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	Course Title
	Summary
	Refresher to be Completed
	Audience
	For Employees Based In Frankfort
	For Employees Based Outside Frankfort
	Medium
	Contact Hours
	Frequency

	
	
	
	
	Training Provided By
	Location
	Training Provided By
	Location
	
	
	

	MANDATED

	Anti-Harassment Awareness
	Employees are entitled to a work environment that is free from harassment of any kind.  Training participants will review what actually constitutes harassment, in addition to, ways to prevent, stop, and report these unwelcome behaviors.
	Every 2 years
	All employees and contractors
	OHRM (Excluding DCBS, DDS, PH Lab)
	Varies
	Department Liaisons
	Varies
	Classroom; Online
	2 hours
	Ongoing

	Career Opportunities System
	The Career Opportunities System (COS) is an online recruitment system that requires candidates to ‘self-nominate’ for currently open positions and that allows hiring agencies to narrow their search to truly interested candidates.  Users will become proficient in their new roles by completing ‘real world’ exercises within the system.
	N/A
	All Agency Level 3 Users
	OHRM
	Varies
	OHRM
	Varies
	Classroom
	7.5 hours
	Ongoing

	Equal Employment Opportunity
	Every point of view and talent is essential to realizing your organization's full potential.  Managers and employees are liable if their actions discriminate.  This course is designed to help enhance understanding of equal employment opportunity laws.
	Every 2 years
	All employees and contractors
	OHRM
	N/A
	OHRM
	N/A
	Online
	2 hours
	Ongoing

	Language Access Training
	Designed to ensure that staff knows how to meet the needs of clients with limited English proficiency and how to ensure that LEP clients have meaningful access to the programs and services of CHFS, this training provides detailed information for staff about the Cabinet's Language Access Policies and Procedures.
	N/A
	All employees and contractors who provide services to customers with limited English proficiency (LEP).
	OHRM
	Varies
	OHRM
	Varies
	Classroom
	2 hours
	Ongoing

	New Employee Orientation
	Employees are provided with basic information about state government; the Cabinet; and the statutes, regulations, and procedures they need to follow as employees.  An explanation of state benefits is also included. 
	N/A
	All new employees
	OHRM (Excluding DDS, CCSHCN)
	Frankfort; HR Bldg (DCLC, Room B)
	Department Liaisons, (OIG from London, Lexington, and Louisville train in Frankfort)
	Varies
	Classroom
	2 hours
	1st and 16th of each month or as required in field offices

	Personnel Management Training (PMT) (i.e. Supervisory Training)
	Supervisors and managers must have a beginning knowledge of personnel management issues in order to properly address day-to-day situations according to governing policies and procedures.  Topics discussed include: hiring within the merit system, utilizing the employee evaluation system in performance management, and disciplinary actions.
	N/A
	All managers and supervisors
	OHRM
	Varies
	OHRM
	Varies
	Classroom
	15 hours
	Ongoing

	Selection Process*
	Participants learn behavioral interviewing techniques and how the Cabinet's selection process ensures that hiring practices conform to state law.
	N/A
	All managers and supervisors
	OHRM
	Varies
	OHRM
	Varies
	Classroom; Online
	5.5 hours
	Ongoing

	Performance Management*
	Supervisors can successfully manage the performance of their team members by understanding the employee performance evaluation process and honing their planning, coaching, and evaluation skills.
	N/A
	All managers and supervisors
	OHRM
	Varies
	OHRM
	Varies
	Classroom
	7.5 hours
	Ongoing

	Disciplinary Actions*
	In order to ensure a productive work environment, supervisors must understand and implement the steps of progressive discipline.  This course will also highlight the importance of accurate, appropriate documentation.
	N/A
	All managers and supervisors
	OHRM
	Varies
	OHRM
	Varies
	Classroom
	2 hours
	Ongoing

	Workplace Violence Prevention
	Workplaces, like society at large, have become more violent.  We see dramatic headlines about the growing problem all too often.  The first step in preventing workplace violence is awareness.
	Every 2 years
	All employees and contractors
	OHRM (Excluding DCBS, DDS, OIG, OH Lab)
	Varies
	Department Liaisons
	Varies
	Classroom; Online
	2 hours
	Ongoing

	* Component of Personnel Management Training

	OPTIONAL

	Americans with Disabilities Act (ADA)
	Everyone has a responsibility to respect the rights of others regardless of race, color, religion, national origin, sex, age, disability, or veteran status.  Every point of view and talent is essential to realizing your organization's full potential.  This course is designed to raise your awareness of issues that affect persons with disabilities and of the Americans with Disabilities Act.
	N/A
	All employees and contractors
	OHRM
	N/A
	OHRM
	N/A
	Online
	2 hours
	Ongoing

	Managing Human Resource Systems
	Managing state employees requires an understanding of the many regulations, policies and laws concerning the merit system.  Also included are CHFS' procedures for handling disciplinary actions.
	N/A
	All managers and supervisors
	OHRM
	N/A
	OHRM
	N/A
	Online
	7.5 hours
	Ongoing

	Special Requests
	Within available resources, the Office of Human Resource Management will respond to managers' special requests by identifying or designing unique training activities.


Note:  The Office of Human Resource Management directly oversees all classes listed; however, many departments develop topical training, in addition to creating their own training plans and specific requirements.  Contact the Department Training Liaison for more information.
