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Harris County Human Resources & Risk Management 
Guide to Employee Training Classes 

 

 
  

Distance Learning 
 

Selected HR & RM training classes on various topics are available by Distance Learning to 
Harris County managers, supervisors and employees.  Dates/times/locations and registration 
announcements will be available in the quarterly training flyers and through email 
announcements.  Contact (713) 755-7058 for more information. 
 

REGISTRATION IS OPEN for September 2009 – February 2010 
  

TThhee  wweebbssiittee  aaddddrreessss  ffoorr  rreeggiissttrraattiioonn  iiss  hhttttpp::////wwwwww..hhccttxx..nneett//ttrraaiinniinngg//  ..    EEmmppllooyyeeeess  wwhhoo  ddoo  nnoott  hhaavvee  
aacccceessss  ttoo  tthhee  oonnlliinnee  ssyysstteemm  sshhoouulldd  ccoonnttaacctt  tthheeiirr  ssuuppeerrvviissoorr  ffoorr  hheellpp  iinn  aacccceessssiinngg  tthhee  oonnlliinnee  
rreeggiissttrraattiioonn  ssyysstteemm..    SSuuppeerrvviissoorrss  mmaayy  ccoonnttaacctt  tthhee  rreeggiissttrraarr  ooff  tthhee  aapppprroopprriiaattee  ddeeppaarrttmmeenntt  ffoorr  
aaddddiittiioonnaall  hheellpp..      AAss  aallwwaayyss, if aann  eemmppllooyyeeee  ccaannnnoott  aatttteenndd,,  pplleeaassee  ccoonnttaacctt  oouurr  ooffffiiccee  ttoo  ccaanncceell  oorr  
sscchheedduullee  aa  ssuubbssttiittuuttee..    SSuuppeerrvviissoorrss  wwiillll  bbee  nnoottiiffiieedd  ooff  tthhoossee  eemmppllooyyeeeess  wwhhoo  rreeggiisstteerreedd  bbuutt  ddiidd  nnoott  
aatttteenndd  oorr  ddiidd  nnoott  ccaanncceell..      
  
NNOOTTEE::          AAllll  HHRR  &&  RRMM  ttrraaiinniinngg  ccllaasssseess  iinn  tthhee  ttrraaiinniinngg  ffllyyeerr  sscchheedduullee  ooffffeerr  ttooppiiccss  aanndd  mmaatteerriiaallss  tthhaatt  
ccaann  bbee  ccoovveerreedd  ffuullllyy  dduurriinngg  tthhee  ttiimmee  ppeerriioodd  aallllootttteedd..      
  
CCLLAASSSSRROOOOMM  EETTIIQQUUEETTTTEE::    TTuurrnn  ooffff  cceellll  pphhoonneess  aanndd  ppaaggeerrss  oorr  ppuutt  tthheemm  oonn  vviibbrraattee..    EEmmppllooyyeeeess  aarree  
aasskkeedd  ttoo  lliimmiitt  cceellll  pphhoonnee  ccaallllss  aanndd  ssiiddeebbaarr  ccoonnvveerrssaattiioonnss  ttoo  bbrreeaakk  ppeerriiooddss  wwhhiillee  aatttteennddiinngg  ccllaasssseess..    
IInnssttrruuccttoorrss  rreesseerrvvee  tthhee  rriigghhtt  ttoo  aasskk  nnoonn--ccooooppeerraattiivvee  eemmppllooyyeeeess  ttoo  lleeaavvee  ccllaassss  ttoo  aavvooiidd  ffuurrtthheerr  
ddiissrruuppttiioonn  aanndd  ddiissttrraaccttiioonnss  ttoo  ootthheerr  aatttteennddeeeess..    IInn  tthhee  eevveenntt  tthhaatt  aann  eemmppllooyyeeee  iiss  aasskkeedd  ttoo  lleeaavvee,,  HHRR  &&  
RRMM  TTrraaiinniinngg  wwiillll  nnoottiiffyy  tthhee  eemmppllooyyeeee’’ss  ssuuppeerrvviissoorr..      
  
NNOOTTEE::    CCllaassss  rroooomm  ddoooorrss  aarree  cclloosseedd  55  mmiinnuutteess  aafftteerr  tthhee  ccllaassss  iiss  sscchheedduulleedd  ttoo  bbeeggiinn..    OOnnccee  tthhee  ddoooorr  
iiss  cclloosseedd,,  llaattee  aarrrriivvaallss  mmaayy  nnoott  eenntteerr,,  bbuutt  sshhoouulldd  lleeaavvee  tthhee  aarreeaa  aanndd  nnoottiiffyy  tthheeiirr  ssuuppeerrvviissoorr  aanndd  aasskk  
ppeerrmmiissssiioonn  ttoo  rree--sscchheedduullee  aatt  aannootthheerr  ttiimmee  aanndd  ddaattee..    
  
CCOOMMPPLLIIAANNCCEE  WWIITTHH  AADDAA::      HHaarrrriiss  CCoouunnttyy  ooffffeerrss  rreeaassoonnaabbllee  aaccccoommmmooddaattiioonn  ffoorr  ppeerrssoonnss  aatttteennddiinngg  
ccllaasssseess  aass  rreeqquuiirreedd  bbyy  tthhee  AADDAA..  PPlleeaassee  ccaallll  HHRR  &&  RRMM  aatt  771133--775555--44339966  aa  mmiinniimmuumm  ooff  ttwwoo  wweeeekkss  pprriioorr  
ttoo  tthhee  eevveenntt  ddaattee  iiff  yyoouu  rreeqquuiirree  aaccccoommmmooddaattiioonn..  
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Management Training 
 

WHO SHOULD ATTEND:  Newly promoted managers, supervisors or team leaders who need to 
learn compliance with employment law or the essentials of supervision or those managers, 
supervisors and team leaders who want new skills or want to sharpen already acquired skills. 

 
* This class is available to Managers and Supervisors Only. 

Course Day Date Time Location Hours 
* Mind Stretchers – Critical Thinking 

Skills for Every Day Life Tuesday 
September 

15 
8:30 am – 
12:00 pm  

1310 Prairie, Suite 230 
Training Room 

3.5 

* Legal Issues Regarding Workplace 
Diversity Thursday 

September 
24 

1:00 pm –  
4:00 pm 

1310 Prairie, Room 1270 3.0 

* Situational Leadership: Adapting 
Your Leadership Style to Your 

Employees’ Needs 
Thursday October 1 

8:00 am –  
4:00 pm 

1310 Prairie, Suite 230 
Training Room 

7.0 

* Preventing Sexual Harassment in the 
Workplace Wednesday October 14 

8:30 am – 
11:30 am 

1001 Preston, 1st Floor 
Conference Room 

3.0 

* Building and Maintaining Personal 
Credibility  Thursday October 15 

8:30 am – 
12:00 pm 

1310 Prairie, Room 1270 3.5 

* The FLSA: An Overview of the Wage 
and Hour Laws Thursday October 22 

1:00 pm – 
2:30 pm 

1310 Prairie, Suite 230 
Training Room 

1.5 

* How to Defend a TWC 
Unemployment Claim Thursday October 22 

3:00 pm – 
4:30 pm 

1310 Prairie, Suite 230 
Training Room 

1.5 

* Effective Goal Setting Thursday October 29 
8:30 am –  
3:30 pm 

1310 Prairie, Suite 230 
Training Room 

6.0 

* Performance Evaluations that 
Motivate Tuesday November 3 

8:00 am – 
12:00 pm 

1310 Prairie, Suite 230 
Training Room 

4.0 

* Interviewing 101 Tuesday 
November 

10 
8:30 am – 
12:00 pm 

1310 Prairie, Suite 230 
Training Room 

3.5 

* Performance Management: 
Conducting Successful 

Conversations 
Wednesday 

November 
11 

8:00 am – 
12:00 pm 

1001 Preston, 1st Floor 
Conference Room  

4.0 

* Assertiveness in Action Wednesday 
November 

11 
8:30 am – 
12:00 pm 

1310 Prairie, Suite 230 
Training Room 

3.5 

* Behavioral Interviewing  Tuesday 
November 

17 
8:30 am –  
4:30 pm 

1310 Prairie, Suite 230 
Training Room 

7.0 

* Creating Lawful and Positive 
Employment Documents Tuesday December 8 

1:00 pm –  
4:00 pm 

1310 Prairie, Suite 230 
Training Room 

3.0 

* Situational Leadership: Adapting 
Your Leadership Style to Your 

Employees’ Needs 
Wednesday December 9 

8:00 am –  
4:00 pm 

1310 Prairie, Suite 230 
Training Room 

7.0 

* Leading & Managing  Wednesday December 9 
8:30 am –  
3:30 pm 

1001 Preston, 1st Floor 
Conference Room 

6.0 

* Electronic Media and Records 
Retention  Tuesday 

December 
15 

1:00 pm – 
2:00 pm 

1310 Prairie, Suite 230 
Training Room 

1.0 

* Preventing Sexual Harassment in the 
Workplace Thursday January 14 

1:00 pm –  
4:00 pm 

1310 Prairie, Suite 230 
Training Room 

3.0 

* Mind Stretchers: Critical Thinking 
Skills for Every Day Life Tuesday  January 19 

8:30 am – 
12:00 pm 

1310 Prairie, Suite 230 
Training Room 

3.5 

* Performance Evaluations that 
Motivate Tuesday February 2 

8:00 am – 
12:00 pm 

1310 Prairie, Suite 230 
Training Room 

4.0 

* Performance Management: 
Conducting Successful 

Conversations 
Wednesday February 3 

8:00 am – 
12:00 pm 

1310 Prairie, Suite 230 
Training Room 

4.0 
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Professional Development Training 
 
WHO SHOULD ATTEND:  Employees who have their supervisor’s approval to attend class to 
acquire new skills or sharpen already acquired skills to improve on the job performance.  

 
These classes are open to all employees with supervisory approval. 

Course Day Date Time Location Hours 

Becoming an Effective Team Player Thursday 
September 

10 
8:30 am – 
12:00 pm 

1310 Prairie, Suite 230 
Training Room 

3.5 

Invest in Your Debt  
(Failsafe Financial Planning)  

Webinar 
Thursday 

September 
10 

9:00 am – 
11:00 am 

Webinar – at your Desktop 2.0 

Adapting to Change Thursday 
September 

17 
8:30 am – 
12:00 pm 

1310 Prairie, Suite 230 
Training Room 

3.5 

Preventing Sexual Harassment in the 
Workplace Thursday 

September 
17 

1:00 pm –  
4:00 pm 

1310 Prairie, Suite 230 
Training Room 

3.0 

Peer Today, Boss Tomorrow Tuesday 
September 

22 
8:30 am – 
12:00 pm 

1310 Prairie, Suite 230 
Training Room 

3.5 

Staying Cool: Defusing Hostile 
Behavior Tuesday 

September 
22 

1:00 pm –  
4:30 pm 

1310 Prairie, Suite 230 
Training Room 

3.5 

Dealing with Difficult People Thursday 
September 

24 
8:30 am – 
12:00 pm 

1310 Prairie, Room 1270 3.5 

Projecting Professionalism  Tuesday 
September 

29 
8:30 am – 
12:00 pm 

2525 Murworth,  
Room D36A 

3.5 

Write Right: Effective Business 
Writing Wednesday October 7 

8:30 am – 
12:00 pm 

1310 Prairie, Suite 230 
Training Room 

3.5 

Increasing Personal Effectiveness Wednesday October 7 
1:00 pm –  
4:30 pm 

1310 Prairie, Suite 230 
Training Room 

3.5 

Minutes Matter Thursday October 8 
8:30 am – 
12:00 pm 

1310 Prairie, Suite 230 
Training Room 

3.5 

A Simple Approach to Building 
Wealth Thursday October 8 

1:00 pm –  
3:00 pm 

1310 Prairie, Suite 230 
Training Room 

2.0 

Workplace Diversity Thursday October 15 
1:00 pm –  
2:30 pm 

1310 Prairie, Room 1270 1.5 

Preventing Sexual Harassment in the 
Workplace Thursday October 15 

3:00 pm –  
4:30 pm 

1310 Prairie, Room 1270 1.5 

Interpersonal Awareness Thursday October 22 
8:30 am – 
12:00 pm 

1310 Prairie, Suite 230 
Training Room 

3.5 

Getting to the Root of the Problem Tuesday October 27 
8:30 am – 
12:00 pm 

1310 Prairie, Suite 230 
Training Room 

3.5 

Influencing Positive Change  Tuesday October 27 
1:00 pm –  
2:30 pm 

1310 Prairie, Suite 230 
Training Room 

1.5 

Invest in Your Debt  
(Failsafe Financial Planning) Thursday October 29 

8:30 am – 
11:30 am 

1310 Prairie, Room 1270 3.0 

Planning: Eight Steps to Get Results Thursday October 29 
1:00 pm –  
4:30 pm 

1310 Prairie, Room 1270 3.5 

Time Management & Personal 
Productivity Friday October 30 

12:00 pm – 
3:30 pm 

2525 Murworth,  
Room D36B 

3.5 

Identity Theft  Wednesday November 4 
12:00 pm – 

1:00 pm 
1310 Prairie, Room 1270 1.0 

Invest in Your Debt  
(Failsafe Financial Planning)  

Webinar 
Thursday November 5 

9:00 am – 
11:00 am 

Webinar – at your Desktop 2.0 
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Spend Smart Thursday 
November 

12 
8:30 am – 
11:30 am 

1310 Prairie, Suite 230 
Training Room 

3.0 

Financial Success: Make TIME Work 
for You Thursday 

November 
12 

1:00 pm –  
3:00 pm 

1310 Prairie, Suite 230 
Training Room 

2.0 

Projecting Professionalism Tuesday December 1 
8:30 am – 
12:00 pm 

1310 Prairie, Suite 230 
Training Room 

3.5 

Peer Today, Boss Tomorrow Wednesday December 2 
1:00 pm –  
4:30 pm 

1310 Prairie, Suite 230 
Training Room 

3.5 

Developing Effective Conflict 
Resolution Skills Thursday December 3 

8:00 am – 
12:00 pm 

1310 Prairie, Suite 230 
Training Room 

4.0 

Values & Human Behavior Thursday December 3 
1:00 pm –  
5:00 pm 

1310 Prairie, Suite 230 
Training Room 

4.0 

Telephone Skills for Busy 
Professionals Tuesday 

December 
15 

8:30 am – 
12:00 pm 

1310 Prairie, Suite 230 
Training Room 

3.5 

Customer Service Excellence Tuesday January 12 
8:00 am – 
12:00 pm 

1310 Prairie, Suite 230 
Training Room 

4.0 

Invest in Your Debt  
(Failsafe Financial Planning)  

Webinar 
Tuesday January 12 

1:00 pm –  
3:00 pm 

Webinar – at your Desktop 2.0 

Notary Public Training & Certification Tuesday January 12 
1:00 pm –  
4:00 pm 

1310 Prairie, Suite 230 
Training Room 

3.0 

40 Hours: Invest in Yourself  Thursday January 14 
8:30 am – 
12:00 pm 

1310 Prairie, Suite 230 
Training Room 

3.5 

On-the-Job Accountability: Making a 
Difference Tuesday January 19 

1:00 pm –  
4:30 pm 

1310 Prairie, Suite 230 
Training Room 

3.5 

Building and Maintaining Personal 
Credibility  Thursday January 21 

8:30 am – 
12:00 pm 

1310 Prairie, Suite 1270 3.5 

Taxable, Tax-Deferred, or Tax Free Thursday January 21 
1:00 pm –  
3:00 pm 

1310 Prairie, Room 1270 2.0 

Write Right: Effective Business 
Writing Tuesday January 26 

8:30 am – 
12:00 pm 

1310 Prairie, Suite 230 
Training Room 

3.5 

Minutes Matter Wednesday January 27 
1:00 pm –  
4:30 pm 

1310 Prairie, Suite 230 
Training Room 

3.5 

Assertiveness in Action Thursday January 28 
8:30 am – 
12:00 pm 

1310 Prairie, Suite 230 
Training Room 

3.5 

Invest in Your Debt  
(Failsafe Financial Planning)  

Webinar 
Thursday February 4 

1:00 pm –  
3:00 pm 

Webinar – at your Desktop 2.0 

 
 

 

Wellness Training 
 

Course Day Date Time Location Hours 
Start! Heart Walk Harris County Team 

Captain Training  Wednesday August 26 
12:00 pm – 

1:00 pm 
1310 Prairie, 16th Floor 1.0 

EAP Seminar: Working Parent – How 
to Achieve Balance Wednesday September 9 

10:00 am – 
11:30 am 

1310 Prairie, Room 1270 1.5 

Aetna Seminar: Navigating Your Way 
to Personal Health Wednesday September 9 

1:00 pm –  
2:00 pm 

1310 Prairie, Room 1260 1.0 

WellBaby Lunch & Learn: Lactation Wednesday 
September 

16 
12:00 pm – 

1:00 pm 
1310 Prairie, Room 1270 1.0 

Aetna Seminar: Navigating Your Way 
to Personal Health Thursday 

September 
24 

1:00 pm –  
2:00 pm 

1310 Prairie, Room 1260 1.0 

EAP Seminar: Stress Management, 
Parts 1 & 2 Thursday October 1 

9:00 am – 
12:00 pm 

1310 Prairie, Room 1270 3.0 



8/25/2009 7

Wellness Lecture Series:  
Women’s Health Wednesday October 7 

9:00 am – 
11:00 am 

1310 Prairie, Room 1270 2.0 

Flu Shots at the Employee Health Fair Tuesday October 13 
9:00 am –  
2:00 pm 

1310 Prairie, 16th Floor 0.0 

Aetna Seminar: Navigating Your Way 
to Personal Health Tuesday 

November 
10 

11:00 am – 
12:00 pm 

1310 Prairie, Room 1260 1.0 

EAP Seminar: Releasing Stress 
Through Relaxation  Tuesday 

November 
10 

1:00 pm –  
2:30 pm 

1310 Prairie, Room 1270 1.5 

WellBaby Lunch & Learn: Infant & 
Child Safety Wednesday 

November 
18 

12:00 pm – 
1:00 pm 

1310 Prairie, Room 1270 1.0 

 
 

 

Distance Learning Training 
 

Course Day Date Time Location Hours 

EAP Seminar: Working Parents – How 
to Achieve Balance Wednesday September 9 

10:00 am – 
11:30 am 

Senior Education Center 
6600 Bissonnet 

Houston, Texas 77074 
1.5 

EAP Seminar: Working Parents – How 
to Achieve Balance Wednesday September 9 

10:00 am – 
11:30 am 

Mangum-Howell Center 
2500 Frick Road 

Houston, Texas 77038 
1.5 

EAP Seminar: Working Parents – How 
to Achieve Balance Wednesday September 9 

10:00 am – 
11:30 am 

Public Health 
2223 West Loop South, 

Room 532 
Houston, Texas 77027 

1.5 

WellBaby Lunch & Learn: Lactation Wednesday 
September 

16 
12:00 pm – 

1:00 pm 

Mangum-Howell Center 
2500 Frick Road 

Houston, Texas 77038 
1.0 

WellBaby Lunch & Learn: Lactation Wednesday 
September 

16 
12:00 pm – 

1:00 pm 

Public Health 
2223 West Loop South, 

Room 532 
Houston, Texas 77027 

1.0 

EAP Seminar: Stress Management,  
Parts 1 & 2 Thursday October 1 

9:00 am – 
12:00 pm 

Senior Education Center 
6600 Bissonnet 

Houston, Texas 77074 
3.0 

EAP Seminar: Stress Management,  
Parts 1 & 2 Thursday October 1 

9:00 am – 
12:00 pm 

Westside Service Center 
16635 Clay Road 

Houston, Texas 77084 
3.0 

EAP Seminar: Stress Management,  
Parts 1 & 2 Thursday October 1 

9:00 am – 
12:00 pm 

Public Health 
2223 West Loop South, 

Room 723 
Houston, Texas 77027 

3.0 

Wellness Lecture Series:  
Women’s Health Wednesday October 7 

9:00 am – 
11:00 am 

Senior Education Center 
6600 Bissonnet 

Houston, Texas 77074 
2.0 

Wellness Lecture Series:  
Women’s Health Wednesday October 7 

9:00 am – 
11:00 am 

Westside Service Center 
16635 Clay Road 

Houston, Texas 77084 
2.0 

Wellness Lecture Series:  
Women’s Health Wednesday October 7 

9:00 am – 
11:00 am 

Mangum-Howell Center 
2500 Frick Road 

Houston, Texas 77038 
2.0 

Wellness Lecture Series:  
Women’s Health Wednesday October 7 

9:00 am – 
11:00 am 

Public Health 
2223 West Loop South, 

Room 532 
Houston, Texas 77027 

2.0 
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Workplace Diversity Thursday October 15 
1:00 pm –  
2:30 pm 

Washburn Tunnel 
3100 Federal Road 

Houston, Texas 77015 
1.5 

Workplace Diversity Thursday October 15 
1:00 pm –  
2:30 pm 

Senior Education Center 
6600 Bissonnet 

Houston, Texas 77074 
1.5 

Workplace Diversity Thursday October 15 
1:00 pm –  
2:30 pm 

Westside Service Center 
16635 Clay Road 

Houston, Texas 77084 
1.5 

Workplace Diversity Thursday October 15 
1:00 pm –  
2:30 pm 

Mangum-Howell Center 
2500 Frick Road 

Houston, Texas 77038 
1.5 

Workplace Diversity Thursday October 15 
1:00 pm –  
2:30 pm 

Public Health 
2223 West Loop South, 

Room 532 
Houston, Texas 77027 

1.5 

Preventing Sexual Harassment in the 
Workplace Thursday October 15 

3:00 pm –  
4:30 pm 

Washburn Tunnel 
3100 Federal Road 

Houston, Texas 77015 
1.5 

Preventing Sexual Harassment in the 
Workplace Thursday October 15 

3:00 pm –  
4:30 pm 

Senior Education Center 
6600 Bissonnet 

Houston, Texas 77074 
1.5 

Preventing Sexual Harassment in the 
Workplace Thursday October 15 

3:00 pm –  
4:30 pm 

Mangum-Howell Center 
2500 Frick Road 

Houston, Texas 77038 
1.5 

Preventing Sexual Harassment in the 
Workplace Thursday October 15 

3:00 pm –  
4:30 pm 

Public Health 
2223 West Loop South, 

Room 532 
Houston, Texas 77027 

1.5 

Identity Theft  Wednesday November 4 
12:00 pm – 

1:00 pm 

Senior Education Center 
6600 Bissonnet 

Houston, Texas 77074 
1.0 

Identity Theft  Wednesday November 4 
12:00 pm – 

1:00 pm 

Westside Service Center 
16635 Clay Road 

Houston, Texas 77084 
1.0 

Identity Theft  Wednesday November 4 
12:00 pm – 

1:00 pm 

Mangum-Howell Center 
2500 Frick Road 

Houston, Texas 77038 
1.0 

Identity Theft  Wednesday November 4 
12:00 pm – 

1:00 pm 

Public Health 
2223 West Loop South, 

Room 416 
Houston, Texas 77027 

1.0 

EAP Seminar: Releasing Stress 
through Relaxation Tuesday 

November 
10 

1:00 pm –  
2:30 pm 

Senior Education Center 
6600 Bissonnet 

Houston, Texas 77074 
1.5 

EAP Seminar: Releasing Stress 
through Relaxation Tuesday 

November 
10 

1:00 pm –  
2:30 pm 

Westside Service Center 
16635 Clay Road 

Houston, Texas 77084 
1.5 

EAP Seminar: Releasing Stress 
through Relaxation Tuesday 

November 
10 

1:00 pm –  
2:30 pm 

Public Health 
2223 West Loop South, 

Room 532 
Houston, Texas 77027 

1.5 

WellBaby Lunch & Learn: Infant & 
Child Safety Wednesday 

November 
18 

12:00 pm – 
1:00 pm 

Senior Education Center 
6600 Bissonnet 

Houston, Texas 77074 
1.0 

WellBaby Lunch & Learn: Infant & 
Child Safety Wednesday 

November 
18 

12:00 pm – 
1:00 pm 

Mangum-Howell Center 
2500 Frick Road 

Houston, Texas 77038 
1.0 
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WellBaby Lunch & Learn: Infant & 
Child Safety Wednesday 

November 
18 

12:00 pm – 
1:00 pm 

Public Health 
2223 West Loop South, 

Room 723 
Houston, Texas 77027 

1.0 

Taxable, Tax-Deferred, or Tax Free Thursday  January 21 
1:00 pm –  
3:00 pm 

Washburn Tunnel 
3100 Federal Road 

Houston, Texas 77015 
2.0 

Taxable, Tax-Deferred, or Tax Free Thursday  January 21 
1:00 pm –  
3:00 pm 

Senior Education Center 
6600 Bissonnet 

Houston, Texas 77074 
2.0 

Taxable, Tax-Deferred, or Tax Free Thursday  January 21 
1:00 pm –  
3:00 pm 

Mangum-Howell Center 
2500 Frick Road 

Houston, Texas 77038 
2.0 

 
 
 

 
 

HeartSaver AED Certification 
  

Course Day Date Time Location 

HeartSaver AED Certification  Monday 
September 

21 
8:00 am – 
12:00 pm 

1310 Prairie, 16th Floor 

HeartSaver AED Certification Monday 
September 

21 
1:00 pm – 
5:00 pm 

1310 Prairie, 16th Floor 

HeartSaver AED Certification  Monday 
September 

28 
8:00 am – 
12:00 pm 

1310 Prairie, 16th Floor 

HeartSaver AED Certification Monday 
September 

28 
1:00 pm – 
5:00 pm 

1310 Prairie, 16th Floor 

 
 
 

 

Collaborative Training 
  

((CCOOLLLLAABBOORRAATTIIVVEE  TTRRAAIINNIINNGG  WWIITTHH  OOTTHHEERR  CCOOUUNNTTYY  DDEEPPAARRTTMMEENNTTSS))  

Course Day Date Time Location Hours 

* Conflict Resolution in the Workplace Thursday 
September 

10 
9:00 am – 
12:30 pm 

2223 West Loop South, 
Room 532 

3.5 

* Employment Law for Supervisors Thursday October 15 
9:00 am – 
12:30 pm 

2223 West Loop South, 
Room 532 

3.5 

Creating an Environment Where People 
Can Grow  Monday 

September 
14 

9:00 am – 
12:00 pm 

St. Dominic Center 
Auditorium 

2403 Holcombe Blvd. 
3.0 

* Human Dynamics Thursday 
November 

12 
8:30 am – 
12:30 pm 

2223 West Loop South, 
Room 532 

4.0 
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Employee Assistance Program 
 

Contact Harris County Human Resources & Risk Management Benefits Section at 
713-755-4827 to schedule an EAP Orientation Program for your department.  A 
minimum of 15 people and a minimum of 2 hours is needed to host an on-site 
orientation program.  Departments are encouraged to open their EAP Orientation 
Programs to other Harris County employees in their immediate area. 

 
  

TToo  AAcccceessss  tthhee  AAeettnnaa  EEAAPP  WWeebbssiittee:: 
www.AetnaEAP.com 

  

  

******NNEEWW******  

11--886666--884499--88222299  
 
 
Confidential assistance is available 24 hours a day, 7 days a week at Aetna EAP 
program.  This is a service provided as part of your benefits to you and any member 
of your household at no additional cost.  You can turn to the EAP for help with 
anything that interferes with your job or personal life.  Among other things, your EAP 
can help you with: 
 
 
 

Stress Management Family or parenting issues 
Substance Abuse/misuse Work/life balance 
Burnout Marital/relationship problems 
Child and elder care Anxiety 
Depression Anger Management 
Legal concerns Financial issues 
Coping with Change Self-esteem 

 
 

 
Call 1-866-849-8229 to learn about Financial and Legal Counseling Services 

 
 

For additional information, contact Sarah Acosta at 713-755-4827. 
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New Employee Orientation 
8:30 AM – 12:30 PM 

 
** Please note: New Employee Orientation is now held on the 3

rd
 

Wednesday of each month.  
 

Date Location 

September 16, 2009 1310 Prairie, 16th Floor 

October 21, 2009 1310 Prairie, 16th Floor 

November 18, 2009 1310 Prairie, 16th Floor 

December 16, 2009 1310 Prairie, 16th Floor 

January 20, 2010 1310 Prairie, 16th Floor 

February 17, 2010 1310 Prairie, 16th Floor 

 

 
Open to all new employees.  Learn about your health care, payroll, retirement benefits, your rights 
and responsibilities as an employee, training programs and other Harris County services.  It is not 
necessary to register for this class; an email or telephone call is needed to confirm your attendance. 
 
 
 

  

Upcoming Retirement Seminars 
 
 

Date Location Address 

November 5, 2009 Texas Agrilife Extension Service 3033 Bear Creek Drive 
Houston, Texas 77084 

 

Employees may register for a Retirement Seminar upon receipt of an invitation for a specific 
seminar. 

 
 

Contact 713-755-4843 for further information. 
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The Training Library 
 

 
 

 
 
 
CD/DVD Offerings:  

Accelerated Learning Techniques (DVD) 
Crunch Time (DVD) 
Delegating and Supervising (DVD) 
Double Your Productivity, Double Your Time Off (DVD) 
Doubling Your Productivity (DVD) 
How to Deliver a Winning Presentation (DVD) 
How to Master Your Time (DVD) 
How to Talk – Secrets of Great Communication (DVD) 
It’s About Respect (DVD & pamphlet) 
Leadership: the Critical Difference (DVD) 
Open Government Training Resources (DVD) 
Open Meetings Act (DVD) 
Personal Time Management (DVD) 
Public Information Act (DVD) 
The Life Planning Process (text) 
The Miracle of Self-Discipline (DVD) 
The Power of Clarity (DVD) 
The Psychology of Achievement (DVD) 
The Science of Positive Focus (DVD) 
The Science of Self- Confidence (DVD) 
The Ultimate Goals Program (DVD) 
Time Management for Results (DVD) 
Unlock Your Potential (DVD) 
Village of 100, 3rd Edition (DVD) 
 
 
 

Check out workbooks, CD ROM training programs, and DVDs on a variety of work 
related subjects and study at your own pace.  The library is open for use by all 
Harris County Departments and employees.  Material can be checked out for two 
weeks at a time.  For more information, please call HR & RM at (713) 755-7058 or 
email Wyn.Bumgardner@ms.hctx.net. 
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Communication 
• Business Performance (text & CD) 
• Effective Meeting Skills (text) 
• Giving and Receiving Feedback (text) 
• Personal Counseling (text) 
• The Continuously Improving Self (text) 
• Thinking on Your Feet (text) 
• Winning at Human Relations (text) 

 
Compliance Training (Managers/Supervisors ONLY) 

• A Concise Guide to Successful Employment Practices (text) 
• Basic Employee Law for Managers/Supervisors (text) 
• HR How To: Discipline (text) 
• HR How To: Harassment Prevention (text) 
• HR How To: Performance Management (text) 
• HR How To: Recruiting and Hiring (text) 

 
Employee Development 

• Balancing Home & Career (text) 
• Concentration (text) 
• Create Your Own Future (text) 
• Influence – The Formula for Success (text) 
• Managing Anger (text) 
• Managing Stress for Mental Fitness (text) 
• Overcoming Anxiety (text) 
• Preventing Workplace Violence (text) 
• Stress that Motivates (text) 
• Successful Lifelong Learning (text) 
• The Continuously Improving Self (text) 
• Time Power (text) 
• TQM: 50 Ways to Make It Work for You (text) 
• Understanding Organizational Change (text) 

 
Essential Office Skills 

• 50 One-Minute Tips to Better Communication (text) 
• Giving and Receiving Feedback (text) 
• Office Management (text) 
• Professionalism in the Office (text) 
• The Business of Listening (text) 
• Working Together (text) 

 
Leadership  

• Behavior Based Interviewing (text) 
• Learning to Lead (text) 
• Office Politics (text) 
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Management 

• Achieving Consensus (text) 
• Effective Performance Appraisals (text) 
• Handling Difficult People (text) 
• Managing Disagreement Constructively (text) 
• Managing Performance (text & CD) 
• Managing Upwards (text) 
• Preventing Workplace Violence (text) 
• Retaining Employees (text) 

 
Supervision (Managers/Supervisors ONLY) 

• Dynamics of Diversity (text) 
• Effective Recruiting Strategies (text) 
• Excellence in Supervision (text) 
• Quality Interviewing (text) 
• Successful Negotiation (text) 
• The Fifty-Minute Supervisor (text) 
• The New Supervisor (text) 

 
Train the Trainer 

• 50 One-Minute Tips for Trainers (text) 
• Delivering Effective Training Sessions (text) 
• Effective Presentation Skills (text) 
• Sales Training Basics (text) 
• Technical Presentation Skills (text) 
• Training Managers to Train (text) 
• Training Methods that Work (text) 

 
Writing 

• Better Business Writing (text) 
• Clear Writing (text) 
• Fat Free Writing (text) 
• Powerful Proofreading Skills (text) 
• Technical Writing in the Corporate World (text) 
• Writing Effective Emails (text) 
• Writing Fitness 
• Writing that Sells (text) 

 
 

 

To arrange to borrow the titles above, please contact 713-755-7058 or email 
Wyn.Bumgardner@ms.hctx.net. 
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Description of September 2009 – February 2010 
Offerings 

 
CCllaasssseess  tthhaatt  hhaavvee  aann  aasstteerriisskk  **  aarree  ooppeenn  ttoo  mmaannaaggeerrss//ssuuppeerrvviissoorrss  oonnllyy  
  

TToo  rreeggiisstteerr  ffoorr  ccllaasssseess  ggiivveenn  bbyy  PPHHEESS  ccaallll  771133--443399--66000099  oorr  eemmaaiill  aammiillaann@@hhccpphheess..oorrgg  

  

NOTE:  All topics and presenters are confirmed at the time of printing  
      and are subject to change or cancellation without notice. 
 
 
40 Hours: Invest in Yourself 
(Instructor: Amy Castro) 
This fun and engaging session gives participants the tools to help maximize their work days while inspiring them to take 
more ownership of their job satisfaction.  A shift in attitude and perspective is the first critical step to improving the work 
experience.  Participants who attend this session will find more value and meaning in their jobs and lives.  Limit: 40. 
This class is recommended for:  all employees with supervisory approval. 
 
A Simple Approach to Building Wealth 
(Instructor: Oscar Gutierrez) 
In this session participants will learn a simple process to allocate their income so they can "pay themselves first" 
automatically.  Also, this session highlights the five most important factors involved in the creation of wealth and gives 
simple tips to manage each factor.  Limit: 40. 
This class is recommended for:  all employees with supervisory approval. 
 
Adapting to Change           NEW! 
(Instructor: Amy Castro) 
Participants in this session will take a look at change in a positive way and approach change in a productive manner.  Attendees will 
identify opportunities for change, coming to terms with “other imposed” change, identify individual change style, prepare for change, 
overcome change resistance, and sustain change.  Limit: 40. 
This class is recommended for:  all employees with supervisory approval. 
 
Aetna Seminar: Navigating Your Way to Better Health 
(Instructor: Sarah Acosta) 
Do you know your health risk score? Can you easily find an in-network doctor? Would you like the convenience of viewing, 
accessing and managing your personal health information in one, private and secure location? Aetna Navigator is the 
website that provides those tools to help you better manage your health.  This seminar will guide participants through the 
tools and features of the Aetna Navigator website including the Simple Steps to a Healthier Life® health risk assessment, 
DocFind®, the Personal Health Record, Aetna InteliHealth® and more.  Limit: 12. 
This class is recommended for:  all employees with supervisory approval. 
 
* Assertiveness in Action          NEW! 
(Instructor: Tawnya Mitchell) 
Managers/Supervisors in this session will understand the unspoken meaning in a situation and identify passive, aggressive, 
and assertive behavior.  Managers/Supervisors will be able to identify techniques in difficult situations with and for will learn 
to maintain emotional control in conflict situations.  Limit: 25. 
This class is recommended for:  Managers/Supervisors 
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Assertiveness in Action 
(Instructor: Tawnya Mitchell) 
In this session, participants will understand the unspoken meaning in a situation and identify passive, aggressive, and 
assertive behavior.  Participants will be able to identify techniques for standing up in difficult situations and for maintaining 
emotional control in conflict situations.  Limit: 25. 
This class is recommended for:  all employees with supervisory approval. 
 
Becoming an Effective Team Player         NEW! 
(Instructor: Amy Castro) 
Participants in this session will learn essential skills for working in a team environment.  Although there’s no “I” in team, 
there is “M and E,” and each member of a team must work in a way that supports others, builds trust and accomplishes their 
individual tasks in order for any team to be successful.  Participants will learn how to build trust, become proactive, 
communicate in conflict situations, maintain open communication through feedback, and understand when and how to 
provide support to other team members.  Limit: 40. 
This class is recommended for:  all employees with supervisory approval. 
 
* Behavioral Interviewing          NEW! 
(Instructor: Amy Castro) 
Managers/Supervisors in this 7 hour session will need to have prior experience in interviewing applicants for hire.  In this 
session managers/supervisors will learn the basics of behavioral interviewing and how different and more effective it is than 
traditional employment interviewing.  Managers/Supervisors will practice creating behavioral interview questions that ensure 
they are hiring candidates who exhibit the "success behaviors" for the position, rather than those who just know how to 
answer common interview questions.  Limit: 40 Managers/Supervisors 
This class is recommended for: Managers/Supervisors 
 
* Building and Maintaining Personal Credibility      NEW! 
(Instructor: Amy Castro) 
Managers/Supervisors in this session will learn necessary skills to establish personal credibility, maintain credibility, and 
learn what to do to re-establish credibility when it is lost.  Managers/Supervisors will also define credibility, learn the 
importance and elements of credibility, and understand the knowledge factor.  Understand why it is important to maintain 
confidentiality, honesty, do ones “fair share,” take responsibility for mistakes, the difference between blame and 
responsibility, and the importance of backing your employees and staying “up to date” on issues and concerns in the work 
area.   Limit: 40 Managers/Supervisors 
This class is recommended for: Managers/Supervisors 
 
Building and Maintaining Personal Credibility       NEW! 
(Instructor: Amy Castro) 
Participants in this session will learn necessary skills for establishing personal credibility, maintaining credibility and what to 
do to re-establish credibility when it is lost.  Attendees will also learn the elements of credibility and understand the 
knowledge factor.  Participants will gain a better understanding why it is important to maintain confidentiality, confidentiality, 
honesty, do one’s “fair share,” take responsibility for mistakes, the difference between blame and responsibility, and the 
importance of staying “up to date” on issues and concerns in the work area.  Limit: 40.  
This class is recommended for: all employees with supervisory approval. 
 
* Conflict Resolution in the Workplace 
(Instructor: Charlie Cunningham) 
Workplace conflicts usually don't resolve themselves!  Managers/Supervisors will learn techniques that will help diffuse 
conflicts and even prevent them before they start.  This class is a collaboration between PHES and Harris County Human 
Resources & Risk Management.  Limited.   
This class is recommended for: Managers/Supervisors  
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Creating an Environment Where People Can Grow 
(Instructor: Monty Hudspeth) 
Participants in this training will discover the principles of positive performers and how to use the principles in order to 
become a positive performer.  Participants will also learn the root of success and how “Character Counts”.  Participants will 
gain useful tools on how to discover character, how to improve work environment and relationships with co-workers.  This 
class is a collaboration between CSCD and Harris County Human Resources & Risk Management.  Limited. 
This class is recommended for:  all employees with supervisory approval. 
 
* Creating Lawful & Positive Employment Documents 
(Instructor: Jay Aldis) 
Managers/Supervisors in this session will learn to design the appropriate application, offer letter, policy acknowledgements, 
and evaluation forms which will aid in the management of your workforce.  Also, managers/supervisors will cover the legal 
nature of e-mails and internet documents, guidelines for employment retention, and custodial practices.  Limit: 40 
Managers/Supervisors 
This class is recommended for: Managers/Supervisors 
 
Customer Service Excellence  
(Instructor: Deedee Ostfeld) 
Participants will establish their vision of service excellence and identify ways to remove obstacles creating challenges for 
both co-workers and customers.  Recognize the role and responsibility of customer service skills and understand the 
importance of encouraging the heart to demonstrate belief in people.  Participants will commit to making necessary changes 
in processes and approach.  Limit: 30. 
This class is recommended for:  all employees with supervisory approval. 
 
Dealing with Difficult People 
(Instructor: Amy Castro) 
In this session participants will identify the most common difficult types of people and learn verbal, oral, written, and non-
verbal techniques to effectively interact with those difficult people.  Also, learn active listening skills that can help you get 
through a face-to-face or telephone interaction with a difficult person and walk away with conflict resolution techniques to 
diffuse confrontational situations.  Limit: 40.  
This class is recommended for: all employees with supervisory approval. 
 
Developing Effective Conflict Resolution Skills 
(Instructor: Walt Natemeyer) 
Participants in this session will explore various approaches to deal with conflict and to develop “Win-Win” conflict resolution 
skills.  Limit: 40. 
This class is recommended for:  all employees with supervisory approval. 
 
EAP Seminar:  Releasing Stress through Relaxation       NEW! 
(Instructor: Aetna EAP Representative) 
Hectic schedules can result in feelings of exhaustion and a lack of clarity in work and personal lives.  This meditation 
workshop will teach relaxation exercises that effectively reduce tension and stress.  Seminar objectives include 
understanding stress and how it affects the body, realizing the benefits of relaxation techniques and learning stress 
management techniques through meditation, guided imagery and progressive muscle relaxation.  Limit: 40. 
This class is recommended for:  all employees with supervisory approval. 
 
EAP Seminar:  Stress Management, Parts 1 & 2       NEW! 
(Instructor: Aetna EAP Representative) 
Part 1 of this combined seminar will define what stress is and explain the “fight or flight” response, as well as tell how to 
identify the signs and symptoms of stress and explain the relaxation response.  Participants will discuss internal stress and 
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negative self talk.  Also, attendees will gain some tips for managing stress and define when to ask for help.  Part 2 will 
explore identifying what we can control, review balancing of demands, how to prioritize and organize, and effective meeting 
management and attendance.  Limit: 40. 
This class is recommended for:  all employees with supervisory approval. 
 
EAP Seminar:  Working Parents-How to Achieve Balance      NEW! 
(Instructor: Aetna EAP Representative) 
This seminar provides strategies that can help parents successfully manage family and work responsibilities.  Objectives 
include coping with guilt, transitioning to child care, separation anxiety, time management techniques, stress management 
techniques and achieving balance.  Limit: 40. 
This class is recommended for:  all employees with supervisory approval. 
 
* Effective Goal Setting 
(Instructors: Richard Lewis and Joanne Ford-Robertson) 
In this interactive session managers/supervisors will focus on effective ways to identify, prioritize, and develop goals.  Learn 
how to implement goals and create performance measures for assessing accomplishments.  Managers/Supervisors will 
create evaluation performance for workload and production expectation.  Limit: 40 Managers/Supervisors 
This class is recommended for:  Managers/Supervisors 

  
* Electronic Media and Records Retention 
(Instructors: Marva Gay and Paul Scott) 
Managers/Supervisors in this session will learn Harris County’s policy on the use of electronic equipment, media, and 
services.  Participants will learn how to access and research the records-retention website of the Texas State Library and 
Archives Commission.   Additionally, participants will learn how to review the Harris County personnel policy on what use is 
appropriate and what uses are not appropriate use of electronic equipment, media, and services under Harris County 
policy.  Participants will be introduced to the Harris County records-retention policy.  Limit: 40 Managers/Supervisors 
This class is recommended for: Managers/Supervisors 
 
* Employment Law for Supervisors 
(Instructor: Eileen Begle & Charlie Cunningham) 
Managers/Supervisors will learn and review FMLA policies and legal requirements, the ADA, hiring and firing, 
discrimination, discipline documentation, and much more. This class is a collaboration between PHES and Harris County 
Human Resources & Risk Management.   Limited.   
This class is recommended for: Managers/Supervisors  
 
Financial Success: Make TIME Work for You 
(Instructor: Oscar Gutierrez) 
In this session participants will create an awareness of the importance of starting a long-term savings program as soon as 
possible.  Discuss different types of mortgages that can be used to acquire a residence while building wealth at the same 
time, and strategies for those who may feel their savings programs have not kept pace with their future needs.  Limit: 40. 
This class is recommended for:  all employees with supervisory approval. 
 
Getting to the Root of the Problem   
(Instructor: Margaret Johnson)  
Participants in this session will examine interpersonal relationships as well as business processes and procedures to 
determine the root cause of problems and issues.  Also, participants will learn and practice problem solving techniques to 
apply to all work concerns and develop plans of action for resolution.  Limit: 40. 
This class is recommended for: all employees with supervisory approval. 
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HeartSaver AED Certification   
(Instructor: Barry Ponder)  
HeartSaver Certification is designed to teach the basic techniques of adult CPR and use of an AED.  The student will also 
learn about using barrier devices in CPR and giving first aid for choking.  At the completion of this course, the student will 
have the necessary skills and under medical control be able to use the AED.  At the conclusion of the course, the student 
should be able to describe the links in the AHA Chain of Survival, describe how to activate the local 911 system, recognize 
the signs of four major emergencies, demonstrate skills on the AED, pocket facemask and telephone, and demonstrate how 
to trouble shoot the most common problems you might encounter while using an AED.  Limit: 40. 
This class is recommended for: all employees with supervisory approval. 
 
* How to Defend a TWC Unemployment Claim 
(Instructor: Jay Aldis) 
Managers/Supervisors will learn the ins and outs of working through TWC claims from both the department and the TWC 
viewpoints.    Limit: 40 Managers/Supervisors  
This class is recommended for:  Managers/Supervisors 
 
* Human Dynamics 
(Instructor: Dawn Blackmar) 
Managers/Supervisors will learn to enhance the effectiveness and productivity of their organization by understanding and 
capitalizing on the differences in people.  This class is a collaboration between PHES and Harris County Human Resources 
& Risk Management.  Limited.   
This class is recommended for: Managers/Supervisors  
 
Identity Theft 
(Instructor: Lennon Evans)  
Attend this presentation to learn about the latest internet scams and other ways that you can be lured into giving away your 
personal information.  This program is timely for holiday shopping and other activities in which your identity may be 
compromised.  Limit: 40. 
This class is recommended for: all employees with supervisory approval. 
 
Increasing Personal Effectiveness 
(Instructor: Margaret Johnson)  
This session will encourage individuals to look at situations from another perspective for greater understanding.  
Participants will define proactive and reactive behavior, learn how to fill emotional bank accounts, and develop win/win 
relationships.  Attendees will also learn how to balance and renew themselves for ultimate effectiveness in order to work 
more effectively together.  Limit: 40. 
This class is recommended for: all employees with supervisory approval. 
 
Influencing Positive Change   
(Instructor: Margaret Johnson)  
In this 1 ½ hour session participants will be able to identify and practice behaviors that lead to positive change in 
themselves and others and learn to apply strategies that influence both thoughts and actions.  Discover sources of influence 
that can be utilized for change and learn how to implement these new skills to influence positive change in work 
environment.  Limit: 40. 
This class is recommended for: all employees with supervisory approval. 
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Interpersonal Awareness         NEW! 
(Instructor: Amy Castro) 
Participants will understand the ability to select, organize, and interpret other people’s concerns and feelings and how to 
respond appropriately.  Attendees will learn the importance of empathic listening and responding, how to “read” people and 
situations, the importance of being proactive, and how to approach people in non-threatening ways during difficult situations.  
Limit: 40. 
This class is recommended for:  all employees with supervisory approval. 
 
* Interviewing 101 
(Instructor: Amy Castro) 
Managers/Supervisors in this session will understand the interview structures and approaches for employment interviews.  
Learn the importance of effective interviewing, skills to avoid common pitfalls, and how to prepare for and respond to 
interviewee questions.  Limit: 40 Managers/Supervisors 
This class is recommended for: Managers/Supervisors 
 
Invest in Your Debt (Failsafe Financial Planning)       
(Instructor: Tom Watson) 
Participants will learn a proven strategy to eliminate personal debt in as little as 5 - 8 years!  If you want to feel less pressure 
to make more money to support your family; to be able to concentrate on your job without having to worry about money 
problems; and to understand how to handle emergencies without using credit, this session is for you!  Avoid the "monthly 
payment trap", and discover ways to save 10-40% on spending without sacrificing your quality of life.  Limit: 40. 
This class is recommended for: all employees with supervisory approval. 
 
Invest in Your Debt (Failsafe Financial Planning) Webinar      NEW! 
(Instructor: Tom Watson) 
Note:  This class will be offered in a webinar format.  Participants will take this live course on their office computers--you will 
be able to see and interact with the instructor.  Workbooks will be provided prior to the session.  
Participants will learn a proven strategy to eliminate personal debt in as little as 5 - 8 years!  If you want to feel less pressure 
to make more money to support your family; to be able to concentrate on your job without having to worry about money 
problems; and to understand how to handle emergencies without using credit, this session is for you!  Avoid the "monthly 
payment trap", and discover ways to save 10-40% on spending without sacrificing your quality of life.  Limit: 20. 
This class is recommended for: all employees with supervisory approval. 
 
* Leading and Managing 
(Instructor: Richard Lewis and Joanne Ford-Robertson) 
Managers/Supervisors will focus on developing leaders within their organization.  During this session, individual leadership 
and management skills are evaluated and a leadership grid is developed to determine strengths and weaknesses.  Team 
building, goal setting, effective communication, and strategic planning are addressed.  Explore organizational change and 
learn how to assess the ability for leading change initiatives.  This class is a collaboration between the Tax Office and Harris 
County Human Resources & Risk Management.  Limit: 20 Managers/Supervisors 
This class is recommended for:  Managers/Supervisors 
 
* Legal Issues Regarding Workplace Diversity  
(Instructor: Jay Aldis) 
Managers/Supervisors who attend this session will identify legal issues in the workplace surrounding sex, disability, race, 
national origin, age, color and religion, as well as how to respond appropriately when these issues arise.  Limit: 40 
Managers/Supervisors  
This class is recommended for:  Managers/Supervisors 
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* Mind Stretchers - Critical Thinking Skills for Every Day Life 
(Instructor: Margaret Johnson) 
Managers/Supervisors in this session will be able to define critical thinking and describe the basic competencies for steps in 
decision making.  Evaluate arguments, assumptions, and patterns in the thinking process to apply methods and remove 
hindrances to effective critical thinking.  Also, develop an action plan to incorporate the new skills back on the job.  Limit: 40 
Managers/Supervisors 
This class is recommended for: Managers/Supervisors 
 
Minutes Matter 
(Instructor: Tawnya Mitchell) 
Participants in this session will complete a personal time management assessment to identify "timewasters" and discover 
techniques to decrease them.  Attendees will learn to establish and maintain priorities, effectively sort key tasks and duties, 
and identify tips and techniques for using technology tools to assist.  Participants will develop a personal plan to implement 
more effective time management techniques in the workplace.  Limit: 25. 
This class is recommended for:  all employees with supervisory approval. 
 
Notary Public Training and Certification  
(Instructor: Jack Sticklen, State Notary Commission) 
Legal procedures for processing documentation, state record keeping requirements, state application processing for non-
notaries who want to apply for Notary Public certification, new laws from the 78th legislative session, and liability protection 
for employees and employers, will be covered in this session.  Harris County Human Resources & Risk Management pays 
the fee for the notary training and course manual for each person confirmed for this seminar.  Notary application fees and 
notary supply fees are not covered by Harris County Human Resources & Risk Management. 
 
State application processing for those who are not notaries, but would like to apply, will take place at the seminar and 
required notary supplies will be available for purchase.  Fees for non-covered materials are noted below: 

- Application fee for non notaries and those who need to renew their commissions: $71.00 per 4 year term 
- Notary Record Book: $15.50 (required for new applicants or those who do not have this item) 
- Notary Seal: $17.25 (required for all new applicants and those renewing their commission) 

Please note: Individuals who are currently notaries must renew their commission during the last 90 days of the commission 
period to continue their status as a notary. 
 
NOTE: LIMIT: 20 PEOPLE.  ONLY INDIVIDUALS DESIGNATED AS A NOTARY BY THEIR RESPECTIVE 
DEPARTMENTS MAY REGISTER.   PARTICIPANTS CONFIRMED FOR THIS CLASS MUST BRING PAYMENT TO THE 
NOTARY CLASS, FOR SUPPLIES TO BE PURCHASED DURING THE SEMINAR. 
This class is recommended for: individuals designated as a notary by their respective departments may register 
with supervisory approval. 
 
On-the-Job Accountability: Making a Difference 
(Instructor: Julie Perea) 
Participants in this session will become aware of the positive aspects of challenges and changes on-the-job and their 
personal accountability role.  Also, participants will determine their Accountability Quotient, help shift resistance to being 
resourceful, and increase employee participation, initiative and creativity on-the-job.  Limit: 30. 
This class is recommended for:  all employees with supervisory approval. 
 
Peer Today, Boss Tomorrow 
(Instructor: Margaret Johnson)  
Participants will be able to define the four strategies to help navigate the transition from peer to boss effectively and learn 
how they are important in their positions.  Participants will learn how to set boundaries for their relationships with former 
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peers who they now manage.  Attendees will improve communication skills by examining behavior styles and more 
appropriate ways to deal with each style.  Limit: 40. 
This class is recommended for:  all employees with supervisory approval. 
 
* Performance Evaluations that Motivate 
(Instructor: Deedee Ostfeld) 
Managers/Supervisors will recognize and understand the components of an effective performance management process.  
Identify best practices for writing performance evaluations to avoid common rating errors.  Managers/Supervisors will also 
learn how to conduct performance reviews that clearly communicate strengths, areas for development, and development 
plans.  Limit: 30 Managers/Supervisors 
This class is recommended for: Managers/Supervisors 
 
* Performance Management: Conducting Successful Conversations 
(Instructor: Deedee Ostfeld) 
(Preferred if already taken “Performance Evaluations that Motivate”) 
Managers/Supervisors will study and implement communication skills necessary to hold successful performance decisions.  
Participants will practice skills in challenging situations they will face and receive guidance and feedback.  
Managers/Supervisors will leave with an action plan and be better prepared to hold successful, motivating performance 
conversations.  Limit: 20 Managers/Supervisors 
This class is recommended for: Managers/Supervisors 
 
Planning: Eight Steps to Get Results 
(Instructor: Julie Perea) 
Participants in this session will learn tools that break issues down into manageable components to develop specific skills to 
reach outcomes.  Also, create an internal scale to determine if planning is on or off course and become aware of and accept 
feedback on planning efforts.  Limit: 30.  
This class is recommended for: all employees with supervisory approval. 
 
* Preventing Sexual Harassment in the Workplace 
(Instructor: Jay Aldis)  
Using an interactive training video accompanied by live presentation, the viewer is walked through various employment 
scenarios involving harassment, its prevention and investigation.  Definitions of harassment are provided, along with 
strategies for avoiding it.  Limit: 40 Managers/Supervisors 
This class is recommended for: Managers/Supervisors 
 
Preventing Sexual Harassment in the Workplace  
(Instructor: Jay Aldis) 
With an interactive training video accompanied by live presentations, the participant is walked through various employment 
scenarios involving harassment, its prevention and investigation.  Definitions of harassment are provided, along with 
strategies for avoiding it.  Limit: 40.  
This class is recommended for:  all employees with supervisory approval. 
 
Projecting Professionalism 
(Instructor: Tawnya Mitchell) 
Participants in this session will become aware of the importance of projecting professional images through email, 
correspondence, and phone etiquette by understanding the impact of first impressions.  Understand the importance of 
greetings, introductions and initial conversations, and identify techniques to improve and polish speaking skills.  Learn 
specific tips to improve professional image through dress, posture, poise, and body language, to match experience with 
expectations and performance.  Limit: 25. 
This class is recommended for:  all employees with supervisory approval. 
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* Situational Leadership: Adapting Your Leadership Style to Your Employees’ Needs  
(Instructor: Deedee Ostfeld) 
In this session, managers/supervisors will learn the concept developed by Kenneth Blanchard to show leaders how to 
provide their direct reports, peers, and managers with clear goals, direction, support, training, and feedback to have them 
become self-directed, self-motivated, and self-reliant.  Participants will practice diagnosing situations and will determine 
which need more directive or supportive initiative.  Limit: 20 Managers/Supervisors 
This class is recommended for: Managers/Supervisors 
 
Spend Smart 
(Instructor: Tom Watson) 
Learn how to save 10-40% on spending easily without sacrificing quality of life and capture dollars worth 40-80% more than 
the dollars you earn.  Learn proven ways to save on insurance, cars, groceries, utilities, appliances, and more.  Participants 
will understand and master the keys to financial success and build wealth even with no room in their budget!  Limit: 40. 
This class is recommended for:  all employees with supervisory approval. 
 
Start! Heart Walk Harris County Team Captain Training     NEW! 
(Instructor: Ashly Alberto, American Heart Association) 
Do your co-workers and friends call you the “health nut,” “fitness guru,” supreme health enthusiast or the office cheerleader? 
Then Harris County needs YOU to captain a team and proudly represent our company at the Start! Heart Walk on 
November 7th!  Attend this training to receive your Captain’s packet and learn more on the task of being a Team Captain 
and details of the event.  Limit: 45. 
This class is recommended for:  all employees with supervisory approval. 
 
Staying Cool: Defusing Hostile Behavior 
(Instructor: Julie Perea) 
In this customer service class, master the strategy and the art of cooperative language to avoid coming across as a 
bureaucrat.  Participants in this session will learn how to control the interaction and acknowledge others. Learn how to 
recognize non-verbal intimidation and countermeasure strategies to create your own self-defense techniques.  Limit: 30. 
This class is recommended for: all employees with supervisory approval. 
 
Taxable, Tax-Deferred, or Tax Free 
(Instructor: Oscar Gutierrez) 
In this session participants will get an overview of available retirement plan accounts, the tax features, and the benefits of 
each type of account.  This session covers not only the accumulation phase of these accounts but also the distribution 
phase.  Limit: 40. 
This class is recommended for all employees with supervisory approval. 
 
* The FLSA: An Overview of the Wage and Hour Laws 
(Instructor: Jay Aldis) 
Managers/Supervisors will learn the basics of wage and hour laws, including a review of the Department of Labor overtime 
regulations.  Limit: 40 Managers/Supervisors 
This class is recommended for:  Managers/Supervisors 
 
Telephone Skills for Busy Professionals 
(Instructor: Amy Castro) 
Participants in this workshop will learn techniques to make the most of their phone tools and phone time.  If you dread 
picking up the phone because of the time calls eat up during your day, or you dread listening to your voicemail because 
there’s a weeks worth of messages—this workshop is for you!  Topics in this session include properly answering, 
transferring and ending telephone conversations, managing voicemail, leaving messages that get results, how to begin a 
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conversation that will get you to the right person every time, getting to the point quickly and helping others to do so as well, 
and more.  Participants will have the opportunity to practice common telephone calls they place and receive.  Limit: 40. 
This class is recommended for:  all employees with supervisory approval. 
 
Time Management & Personal Productivity 
(Instructor: Amy Castro) 
Participants will become aware of specific time management techniques, learn key personal productivity skills in building an 
organized workspace, and how to handle paperwork, emails, and other correspondence effectively.  Participants will also 
become aware of the impact of ineffective delegation for both the person delegating a task and the person to whom the task 
is delegated.  Limit: 40. 
This class is recommended for:  all employees with supervisory approval. 
 
Values and Human Behavior 
(Instructor: Walt Natemeyer) 
Participants in this session will gain increased understanding of how "Value Programming" early in life impacts our behavior 
as adults.  Dr. Morris Massey's famous video "What You Are Is What You Were When" will be reviewed as a springboard for 
discussing individual personal value programming experiences.  Objectives for this session include examining how "Value 
Programming" early in life affects behavior as adults, identifying Key Value Programming Stages and discussing value 
programming experiences.  Limit: 40. 
This class is recommended for: all employees with supervisory approval. 
 
WellBaby Lunch & Learn:   Infant & Child Safety       NEW! 
(Instructor: Aetna EAP Representative) 
Concerned about your newborn or toddler’s safety? Like any parent, you probably want to prevent as many “accidents” 
during these first years of life.  This class covers general safety issues for infants and preschoolers including baby 
equipment and toys, child proofing the home, fire and poison prevention, water safety and protection from abduction and 
abuse.  Please note that this class is B.Y.O.L. (bring your own lunch).  Limit: 40. 
This class is recommended for: all employees with supervisory approval. 
 
WellBaby Lunch & Learn: Lactation         NEW! 
(Instructor: Maxim Health Systems Representative) 
New and expectant parents often have questions about lactation.  This class will provide an overview and orientation to the 
art of breastfeeding.  Topics to be discussed include anatomy and physiology, basic techniques, infant positioning and 
attachment and choosing a breast pump.  The class will also touch on maternal nutrition and suggestions for the working 
mom. Please note that this class is B.Y.O.L. (bring your own lunch).  Limit: 40. 
This class is recommended for: all employees with supervisory approval. 
 
Wellness Lecture Series:  Women’s Health        NEW! 
(Instructor: Life Time Fitness & MD Anderson Cancer Center Representative) 
This class will cover important health topics for women including appropriate screenings and annual physicals, breast and 
ovarian cancer questions, and common sense nutrition.  Limit: 40. 
This class is recommended for:  all employees with supervisory approval. 
 
Workplace Diversity 
(Instructor: Jay Aldis) 
Participants who attend this session will identify legal issues in the workplace surrounding sex, disability, race, national 
origin, age, color and religion, as well as how to respond appropriately when these issues arise.  Limit: 40. 
This class is recommended for: all employees with supervisory approval. 
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Write Right: Effective Business Writing 
(Instructor: Amy Castro) 
With the advent of all forms of electronic communication, some people have been quick to say that writing is going out of 
style. This couldn't be further from the truth. Computers, email, and text messaging have turned us all into writers.  Never 
before has it been more important to compose clear, accurate messages - and to compose them quickly and concisely.  
Participants in this session will learn writing skills and techniques that will give a strong foundation for writing emails, letters, 
reports, and memos that people will read!  Workshop topics include overcoming “page fright,” the importance of planning 
written messages, organization and formatting techniques, how to structure strong sentences that get people’s attention, 
choosing words for maximum impact, and more.  Limit: 40. 
This class is recommended for:  all employees with supervisory approval. 
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Harris County Information Technology Center 
IFAS/Microsoft 2007 Training Schedule  

 
September – November 2009 

(NOTE:  Beginning March 1, 2009, the ITC will discontinue Office 2003 training classes.) 
 
   

Computer Basics 

Course Begin Date/  
End Date 

Begin Time/ 
End Time 

BASIC KEYBOARDING 09/21/09 – 09/21/09 1:00 pm – 4:30 pm 

BASIC MICROCOMPUTERS 09/28/09 – 09/28/09 1:00 pm – 4:30 pm 

BASIC KEYBOARDING 10/27/09 – 10/27/09 9:00 am – 12:30 pm 

BASIC MICROCOMPUTERS 10/30/09 – 10/30/09 9:00 am – 12:30 pm 

BASIC KEYBOARDING 11/20/09 – 11/20/09 9:00 am – 12:30 pm 

BASIC MICROCOMPUTERS 11/23/09 – 11/23/09 1:00 pm – 4:30 pm 

 
 
Microsoft Internet    

Course Begin Date/  
End Date 

Begin Time/ 
End Time 

FUNDAMENTAL 
MICROSOFT INTERNET 10/02/09 – 10/02/09 9:00 am – 12:30 pm 

FUNDAMENTAL 
MICROSOFT INTERNET 11/02/09 – 11/02/09 1:00 pm – 4:30 pm 

 
 
Microsoft Lab  

Course Begin Date/  
End Date 

Begin Time/ 
End Time 

MICROSOFT LAB 10/16/09 – 10/16/09 9:00 am – 12:30 pm 
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Microsoft Windows  
Course Begin Date/  

End Date 
Begin Time/ 
End Time 

FUNDAMENTAL 
MICROSOFT WINDOWS 10/05/09 – 10/06/09 1:00 pm – 4:30 pm 

FUNDAMENTAL 
MICROSOFT WINDOWS 11/03/09 – 11/04/09 9:00 am – 12:30 pm 

 
 
IFAS Training  

Course Begin Date/  
End Date 

Begin Time/ 
End Time 

IFAS 7i PURCHASE 
REQUISITIONS 09/01/09 – 09/01/09 8:30 am – 4:30 pm 

EMPLOYEE MAINTENANCE 09/10/09 – 09/11/09 

8:30 am – 4:30 pm  
(day 1) 

8:30 am – 12:30 pm  
(day 2) 

IFAS 101 09/15/09 – 09/15/09 8:30 am – 4:30 pm 

DAILY TIME ENTRY 09/17/09 – 09/17/09 8:30 am – 4:30 pm 

FIXED ASSETS 09/22/09 – 09/22/09 8:30 am – 4:30 pm 

BUDGET TRANSFER 09/24/09 – 09/24/09 8:30 am – 12:30 pm 

CASH RECEIPTING 09/29/09 – 09/29/09 8:30 am – 4:30 pm 

IFAS 101 10/06/09 – 10/06/09 8:30 am – 4:30 pm 

EMPLOYEE MAINTENANCE 10/08/09 – 10/09/09 

8:30 am – 4:30 pm  
(day 1) 

8:30 am – 12:30 pm  
(day 2) 

IFAS 7i PURCHASE 
REQUISITIONS 10/20/09 – 10/20/09 8:30 am – 4:30 pm 

DAILY TIME ENTRY 10/22/09 – 10/22/09 8:30 am – 4:30 pm 

IFAS 7i PURCHASE 
REQUISITIONS 11/03/09 – 11/03/09 8:30 am – 4:30 pm 

BUDGET TRANSFER 11/10/09 – 11/10/09 8:30 am – 12:30 pm 

EMPLOYEE MAINTENANCE 11/12/09 – 11/13/09 

8:30 am – 4:30 pm  
(day 1) 

8:30 am – 12:30 pm  
(day 2) 

IFAS 101 11/17/09 – 11/17/09 8:30 am – 4:30 pm 

DAILY TIME ENTRY 11/19/09 – 11/19/09 8:30 am – 4:30 pm 

FIXED ASSETS 11/24/09 – 11/24/09 8:30 am – 4:30 pm 
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Harris County Information Technology Center 
Microsoft 2007 Training Schedule  

 
September - November, 2009 

 
Training covers the entire Microsoft Office 2007 Suite with the exception of Access, as well as custom 
training solutions.  Lab time for one-on-one assistance is also provided.  For Questions, please call 
713-755-5652. 
 

Microsoft Excel 

Course Begin Date/  
End Date 

Begin Time/ 
End Time 

FUNDAMENTAL 
MICROSOFT EXCEL 09/03/09 – 09/04/09 9:00 am – 12:30 pm 

FUNDAMENTAL 
MICROSOFT EXCEL 09/24/09 – 09/25/09 9:00 am – 12:30 pm 

INTERMEDIATE 
MICROSOFT EXCEL 09/30/09 – 10/01/09 9:00 am – 12:30 pm 

FUNDAMENTAL 
MICROSOFT EXCEL 10/06/09 – 10/07/09 9:00 am – 12:30 pm 

FUNDAMENTAL 
MICROSOFT EXCEL 10/19/09 – 10/20/09 1:00 pm – 4:30 pm 

INTERMEDIATE 
MICROSOFT EXCEL 10/21/09 – 10/22/09 1:00 pm – 4:30 pm 

ADVANCED 
MICROSOFT EXCEL 10/28/09 – 10/29/09 1:00 pm – 4:30 pm 

FUNDAMENTAL 
MICROSOFT EXCEL 11/05/09 – 11/06/09 9:00 am – 12:30 pm 

INTERMEDIATE 
MICROSOFT EXCEL 11/09/09 – 11/10/09 1:00 pm – 4:30 pm 

FUNDAMENTAL 
MICROSOFT EXCEL 11/16/09 – 11/17/09 1:00 pm – 4:30 pm 

 
 
Microsoft Outlook      

Course Begin Date/  
End Date 

Begin Time/ 
End Time 

FUNDAMENTAL 
MICROSOFT OUTLOOK 10/12/09 – 10/13/09 1:00 pm – 4:30 pm 

FUNDAMENTAL 
MICROSOFT OUTLOOK 11/10/09 – 11/11/09 9:00 am – 12:30 pm 
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Microsoft PowerPoint  

Course Begin Date/  
End Date 

Begin Time/ 
End Time 

FUNDAMENTAL 
MICROSOFT POWERPOINT 10/14/09 – 10/15/09 1:00 pm – 4:30 pm 

FUNDAMENTAL 
MICROSOFT POWERPOINT 11/12/09 – 11/13/09 9:00 am – 12:30 pm 

 
 
Microsoft Publisher  

Course  Begin Date/ 
End Date 

Begin Time/ 
End Time 

FUNDAMENTAL 
MICROSOFT PUBLISHER 10/14/09 – 10/15/09 9:00 am – 12:30 pm 

FUNDAMENTAL 
MICROSOFT PUBLISHER 11/18/09 – 11/19/09 1:00 pm – 4:30 pm 

 
 
Microsoft Word  

Course  Begin Date/  
End Date 

Begin Time/ 
End Time 

FUNDAMENTAL 
MICROSOFT WORD 09/29/09 – 09/30/09 9:00 am – 12:30 pm 

FUNDAMENTAL 
MICROSOFT WORD 10/07/09 – 10/08/09 1:00 pm – 4:30 pm 

FUNDAMENTAL 
MICROSOFT WORD 10/22/09 – 10/23/09 9:00 am – 12:30 pm 

INTERMEDIATE 
MICROSOFT WORD 10/26/09 – 10/27/09 1:00 pm – 4:30 pm 

ADVANCED 
MICROSOFT WORD 10/28/09 – 10/29/09 9:00 am – 12:30 pm 

FUNDAMENTAL 
MICROSOFT WORD 11/04/09 – 11/05/09 1:00 pm – 4:30 pm 

INTERMEDIATE 
MICROSOFT WORD 11/17/09 – 11/18/09 9:00 am – 12:30 pm 
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Harris County Auditor’s Office Training 
 
 
Budget Process 

Course Day Date Time Location 
Policies, Procedures, and Stakeholders in 
Various Phases of Harris County Budget Tuesday October 13 

8:30 am – 
12:00 pm 

1310 Prairie, Room 1250 

Policies, Procedures, and Stakeholders in 
Various Phases of Harris County Budget Tuesday October 13 

1:30 pm – 
5:00 pm 

1310 Prairie, Room 1250 

 
 
Employee Maintenance 

Course Day Date Time Location 

Employee Maintenance Process Training 
Wednesday 

and 
Thursday  

October 14 
And 

October 15 

8:30 am – 
4:30 pm  

and 
8:30 am – 
12:00 pm 

1310 Prairie, Room 1250 

 
 
Fixed Assets & Inventory Control 

Course Day Date Time Location 
Policies, Procedures, and Players Involved 

with IFAS-FA Thursday November 5 
1:30 pm – 
5:00 pm 

1310 Prairie, Room 1250 

 
 
Fund Accounting and ACS 

Course Day Date Time Location 
Fund Accounting and ACS: 

Fund Accounting & IFAS ACS Thursday October 1 
8:30 am – 
4:30 pm 

1310 Prairie, Room 1250 

Fund Accounting and ACS: 
Fund Accounting & IFAS ACS Tuesday November 3 

8:30 am – 
4:30 pm 

1310 Prairie, Room 1250 

 
 
Grants Management Process 

Course Day Date Time Location 

Life Cycle of a Harris County Grant Wednesday November 4 
8:30 am – 
4:00 pm 

1310 Prairie, Room 1260 
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Internal Controls Training 

Course Day Date Time Location 
Internal Controls Training – Phase I of 

ICTAP Tuesday 
November 

10 
1:00 pm – 
5:00 pm 

1310 Prairie, Room 1250 

 
 

 

Description of Auditor’s Office Offerings 
 
Budget Process: Policies, Procedures, and Stakeholders in Various Phases of Harris County Budgets 
Harris County Management Services – Budget Management and the Auditor’s Office present this class which assist in: 

� Comprehending policies & procedures for request, adoption, and adjustment phases of Harris County budgets 
� Better understanding of revenue recognition and revenue estimation 
� Resolving expenditure budget blocks  

 
Employee Maintenance Process 
It is highly recommended that you also take the Employee Maintenance class taught by ITC for a complete understanding of 
how to utilize the IFAS screens using the mask CSHREM. It does not matter which class you take first - just be sure to take 
both the ITC class and this one. In this class, you will: 

� Discuss major policies, procedures, and players for various Harris County employment stages. 
 
Fixed Assets Process Training: Policies, Procedures, and Players Involved with IFAS-FA 
It is highly recommended that you also take the Fixed Assets class taught by ITC for a complete understanding of asset 
categories and inventory control duties. In the ITC class you will learn how to utilize the IFAS screens using the mask 
FAUPUD. It does not matter which class you take first - just be sure to take both the ITC class and this one. 
Purchasing Department and Auditor's Office present this class, which: 

� Defines various types of Fixed Assets and provides a glossary of key terms related to them 
� Discusses major policies, procedures, and players involved with handling County Personal Property (excludes 

buildings and real property) 
� Facilitates understanding of how the County’s financial system (IFAS) Fixed Assets Module (IFAS-FA) assists each 

Harris County Department maintain control of inventory and track certain types of Fixed Assets 
 
Fund Accounting and ACS: Fund Accounting & IFAS ACS 

� Provides an overview of governmental fund accounting and the IFAS Account Code Structure (ACS) 
� Describes how to request new GL & JL Org Keys 
� Suggests helpful CDD reports 
� Defines quick keys and default mapping 

 
Grants Management Process Training: Life Cycle of a Harris County Grant 
It is highly recommended that you also take the Grants Management class taught by ITC for a complete understanding of the 
life cycles of Harris County grants. In the ITC class you will learn how to utilize the IFAS screens within the GM module. It does 
not matter which class you take first - just be sure to take both the ITC class and this one. 
Auditor's Office and the Grants Coordination Section of Management Services developed this class, which will: 

� Discuss major policies, procedures, and players in the life cycle of a Harris County Grant 
� Provide a glossary of key terms related to grants 
� Facilitate understanding of how IFAS Grants Management Module (IFAS-GM) intersects with each stage of life in a 

Harris County Grant 
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Internal Controls Training – Phase I of ICTAP 
This training is designed for management only. It is the first phase of the Internal Controls Training & Assistance Program 
(ICTAP) offered annually by the Auditor's Office. In this class we will: 

� Discuss internal controls and why they are needed to protect employees 
� Facilitate understanding of how to implement effective internal controls 
� Identify fraud and realize its consequences  
� Provide information about risk assessment and the Control Self Assessment (CSA) workshops which are designed 

to assist in determining your Department's specific risks and offer suggestions on implementing appropriate internal 
controls 
 
 
 

 

Auditor’s Office Online Training 
 
Whenever major changes occur in the policies, procedures, and players of the IFAS-related process training classes, there 
will be online ‘live’ classes that people who have attended the traditional training or completed the online ‘on demand’ 
classes may attend.  Because these classes are available to you 24 hours a day, seven days a week through our website, 
take them whenever is most convenient for you and as frequently as you desire. These self-paced, interactive classes allow 
you to take as much time as you need to learn the material. Each one includes at least one quiz so you can test your 
comprehension of the major points. Most offer Continuing Professional Education (CPE) credit. Information on how to 
receive CPE and/or a certificate of completion is explained at the conclusion of each course.  
 
If you have any questions, please contact Dr. Jeraine R. Root, Training Coordinator at 713-755-3493 or via e-mail 
jeraine.root@aud.hctx.net. 
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Harris County Human Resources & Risk Management 

 

 
*3

rd
 Quarter 2009 – 2010 Schedule 

 

Activity Date(s) Location (if applicable) 
August   

Start! Heart Walk Harris County Team 
Captain Training** 

8/26 12:00 am – 1:00 pm 
1310 Prairie, 16th Floor 

Start! Heart Walk Kick-Off Event 8/27 11:30 am – 1:00 pm 
Minute Maid Park, 501 Crawford St. 

September   

National Cholesterol Education Month 9/1 – 30 County-wide 

EAP Seminar:  Working Parents-How to 
Achieve Balance 

9/9 10:00 am – 11:30 am 
1310 Prairie, Room 1270 

Aetna Seminar:  Navigating Your Way to 
Personal Health** 

9/9 1:00 pm – 2:00 pm 
1310 Prairie, Room 1260 

WellBaby Lunch & Learn:  Lactation** 9/16 12:00 pm – 1:00 pm 
1310 Prairie, Room 1270 

3rd Quarter Wellness Champion Meeting 9/16 2:00 pm – 4:00 pm 

1310 Prairie, 16th Floor 

World Alzheimer’s Day 9/21 County-wide 

Aetna Seminar:  Navigating Your Way to 
Personal Health** 

9/24 1:00 pm – 2:00 pm 
1310 Prairie, Room 1260 

October   

National Breast Cancer Awareness 
Month 

10/1 - 31 County-wide 

EAP Seminar:  Stress Management, 

Parts 1 & 2** 

10/1 9:00 am – 12:00 pm 
1310 Prairie, Room 1270 

Onsite Mammograms 
(by appointment) 

NEW! 

10/5 9:00 am – 3:00 pm 
Civil Courts Building 

201 Caroline, 17th Floor 

Wellness Lecture Series:  Women’s 
Health** 

10/7 9:00 am – 11:00 am 
1310 Prairie, Room 1270 

Onsite Mammograms 

(by appointment) 
NEW! 

10/9 9:00 AM – 3:00 PM 
Civil Courts Building 

201 Caroline, 17th Floor 
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Employee Health Fair w/ Flu Shots** 
NEW! 

10/13 9:00 am – 2:00 pm 
1310 Prairie, 16th floor 

Employee Flu Shots 

NEW! 
10/14 7:00 am – 10:30 am 

Lyons Maintenance Camp 
11919 TC Jester 

 

Employee Flu Shots 

NEW! 
10/14 8:00 am – 12:00 pm 

Annex 25 - 7330 Spencer Highway 

Employee Flu Shots 

NEW! 
10/14 12:00 pm – 4:00 pm 

Annex 17 - 6831 Cypresswood Drive 

Employee Flu Shots 

NEW! 
10/15 8:00 am – 1:00 pm 

Annex M – Murworth 
8410 Lantern Point 

Employee Flu Shots 

NEW! 
10/15 1:00 pm – 4:00 pm 

Annex 26 - 14350 Wallisville Road 

Employee Flu Shots 

NEW! 
10/16 9:00 am – 1:00 pm 

Annex 3 - 7900 Will Clayton Parkway 

Employee Flu Shots 

NEW! 
10/16 8:00 AM – 12:00 PM 

Annex 8 - 701 W. Baker Road 

Employee Flu Shots 

NEW! 
10/19 8:00 am – 4:00 pm 

Civil Courts Building 
201 Caroline, 17th floor 

Employee Flu Shots 

NEW! 
10/19 10:00 pm – 12:00 am 

1200 Jail 
1200 Baker St., 1st Floor 

Employee Flu Shots 

NEW! 
10/20 8:00 am – 12:00 pm 

Public Library Administration Offices 
8080 El Rio 

Employee Flu Shots 

NEW! 
10/20 12:00 pm – 5:00 pm 

Juvenile Justice Center 
1200 Congress, 1st Floor 

Employee Flu Shots 

NEW! 
10/21 11:00 am – 3:00 pm 

1200 Jail 
1200 Baker St., 1st Floor 

Employee Flu Shots 

NEW! 
10/21 12:00 pm – 5:00 pm 

Westside Service Center 
16635 Clay Road 

Employee Flu Shot 

NEW! 
10/22 8:00 am – 12:00 pm 

Annex 40 – Lockwood 
601 Lockwood, Background Training Room 

Employee Flu Shots 

NEW! 
10/23 8:30 am – 12:00 pm 

Medical Examiner’s Office 
1885 Old Spanish Trail, 1st Floor 

Employee Flu Shots 

NEW! 
10/23 1:00 pm – 5:00 pm 

Annex 19 
6000 Chimney Rock 
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Employee Flu Shots 

NEW! 
10/26 8:00 am – 10:00 am 

Children’s Assessment Center 
2500 Bolsover, 3rd floor 

Employee Flu Shots 

NEW! 
10/26 7:00 am – 11:00 am 

Washburn Tunnel 
3100 Federal Road 

Employee Flu Shots 

NEW! 
10/27 7:30 am – 10:30 am 

HCFCD South Service Center 
5301 Almeda Genoa Road 

Employee Flu Shots 

NEW! 
10/27 11:00 am – 3:00 pm 

701 Jail 
701 N. San Jacinto, ODR 

Employee Flu Shots 

NEW! 
10/27 12:00 pm – 4:30 pm 

HCFCD Administration Building 
9900 NW Freeway, 1st floor 

Employee Flu Shots 
NEW! 

10/28 7:30 am – 10:30 am 
HCFCD North Service Center 

7522 Prairie Oak Drive 
Employee Flu Shots 

NEW! 
10/29 8:00 am – 4:00 pm 

Criminal Justice Center 
1201 Franklin, 7th floor 

Employee Flu Shots 

NEW! 
10/29 10:00 pm – 12:00 am 

701 Jail 
701 N. San Jacinto, ODR 

Employee Flu Shots 
NEW! 

10/30 7:30 am – 11:00 am 
Annex 13 - 17423 Katy Freeway,  2nd floor 

November   

American Diabetes Month 11/1 – 30 County-wide 

Employee Flu Shots 

NEW! 
11/2 11:00 am – 2:00 pm 

HCTRA Westside Center 
2707 W. Sam Houston Parkway North 

Employee Flu Shots  

NEW! 
11/4 10:00 am – 2:00 pm 

Family Law Center 
1115 Congress, 1st Floor 

Employee Flu Shots 

NEW! 
11/4 11:00 am – 2:00 pm 

Delta 3 Boot Camp 
9114 Katy Hockley Road 

Employee Flu Shots  

NEW! 
11/5 12:30 pm – 4:30 pm 

Youth Village 
210 J.W. Mills Drive (Seabrook) 

Employee Flu Shots 

NEW! 
11/6 12:00 pm – 3:00 pm 

HCTRA Administration Bldg 
330 Meadowfern, 2nd floor 

Houston Start! Heart Walk 11/7 9:00 am – 12:00 pm 
Sam Houston Park 
1100 Bagby Street 

Aetna Seminar:  Navigating Your Way to 
Personal Health** 

11/10 11:00 am – 12:00 pm 
1310 Prairie, Room 1260 
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EAP Seminar:  Releasing Stress 
Through Relaxation** 

11/10 1:00 pm – 2:30 pm 
1310 Prairie, Room 1270 

WellBaby Lunch & Learn:  Infant & Child 
Safety** 

11/18 12:00 pm – 1:00 pm 
1310 Prairie, Room 1270 

Great American Smoke Out 11/19 County-wide 

 
*Dates and locations subject to change. 
*Posted on the Training website (http://www.hctx.net/training/) for registration 
 
  
 

Description of September – November 2009 Activities 
 
 
3rd Quarter Wellness Champion Meeting:  During this meeting, Wellness Champions will meet to review the status of the 
2nd Quarter wellness events and receive instruction on 3rd Quarter events and initiatives.  
 
Aetna Seminar:  Navigating Your Way to Personal Health:  These 1-hour training classes will demonstrate the tools and 
features of the Aetna Navigator website including the steps needed to complete the online Simple Steps to a Healthier Life 
health risk assessment.  Classes will be held at 1310 Prairie, Room 1260 (Anderson-Clayton Building) and may also be 
coordinated to be presented onsite through the Health & Wellness Coordinator (Sarah Acosta, 713-755-4827).  Registration 
for these classes will be available on the Training website (http://www.hctx.net/training/). 
 
American Heart Association Houston Start! Heart Walk:  The purpose of this event is to encourage employees to live 
healthier, happier lives by being more physically active while raising awareness for heart disease, the leading cause of 
death in the Unites States.  Employees, with their friends and family, are encouraged to join in friendly competition between 
other Harris County walking teams at the Houston Start! Heart Walk on November 7, 2009 at Sam Houston Park in 
downtown Houston.  To join an existing team or to form a new team under Harris County, go to www.houstonheartwalk.org. 
Click on the link to register and be sure to select ‘Harris County’ from the drop-down company list. If you have questions or 
would like to request an onsite Team Captain training, please contact Sarah Acosta (Harris County Company Leader) at 
(713) 755-4827 or sarah.acosta@ms.hctx.net.  
 
Upcoming events for interested Team Captains and members include: 

� Harris County Team Captain Training (August 26th) – This training will be held during the noon hour on the 16th 
Floor of 1310 Prairie and is B.Y.O.L. (bring your own lunch).  An American Heart Association representative will 
provide information on the Heart Walk and what being a Team Captain entails.  Registration for this training will be 
available on the Training website (http://www.hctx.net/training/) and will be available through Distance Learning.  If 
you are unable to attend, but would still like to have the information presented, please contact Sarah Acosta (713-
755-4827, sarah.acosta@ms.hctx.net) to request an onsite Team Captain training. 

� Kick-Off Event at Minute Maid Park (August 27th) – This event, provided by the American Heart Association, is for 
all area Team Captains and members to attend, including Harris County teams.  The purpose of the event is to rally 
teams for the upcoming Heart Walk in November. 

 
EAP Seminars:  These seminars consist of monthly training focused on selected work/life topics taught by Aetna Employee 
Assistance Program (EAP) educators.  All classes will be held at 1310 Prairie, Room 1270 (Anderson-Clayton Building) and 
also offered through Distance Learning.  Registration for these classes will be available on the Training website 
(http://www.hctx.net/training/).  
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Flu Shots at the Employee Health Fair:        NEW! 
Employees will have access to information from various health-related organizations as well as free health screenings.  Flu 
shots will also be provided. Registration for this event will be available on the Training website 
(http://www.hctx.net/training/). 
 
Harris County Flu Shots:           NEW! 
From October 13th through November 6th, flu shots will be available onsite at various County buildings.  Information detailing 
specific locations, dates and eligibility rules for receiving a flu shot at no cost will be released at a later date. 
 
Monthly Health Observances:  The following are selected national health observances that the wellness program will 
promote.   

� National Cholesterol Education Month (September) 
� World Alzheimer’s Day (September 21st) 
� National Breast Cancer Awareness Month (October) 
� American Diabetes Month (November) 
� Great American Smoke Out (November 19th) 

 
Onsite Mammograms:           NEW! 
The Rose, a non-profit breast cancer organization, will be providing their mobile screening services to eligible Harris County 
employees at the Civil Courts Building (201 Caroline) in the 17th floor Ceremonial Conference Suite on October 5th and 9th.  
Appointments may be made by contacting The Rose directly at (281) 464-5136 or Toll Free at (866) 680-4708 at least 2 
weeks in advance.  Employees may take advantage of this onsite service provided at NO COST (covered 100%) include 
those that are covered by the Harris County Medical Plan (Aetna) and meet the plan criteria for receiving routine 
mammography: 

� 1 baseline mammography for ages 35-40 years 
� Age 40 years and older, 1 mammography every calendar year 

Women who are under age 35, have been diagnosed with breast cancer within the prior two years, are pregnant or currently 
breastfeeding, have implants or are experiencing symptoms cannot be screened by The Rose’s mobile mammography. 
Please contact The Rose to make an appointment at one of their two facilities or your current screening/diagnostic provider. 
 
WellBaby Lunch & Learn:  These lunch & learn sessions consist of bimonthly 1-hour training classes held during the noon 
hour focused on maternal and infant health.  Participants will also receive information on Beginning RightSM, the maternity 
program available to all employees and their dependents who are covered by the Harris County Medical Plan (Aetna).  All 
classes will be held at 1310 Prairie, Room 1270 (Anderson-Clayton Building) and also offered through Distance Learning. 
Registration for these classes will be available on the Training website (http://www.hctx.net/training/). 
 
Wellness Lecture Series:  This lecture series consists of bi-monthly 3.5-hour training classes focused on selected health 
topics taught by health professionals (dietitians, personal trainers, nurses, etc.).  All classes will be held at 1310 Prairie, 
Room 1270 (Anderson-Clayton Building) and also offered through Distance Learning.  Registration for these classes will be 
available on the Training website (http://www.hctx.net/training/). 
  
 
 
 


