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ST 5002, Human Resources Management
Student Assistance

	Introduction
	Student services counselors at the Army Institute for Professional Development (AIPD) and the subcourse authors will respond promptly to administrative inquiries or those concerning subcourse content.



	Administrative inquiries

[image: image1.wmf]
	Requests for

· enrollment extension.

· enrollment cancellation.

· reissue of subcourse materials.

· change of address, organization.


	Problems with
· examination response sheet.

· enrollment.

· social security number (ssn).

· retirement-year-ending (RYE) date.

	
	

	Making an administrative inquiry
	E-mail
	Send inquiry by e-mail:

Address:  sectiona@atsc.army.mil

	
	Telephone
	DSN:  826-3322/2127 or 757-878-3322/2127


	Content related inquiries

[image: image2.wmf]
	Errors in Lesson or Examination
· Doctrine.

· Procedure.

· Incorrect or obsolete references.

· Typo or grammatical errors.
	Confusing Information
· Contradiction.

· Redundancy.

· Too much or too little information.

· Too simple or too difficult.



	
	

	Making an inquiry about content
	E-mail
	Send inquiry to Training at CPOCMA:

Address:  training@cpocma.army.mil  

Also courtesy copy to Civilian Leader Training:  

Address:  attgil@monroe.army.mil

	
	
	

	Use e-mail
	For the quickest response use e-mail.
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Subcourse Overview

	Introduction
	This map provides general information about this subcourse.  



	Purpose
	To provide basic skills in human resources management (HRM).  



	Edition/date
	Edition A, December 1998.



	Supervisor Development Course

(SDC)

(131 F21)
	This subcourse is one of two comprising the Supervisor Development Course (SDC):

· Subcourse ST 5001, Managing and Leading.

· Subcourse ST 5002, Human Resources Management.

Note:  These two subcourses replace SDC, ST 5000, which is now obsolete.



	Requirement

[image: image3.wmf]ST 5001

ST 5002


	To satisfy requirements for completion of the new SDC, you must complete both subcourses.  Normally, both will be sent to you as a set when you enroll.

Exception:  If you wish, you may enroll in a single subcourse, but you’ll receive credit for that subcourse only.



	Credit hours

[image: image4.wmf]
	The Army Institute for Professional Development (AIPD) awards 18 credit hours for successful completion of this subcourse.  Credit hours awarded are based on estimated time it takes to complete requirements.  

Credit hours are a basis for awarding military promotion and retirement points.  



	Proponent




	Headquarters, US Army Training and Doctrine Command

Deputy Chief of Staff for Training

ATTN:  ATTG-ILC

Fort Monroe, VA  23651-5000




Continued on next page
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Subcourse Overview, Continued

	
Target Audience
	Mandatory Enrollment:  AR 690-400, Chapter 410 requires new (first time) supervisors who supervise DA civilian employees to complete this subcourse and its companion, ST 5001, Managing and Leading.  This includes military supervisors who have civilian subordinates.

Open Enrollment:  However, this subcourse isn’t limited to supervisors.  It’s open to any federal employee and military members of all services.



	Doctrine




	Content drawn from

· Office of Personnel Management and DA personnel proponents.

· formal and informal procedures in current use.

· cited references.

· subject matter experts.



	Exceptions

[image: image5.wmf]We don’t do

it that way!


	Here, we suggest techniques generally practiced throughout our Army and other institutions.  However, some will argue, "That's not how we do it where I work."  

Exceptions occur because organizations are shaped by their mission, functions, local customs, or the commander’s personality.  

When in doubt follow official publications and SOP.
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Organization and Format

	Introduction
	This map explains how we've organized and formatted the text.



	Maps




	To guide you on a clear learning path, we’ve used Information Mapping techniques and graphics to design a visually appealing and readable text:

· Lessons are formatted as information maps, with each treating a single topic.

· In most cases map content doesn’t exceed one page.

· Map titles appear in bold print at the top of each page.

· Definitions or other emphasized words are underlined or italicized.

· Graphics serve as visual metaphors to reinforce learning.



	Blocks




	Maps contain information blocks.  

· Chunks of information directly tied to the main topic.

· Blocks have bold titles at the left margin of the page.

· Horizontal lines (ceilings and floors) mark the top and bottom of each block.



	Lesson 

content



	Each lesson contains

· table of contents.

· information maps.

· self-graded exercises.

· answer key with feedback.



	
Gender


	For simplicity and ease of presentation, we use masculine genders of singular pronouns to refer to both sexes.  

Likewise, graphic illustrations are generic.  We use them to promote interest and aid comprehension for visual learners.  
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Instructions

	Introduction
	This map provides instructions and study tips.



	Objective
	Terminal learning objective (action, condition, and standard):

	
	Action




	You'll use techniques to enable you to

· apply HRM processes to your organization.

· establish partnerships with CPAC and CPOC staffs.

· assist subordinates in their professional growth.

	
	Condition




	You'll use this text, which contains explanations, examples, and self-graded exercises.  You may seek assistance from your supervisor and staff experts.

	
	Standard
	To earn credit you must score at least 70 percent on the final exam.

	
	
	

	Instructions
	Please follow instructions outlined below:

	
	Lessons & exercises
	This text contains 11 lessons with self-graded exercises.  To gain maximum benefit, study all lessons and complete the exercises.

	
	References
	This text contains all the information needed to complete the exercises and final examination.  Use references for further study.

	
	
	

	Study tips
	To get the most from the text, follow these tips:

	
	Step
	Action

	
	1
	Scan the table of contents to familiarize yourself with the text.

	
	2
	Start each lesson by reviewing its objectives and table of contents.

	
	3
	Study the entire lesson.

	
	4
	Work the exercises and check your answers.

	
	
	

	Recognition




	Soldiers and DA civilians:  

Use your training accomplishment to gain recognition.  List the Supervisor Development Course as a performance objective on your support form.  After completing it, remind your boss to note it on your evaluation report.



	Reminder


[image: image6.wmf]
	Reminder for DA civilians:  

After receiving your certificate of completion, contact your training coordinator for procedures on documenting your training and having it credited to your records.
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