — Talent Management
4.1 Recruitment 1. List ways you can work with your manager and human resources to ensure

appropriate staffing levels are maintained and to produce an accurate duty
statement for recruitment.
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4.2 Hiring and Selection

. Describe the responsibilities and steps for best practices for hiring including

how to properly screen, score, and assess candidates.

. Discuss best practices of the hiring process to recruit a diverse and

dynamic workforce by minimizing conscious and unconscious bias.

. Practice writing effective competency-based behavioral interview questions

and skill assessments.

. Demonstrate how to prepare for and conduct an effective interview.
. Describe the probationary period and your roles and responsibilities.

4.3 Onboarding

. Identify your role, the benefits, and the process for employee onboarding.
2. Develop a plan for onboarding new employees to the state and your

department using available tools.

. Identify your role and benefits to effectively communicate clear expectations

for employee job duties, roles, and responsibilities.

4.4 Coaching / On-The-Job Training

. Define, discuss, and demonstrate best practices of coaching and on-the-job

training.

. Describe an effective coaching process with direct reports and practice

when to apply coaching or counseling techniques to improve work
performance.

4.5 Developing Others

. Design a training and development plan to build a diverse and dynamic

waorkforce of employees who have a variety of skills and abilities and who
function effectively to accomplish the mission of the organization.

. Practice co-developing an Individual Development Plan (IDP) and describe

CALXHR

CALIFORNIA DEPARTMENT of HUMAN RESOURCES

80-Hour Supervisor Training Learning Objectives

how it can be used to maximize employee professional growth.

5.0 Performance Standards

5.1 Performance Management

. Describe how to provide developmental feedback, guidance, and

reinforcement to employees regarding current and future performance
expectations.

. Apply techniques for managing work performance of direct reports,

including: planning and setting expectations, employee development;
monitoring progress, evaluating performance, and recognition.

. Collaborate and develop an individual work plan with goals, strategies, and

metrics aligned to the agency’s strategic plan.

6.0 Performance Appraisal

6.1 Performance Appraisal

. Describe the purpose, benefits, and best practices of conducting and writing

IDPs and Performance Appraisals (PA).

. Practice preparing, writing, and delivering an effective PA.

7.0 Discipline

7.1 Leader's Role

. Describe the supervisor/leader’s roles, responsibilities, and steps in the

discipline process and the importance of good documentation.

. Apply tools and techniques of early intervention and prevention to avoid the

need for further disciplinary action.

. Identify process, partners, and resources for each of the progressive

discipline steps.
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8.0 Labor Relations

8.1 Leader’s Rele

Identify the leader’s role in the labor relations process, including grievances.
Describe at least three resources to guide labor relations issues.

8.2 Laws and Rules

Identify major laboer relations terms, components, and requirements and
how to apply them. Examples: Fair Labor Standards Act (FLSA), Ralph C.
Dills Act, union and non-union issues, worker’'s compensation.

Determine under what circumstances employees are entitled to union or
other representation.

9.0 Equal Employment Opportunity Principles and Affirmative Action for Persons with

Disabilities

9.1 Laws and Regulations

Describe your role in offering assistance and managing employees in the
areas of EEO (Equal Employment Opportunity), civil rights, and workplace
safety. Examples include the Americans with Disabilities Act (ADA), Fair
Employment and Housing Act (FEHA), Limited Examination and
Appointment Program (LEAP), Family Medical Leave Act (FMLA), California
Family Rights Act (CFRA), Pregnancy Disability Leave (PDL), and related
state and department policies and procedures.

9.2 Leader’'s Role

Identify your role and resources for hiring, retention, and promotion of
applicants and employees with disabilities. Example: LEAP.

Recognize how to engage protected employees in the interactive process of
reasonable accommodation.

List your responsibilities to create and support a safe and harassment free

CAL<HR

CALIFORNIA DEPARTMENT oF HUMAN RESOURCES

80-Hour Supervisor Training Learning Objectives

4.

work environment.
Identify your role and resources for fostering the Upward Mobility program.

10.0 Sexual Harassment Preve

ntion

10.1 Legal Aspects

Define sexual harassment and other forms of harassment covered by
Government Code section 12940 (j) (AB 1825 and AB 2053).

Identify behavior which constitutes sexual harassment and abusive
behavior.

Understand the essential elements of an anti-harassment policy.

10.2 Leader’s Role

Explain the supervisor/leader’s role in sexual harassment and abusive
conduct complaints.

10.3 Preventive

-

Identify the benefits of creating a harassment free workplace.

. Strategize ways to create a harassment free and safe workplace.
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