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Civilian On-Site Training Schedule 
Second Quarter FY17 

 

Date(s) Time Course Title Location 

JAN    
 
  11 Jan 

 
0800-1600 

 
New Supervisor Orientation (NSO) 

 
 Quantico, Mann Hall, Room 110A 

 
  17-18 Jan 

 
0800-1600 

 
Marine Corps Acculturation Program (MCAP) 

 
 Quantico, The Clubs, Ballroom 

 
 18 Jan 

 
0900-1100 

 
Interim Performance Management System (IPMS) 
Training for Supervisors ** 

 
 Quantico, Mann Hall, Room 110A 

 
  24 Jan 

 
0900-1100 

 
Interim Performance Management System (IPMS) 
Training for Supervisors ** 

 
 Pentagon, 2B248A 

 
  31 Jan 

 
0900-1100 

 
Reasonable Accommodations ** 

 
 Pentagon, 2B248A 

FEB    
      

  7 Feb 
 
0900-1100 

 
Reasonable Accommodations ** 

 
 Quantico, Mann Hall, Room 110A 

 
  8 Feb 

 
0800-1600 

 
New Supervisor Orientation (NSO) 

 
 Pentagon, 2B248A 

 
  15-16 Feb 

 
0800-1600 

 
Marine Corps Acculturation Program (MCAP) 

 
 Pentagon, 2B248A 

 
  23 Feb 

 
0900-1100 

 
Civilian Employee Discipline ** 

 
 Quantico, Mann Hall, Room 110A 

MAR    
      

  7 Mar 
 
1000-1200 

 
Interim Performance Management System (IPMS) 
Training for Supervisors ** 

 
 Quantico, Mann Hall, Room 110A 

 
  8 Mar 

 
0800-1600 

 
New Supervisor Orientation (NSO) 

 
 Quantico, Mann Hall, Room 110A 

 
  14 Mar 

 
0800-1600 

 
Naval Correspondence ** 

 
 Pentagon, 2B248A 

 
 14-15 Mar 

 
0800-1600 

 
Retirement, Benefits, and Financial Planning for 
CSRS Employees 

 
 Quantico, Mann Hall, Room 110A 

http://www.hqmc.marines.mil/hrom/Sponsored-Training/Course-201/
http://www.hqmc.marines.mil/hrom/Sponsored-Training/Course-102/
http://www.hqmc.marines.mil/hrom/Sponsored-Training/Course-204/
http://www.hqmc.marines.mil/hrom/Sponsored-Training/Course-204/
http://www.hqmc.marines.mil/hrom/Sponsored-Training/Course-204/
http://www.hqmc.marines.mil/hrom/Sponsored-Training/Course-204/
http://www.hqmc.marines.mil/hrom/Sponsored-Training/Course-208/
http://www.hqmc.marines.mil/hrom/Sponsored-Training/Course-208/
http://www.hqmc.marines.mil/hrom/Sponsored-Training/Course-201/
http://www.hqmc.marines.mil/hrom/Sponsored-Training/Course-102/
http://www.hqmc.marines.mil/hrom/Sponsored-Training/Course-212/
http://www.hqmc.marines.mil/hrom/Sponsored-Training/Course-204/
http://www.hqmc.marines.mil/hrom/Sponsored-Training/Course-204/
http://www.hqmc.marines.mil/hrom/Sponsored-Training/Course-201/
http://www.hqmc.marines.mil/hrom/Sponsored-Training/Course-113/
http://www.hqmc.marines.mil/hrom/Sponsored-Training/Course-104/
http://www.hqmc.marines.mil/hrom/Sponsored-Training/Course-104/
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15-16 Mar 

 
0800-1600 

 
Marine Corps Acculturation Program (MCAP) 

 
 Quantico, The Clubs, Ballroom 

 
 16-17 Mar 

 
0800-1600 

 
Retirement, Benefits, and Financial Planning for 
CSRS Employees 

 
 Pentagon, 2B248A 

 
  22 Mar 

 
0830-1130 
1230-1530 

 
Equal Employment Opportunity (EEO) and 
Diversity Training 

 
 Pentagon, 2B248A 

 
  23 Mar 

 
0830-1130 
1230-1530 

 
Equal Employment Opportunity (EEO) and 
Diversity Training 

 
 Quantico, Mann Hall, Room 110A 

 
  28 Mar 

 
0900-1100 

 
Interim Performance Management System (IPMS) 
Training for Supervisors ** 

 
 Pentagon, 2B248A 

 
** Indicates recommended IDP courses. Please see course description for more information. 

 
  

http://www.hqmc.marines.mil/hrom/Sponsored-Training/Course-102/
http://www.hqmc.marines.mil/hrom/Sponsored-Training/Course-104/
http://www.hqmc.marines.mil/hrom/Sponsored-Training/Course-104/
http://www.hqmc.marines.mil/hrom/Sponsored-Training/Course-127/
http://www.hqmc.marines.mil/hrom/Sponsored-Training/Course-127/
http://www.hqmc.marines.mil/hrom/Sponsored-Training/Course-127/
http://www.hqmc.marines.mil/hrom/Sponsored-Training/Course-127/
http://www.hqmc.marines.mil/hrom/Sponsored-Training/Course-204/
http://www.hqmc.marines.mil/hrom/Sponsored-Training/Course-204/
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Civilian On-Site Course Descriptions    
Civilian Employee Discipline** 
Participants will learn how to address employee misconduct using progressive discipline. We will discuss 
informal and formal discipline, roles and responsibilities, and the Alternative Discipline Systems (ADS) to 
promote the efficiency of service.  IDP recommendation for Supervisors who would like to obtain thorough 
understanding concerning employee discipline and adverse action procedures. 
 
Audience:  All Civilian and Military Supervisors of at least one Civilian Employee 
 
 

Equal Employment Opportunity (EEO) and Diversity Training 
Become familiar with current EEO and diversity policies and trends, and better understand your rights and role(s). 
Learn about the EEO complaint process, diversity in the workplace, the Civil Rights Act and Americans with 
Disability Act, sexual harassment and hostile work environments, and more. Complete ALL of your EEO training 
at once; this course meets the annual and biannual EEO training requirements for civilians and their supervisors 
(Prevention of Sexual Harassment, No-FEAR Act, and Supervisory EEO Training). 
 
Audience:  All Civilians and their Supervisors. Please note: NAF and Military personnel can register but will be 
placed on stand-by, and are advised to consult with their training POC prior to registering. 
 
 

Interim Performance Management System (IPMS) Training for Supervisors** 
Supervisors will learn the goals and background of the Department of Navy IPMS, and will gain an understanding 
of roles and responsibilities throughout the performance management process (planning, monitoring, developing, 
rating, and rewarding).  We will also go over the end of the year rating cycle and offer hands on advice and 
assistance.  IDP recommendation for Supervisors striving to increase their understanding of the civilian 
performance management system.   
 
Audience:  All Supervisors (Civilian and Military) in the position as the rating official of Civilian employee(s) 
 
 

Marine Corps Acculturation Program (MCAP) 
The Marine Corps Acculturation Program (MCAP) educates Civilian Marines on the history, culture, and 
organizational structure of the Marine Corps, as well as all the civilian workforce development opportunities 
available to Civilian Marines. The MCAP was deployed throughout the Marine Corps in December 2007, so 
Civilian Marines truly feel part of the team and understand what it means to work for the Corps. 
 
Audience:  All Civilian Employees 
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Naval Correspondence** 
 

Learn the rules, regulations, and guidelines of Naval Correspondence and techniques for creating documents that 
are accurate and effective. Topics include: 
 

 Detailed review of the fundamentals and principles for the preparation of naval correspondence  
 Standards and procedures set forth in the Navy Correspondence Manual  
 Uniform standards for letters, memorandums, e-mails, etc.  
 Navy Records Management Program Standards Subject Identification Codes (SSIC)  
 Guide to naval writing for correct format for both internal and external correspondence  
 Techniques for proofreading, revisions and editing    

IDP recommendation for Civilian Marines who would like to improve written communication and correspondence 
skills. 
 
Audience:  All Civilian Employees  

 
New Supervisor Orientation (NSO) 
Obtain an overview of information on Civilian Workforce Management, Equal Employment Opportunity, 
Employee/Management Advisory Services, Training & Development, Security (Quantico only), and Safety 
(Quantico only).  
 
Audience:  All New Supervisors (Civilian & Military) in the position as the rating official of Civilian 
employee(s) 
  

Reasonable Accommodations** 
Participants will learn about the entire Reasonable Accommodation process, to include the definition of a 
qualified person with a disability, documentation required, examples of effective accommodations, and processing 
timelines.  IDP recommendation for Supervisors seeking to understand the Reasonable Accommodation 
procedures. 
 

Audience: All Civilian and Military Supervisors of at least one Civilian Employee 

 
Retirement, Benefits, & Financial Planning for CSRS Employees 
Wienken Advisors’ approach to Federal Government employees under the Civil Service Retirement System 
(CSRS) ranges from Understanding Your Retirement Eligibility, Annuity Computations and Tax Implications 
of Retirement Annuities, Health and Life Benefits Under Retirement, Legal Aspects of Retirement, Social 
Security, Medicare and Long Term Care, Financial, Estate, Trust Planning and much more. 
 
Audience:  All CSRS Civilian employees to include CSRS Offset eligibility under FERS (transfers from CSRS to 
FERS). 
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Civilian On-Site Training Notes 

 
 

To Register or for Additional Information: please visit the HROM-Sponsored Training website: 
http://www.hqmc.marines.mil/hrom/SponsoredTraining.aspx.  Please note: You should always obtain 
supervisor approval before registering. 

 
** Individual Development Plan (IDP):  We have recommended on-site training classes that may be 
beneficial as part of your Individual Development Plan (IDP).  The IDP is a developmental tool that creates a 
partnership between the individual employee and supervisor.  It was designed to help employees reach 
performance objectives and career goals within the context of the organization’s mission and goals.  It works 
best when the employee and the supervisor work together to create the IDP.  Employees benefit by enhancing 
their knowledge, skills, and experiences to help them achieve personal and career goals.  The organization 
benefits by developing improved employee capabilities and job performance.   For more information 
regarding the development and implementation of an IDP, including a template for developing your own plan, 
please refer to the HQMC IDP Handbook located at:  
http://www.hqmc.marines.mil/Portals/143/Docs/HROM/IDP_Handbook.pdf 
 
Reasonable Accommodation: Please let us know when you register if you require reasonable accommodation 
to participate in this training. 

 
Locations: 

 

• Mann Hall – Building 2004, MCB Quantico, VA 
• Pentagon – Washington, D.C. (MUST bring Common Access Card to attend classes) 
• The Clubs of Quantico – 3017 Russell Rd, Quantico, VA 22134 
 

Parking: 
 

• Pentagon - parking is very limited, and we encourage use of PUBLIC TRANSPORTATION. If you are 
driving to the Pentagon, you MUST contact our office at least one week prior to attending your 
scheduled training. 

 
Certificate of Completion: Every participant who registers for any HQMC-funded training must do so with the 
intent to attend the required class hours for course completion.  All classes are from 0800-1600 unless otherwise 
specified. 

 
Questions or Problems: Please contact the Organizational and Workforce Management Section (ARHM) at: 
703-614-9088 or SMB.HQMC.ARHB.TRNG@USMC.MIL. 

http://www.hqmc.marines.mil/hrom/SponsoredTraining.aspx
mailto:SMB.HQMC.ARHB.TRNG@USMC.MIL.

