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GOVERNING BODY 
  
  
O/E Learning, Inc. (O/E) is a privately held company which has been providing training 
and performance improvement solutions for over 25 years.  Rick Vlasic is the CEO and 
Owner of O/E.  
  
The executive staff of O/E supports Rick's direction and has an extensive background in 
education and technology with a combined total of almost 100 years experience in 
these disciplines. They are as follows: 
  

Frank M. Vandeputte               Executive Vice President    
William C. Zierau                Vice President/Treasurer  
Brian Makowski                       Vice President of Training & Development             

           Michael Stolnicki        Vice President of Operations 
  
O/E's core values of Speed, Quality, Attitude, and Trust have enabled us to exceed our 
clients’ expectations and provide a benchmark for future projects with new and existing 
clients. Our goal is to ensure complete satisfaction not only with the decision makers of 
a corporation but with the individuals who are participating in a training/ improvement 
program. In addition, we are constantly evaluating current processes and new methods 
that we can implement to improve our training programs. 
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INSTRUCTORS and FACILITATORS 
 
 

O/E’s team of professional, seasoned instructors and facilitators deliver the courses 
contained in this catalog.  Using a thorough selection process, O/E chooses only the 
most qualified instructors and facilitators who can enrich the learning environment with 
their real-world experience and expertise.  O/E has formed long-term partnerships with 
our instructors and facilitators.  Continually seeking to build those partnerships, O/E 
has invited its instructors and facilitators to assist with several custom development 
projects and/or performance improvement consulting initiatives.  Certified in different 
disciplines and training programs, you will find that O/E’s instructors and facilitators 
have an extensive array of credentials: 
  

• Disc Personality Profiles • National Counselor 
• Time Mastery • Toyota Production System 
• Myers-Briggs Situational Leadership • Lean Manufacturing Simulation 
• Steven Covey/Seven Habits • Breakthrough Strategy 
• Development Dimensions International 

(DDI) 
• Certified Quality Engineer (CQE) 

• MasterStream Precision Sales • Certified Quality Auditor 
• 360º Feedback/Personnel Decisions 

International (PDI) 
• ISO-9000: 2000 

• Distance Learning Process • TS 16946: 2002 
• Kepner-Tregoe Problem Solving • ASQC Certified Quality Technician 
• BMW 5-Phase Problem Solving • Certified Heartmath Coach 
 • Certified Planned Change 

 
 

OFFICE PERSONNEL 
 

Frank M. Vandeputte              Corporate Representative    
William C. Zierau                Financial Officer 
Carol Fuller        Training Director 
Pat Zdeb        Program Administrator 
Gorton Terry        Account Manager 
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INSTRUCTORS & FACILITATORS  
    FOR DIPLOMA PROGRAMS 

 
 
 
Computer Applications Level I, II, & III 
Computer Creative & Publishing 
Computer Word Processing 
Computer Project Management 

 
Instructors:  

Mike Hall – Tammi Johnson – Debbie Ritthaler 
 

Outdoor Power Equipment Technician 
 

Instructors:  
Jim Balina - Chris Raines 

 
Energy Efficiency Inspector 

 
Instructors: 

Jim Balina – Gorton Terry 
 

Residential Construction Management  
Exterior & Interior 

 
Instructors:  

Jim Balina – Gorton Terry 
 
 

Management & Supervision 
Sales & Management 

 
Instructors:  

Mark Czekaj - Ellen Dolsen - Jackie McCarrol -Curt Pawloski   
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CALENDAR 
 

O/E will be closed in observances of the following holidays. 
 
 
  2009 
 
  Memorial Day:     Monday, May 25 

  Independence Day:   Friday, July 3 
  Labor Day:      Monday, September 7 
  Thanksgiving:     Thursday November 26  

Friday, November 27 
  Winter Holiday:     Thursday, December 24  

Friday, December 25 
  New Years Eve:     Thursday, December 31  
 
 

2010 
   
  New Years Day:   Friday, January 1 

Martin Luther King, Jr. Day: Monday, January 18  
Good Friday:    Friday, April 2  
Memorial Day:    Monday, May 31    

 Independence Day:    Monday, July 5 
  Labor Day:      Monday, September 6 
  Thanksgiving:     Thursday, November 25  

   Friday, November 26 
Winter Holiday:     Friday, December 24 

  New Years Eve:     Friday, December 31 
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CLASS SCHEDULES 
 

Class schedules vary according to location and need.  Classes generally start every 8 
weeks and are determined by the on-site schedule.  Customized schedules for in-house 
and on-site classes are available to best meet the students’ need. 
 
   For current class schedules please contact us. 
 
 

LEARNING GUARANTEE 
 

Every completed O/E instructor-led course carries our unbeatable learning guarantee.  
This guarantee allows you to repeat an O/E instructor-led course, based on availability 
and scheduling, Free of Charge within six months of completion of the course if you are 
not fully satisfied.  
 
 

  PREREQUISITE REQUIREMENTS FOR ENROLLMENT 
 

Most of our classes do not have prerequisite requirements.  However, those that have 
specific requirements, including prior experience or course material, are stated within 
the class description. 
 
    

WHEN YOU COME TO CLASS 
 

Students should arrive at least 15 minutes prior to course time.  If you arrive more than 
30 minutes late to class, you will be marked absent.  Please call if you anticipate 
arriving late. Three unexcused absences will result in dismissal from that course. 
 
 

RULES OF STUDENT CONDUCT 
 

Additional lab time may be provided to allow for extra time for tutoring or practice, or to 
make up missed time but first must be approved by the instructor. 
 
No smoking in the classroom. 
 
Computer Etiquette:  NO student is to visit any pornographic areas on the Internet or 
participate in any inappropriate behaviors while online.  An Internet Policy form is signed 
by all students that use O/E computers. 
Students must not install any software onto the computer or make any copies of 
software, CDs, or files without prior permission. 
 
Students who do not follow these policies will be dismissed with no monies returned. 
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CLASS COMPLETION POLICY 
 
 

Computer Courses 
If a class session is missed, students are encouraged to attend Friday open lab 
sessions (if available, at no addition charge) or make other arrangements with the 
instructor to get the missed material.  All final exams or projects must be completed 
before the end of the course. Failure to do so will result in failing grade. 

 
General Courses 
If a class session is missed, the student should contact the instructor for all missed 
material.  All final exams or projects must be completed before the end of the course. 
Failure to do so will result in failing grade. 

 
Diploma Program  
Students may test out of a course in the diploma program for a fee of 90% of the course 
tuition cost.  If you have questions regarding the procedure please contact the O/E 
office. 

 
Hardship Cases  
If a hardship occurs, a student may finish missed time in a future class, at no additional 
charge, but it is the student’s responsibility to make O/E aware of the situation before 
the end of their course 

 
 

GRADING SYSTEM / GRADUATION REQUIREMENTS 
 

All certificate and diploma programs will be graded on a pass/fail system. 
 

All students are expected to attend all sessions of a course.  Students must attend 80% 
of the course and pass the final test(s) and/or project(s) with a 70% score to be eligible 
to receive a certificate which can be counted toward a diploma. 
 
Students that fail a course may repeat that course one time and all standard tuition and 
fees apply. 
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REFUND POLICY 
 
All tuition and books/materials paid by the applicant shall be refunded if the applicant is 
rejected by the school before enrollment. An applicant fee of not more than $25.00 may 
be retained by the school if the applicant is denied. All tuition and fees paid by the 
applicant shall be refunded if requested within three business days after signing a 
contract with the school. After the third business day has elapsed, the student 
cancellation policy, outlined below, will apply. The student must provide notification in 
writing of intent to cancel. There are no refunds on application fees if applicant is 
accepted by the school. When courses are cancelled as a result of O/E’s administrative 
action, students in such courses will receive 100% refund of tuition and book/materials 
fees. All refunds shall be returned within 30 days.  All final exams or projects must be 
completed before the end of the course.  Failure to do so will result in a failing grade.  
Students that fail a course may repeat that course one time and all standard tuition and 
fees apply.   
 

 
STUDENT CANCELLATION POLICY 

 
 

Cancellation before a Student Begins School:  After the third business day has 
elapsed, and prior to the first day of a course, $25.00 of the application fee will be 
retained and all other monies paid will be refunded. 
 
Cancellation after a Student Begins School:  If a student is enrolled for a certificate 
course, no refund shall be issued after the commencement of the first day of that 
course. If a student is enrolled in a diploma program and cancels the following pro-rated 
refund policy will apply: 
 
Within the first 25% of the diploma program – 75% refund 
After 25% of the diploma program – No refund 
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DESCRIPTION OF FACILITIES 
 

Classrooms located at: 
2125 Butterfield 

Suite 300N 
Troy, MI 48084 

 
 
 

Auditorium 
35’x35’ 

Seats 81 participants 
Classroom has all necessary AV requirements 

 
 
 

Hands-On Lab 
32’x14’ 

Maximum 20 participants 
Lecture and hands-on activities 

 
 
 
 

Classroom/Conference Room 
29’x15’ 

Seats 15 participants 
Classroom has all necessary AV requirements 

 
 

Offsite classroom size varies 
All computer rooms have 15 computers, scanners, laser jet colored printers, TV and dry 

erase boards 
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PLACEMENT ASSISTANCE 
 

 
Although O/E does not offer specific placement assistance for our students, we have 
listed a few websites that can help with career development and advancement. 
 
   Monster (www.monster.com) 
 
   Michigan Works (www.michiganworks.org)  
 
   Job Search USA (www.jobsearch.com) 
 
   MI Career Builder (www.micareerbuilder.com) 
 
   Motor City Help Wanted (www.motorcityhelpwanted.com) 
 
   Craig’s List (www.craigslist.com) 
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DIPLOMA PROGRAMS 
 
 
 

Computer Applications 
Level I 

$2,376.00 
Must complete 171 hours of classroom training 

 
 

Mandatory Courses-171 hours 
Computer Awareness-Basic 

Microsoft Excel-Basic 
Microsoft Word-Basic 

Microsoft PowerPoint-Basic 
Windows XP-Basic 

Windows Vista-Basic 
Touch Typing 
Outlook-Basic 

 
 

Computer Applications 
Level II 
$2,254.50 

Must complete 160 hours of classroom training 
 

Mandatory Courses-160 hours 
Computer Awareness Advanced 

Microsoft Excel-Intermediate 
Microsoft Word-Intermediate 

Microsoft PowerPoint-Intermediate/Advanced 
Microsoft Access-Basic 

Windows XP-Intermediate 
Windows Vista-Intermediate 

Outlook-Intermediate 
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DIPLOMA PROGRAMS 
 
 
 

Computer Applications 
Level III 
$1,377.00 

Must complete 94 hours of classroom training 
 
 

Mandatory Courses-94 hours 
Introduction to Microsoft Office 

Microsoft Excel-Advanced 
Microsoft Word-Advanced 

Microsoft PowerPoint-Expert 
Microsoft Access-Intermediate 

Windows XP-Advanced 
Windows Vista-Advanced 

Outlook-Advanced 
Microsoft Business Contact Manager 3 

 
 

Computer Creative & Publishing 
$1,786.50  

Must complete 128 hours of classroom training 
 

Mandatory Courses-128 hours 
Microsoft Publisher-Basic  

Microsoft Publisher-Intermediate  
Print Master  

Photoshop CS-Basic  
Photoshop CS-Intermediate  
Microsoft PowerPoint-Basic 

Microsoft PowerPoint-Intermediate/Advanced 
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DIPLOMA PROGRAMS 
 
 
 

Computer Word Processing 
$1,575.00 

Must complete 111 hours of classroom training 
 
 

Mandatory Courses-111 hours 
Microsoft Word-Basic 

Microsoft Word-Intermediate 
Microsoft Word-Advanced 

Corel WordPerfect Office 12-Basic 
Corel WordPerfect Office 12-Intermediate 

 
 
 

Computer Project Management 
$571.50 

Must complete 40 hours of classroom training 
 

Mandatory Courses-40 hours 
Microsoft Project-Basic 

Microsoft Project-Intermediate 
Microsoft Project-Advanced 

Microsoft Project-Expert 
Microsoft Business Contact Manager 3 
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DIPLOMA PROGRAMS 
 
 
 

Outdoor Power Equipment Technician 
$3,892.50 

Must complete 198 hours of classroom training 
 
 

Mandatory Courses-198 hours 
Two Cycle Engine Repair 
Four Cycle Engine Repair 

Four Cycle Engine Repair-Advanced 
Outboard Motor Repair 

Heavy Duty Engine Repair 
Outboard Motor & Stern Drive Repair-Advanced 

Snowmobile Maintenance & Repair 
Motorcross & Off Road Performance 

 
 
 

Energy Efficiency Inspector 
  $1,188.00 

Must complete 78 hours of classroom training 
 

Mandatory Courses-78 hours 
Home Inspection 

Solar Power Your Home 
Home Weatherproofing & Modernization 
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DIPLOMA PROGRAMS 
 
 

Residential Construction Management-Exterior 
$2,812.50 

Must complete 147 hours of classroom training 
 
 

Mandatory Courses-147 hours 
Home Maintenance 

Home Carpentry 
Steel Framing 

Window & Door Installation-Exterior 
Glass Block Window Installation 

Home Weatherproofing & Modernization 
Patio, Driveway & Walkway Installation 

 
 
 

Residential Construction Management-Interior 
$3,195.00 

Must complete 174 hours of classroom training 
 

Mandatory Courses- 174 hours 
Home Wiring 

Home Plumbing 
Drywall Repair & Hanging 

Kitchen & Bath Remodeling 
Floor Installation & Refinishing 

Countertop & Cabinet Laminating 
Window & Door Installation-Interior 

Home Heating & Cooling 
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DIPLOMA PROGRAMS 
 

 

Management & Supervision 
$3,600.00 

Must complete 160 hours of classroom training 
 

Mandatory Courses-112 hours 
Conducting Effective Performance Reviews 

Human Resources-What Managers need to Know 
On-boarding Employees Successfully 

Becoming Management Material 
Preparing for your New Role as Supervisor 

Resolving Employee Disputes 
 

Elective Courses-48 hours 
Change Management Strategies 

Behavioral Interviewing 
Managing Employee Performance 

Developing High Performance Teams 
Budgeting and Managing Financials 

Coaching and Guiding Others 
Delegating to Others Effectively 
Proactive Decision Making Skills 

Good Practices for Inventory Management 
Motivated Employees-Tomorrows Champions 

The Skillful Supervisor 
Improving with Improv 

Critical Thinking 
Making Better Decisions 

Tactical To Strategic Thinking 
Reflecting on Reality 
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DIPLOMA PROGRAMS 

 
 

 
Sales & Marketing 

$1,980.00 
Must complete 88 hours of classroom training 

 
Mandatory Courses-56 hours 

Making Friends & Building Relationships in Sales 
Selling Solutions-the Knowledgeable Sales Professional 

Creative Marketing Tactics 
Closing the Sale 

Networking and Prospecting Plan 
Personalize your Selling Approach 

Optimizing the Telephone for Increased Sales 
 

Elective Courses-32hours 
Building Self-Esteem and Assertiveness Skills 

Writing Reports and Proposals 
E-Mail Mastery 

Mastering the Presentation 
The Confident Speaker 

Strategies for Meetings that Work 
Negotiating for Results 

Social Media and Networking 
Improving with Improv 

Tactical To Strategic Thinking 
Reflecting on Reality 

 
 
 
 
 
 
 

 
 
 
 
 
CERTIFITCATE COURSES 
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COURSE DESCRIPTIONS 
Computer Classes 
 
Architectural Design Through Technology 
Create your dream home with the design information and skills you will learn in this hands-on course! You will focus 
on three separate areas: interior design, exterior design, and landscape design. In the  interior  design  module,  you  
will  learn  how  to  determine  placement  of  such  items  as  electrical outlets,  windows and doors,  cabinets  and  even 
furniture  placement. You  will  then  move  on  to  the exterior  design  module, focusing  on many different  items ... 
from  building  walls  to adding  decks and porches. The final portion  of  this  course  will  teach  you  design  in  
landscaping...  from  adding  trees and shrubs to making environmental changes.  
 
Computer Awareness - Basic 
This course will  provide  you  with  an  awareness  and  understanding of computers, and  how  computer  software 
applications  can benefit you  on the job as well as at  home. Through  hands-on  training, you will feel  comfortable  
using  a  personal  computer,  gain  insight  into  the  capabilities  and  limitations  of computers, and discover how 
computers can help you maintain a competitive edge.   
Computer Awareness - Advanced 
The Advanced Computer Awareness course will develop and build on the skills participants already have in using a 
computer.  The instructor will discuss and demonstrate with hands-on training, word processing, spreadsheets, and 
introduce the students to Microsoft programs. Upon completion of this course, participants will have gained valuable 
knowledge and skill in using a computer. 
 
Computer Productivity Tools 
This course will give you the tools you need to organize practically all of your personal information.  You will learn how 
to install software, and then watch as your world starts to fall into place! Start by developing your own personal 
address book, customized to your own tastes; then develop  a  personal  calendar,  tracking  activities  for  you  and  your  
family.  Finally, organize your financial future! Learn  how  to  track  your  bank  accounts,  calculate  retirement  needs,  
college  costs and  loan  viability all on a personal computer. 
 
Corel WordPerfect Office 12 – Basic 
Welcome to Corel WordPerfect 12! Corel WordPerfect is a powerful word-processing program. It not only allows 
you to type, edit, print, save, and open documents, but it also lets you jazz up documents with great extras like 
pictures, references, indexes, formatting, and fonts.  We’re going to start off with the basics of using WordPerfect. 
We’ll talk about how to open it, what the different parts of the screen are, and how to use those elements. 
 
Corel WordPerfect Office 12 – Intermediate 
As you use WordPerfect, you will create more advanced documents. It’s important to have a system in place to 
organize those files; otherwise it’s easy to lose track of what you have saved and where that file is. The actual way 
you manage your files is up to you. Some people prefer to have folders with dates on them to organize files when 
they were created. Other people organize files in folders with projects or topics. Still others incorporate those 
elements into the file name rather than creating folders. We’re going to give you the tools to save files so you can 
develop a method that works for you. The class is going to focus on the tools that can be accessed from the File 
dialog box; this is the dialog that appears when you open or save a file from within WordPerfect. 

Corel WordPerfect Office 12 – Advanced 
Students will learn how to use the Workspace Manager, customize toolbars and menus, and set WordPerfect 
options.  Then the class moves on to creating, using and formatting tables.  You will also learn how to use 
QuickSum, formulas, tabbed text, create and modify charts, sort date, use date from other applications, create a 
mail merge, and create an XML document.  To conclude, you will learn about macros, the Office Ready browser 
and the Corel Clip book.     
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Digital Imagery 
This course has been designed for amateur camera users that may be interested in combining photos with their 
computer projects.  The students will be able to bring their own digital camera into the classroom to learn how to take 
simple pictures and transfer them into their computer. They will also be able to bring in paper photographs to practice 
scanning pictures into their own computer system. Once the pictures are in the system, they will also learn how to 
import, modify, and print photos using several different software applications. This class is not intended to teach 
students how to take better pictures, but how to manipulate them once they have been taken. 
 
eBay - Basic 
Learn how to buy new items, brand names, and collectibles on eBay or sell those items you no longer what or need.  
This course was designed for the participant that currently owns a computer and would like to join the world of  
on-line auctions. Buying or selling on eBay is easy and fun!  Best  of  all,  you'll  never  know  what  you  can  find  to  
buy  or  what  you  can  sell  from  your computer.  
 
Exploring the Internet 
This course offers the opportunity to expand your knowledge of the PC and modem and explore today’s most 
popular information resource.  You will learn how to connect with the Internet, and how to use various tools to 
access the vast information available.  You will also learn to communicate with other computers and networks 
around the world!  Learn how to access the Internet for business and educational needs, and master ways to obtain 
free and/or low-cost information from millions of resources.  
 
Exploring the Internet & Web Page Design - Advanced 
Discover the newest and most advanced Internet developments while learning how to build your own basic web site.  
The participant with a working knowledge of computers and the Internet will explore in-depth advanced topics such as 
Netscape Navigator, E-mail, Internet Discussion Groups (formerly known as Usenet) and Search  Engines. You will also 
learn about the construction, installation and maintenance of the web site that you develop. 
 
Feel  Safe on the Internet 
This course has been designed to enable the student how to feel safe on the Internet whether they are chatting, blogging, 
shopping or paying their bills.  This class will give the student an understanding of the risks, steps to internet security, and how 
to protect themselves.  With this class the students who feel unsafe will feel safe on the internet after completion.  This course 
requires basic internet understanding. 
 
Introduction to Microsoft Office 
Microsoft Office is the best-selling suite of software applications for the office.  It is a group of computer applications that work alike and 
work together in the Windows environment.  This class will provide hands-on instruction in each of the Microsoft Office Programs:  
Word, PowerPoint, Excel, and Access.  You will learn how to work independently in each program, as well as how to integrate data from 
one program to another.  Basic operation and features in each of the programs will be covered, as well as terminology and useful tips to 
work productively. 
 
Microsoft Access – Basic 
Participants will be introduced to the basic features of Access … keyboard shortcuts, understanding terms, menus, 
help tools, and common field properties.  Learn how to start Access, create new databases, create tables using 
Table Wizards, defining data types, and describing fields, get HELP and more!  You will open existing databases, 
and work on records by viewing table data sheets, adding, editing and saving records. 
 
Microsoft Access – Intermediate 
In this class, we will expand on topics that were covered in the basic class as well as introduce some of the more 
powerful features of Access.  Students will explore the functionality available when using a dialogue box to navigate 
the contents of your computer. The topics covered in this course are very handy when you are in the process of 
opening or saving a file/database.  
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Microsoft Access – Advanced 
This course will cover some of the more advanced functionality provided by Access 2007. We will expand on the 
topics covered in the Intermediate Course as well as cover new material. We will also explore the functionality 
between Access 2007 and other programs, as well as the Microsoft Windows operating system.  You will learn how 
to take better control of your data and make the database work for you.  We will explore how data in a database 
relates and how to make your database a streamlined collection of information. 
 
Microsoft Access – Expert 
In this course we will cover the advanced functionality and usability of Microsoft Office Access 2007. We begin our 
exploration by discussing add-ins with Access.  In this class we will talk about what SQL is, how knowing the 
basics helps put databases better into perspective, and how you can create simple queries right away. 
 
Microsoft Business Contact Manager 3 
Microsoft Business Contact Manager 3 is the newest version of Microsoft's small business contact management 
program. This one-level course will help you get to know this handy program. Course highlights include using the 
dashboard, configuring a marketing campaign, and integrating with Microsoft Office Accounting Express. 
 
Microsoft Excel - Basic 
Welcome to the world of Excel!  In this class you will learn how the popular program, Microsoft Excel, is used in 
business and home for calculating and tracking information. You will master such tasks as sales projections, revenue and 
expense reports and other summaries. The instructor will review worksheet terminology, structure and theory, and using 
the mouse and the keyboard to manipulate data on the spreadsheet. 
 
Microsoft Excel – Intermediate 
In this class you will learn about some of the more popular functions of Excel.   Excel is used in business and at home   
for calculating and tracking information. You will learn such tasks as how to use formulas, what functions are, how to 
create a list, and many more of the uses for Excel in business or at home.  When you complete this hands on 
course, you will have a better understanding of the real power of Excel that lies in the number and variety of 
functions and formulas you can apply to your data. 
 
Microsoft Excel – Advanced 
Students will learn how to use Excel Options to change their user name, default font, default file format, and screen 
theme.  The students will also learn how to use Office diagnostic tools and the Excel viewer.  We will then explore some 
of Excel’s date analysis tools, including the outlining feature, subtotals, Pivot Tables scenarios, and what-if-analysis. We 
will look at some tools used to link Excel data to the Internet, including hyperlinks, Web queries, and Excel service.  To 
conclude, students will learn how to create and use shared workbooks, use custom AutoFill lists, use VLOOKUP, and 
how to link, consolidate, and combine workbooks. 
 
Microsoft Excel – Expert 
Students will learn about COM add-ins, how to access the add-in management options, how to load add-ins, and 
how to use the Excel Trust Center.  You will also gain knowledge about information rights management (IRM) and 
what is required to implement it and how to use IRM to protect a document.  In addition, you will learn how to set 
Smart Tag options and create your own basic custom Smart Tags, Digital Signatures, and add Visual Basic code to 
your macros to make them even more powerful.  
 
Microsoft Infopath – Basic/Intermediate 
To begin, students will learn the basics of InfoPath:  how to open and close it, how to use and customize the 
interface, how to create a basic form, how to save and open forms, and how to get help.  Next we will cover how to 
fill out a form with InfoPath.  Then we will look at designing a form, using basic editing commands, adding color 
and formatting, adding finishing touches (such as controls, data sources, the Design Checker, and form protection), 
and finally, publishing the form 
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Microsoft Infopath – Advanced/Expert 
Participants will learn how to create and manage views in this section.  We will also look at using Print Preview and 
printing a form.  Then students will learn how to add XML information, resources files, and data binding to their 
form.  We will also look at using form templates, importing forms, and publishing forms.  Finally, we will learn how 
to set InfoPath program options.  To conclude, we will look at programming forms, how to use InfoPath and 
SharePoint Server together (including workflows), how to use advanced controls (such as repeating tables), and 
more about XML. 
 
Microsoft Internet Explorer 7 
In this class you will learn how to open and close Internet Explorer and how to use the interface.  Students will then 
learn how to access Web sites, navigate through the Web, use the new Tabs feature, search for information, copy 
information from a Web page, save pictures, print information, create, use, and organize favorites.  The class will 
then focus on various internet security measures, including secure sites, sites requiring login, Internet Explorer’s 
phishing filter and pop-up blocker, and security tools that you can install to enhance protection.  To conclude, 
students will learn how to change Internet Explorer options, clear history, use RSS feeds, and manage plug-ins and 
add-ons. 
 
Microsoft OneNote 2007 
OneNote is a program that will help you keep track of and organize electronic notebooks. With Microsoft Office 
OneNote 2007 you can create personal or office databases of research, notes, and meeting schedules that can be 
searched and shared with family members or co-workers through single or multiple computers. The student will 
begin with the basics of OneNote, which entails a detailed overview of the program and its capabilities, what new 
features OneNote 2007 has to offer, and a look at OneNote’s interface.  
 
Microsoft PowerPoint – Basic 
In this exciting course, you  will  gain  hands-on experience in creating  presentations,  while  learning  all  of  the graphics 
and designs you can utilize in PowerPoint.  You wi l l  develop exciting and colorful handouts and letters and add a 
little "pep" to your documents. You will even learn how to use PowerPoint to make graphics and implement them into 
other Microsoft Applications. Add excitement to your project, using the various designs and clip art that are available in 
this application. 
 
Microsoft PowerPoint – Intermediate/Advanced 
This Intermediate/Advanced PowerPoint course is designed for a student that wants to learn how to make their own 
slide shows, notes and handouts.  In this course, the student will gain hands-on experience in configuring and 
customizing the PowerPoint program and toolbar. They will use advanced features, such as parental control 
options, linking PowerPoint shows, Macros, embedded objects, speech and handwriting recognition and many 
other options.   
 
Microsoft PowerPoint – Expert 
Microsoft Office Professional 2007 has included Information Rights Management to assist Organizations and 
employees to protect and obtain control over digital information sent over the Internet.  The class will focus on what 
IRM is used for, system requirements for IRM, downloading and installing IRM, using IRM, and viewing and IRM-
enabled document.  We will show you how easy and less time consuming it is to create a Web presentation in 
PowerPoint 2007, by showing you how to set the page size, change text colors, change background colors and set 
alternative text descriptions.  The rest of the formatting is taken care of by PowerPoint. 
 
Microsoft Project – Basic 
Students will learn the basics of Project: how to open and close it, how to use the interface, how to create a basic 
project, how to save and open projects, and how to get help.  Next, students will learn how to create a basic project, 
add tasks to it, and set constraints on those tasks.  Then we will focus on Project’s scheduling and planning tools, 
including configuring calendar types, setting baselines and interim plans, and viewing the critical path. Finally 
students will also learn how to add finishing touches to a project before printing, such as check spelling and adding 
page breaks.  Students will also learn how to use Project’s viewing tools, the Page Setup dialogue, and Project’s 
print commands. 
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Microsoft Project – Intermediate 
Students will learn about various file management tasks in this course, including how to use my Computer within 
Project and different ways to save their files.  Participants will also learn how to use templates and different ways to 
view their project.  Then will focus on resources, including creating resources, assigning a resource to a task, using 
resource views, resolving resource conflicts, and leveling resources.  Working with tasks, including ways to view 
tasks, how to use change highlighting, understanding task indicators, using the new Task Drivers pan, how to link 
and unlink tasks, how to split tasks, how to update task work, and how to check for variances.  Students will learn 
how to create traditional and visual reports.  Participants will also learn how to create traditional and visual reports.  
Participants will also learn how to work with OLAP cube data and the Copy Picture to Office Wizard. 
 
Microsoft Project – Advanced 
This class will start with Project’s advanced views, the Format Gantt chart wizard, how to customize toolbars, and 
the Project option dialogue.  Students will then learn about fixed duration tasks, the WBS code, and how to update 
work.  You will also learn how to track and update costs.  Students will look at importing and exporting files, how to 
add drawings update project work, use filters and add progress lines.  We will also discuss some ways to track 
project progress.  The last section will discuss the two editions of Microsoft Project (Standard and Professional) and 
Project Server.  Students will also learn how to consolidate projects, use resource pools, create and save workspaces, 
and use master and sub projects. 
Microsoft Project – Expert 
This class will teach the student how to use pre-programmed macros included with Project.  Students will also learn 
how to code their own macros using Visual Basic.  Next we will examine two common types of analysis:  PERT 
and EVA.  To conclude, students will learn how to create custom forms, use the Organizer, and use Project with 
Outlook. 
 
Microsoft Publisher – Basic 
Save yourself time and money by learning how to develop your own newsletters, handouts, certificates, invitations 
and much more!  In this program you will learn to import text and graphics from other software applications to 
create many different types of publications.  Throughout the course you will learn about the easy-to-use predefined 
templates (forms) which take you step-by-step through the creation of a document, or venture out on your own and 
create your own document! 
 
Microsoft Publisher – Intermediate 
In this course, students will learn how to add headers and footers to a publication, how to use color and font 
schemes, along with performing basic editing tasks on a text box, link and unlink boxes, format text into columns, 
change text direction, and use AutoFit.  This course will also cover how to save files in different formats (including 
PDF), trap (register) settings, use the Design Checker, and e-mail a publication.   
 
Microsoft Publisher – Advanced 
Master pages hold all design and layout elements of a publication.  Master pages should be used when dealing with 
numerous pages in a publication as they will give you layout and design consistency.  It will also cut down on 
editing time, as you will only have to edit the master page, not the publication pages individually. This course will 
also cover inserting Tables and WordArt, editing and formatting both, and adding these to your publication. 

Microsoft Publisher – Expert 
Unlike PowerPoint and Word, Publisher macros require you to manually type in the macro commands in the Visual 
Editor. Macros can be used for a number of things such as editing and formatting text, and graphics. In this course, 
you will learn to create and play a macro, as well as shown how to manage macro security.  As we all know Word is 
a word processing program, and what could be better than taking elements from Word and using them in Publisher. 
The following concepts will cover importing Word document templates, importing a Word document into an 
existing publication, editing a story in Word, and saving publications as Word documents. 
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Microsoft SharePoint  Designer 2007 – Basic 
Web browsing and networking are two of the most common uses for computers today. Countless people surf the 
Web for information and entertainment, while still others make remote connections to their workplace and use the 
Internet to share and collaborate on a wide variety of tasks and projects.  It is important to be able to create Web 
sites and Web pages that are compatible with most browsers, to develop well organized document libraries, and to 
create clean, functional sharing portals. One tool that can definitely help you with these tasks is Microsoft’s 
SharePoint Designer 2007.  
 
Microsoft SharePoint Designer 2007 – Intermediate 
Students will learn key concepts related to file management and saving Web pages and Web sites. Specifically, you 
will learn about file properties, file formats, and the differences between saving Web pages and Web sites.  The 
format of a saved file is important because it can influence what programs the file can be used with. The properties 
of a file are important because they can reveal specific information that can help you find and identify your files.  
Finally, the way you handle individual files (like Web pages) and collections of files (like Web sites) is important in 
a Web design program like SharePoint Designer.  

Microsoft SharePoint Designer 2007 – Advanced 
There are a number of factors that contribute to a great Web site. That being said, you can count on almost all great 
sites having two things in common: quality content and a quality layout.  Microsoft Sharepoint Designer – Advanced 
will deal with the second characteristic mentioned above: quality layout. More specifically, students will learn how to 
use master pages, styles, and cascading style sheets to be able to create a visually pleasing and consistent layout, 
across all of the pages in your site. 
 
Microsoft SharePoint Designer 2007 – Expert 
In this course, you will learn how forms, client side scripts, and  frames can enhance their Web site.  You will also 
learn how to use behaviors, data views, and data forms.  You will then explore how to use SharePoint Designer with 
SharePoint Server, including how to use SharePoint templates and controls, how to set contributor settings, and how 
to publish a site to a SharePoint server.  To conclude the course, students will learn how to customize SharePoint 
Designer. 
 
Microsoft Visio 2007 
Microsoft Visio 2007 is a drawing program with advanced functions and features that allow you to create 
professional looking diagrams and charts. Visio also provides templates for specific chart or diagram types. These 
templates can help you create a diagram quickly and easily. With Visio, you can create eye catching charts and 
diagrams that illustrate your information graphically. This makes your information easier to visualize, understand, 
and communicate to others.  
 
Microsoft Word – Basic 
In this course, participants will learn hands-on word processing concepts and features that will allow them to 
develop professional looking documents.  You will become familiar with how to edit and enhance your text, while 
understanding the hundreds of features Word has to offer. MS- Word is one of the most commonly used applications 
in the computer world, and this course will provide you with a clear understanding of the program. 
 
Microsoft Word – Intermediate 
As you use Microsoft Office Word 2007 you will have more and more documents. It’s important to have a  system 
in place to organize those files; otherwise it’s easy to lose track of what you have saved and where that file is.  The 
actual way you manage your files is up to you. Some people prefer to have folders with dates on them, to organize 
files when they were created. Other people organize files in folders with projects or topics. Still others incorporate 
those elements into the file name rather than creating folders. We’re not going to focus on a specific method in this 
lesson; rather, we’re going to give you the tools to save files so you can develop a method that works for you.  
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Microsoft Word – Advanced 
In Advanced Word, we’re going to learn how to work with images. We’ll cover the basics, including inserting a 
picture from a file, performing basic editing tasks, using the Picture Tools ribbon, adding effects, resizing 
photos, adding captions, and using the Format Picture dialogue.  
 
Microsoft Word – Expert 
People and companies turn to computers as a way of managing data. Believe it or not, Microsoft Office Word 2007 
can help you with this task. In this course, we will learn about how to create a form for data entry, how to add 
controls to it, and how to format controls. 
 
Microsoft Works 
Microsoft Works is a popular home and small business integrated software package utilizing the Windows  
environment. You will review word processing features, and expand into Works' features, including business reports, 
form letters, mailing labels and much more! This introductory course will guide you step-by-step to ensure your results 
are personal and  professional. 
 
Outlook – Basic 
In this class, you will learn the basics of Outlook: how to open it, how to close it, how to use it (including the To-Do 
bar, the Reading Pane, the Navigation Pane, toolbars and menus, and a discussion of the two interfaces), and how to 
get help. Students will then learn how to set up an e-mail account and how to work with messages. You will also 
explore the new interface in depth. We will teach you how to compose e-mail. You will also learn how to add 
attachments and hyperlinks, apply themes, attach Outlook items, reply to messages, and use the Drafts folder. The 
class will take a brief look at each of Outlook’s folders: Calendar, Contact, Tasks, Notes, and the Journal.  To 
conclude, students will learn how arrange items, customize the Outlook screen, use print preview, and print items. 
 
Outlook – Intermediate 
In this class, you will learn how to create and use folders, create rules, use the Organize pane, use Outlooks junk e-
mail filter, create and use search folders, use favorite folders, and use Instant Search and traditional search.  Many of 
Outlook’s message features are actually part of Word so next we will teach you how to perform basic word tasks, 
including how to select, move, and format text. The class will then look at some other Word tools, including 
paragraph spacing, borders, and shading, themes, hyperlinks, and spell check.  Then, you will learn how to include 
Word elements to a message along with calendars, business cards, tasks, and other Outlook items to a message.  The 
class will look at the mail formats available in Outlook, how to create and use a signature, how to apply stationery, 
and how to change various message options.  To conclude, students will look at each type of e-mail account 
supported by Microsoft Outlook in detail.  You will also learn about RSS support, new to Outlook 2007.     
 
Outlook – Advanced 
In this class students will learn about advanced calendar, tasks, contact, and mail options, including how to add 
holidays to your calendar and how to create recurring appointments.  We will then examine categories, linked 
items, custom forms, and publishing a calendar to the Web.  Next, you will learn how to install and set up Business 
Contact Manager, and how to use the interface and get help.  To conclude students will take an in-depth look at 
each of the Business Contact Manager components:  accounts, business contacts, opportunities, business projects, 
business tasks, communication history, and linking. 
 
Outlook – Expert 
In this class, you will learn how to use and manage personal folders files and Outlook profiles.  The class will then 
focus on the Trust Center and macros.  To conclude, you will learn about the Outlook Address Book, Information 
Rights Management, Office diagnostic tools, and Office update. 
 
Outlook Express 6 
In this class, you will learn how to use the interface and how to find help.  Students will set up an e-mail account, 
compose a message, work with messages, how to add backgrounds, embed sounds, use stationary, and check 
spelling.  The class will then learn how to change their view, use folders, create rules, block senders, search for 
contact, and use the Window Address Book.  To conclude, the class will focus on setting up signatures, using 
identities, importing and exporting data, setting Outlook Express options, and using newsgroups.  
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Photoshop CS – Basic 
Adobe Photoshop is one of the most powerful and widely used computer tools for working with graphics and 
images. Photoshop has so many options and functions that it can seem overwhelming at first; but with a little 
practice and patience you will soon be able to take advantage of the many creative possibilities that Photoshop 
offers. Students will learn about Photoshop CS, and get an introduction to its new features. You will also learn how 
to start Photoshop CS, how to find help, and how to close the application. 
 
Photoshop CS – Intermediate 
One of the most common uses for photo editing software is retouching images. The broad selection of powerful 
retouching tools that Photoshop CS provides makes it one of the best choices for this kind of work. Photoshop CS 
has the tools you need for removing blemishes, enhancing color, and almost everything else in between. With 
Photoshop CS, your digital images can be artistically enhanced, altered, revitalized, and repaired to a state that is 
arguably better than the original.  You will learn about retouching images. You will also learn how to use three 
Photoshop tools intended for retouching and enhancing images: the blur tool, the sharpen tool, and the smudge tool. 
Use this course to learn about these tools, and then refine their use with experimentation and practice.  
 
Printmaster 
Printmaster is one of the most widely used desktop publishing software programs today.  Learn to merge graphics with text  
to create professional looking  newsletters, advertisements, greeting  cards,  invitations, and much more!  Develop and 
design a variety of quality documents for home or office use! 
 
Quicken 
Quicken is a software package that makes personal financial management  and accounting easy for individuals and 
small businesses. Quicken has accounts designed specifically for checking, savings, money  markets,  cash,  credit  
cards,  investments,  assets  and  liabilities. This course will cover the following topics: entering, editing and  splitting 
transactions, writing and printing checks, personal vs. business, double-entry bookkeeping,  report  generation  and  
much  more. 
 
Touch Typing 
Learn how to touch type to make your computer use more efficient. This class is for first-time or experienced 
computer users.  They will learn how to get from A to Z on the keyboard, how to negotiate the punctuation keys; 
how to type numbers on the numeric keypad; and avoid fatigue and aches and pains, especially carpal tunnel 
syndrome.  The class will have user-friendly exercises and practice lessons to build speed and accuracy.  The 
student will be able to see how much they improved after this course. 
 
Upgrade & Repair Your Personal Computer 
Discover how to maintain, repair and upgrade a personal computer.  This course was designed for the participant 
that currently owns a computer but has a desire to add new components to their existing system.  Upgrades can 
consist of adding new hardware components or enhancing the capabilities of existing components or systems.  You 
can learn how to disassemble, identify, and reassemble a PC, familiarize yourself with hard disk maintenance, 
software, and troubleshooting. 
 
Windows Vista – Basic 
This course has been designed to introduce students to Windows Vista and learn what system requirements are needed 
to run Windows Vista. They will learn  about  updating  Windows System Files, how to have multiple users on one 
computer, file management, taskbars, introduction to internet explorer, and an introduction to Windows Media Player. 
This class is intended to give the student an introduction and understanding of how to use Windows Vista on their 
computer. 
 
Windows Vista – Intermediate 
This course has been designed to give students a better understanding of Windows Vista.  We will review  Windows 
Vista - Basic, learn how to have multiple users on one computer, file management, taskbars, Internet Explorer and 
Windows Media Player. They will also learn how to write to a CD and maintain their computer. This class is intended 
to give the student an in depth understanding of how to maximize the use of Windows Vista on their computer. It will 
also teach them how to problem solve their computer issues. 
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Windows Vista – Advanced 
In this class, we will learn how to customize language settings, mouse behavior, screen and sound schemes, screen 
resolution, date and time, volume settings, and startup program.  Students will then learn how to set up a basic 
network, use network features, connect to network resources, and set up a wireless network. Next, we will explore 
some of Vista’s disk management features, including defragmenting, error checking, power options, and temporary 
files.  To conclude, we will teach students how to add and remove software, set compatibility options, change 
startup programs, enable or disable Windows features, and more. 
 
Windows Vista – Expert 
The world has become a much smaller place because of the Internet and other forms of instantaneous 
communication. We will be discussing some of the interconnectivity options available in Windows Vista. Remote 
Desktop gives you the ability to use a computer somewhere else in the world as if you were sitting in front of it. 
Using the Internet, you can control the mouse, keyboard, sound, programs, and other features of your PC at work 
from the comfort of your own living room. 
 
Windows XP – Basic 
This course has been designed to allow students to learn the basics of Windows XP.  Students will get an 
introduction to Windows XP and learn what system requirements are needed to run Windows XP.  They will learn 
about file management with DOS commands and windows explorer, applications such as NotePad, Address Book, 
WordPad, and Windows Media Player. They will learn how to write to a CD and maintain their computer. This  
class  is  intended  to  give  the  student  a  better understanding of their computer and how they can use Windows 
XP. 
 
Windows XP – Intermediate 
As an intermediate user it is time to learn some of the other features included with Windows XP. The first question 
on a lot of people’s minds is the difference between Windows XP Home and Windows XP Professional, or if they 
should buy one or the other. While both operating systems are based on Windows 2000 base code, making them 
equally dependably and secure, Windows XP Professional has some added features that you will not find in 
Windows XP Home. This gives Windows XP two sides: one for the home user and one for the power user. 
 
Windows XP – Advanced 
In this class, we will start with showing you the tools required for routine maintenance or for gathering information 
on your computer. Weather it’s an old or new computer certain things must be done to ensure that your hardware 
and your operating system are stable and reliable. In this lesson we will discuss various Windows tools like Disk 
Defragmenter, Check Disk, Task Manager, and other useful tools you can use to help troubleshoot and manage your 
computer. To conclude, students will learn how to use Windows Media Player, Windows Movie Maker, and 
Windows Messenger. 
 
Your Family Tree 
FAMILY.... it's what keeps us together, what makes us who we are, and it's where we're from.  Here is your chance to 
build a foundation and create your own personal family tree.  You  will  learn  the basics  of  how  to  trace  your  
descendants  and  compile  your  own  personal  history  to  develop  a family tree. This is a perfect opportunity to 
teach your children and their children about your family history.  This  course  is  designed  to  help  you  create  a  
pedigree chart of your own,  and  develop  a basic  family  tree.  You  will  learn  how  to  locate  your  ancestors  through  
the  Internet  and  multiple library resources. Gain  hands-on  knowledge  on  how  to  create  and  maintain  a  permanent  
family information database. 
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Small Engine Classes 
 
Two Cycle Engine Repair 
Two-cycle engines are used in just about every power requirement where a 110 volt extension cord cannot reach.  
The two-stroke engine powers everything from string trimmers to snowmobiles, and other labor-saving and 
recreational devices.  In this course, you will learn how to service and maintain two-stroke engines by reviewing 
the theory of operation, component identification, proper maintenance, and other necessary information.  You will 
also gain hands-on experience by disassembling and reassembling a leaf blower with a two-stroke engine.  
 
Four Cycle Engine Repair 
The Four Cycle Engine Repair course is designed to teach students how to repair and maintain four-cycle engines.  
The instructor will cover theory and operation of four-cycle engines teaching students maintenance and repair 
procedures.  In this hand-on course, students will learn how to repair and maintain four-cycle engines, focusing on 
the operational methods and repair procedures.  This intensive course will give students thorough hands-on 
training, the understanding of the operations of the engine as well as overview of the equipment to ensure proper 
servicing. 
 
Four Cycle Engine Repair – Advanced 
This course will build upon the concepts learned in the Two and Four Cycle Engine Repair classes.  You will gain 
a thorough understanding of current electronics used in outdoor power equipment, as well as electronic fuel 
injection.  Gain hands-on experience in troubleshooting, repair and precision machining techniques.  The instructor 
will also review safety procedures, precautionary measures, and governmental and E.P.A. regulations.   
 
Heavy Duty Air-Cooled Engine Repair 
Learn the theory, operation, and repair of heavy duty air-cooled engines ranging from 8-30 HP.  Topics include 
ignition systems, safety switches, valve operations and much more! Participants will tear down, inspect and rebuild 
several air-cooled engines.  Hands-on activities are done on Kohler 12.5 HP and Briggs & Stratton 16 HP twin 
cylinder engines as well as Peerless tractor transmissions. 
 
Outboard Motor Repair 
A popular form of recreation today is boating – and a source of power to many boats is the outboard motor.  At the 
end of this course, you will have acquired the skills necessary to adjust and repair small outboard motors.  Not only 
will you save money on repairs, but you will also gain experience learning about fuel, ignition, cooling systems and 
much more.  Participants will disassemble and reassemble engines while discussing maintenance and repair 
procedures. 
 
Outboard & Stern Drive Repair – Advanced 
The cost of repairs for large watercrafts is in direct proportion to their size and value.  The objective of this course 
is to give an understanding of repair and maintenance procedures for larger outboard and stern drive I/O motors.  In 
addition to saving money on service of your own watercraft, you may also use the skills acquired in the course to 
explore income opportunities in the field of marine service and repair. 
 
Motocross & Off-Road Performance 
Students in this course will learn how to repair, maintain and increase the performance of their off-road engine.  
The instructor will cover theory and operation of two-stroke and four-stroke engines, focusing on operational 
methods and repair procedures. 
 
Snowmobile Maintenance & Repair 
In today’s Northern States, snowmobiling has become a common recreational sport and, for some, a way of 
transportation.  Our intent is to provide participants with the basic knowledge of how these vehicles work.  With a 
sound understanding of how they work, problems that occur can be determined and repaired to keep the vehicle 
running at its optimum performance level. 
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Home Improvement & Repair Classes 
 
 
Build Your Own Lawn Furniture 
This course will provide participants with the necessary skills to build and construct their own lawn furniture.  
Students will be equipped to select tools, read and comprehend furniture diagrams, and construct various types of 
lawn furniture.  This course includes extensive hands-on work, where students actually choose and construct their 
own lawn furniture. 
 
Build Your Own Picnic Table 
This course will teach students how to design and build a picnic table. Students will learn how to select different 
patterns, grades of wood, stains, and finishes.  They will also learn safety procedures and proper use of power tools. 
In this hands-on class, students will design and build a picnic table, and at the end of the class the students will 
have the skill to build their own table. 
 
Countertop & Cabinet Laminating 
This course is designed to teach participants who enjoy “do-it-yourself” projects to laminate countertops and 
cabinets.  In this course, participants will build a laminated countertop, as well as learn step-by-step procedures on 
how to laminate old cabinets.  One of the most popular home remodeling projects is to update kitchens.  This 
course will give you the knowledge to remodel on your own without spending lots of money. 
 
Deck Building 
Learn how to design and build a deck of your dreams!  Participants will understand how to choose the appropriate 
deck materials and tools, establish proper footings or bases for a deck, meet local code requirements, and complete 
a deck with decorative trim and finishes. 
 
Decorative Home Finishes 
Decorative painting is the newest rage in home décor, allowing you to achieve a rich, designer look at a fraction of 
the cost.  Though the use of decorative paint finishes, participants can personalize home décor to reflect their own 
unique style and taste, without putting a dent in their budget.  The objective of this course is to provide participants 
with hands-on experience in a variety of decorative painting techniques in all areas of home décor including 
ceilings, walls, floors, lamps and other accessories.  Learn the different techniques used in paint finishing, such as 
marbleizing, crackling, ragging, sponging, smooshing, and more. 
 
Drywall Repair and Hanging 
This class will teach students about drywall repair and hanging.  Students will learn what materials and supplies are 
needed to measure, cut, tape, mudd joint with compound, and sand drywall.  They will learn advanced drywall 
techniques, decorative finishes, special finishes and how to patch and repair drywall. They will also learn safety 
procedures and proper use of drywall tools.  In this hands-on class, students will have the opportunity to work with 
different drywall and joint compound.  By the end of the class the students will have the skills to go home and 
drywall their own house or use the skill to earn extra income. 
 
Floor Installation & Refinishing 
In this hands-on course, you will gain an understanding of the current techniques and trends in floor remodeling.  
The newest, state-of-the-art equipment will be demonstrated, and the latest developments in floor coverings will be 
discussed.  Become familiar with the materials, terminology and applications used to install and maintain ceramic 
and wood flooring.  Beautify your own home after learning these easy step-by-step methods of repairing and 
replacing your flooring. 
 
Gazebo Building 
In this course, you will learn the fundamentals of planning, constructing, and finishing a gazebo, with a focus on 
safety and design.  The instructor will walk you through roof framing, deck construction, stairs, and finally, 
assembly. 
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Glass Block Window Installation 
This class will provide students with the knowledge to properly measure and install various types of glass block 
windows.  The instructor will work with the students in teaching them the mathematical and measuring skills 
needed to make a correct fit with the windows.  Students will learn the different types of glass block windows, as 
well as different applications that glass blocks can be used for.  Students will learn step-by-step methods of 
installing a glass block window, from removing the old window to keeping the window surface clean and 
maintained. 
 
Home Carpentry 
This course is designed to provide you with a sound background in building materials and practices that prepare 
you to plan your own home carpentry projects.  Throughout this course, you will demonstrate an improved 
understanding of residential carpentry and will be qualified to select lumber, and even design and lay out small 
residential carpentry projects.  Learn hands-on how to lay out walls, floors and joist spans, as well as light framing 
techniques. 
 
Home Heating & Cooling 
This course is intended to give the student a thorough understanding of the working principal of heating and 
cooling systems.  It will aid them in installing and finding problems in heating & cooling systems with the use of 
all the up to date test equipment and proper testing procedures.  This course incorporates the latest information 
available with proven teaching techniques, with lecture, demonstrations, and hands-on activities.  This is a great 
course for the novice or the pro. 
 
Home Inspection 
The Home Inspection Course has been developed to train and equip students with the knowledge and the necessary 
skills to properly perform home inspections.  Throughout the program, students will learn systematic, step-by-step 
troubleshooting techniques which can assist them in detecting, estimating and repairing defective components in 
their own homes or professionally for others.  Learn the industry standards and correct methods to inspect and 
ensure homes are meeting all requirements and guidelines, and explore income opportunities in the world of home 
inspection. 
 
Home Maintenance & Repair 
Discover through hands-on training the methods and procedures for various home repairs and maintenance.  You 
will use basic tools to understand a variety of topics from exterior repairs (including roofs and gutters) to interior 
repairs such as ceilings and drywall.  Our instructor will also cover the fundamentals of plumbing and wiring to 
give you a complete understanding of how to successfully maintain your own home. 
 
Home Plumbing 
From fixing a faucet to installing a shower, students will learn many plumbing techniques at one time.  In this 
course, participants will be provided with the background necessary to understand how plumbing systems are 
designed, installed, and maintained.  There will also be a detailed review on how to comply with code 
requirements.  Save money by repairing and installing your own plumbing fixtures, a task made easy with this 
hand-on course. 
 
Home Weatherproofing & Modernization 
This course was developed to provide students with the skills and technical knowledge required to perform several 
types of home improvements.  Students will be introduced to proper techniques and procedures required in 
measuring, estimating and installing roofing, vinyl siding, doors, windows, insulation, and glass block windows.  
Hands-on learning will be emphasized throughout the program. 
 
Home Wiring & Electricity 
Learn for yourself how to repair and install home wiring and electrical components in this course.  You will gain 
knowledge of proper tool selection and use, troubleshooting electrical problems, and wiring materials and devices.  
The instructor will review national codes, permits and service requirements for such tasks as installing boxes, 
running wire, installing switches and outlets. 
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Kitchen & Bath Remodeling 
Take advantage of this class by learning how to remodel and design kitchens and bathrooms.  Remodeling a 
kitchen or bathroom is one of the most valuable investments that can be made to a home today.  Save money by 
learning hands-on techniques for planning and layout, installing plumbing and electrical fixtures, countertops, 
ceilings, and floors!  In just 24 hours, you will understand what skills and supplies are necessary to complete your 
remodeling project. 
 
Patio, Driveway and Walkway Installation 
This course is designed to teach participants how to design and build a walkway, driveway or patio with brick 
pavers and/or stone, as well as accent the project with outdoor lighting. The course will cover topics such as 
developing designs and plans, required building materials and equipment, and step-by-step, hands-on construction. 
Participants will design a layout for their home and assist in the assembly of a brick paver walkway. The will also 
learn how to install and repair exterior lights. 
 
Steel Framing 
Participants will learn through hands-on training, proper tools usage, fasteners, materials, and supplies.  The 
instructor will discuss building code requirements, safety precautions, blueprint reading, and construction 
procedures and techniques.  Upon completion of this course, participants will have the knowledge and skill to 
construct and restore steel structures. 
 
Window & Door Installation 
This class will help participants on all aspects of window and door work, from initial planning to finished work.  
They will learn the technologies and styles best suited for their house.  This class is a hands-on class that will show 
the participant how to plan and install all types of windows and doors and how to keep their windows and doors in 
perfect operating condition.  They will also learn what tools and equipment are needed for the installations.  The 
participants will also learn about the tax benefits available because of installing new energy efficient windows and 
doors. 
 
 
Green Classes 
 
Solar Power Your Home 
Do you want to harvest sunlight or wind to power a home?  This class gives you the how, when, what, and why of 
solar living.  Learn how to build a solar panel, a solar system, and a wind turbine system. You will learn about 
inverters, charge controllers, and rechargeable batteries.  

 
 
Business Classes 
Customer Service 

Effective Customer Service 
If you deal with the public or serve others in any way, then effective customer service is a must. Customer service 
skills can increase your value to your company and advance your career at the same time. 

Managing Customer Service 
The need for leading, promoting, and enhancing a customer-focused culture is essential within every company. This 
course will provide you with an opportunity to explore your responsibilities within your role as a customer service 
agent. As you discuss the various skills and techniques, you will draw from your own personal and varied 
experiences to share elements of reward and challenge. Consider this course a "reenergizing time" to build and 
expand from where you are now. 
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Interpersonal 

Communication Strategies 
This course is designed to help you improve your interactions with other people. This course gives you the 
opportunity to improve the critical communication skills of listening, asking questions, and being aware of 
nonverbal messages. If you struggle to find the middle ground between being too aggressive or too passive, then this 
course may be helpful. You will learn methods and strategies for countering the manipulative tactics of difficult 
people. You will also learn more about the various elements that influence communication with others. These 
elements reveal information about your communication style and help you self-manage for a more polished, 
professional image. 

Dealing with Difficult People 
W. Edwards Deming, the father of quality management, has said that people can face almost any problem except the 
problem of people. They can work long hours, cope with declining business, even the loss of a job, but they have 
trouble dealing with the difficult people in their lives. This course will help you identify how you may be 
contributing to these problems and gives you strategies to adopt at work and in your personal life. 

Handling Conflict in the Workplace 
When two or more people are at odds, disagreements and arguments can arise. People in conflict often have 
differences in opinion about goals, direction, values, and actions. To combat these feelings, people sometimes try to 
undermine one another, which can only result in animosity and hostility. Highly competent people can become 
ineffective during conflict. This course helps you to identify the nature of the conflict and separate factual and 
emotional issues in order to reach win-win resolutions. 
 
Management/Supervisory 

Becoming Management Material 
This course is a tool for your leadership development. It is designed to help you create and accomplish your personal 
best, and achieve extraordinary results through people. At its core, leadership means setting goals, lighting a path, 
and persuading others to follow. However, the responsibility entails much more. By accepting the challenge to lead, 
you come to realize that the only limits are those you place on yourself. 

Behavioral Interviewing 
This course concentrates on pre-interview preparation, developing questions, behavior-based interviewing 
techniques, and strategies to follow through the interviewing process. This course takes the behavioral interview 
even further with a twelve-step process for hiring top performers. 

Budgeting and Managing Financials 
As a manager in today's business world, it is essential for you to have a working knowledge of finance. You and all 
other employees play a role in your company's financial health.  Without formal education or a background in 
finance, you are at a disadvantage as you sit at the management table. Understanding the cycle of finance will help 
you figure out where you fit into your company's financial structure, and how to keep your department out of the 
red. This course will familiarize you with the key concepts of finance and accounting and help you prepare budgets 
with more confidence 

Change Management Strategies 
Like other managers, you probably have the task of contributing to the effectiveness of the company while also 
maintaining high employee morale. Today, these roles often have to be balanced with the reality of implementing 
changes imposed by senior management. When you have an understanding of the dynamics of change, you are 
better equipped to analyze the factors at play in your own particular circumstances, and to adopt practical strategies 
to deal with resistance. This course will help you deal with change and give you strategies to share with your 
employees. 
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Coaching and Guiding Others 
Being a coach involves being a role model, sometimes a counselor or supporter, and always a guide. Coaching is 
based on a partnership that involves giving support and challenging employees with new opportunities for growth. 
Knowing how and when to coach is an essential skill that can benefit both you and your company. 

Conducting Effective Performance Reviews 
Setting goals and objectives gives supervisors and employees shared focus, and targets to achieve. Supervisors must 
also learn how to give feedback, both positive and negative, on a regular and timely basis so that employees can 
grow and develop. Performance reviews are the culmination of all these activities 

Critical Thinking 
Critical Thinking is the mental process of determining what to believe and what to do about our beliefs.  Strategic 
thinking applies this process to anticipating the future of organizations ranging from project teams to departments to 
business units. This workshop improves the ability of the participants to think strategically about their organization 
by taking them through a comprehensive thinking process and providing tools and techniques to accomplish each of 
the process components. This workshop is for professionals and managers who contribute to the development or 
execution of business unit or functional strategies.  This two-day workshop is tailored to use company-specific or 
department-specific issues to tie concepts to the real world of the participants. The workshop can be conducted in 
two contiguous days or two one-day sessions separated by up to a week. 

Delegating to Others Effectively 
Delegation is often one of the hardest skills for a manager to master. However, the skill can be learned. This course 
will explore many of the facets of delegation, including the when, who, and how of entrusting and handing over 
tasks to others. In order to recognize the pitfalls and when they can happen, you will review the delegation process 
step-by-step. During that review, you will learn what strategies to employ and how to avoid the pitfalls 

Developing High Performance Teams 
Your success as a manager can often depend on how well your team operates. What problem solving skills does 
your team have? Is your team enthusiastic and motivated to do its best? Do your team members work well together? 
There have been hundreds of studies demonstrating that people function better and learn better in groups. If you 
want to develop your team leadership skills and unleash the talent of your individual team members, this course is a 
practical look at current leadership practices that work. 

Good Practices for Inventory Management 
Most companies carry too much inventory.  “You can’t sell from an empty wagon,” is usually the reasoning.  By 
overstocking, it is not likely that you will run out of anything. Has anyone stopped to calculate the true cost of 
worrying about "running out?" What about the inventory that has celebrated a few birthdays in the warehouse? The 
costs of maintaining excessive inventory usually far outweighs the true cost of a minor delay for one particular item 
on a customer's order. Good inventory managers balance inventory levels and turnover because they know the rate at 
which stock moves. They carefully plan reorder levels to ensure that the chances of running out are minimized-while 
maximizing the stock turnover rate. 
 

Human Resources-What Managers Need to Know 
This course concentrates on pre-interview preparation, developing questions, behavior-based interviewing 
techniques, and strategies to follow through the interviewing process. This course takes the behavioral interview 
even further with a twelve-step process for hiring top performers. 
 
Improving with Improv – see description in Sales & Marketing 
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Making Better Decisions  
Strategy is “just words” until decisions are made and acted upon. This one-day workshop has been designed to 
provide proven tools and techniques to improve the quality of the decisions that are made on your organization. This 
workshop is for professionals and managers who need to make decisions, persuade others, help others decide, or 
document thinking. This is a one day workshop and can be tailored to use company-specific or department-specific 
issues to tie decision-making concepts to the real world of the participants. This workshop focuses on application of 
proven tools and techniques to real-world situations. 

Managing Employee Performance 
If you are a supervisor wanting to understand yourself and others better, then this course can help. To reach this 
understanding about yourself, you will complete and interpret a personality typing survey/assessment. Branching 
from your personality type are profiles used to hone in on and develop problem solving and decision making skills, 
and explore performance management issues 

Motivated Employees-Tomorrow's Champions 
It is no secret; employees who feel they are valued and recognized for the work they do are more motivated, 
responsible, and productive. This eventful course is designed to bring new insights and ideas to supervisors and 
managers who want to create a more dynamic, loyal, and energized workplace. If you are a busy manager or 
supervisor then you will appreciate the structure of this course and the benefit you will receive. The course clearly 
explains what employees want, and provides you with a starting point for creating champions. 

Onboarding Employees Successfully 
One reason people change jobs is that they never feel truly welcome or a part of the company they join. If a 
company spends considerable money recruiting, interviewing, and perhaps even relocating employees, it makes 
good sense to go a step further and make the new employee feel like he or she has made a good decision to join your 
company. A thoughtful new employee orientation program-coupled with an employee handbook that communicates 
workplace policies-reduces turnover and saves thousands of dollars. Whether your company has two employees or 
two thousand employees, do not leave new employee orientation to chance. 

Preparing for Your New Role as Supervisor 
This course is designed to help you overcome many of the supervisory problems you will encounter in your first few 
weeks as a boss, whether you are a team leader, a project manager, or a unit coordinator. Dealing with the many 
problems a new supervisor encounters is not easy, but it does not have to lead to discouragement. 

Proactive Decision Making Skills 
This course provides guidelines for making effective individual and team decisions on the job. Through examples 
and case studies, you will practice the skills required to master both rational and creative approaches for decision 
making. 
 
Reflecting on Reality – see description in Sales & Marketing 

Resolving Employee Disputes 
Have you ever been in a workplace situation where a supervisor has made a decision that you do not agree with? Did 
you wish that you could ask someone else about the decision and whether he or she would have done the same 
thing? The peer review process offers employees just that chance, using a formalized process. In this course, you 
will cover all aspects of the process:  initiating the process, choosing a facilitator and panel members, having a 
hearing, and making a decision. 
 
Tactical to Strategic Thinking – see description in Sales & Marketing 
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The Skillful Supervisor 
In today's changing workplace, many new supervisors are unsure of their roles and responsibilities. If you are new to 
supervising others, then this course may be for you. You will have the opportunity to gain more experience dealing 
with the challenges of managing work through others. Planning work, leading your group, and communicating with 
your employees, your colleagues and your manager are other critical skills that you need as a new supervisor. 
Learning these skills can have a tremendous impact on your company's productivity and your success. 
 
Mandatory/Compliance 

Workplace Diversity-What You Need to Know 
In order for your workplace to succeed, your employees must be able to appreciate and celebrate their differences. 
Recognize that all people, no matter the differences among them, have a stake in the company and they deserve to 
contribute to its success and achieve personal fulfillment. In this course, you will learn more about how diversity 
affects you, how accepting you are to differences, and how stereotypes affect your attitude and view of others. 

Workplace Ethics-What You Need to Know 
Although it is impossible to cover every ethical decision you will ever have to make, this course covers the basics. 
You will learn how to analyze a situation before making a decision, how to avoid ethical dilemmas, what problem 
solving tools you can apply, and what to do when you make a mistake. You will also define your ethical framework-
making it easier to solve ethical dilemmas and avoid ethical quandaries. You will engage in case studies to practice 
making decisions in a safe environment. 

 
Workplace Harassment-What You Need to Know 
Everyone in the workplace needs to have an understanding of harassment and the personal and legal implications of 
engaging in behavior that could be construed as harassment. This course clearly defines harassment and the types of 
behaviors or actions that would be considered harassment to a reasonable person. Prevention is the best approach. 
This course covers the importance of a company's anti-harassment policy, responsiveness, and workforce education. 
You will also learn more about your obligations, responsibilities, and options for reporting any harassment that you 
have either experienced or witnessed. In addition, you will also learn more about what to do and how to respond if 
someone has filed a complaint against you. Finally, the course covers what happens after a complaint is made-
detailing how it is addressed, investigated, and resolved. 

Workplace Violence-What You Need to Know 
This course will teach you to recognize that people come into the workplace with different backgrounds, values, life 
experiences, personalities, expectations, and interpersonal skills. Differences can become a source of contention 
between one or more individuals, and you need to be equipped with the skills, tools, processes, and resources to 
address them.  It is also important to recognize that violence can enter the workplace not only through internal 
sources, but external sources as well. Angry or quarreling family members, husbands, wives, boyfriends, girlfriends, 
etc. can come to your place of work-looking for you or a coworker. This course will cover your obligation and 
responsibility for managing your own behavior and anger, as well as reporting volatile workplace conditions or 
circumstances outside of the workplace that could pose a risk. 
Manufacturing/Quality 
Advanced Product Quality Planning 
By adopting Advanced Product Quality Planning (APQP) as a fundamental business strategy, a company can 
improve the way it does business. This strategy is applicable to all types of companies including manufacturing and 
service companies, schools, hospitals, and government agencies. APQP enables companies to produce products and 
provide services that focus on satisfying the needs, wants, and expectations of customers ensuring demand and 
profitability. With those positive outcomes, the work environment improves, people enjoy working, and everyone 
takes pride in their efforts and results.   
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Benchmarking 
Benchmarking is the process of systematically identifying and defining the best systems, processes, procedures, and 
practices for a given industry or function. A companies are striving to become better than the best-which is a 
necessity in this highly competitive global market. To remain competitive, companies must achieve quantum 
improvements in productivity, quality, reliability, and responsiveness to drive down costs and keep customers and 
consumers "delighted." When effectively used, benchmarking becomes a powerful tool. It enables you to evaluate 
similar processes and/or products that are both internal and external to your company. With an inside look at other 
operations, your perspectives change and you become open to new ideas for how to do things differently, better, and 
more efficiently. Using the input and observations from benchmarking, you will have a set of measurements for how 
well products, equipment, people, services, and processes perform. This puts you in a great position-one where you 
can make significant improvements to your company's processes and products to become a world-class company. 

Blueprint Reading  
The Blueprint Reading course is intended for the individuals who are involved in the production, development, 
testing, or purchasing of parts for direct use in the manufacture of products.  If you have these responsibilities, then 
this course will help you interpret engineering prints of all types. You will also learn how to identify the 
requirements for the fabrication or inspection of manufactured products. 

Design Failure Mode and Effects Analysis 
The Design Failure Mode and Effects Analysis (DFMEA) course introduces the basic concepts behind this 
important tool and provides training in how to conduct a DFMEA effectively. First, the course explains what a 
DFMEA is and how it improves the long-term performance of products and services. The role of the DFMEA within 
the framework of quality management systems (ISO 9001:2000), technical specifications (ISO/TS 16949:2002), and 
Advanced Product Quality Planning (APQP) is covered. With this background information, the course provides a 
systematic and standardized approach for completing a DFMEA.  Prerequisites: Previous participation or planning 
to participate on DFMEA cross-functional teams. 

Design of Experiments 
Design of Experiments (DOE) is a discovery tool to arrive at a better understanding of variation in a business system 
or process. The methodology calls for planning, executing, and interpreting a set of planned experiments. The 
planned experiments are meant to screen factors, find optimum conditions, and test/validate findings to make the 
system or process more robust. DOE and the accompanying methodology apply to many fields, including the 
physical, chemical, biological, medical, social, psychological, economic, engineering, and industrial sciences. 
Look to DOE to improve the way you do business and thrive in this modern, global economy.   
Prerequisites: Previous participation or planning to participate on problem solving and/or continual 
improvement cross functional teams  

Error Proofing 
Providing you with a basic background in error proofing methodology and experience, this course begins by 
reviewing the definition of error proofing and the relationship between errors and defects. A brief history of error 
proofing explores its development and role within the Toyota Production System. The course focuses on the 
difference between the two types of error proofing-prevention and detection-and points out the preference for 
prevention. During this course, you will learn about the benefit of a standardized approach to error proofing. You 
will work in teams using error proofing handbooks and extensive examples to address problem scenarios in your 
own company. Solutions generated by previous participants have resulted in substantial savings. 

Geometric Dimensioning and Tolerancing 
If you are involved in the development, production, and testing of parts for direct use in the manufacture of 
assemblies, systems, subsystems, or component parts, then the Geometric Dimensioning and Tolerancing (GD&T) 
course is intended for you. Typically, the individuals involved hold positions in Engineering 
(Manufacturer/Supplier), Operations, Production, Technical, or Purchasing.  This course covers a basic introduction 
of essential GD&T concepts through the advanced applications of various geometric characteristics. 
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Integrated Process Approach to Business 
Lean principles, Total Quality Management (TQM), Six Sigma, and other techniques which provide direction for 
improving a business are successful when based on cultural redirection and an integrated business process approach. 
When looking at the business as an integrated process (or a sequence of well-defined processes), you view the whole 
business differently. Suddenly, you no longer see the business as a collection of departments with differing 
objectives. Instead, you view it as a unified business with a mission, objectives, and targets. 

Lean Manufacturing Principals 
Lean philosophy seeks to maximize the efficiency of the entire business stream. The central theme of lean is 
complete business efficiency, which is to do more with less-less time, less inventory, less space, and fewer 
resources.  The Lean philosophy and strategies are generally applicable in today's global and highly competitive 
environment. They will positively contribute to any business that holistically approaches all lean principles. 
Successful application of lean is based on the understanding that it requires a fundamental and drastic cultural 
change in "how to run a business." This course presents the holistic approach to lean. Justification of all the required 
components, practical and logical steps, and requirements for a positive implementation are covered in this course.  
Prerequisites: Middle or upper management experience in manufacturing and/or service businesses. 

Process Driven Auditing 
This course addresses the latest developments for auditing companies that use the most modern approach to conduct 
their business as a set of capable, interlinked processes. ISO 9001:2000 (quality management systems) and the 
related ISO/TS 16949:2002 (technical specifications) are used as examples, but the methodology is applicable to any 
Quality Management System (QMS). Companies that focus on customer satisfaction by implementing capable, 
effective processes provide their customers with consistent quality which leads to a prosperous business. The 
auditing methodology, applicable to first, second, and third party audits supplies feedback to management and 
employees who are accountable and responsible for continual improvement and meeting ISO requirements. 

Process Failure Mode and Effects Analysis 
The Process Failure Mode and Effects Analysis (PFMEA) course introduces the basic concepts behind this 
important tool and demonstrates how to conduct an effective PFMEA. First, the course explains what a PFMEA is 
and how it improves the long-term performance of products and services by addressing process-related failures. The 
role of the PFMEA within in the framework of quality management systems (ISO 9001:2000), technical 
specifications (ISO/TS 16949:2002), and Advanced Product Quality Planning (APQP) is covered. Additionally, the 
course defines the differences and relationships between the DFMEA and PFMEA. With this background 
information, the course provides a systematic and standardized approach for completing the PFMEA. 

Quality Inspection and Measurements 
In this class you will learn the basic gaging techniques as they are related to quality and industry. You will have the 
opportunity to apply the basics of Gage Repeatability and Reproducibility (GRR) during the course.   

Statistical Process Control 
This course introduces basic statistical concepts as they relate to SPC, identifies how SPC is used for controlling 
processes, and describes how it fits with other process control techniques. The course builds on these basic concepts 
and guides you in the selection of SPC charts, implementation of SPC, and interpretation of the results.  

Tools and Techniques for Continual Improvement 
This course presents practical applications of the basic tools and techniques used for continual improvement of 
products and services. You will learn the basic concepts behind each tool and technique. Applying what you learn to 
real workplace issues is a major component of this course. 
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Total Productive Maintenance in a Manufacturing Facility 
In today's highly competitive marketplace, reducing equipment and process breakdowns is essential for meeting 
production requirements. Under optimum conditions and availability, your company can produce, "What the 
customer wants, when the customer needs it, and at a price the customer is willing to pay." A change in traditional 
models, Total Productive Maintenance (TPM) requires a system-thinking approach that continually works toward 
zero defects and zero breakdowns. This course will provide you with a road map to successful implementation of 
TPM in your facility. Consistent and disciplined application of TPM principles has resulted in increased customer 
satisfaction and profitability. TPM states that manufacturers must strive to improve productivity, quality, cost, 
delivery, inventory, safety, and morale. 

Total Quality Management for Managers and Supervisors 
Covering the basics of Total Quality Management (TQM) in this course, you will explore the need to improve the 
way you do business and how pursuing TQM can help companies change and improve. TQM serves as the basis for 
building a quality system and the course explains the relationship with ISO 9001:2000 and ISO/TS 16949:2002 
(quality management systems and technical specifications) for the global automotive industry. Finally, the course 
aids students in making the decision about whether to follow TQM, and provides guidelines for implementation. 

Value Analysis/Value Engineering 
The Value Analysis/Value Engineering (VA/VE) approach enhances decision making results, improves products 
and processes, and increases customer satisfaction. VA/VE complements the business growth plan by continually 
striving to eliminate waste, redundant functions, and costs in product design. The objective of VA/VE is to improve 
value as defined by this expression:  Value = Function ÷ Cost 
VA is part of post-production continuous improvement efforts; it examines current products in order to detect and 
correct value problems and reduce costs. VE is a pre-production effort that focuses on new products by identifying 
and preventing value problems before production begins. VE is integral to the product development process-
Advanced Product Quality Planning (APQP). 
 
Productivity/Effectiveness 

Activity-Based Costing/Management 
Activity-Based Costing/Management (ABC/ABM) provides improved, fact-based information for prioritizing work 
and focusing energy and effort. By linking costs more closely to the activities and processes that trigger them, you 
can understand them better, manage them more closely, and improve processes to save costs.  ABC/ABM is a 
business improvement program that can create value, improve the bottom line, and enhance decision making. 

Advanced Writing Skills 
Course time will be devoted to writing letters of recommendation, persuasion, refusal, or action-reflecting current 
word usage and up-to-date formats. You will also become more skilled at writing business cases, proposals and 
reports, and learn more about e-mail etiquette. 

Back to Basics-Study Skills for Success 
This composite course strengthens your foundational skills for studying and participating in a class as a student. Tips 
for taking notes, participating in class, and taking tests are all covered and practiced. You will also develop effective 
communication skills, time management tactics, and problem solving strategies for success in academic or 
apprentice programs. 

Building Better Teams 
Teams have become a principal building block of successful companies. This is a basic course for team leaders and 
team members-designed to focus on the characteristics of effective team players and teams. You will leave the 
course with plans for your personal development as a team player and ideas for developing your back-home team. 



 

 
 

O/E Learning Course Catalog 
39 

  

Building Self-Esteem and Assertiveness Skills 
Building your self-esteem is essential for confidence and success. Of all the judgments you make in life, none are as 
important as the ones you make about yourself. Hand in hand with building your self-esteem is learning to be more 
assertive.  Within the foundation of assertiveness is a fundamental assumption-you like yourself. Discover 
techniques that dramatically change how you feel about yourself. Learn how to express yourself with confidence, 
ask for what you want, and identify the steps you need to build your self-esteem. 

Business Savvy and Etiquette 
If you are newly appointed to a management position or if you interact with new people regularly, then this course 
can help you succeed. Whether you want to enhance and polish your business image or you just want to avoid 
feeling uncomfortable in the corporate world, this course will allow you to take a quantum leap forward in skill, 
sophistication, and confidence. 

Business Writing That Works 
If you write as part of your job, then being able to write well is a real career boost. Learn how to capture your 
thoughts on paper so they are strong and persuasive, but at the same time clear, concise, complete, and correct. 
Writing can be thought of as either a process or a product-the finished piece. This course concentrates on the details 
and gives you some practical advice on making the job easier. You will also have an opportunity to discuss your 
writing problems and share solutions with others in the course. 

Crash Course in Instructional Design 
It is becoming increasingly important for top learning executives to initiate and implement training and development 
projects that align with business goals and objectives. This "crash course" is intended to heighten your awareness of 
what constitutes solid instructional design and curriculum development. 
A deeper understanding of instructional design models, principles, and best practices is critical to the integration and 
alignment of training to business goals and objectives. You will learn some of the foundational models, principles, 
and best practices in the field of Instructional design and development, such as ADDIE, Criterion-Referenced 
Instruction, ARCS Model, and more. Through case study analysis and discussion, you will discover how 
instructional designers and developers effectively combine instructional design variables for optimal results. Trends 
and innovations in instructional design also influence the models and overall philosophies that guide the design and 
development process. You will learn what effect they have on the instructional design and development process, the 
learning process, and the final product. 
Through this fresh look at instructional design, you will leave this course with a broader understanding of 
instructional design and curriculum development and its future. 

Dealing With Anger Productively 
Anger is a universal experience. You do not have to be a psychologist to know that managing anger productively is 
something few individuals, companies, and societies do well. Yet research reports that those who effectively manage 
anger at work are much more successful than those who do not. The co-worker who can productively confront his 
teammate about his negative attitude increases his team's chance of success as well as minimizes destructive 
conflicts. The customer service agent who can defuse the angry customer not only keeps her customers loyal, but 
makes her own day less troublesome. This course gives you that edge. 

E-Mail Mastery 
This course targets the needs of those who communicate via e-mail. Providing guidelines and practice, this course 
teaches you how to create efficient and effective e-mails. You will learn strategies for preparing targeted, reader-
focused electronic messages and attachments.  

Gaining Efficiency Through Time Management 
This course helps you organize and prioritize for greater workplace efficiency. The course is full of ideas for 
organizing your work area, paperwork, and priorities. It also helps to optimize your workflow and teaches you how 
to use your planner effectively. 
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Impromptu Speaking Strategies 
This course addresses the worst fears about being on the spot or being put in the hot seat. This course presents 
techniques to organize ideas in high pressure situations or when no advanced preparation time is available. The core 
of this course is in thinking strategies which will guide your ability to analyze, organize, and present ideas.  

Management Skills for the Administrative Assistant 
When working as an administrative assistant, you need several crucial skills to manage your productivity and 
effectiveness at the office and provide appropriate support to those that you assist. During the course, you will 
identify productivity pay-offs and priorities and learn how to build better working relationships with others and the 
person to whom you report. 

Mastering the Presentation 
A great presenter has two unique qualities-appropriate skills and personal confidence. This confidence comes from 
knowing what you want to say, and being comfortable with your communication skills. In this course, you will 
master the skills that will make you a better speaker and presenter. 

Negotiating for Results 
This course provides an interactive approach to negotiations. You will acquire mediation and negotiation skills to 
enhance your ability to solve problems, make decisions, and complete day-to-day responsibilities more effectively. 
You will be encouraged to focus on interests rather than positions-resulting in relationships of mutual trust, fairness, 
and respect for one another. This is a common-sense approach based upon developing a balanced and lasting 
partnership to solve workplace problems. You will learn and practice effective communication skills, problem 
solving, and consensus building, with the intention of turning face-to-face confrontation into side-by-side problem 
solving. 

Problem Solving and Decision Making 
Solving tough problems requires the ability to define the true problem, analyze the possible causes, create options, 
select the most feasible option, and implement a solution. This course will help you enhance your efforts to find 
sustainable solutions and learn new ways to approach problem solving to reach win-win decisions. 

Proofreading and Practical Grammar 
This course provides a variety of methods for reviewing documents to ensure that they are grammatically and 
mechanically correct. You will assess your ability to recognize and correct grammar and mechanical errors in 
documents. Several practice opportunities are included for you to apply new skills in recognizing grammar errors, 
understanding usage guidelines, and proofreading documents. 

Recording Meeting Minutes 
Meetings are costly-even if they are held in a company boardroom. To ensure meetings are productive and worth the 
expense involved, three ingredients are necessary: an assurance of closure, a strong chair or leader, and accurate 
minutes. It has been said that if the minutes of a meeting are not accurate, then the meeting may just as well not have 
taken place. 

Strategies for Meetings That Work 
Are you frustrated with the way your meetings work? Do they lack focus? Are there times some members of the 
group dominate the proceedings? Are you not always sure who should attend? Are you looking for a way to 
structure meetings to make them more effective, while also maintaining an open atmosphere? This course not only 
covers the simple need of meeting structure, but includes some intervention strategies. 

Stress Management 
Today's workforce is experiencing job burnout and stress in epidemic proportions. Workers at all levels feel stressed 
out, insecure, and misunderstood at some point. Many feel the demands of the workplace have become too much to 
handle. The financial impact of stress on corporate world is staggering. This course explores the causes of such 
stress, and suggests appropriate initiatives for the company and its employees. 
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The Confident Speaker 
If you get nervous when presenting at company meetings, find it hard to make conversation at gatherings and social 
events, and freeze up in awkward social situations, then this course is for you. During this course, you will gain 
confidence and skills for interacting with others comfortably and speaking informally and in front of small groups. 

The Human Side of Project Management 
As a project manager, you effectively complete projects by using not only technical tools, but also by working well 
with people-within and outside of the company. Driving projects to successful completion involves leading project 
teams, interfacing with all levels of management, managing the customer, dealing with vendors, and negotiating for 
resources.  As you can imagine, being able to work well with others affects your success as a project manager. 
During this course, you will learn basic interaction skills and uncover the challenges that project managers face in 
today's business world.  Prerequisites:  Previous participation or planning to participate in project management. 

Understanding Project Management 
Project management is not just for construction engineers and military logistics experts anymore. Today, in addition 
to the regular duties of your job, you are often expected to take on extra assignments. Regardless of whether you are 
working on one of your regular duties or additional assignments, you must still perform well, meet expectations, and 
achieve budget and time requirements.  This course is not intended to take you from a supervisory or administrative 
position to that of a project manager. However, it will familiarize you with the most common terms and 
fundamentals of projects and project management. 

Using Technology to Your Advantage 
This course covers how using ergonomically designed furniture and equipment prevents Repetitive Strain Injuries 
(RSI). Employees are obligated and responsible for the proper use and care of company resources.  To ensure that 
employees can be most effective, they will need to be accustomed to using some of the latest timesaving software. 
This course summarizes the best ways to use e-mail, instant messaging, contact management software, and 
scheduling applications in the workplace. Telecommuting is becoming more popular; learn how to implement and 
manage telecommuting work arrangements. Sometimes, employees get angry when their computers fail or if the 
technology they need for their jobs is not available. You will learn tactics for resolving issues and dealing with 
common technology-related problems. 
 
Writing Reports and Proposals 
This course is intended to help you meet the writing requirements that your job demands.  If you are a manager at 
any level in business, government, or industry, you must write reports.  Writing must be clear, concise, complete, 
and correct.  It must also convey your message in a courteous tone.  The course identifies the range for this writing 
style, the forms it takes, and the persuasive techniques it requires.    
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Sales and Marketing 

Closing the Sale 
If you are like most sales professionals, you are always looking for ways to overcome customer objections and close 
the sale. This course will help you plan, prepare, and execute presentations that address customer concerns, reduce 
the number of objections you encounter, and improve your batting average at closing the sale. 

Creative Marketing Tactics 
A small marketing budget does not mean you cannot meet your goals and business objectives-you just have to be 
more creative in your marketing tactics. This course shows you how to get maximum exposure at minimum cost. 
Learn free and low-cost strategies that will develop your company's image, improve sales, and build your bottom 
line. 
 
Improving with Improv 
Improving with Improv, is an adaptive thinking program that uses the techniques and exercises of improvisational 
comedy to enhance faster, more creative and better thinking. By accelerating your problem-solving process, your 
new skills save you time and money. The goal is to help you:  

• Solve problems and resolve business issues more quickly and creatively 
• Respond rapidly and appropriately to the unexpected  
• Build better working relationships 
• Shorten the problem-solving process saving time and money 

 The half-day workshop contains a variety of exercises, each building on the previous exercise, to achieve those 
goals. Each exercise is rooted in “improv” comedy, but reflects real-world business issues. Following each exercise 
is a brief discussion/analysis of what the participants were experiencing, and how this can be applied to actual 
business situations. Improving with Improv is not about being a comedian. It is about adaptive thinking. But you 
will laugh while you learn.  

Making Friends and Building Relationships in Sales 
No one questions that making friends is a good thing. In this course, you are going to discover that the "business of 
business is making friends," and the "business of all sales professionals is making friends and building 
relationships." Strategic friendships will make or break any business, no matter how big and no matter what kind of 
market. 

Networking and Prospecting Plan 
Your sales success today is a result of the prospecting you did six months ago. Become skilled at networking and 
remember the 80/20 rule. Know who to target and how to target them, and remember to do some prospecting every 
day through warming up cold calls, following up on leads, or networking. Build your personal prospecting plan and 
ensure your future by planting seeds daily. 
 
Optimizing the Telephone for Increased Sales 
Selling is a skill that you never stop learning. Virtually everybody in sales sells over the phone at least part of the 
time, but is it time for you to evaluate how you use the telephone and where it fits into your sales and marketing 
mix. The telephone can supplement, enhance, and sometimes replace other means of marketing and selling, and it 
can dramatically increase your sales success. Come to this course and develop your communication, persuasion, and 
negotiation skills so that every sales call is personalized to each prospect and each situation. 

Personalize Your Selling Approach 
It is no secret that selling has changed in recent years. High-pressure selling tactics are no longer effective. 
Customers want involvement. They want you to recognize their needs and listen to them. They do not want to be 
forgotten once the sale is made. The two key objectives of this course are helping you feel more comfortable and 
skilled in selling to your customers and addressing your customer service challenges. 
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Reflecting on Reality 
Here is your reality: Creative Destruction exists for every industry, for every company, and for every job.  Deal with 
it or be left behind! We would love reality to be neat and clean like a set of nested boxes. Instead, reality is often 
chaotic, sporadic, and spontaneous.  Reflecting on reality requires an examination of four questions that address the 
interfaces among the boxes.  

• How is the economy affecting my industry?  
• How should (and will) my company respond to industry changes?  
• How should my job change so it aligns with the needs of my company?  
• Do I have the skills I will need for the future?  

This one-day workshop provides the tools and techniques your teams will need to answer these questions. During 
this workshop, your team will learn how to: 

• Recognize the warning signs of industry change. 
• Explore the winds of change and the differences between turning points and break points. 
• Analyze your company’s business model and your role in success. 
• Understand the four “spans of attention” of any job and how to adjust the levers to align with company 

strategy.  
Examine the eight skills of a Prepared Mind and develop a plan of action to address the skills that need 
strengthening. 
 

Selling Solutions-The Knowledgeable Sales Professional 
A great sales presentation does not demand that you have all the bells and whistles to impress the client with your 
technical skills. Rather, try impressing your customers with your knowledge of the products and services you sell, 
what the customers' problems are, and the solutions they need. This course will focus on your formal written 
proposal and in-person presentation. 

Social Media and Networking 
This day and a half workshop will help you understand the Social Media and Networking landscape. You will learn 
about three key tools, including: LinkedIn, Twitter, and Facebook. The course will help optimize your social media 
experience both personally and organizationally. Master how to build online credibility, create effective profiles, and 
achieve your desired goals with a strategic plan. On the second day, you will begin putting your own strategic plan 
into action by setting up accounts, building profiles, and learning about valuable add-on applications that will help 
you to get the most out of your social networking experience. Please note this is a hands on course that can be run in 
a PC lab environment or participants can bring their own laptops for use during the workshop. 

Tactical to Strategic Thinking  
This one-day workshop is an introduction to strategic thinking. It is intended for newer managers and those 
individual contributors who have to execute departmental or company strategy and want to influence the thinking 
that goes into that strategy. What does it mean to think strategically in light of the challenges facing your 
organization? In this workshop participants explore this question through a Sense-Response Cycle that all managers 
should use as they consider the future of their organization.  Participants will review the profile of a strategic 
thinker, review an external analyst’s view of the challenges facing business, and assess themselves on the tactical-to-
strategic continuum.    
The objective of the workshop is see what strategic thinking looks and feels like. Participants will experience 
expanding their thinking and applying that thinking to their individual roles within their company.  The workshop 
concludes with the development of a specific action plan for how the individuals will change their behavior to 
improve their own thinking on the job. 
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Safety Training 
 
OSHA 10 Hour Construction Outreach Training Course  
This course is designed for construction workers, foremen, job supervisors, and anyone involved in the construction 
industry. OSHA recommends Outreach Training Program courses as an orientation to occupational safety and 
health for workers covered by OSHA 29 CFR 1926. Workers must receive additional training, when required by 
OSHA standards, on the specific hazards of the job. Upon successful completion of the course, participants will 
receive an OSHA 10-Hour Construction Outreach DOL course completion card within 4-6 weeks. 
 
OSHA 10 Hour General Industry Outreach Training Course 
This course is ideal for supervisors with safety and health responsibilities and for employee safety and health 
awareness. Students will be introduced to OSHA policies, procedures and standards as well as general industry 
safety and health principles covered in OSH Act Part 1910. Special emphasis will be placed on areas most 
hazardous using OSHA standards as a guide. Upon successful completion of the course, participants will receive an 
OSHA 10-Hour General Industry Outreach DOL course completion card within 4-6 weeks. 
 
OSHA 30 Hour Construction Industry Outreach Training 
The OSHA 30 Hour Construction Industry Outreach Training course is a comprehensive safety program designed 
for anyone involved in the construction industry. Specifically devised for safety directors, foremen, and field 
supervisors; the program provides complete information on OSHA compliance issues. OSHA recommends 
Outreach Training Programs as an orientation to occupational safety and health for workers covered by OSHA 29 
CFR 1926. Construction workers must receive additional training, when required by OSHA standards, on specific 
hazards of the job. 
 
OSHA 30 Hour General Industry Outreach Training 
The OSHA 30 Hour General Industry Outreach Training course is a comprehensive safety program designed for 
anyone involved in general industry. Specifically devised for safety directors, foremen, and field supervisors; the 
program provides complete information on OSHA compliance issues. OSHA recommends Outreach Training 
Programs as an orientation to occupational safety and health for workers covered by OSHA 29 CFR 1910. General 
industry workers must receive additional training, when required by OSHA standards, on specific hazards of the 
job. 
 
Construction Safety Training 
OSHA – Construction 
 
29 CFR 1926 Subpart R Steel Erection 
This course will offer training in procedures required in the new "Steel Erection Standard". Attendees who should 
attend this seminar are those who are in any position of authority relating to any type of structural steel erection, 
including everyone from the crafts trade to project managers and construction company owners, and to any other on-
site personnel. This course is designed to assist contractors, engineers and architects, and other safety personnel in 
understanding and complying with the new Subpart R, Steel Erection Standard. 
 
Cal-OSHA: Concrete and Masonry   
This course is designed for construction workers who want to learn about precautions and dangers that come from 
concrete and masonry projects. Topics include general requirements, cast-in-place concrete, and masonry 
construction. This course covers the topics included in OSHA 29 CFR 1926.7 Subpart Q. 
 
Cal-OSHA: Cranes and Rigging  
This course is intended for workers who want to learn more about cranes, derricks, hoists, elevators, and/or 
conveyors. Topics include cranes & derricks, helicopters, base-mounted drum hoists, overhead hoists, conveyors, 
and aerial lifts, This course covers the topics included in OSHA 29 CFR 1926.55 Subpart N. 
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Cal-OSHA: Electrical Safety  
This course provides an overview of basic electrical safety for individuals with little or limited training or familiarity 
with electrical hazards and is designed for any worker who may use extension cords, electric tools, etc. This course 
covers the topics included in OSHA 29 CFR 1910.301-399 Subpart S. 
 
Cal-OSHA: Excavations   
Cave-ins are considered the most dangerous trench and excavation hazard. In addition, other potentially fatal 
hazards also exist in excavations, such as asphyxiation due to lack of oxygen in a confined space, inhalation of toxic 
fumes, drowning, falls, water accumulation, etc. The OSHA standards intend to protect workers in trenches and 
excavations. This course gives you a basic understanding of how to work safely in excavations and what important 
points are required to consider when working in an excavation.  
 
Cal-OSHA: Fall Protection   
This course gives you a basic understanding about OSHA’s role in prevention and elimination of work-related 
illnesses and injuries. The OSHA standard identifies areas or activities where fall protection is needed.  
It clarifies what an employer must do to provide fall protection for employees, such as identifying and evaluating 
fall hazards and providing training. Under the standard, employers are able to select fall protection measures 
compatible with the type of work being performed. 
 
Cal-OSHA: Fire Protection  
This course has been designed to deliver first hand information about fires and fire protection measures. After 
completing this course, you will be able to identify different types of fires and how safety measures can be taken to 
avoid a disastrous situation. We will also discuss the different types of fire extinguishers in use and discover how 
careful planning and precautionary measures can be taken to save lives and property.  This course is intended for the 
general audience.  
 
Cal-OSHA: General Safety & Health Provisions  
This course is designed for those who want to learn about recognition, avoidance and prevention of unsafe 
conditions in regulated employments. Topics include definitions, recognition of unsafe conditions, avoidance of 
unsafe conditions, and prevention of unsafe conditions. This course focuses on the topics covered in OSHA 29 CFR 
1926.20 Subpart C 
 
Cal-OSHA: Hand & Power Tools  
This course gives you a basic understanding about OSHA’s role in prevention and elimination of work-related 
illnesses and injuries. Hand and power tools are a part of our everyday lives and help us to easily perform tasks that 
otherwise would be difficult or impossible. However, these simple tools can be hazardous, and have the potential for 
causing severe injuries when used or maintained improperly. Special attention toward hand and power tool safety is 
necessary in order to reduce or eliminate these hazards.  
 
Cal-OSHA: Introduction to OSHA & the OSH Act  
This course gives a basic overview of OSHA, OSH act, and OSHA’s role in prevention and elimination of work-
related illnesses and injuries. It includes information about employer and employee rights and responsibilities, and a 
very brief look at the inspection process, reporting and recordkeeping. This course will prove beneficial for those 
who are directly or indirectly involved with OSHA and OSH Act.  
 
Cal-OSHA: Scaffolding 
This course attempts to provide a general overview of the safety measures that are required when working on a 
scaffold. The course begins with an introduction into the various types of scaffolds, and goes onto to outline the 
OSHA safety requirements and safety measure that can be taken to ensure that employees working on scaffolds are 
at little risk of injury or death. 
Cal-OSHA: Stairways and Ladders 
This course gives you a basic understanding of OSHA standards and its role in the prevention and elimination of 
work-related injuries and fatalities due to stairways and ladders at workplaces. 
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Concrete & Masonry 
This course is designed for construction workers who want to learn about precautions and dangers that come from 
concrete and masonry projects. Topics include general requirements, cast-in-place concrete, and masonry 
construction. This course covers the topics included in OSHA 29 CFR 1926.7 Subpart Q. 
 
Confined Spaces  
This course encapsulates the safety regulation of the workers working in permit required confined spaces. It instructs 
about the hazards that may occur during the work in confined spaces. 
 
Cranes & Rigging 
This course is intended for workers who want to learn more about cranes, derricks, hoists, elevators, and/or 
conveyors. Topics include cranes & derricks, helicopters, base-mounted drum hoists, overhead hoists, conveyors, 
and aerial lifts, This course covers the topics included in OSHA 29 CFR 1926.55 Subpart N. 
 
Cranes, Derricks & Hoists 
This course is intended for workers who want to learn more about cranes, derricks, hoists, elevators, and/or 
conveyors. Topics include cranes & derricks, helicopters, base-mounted drum hoists, overhead hoists, conveyors, 
and aerial lifts, This course covers the topics included in OSHA 29 CFR 1926.55 Subpart N. 
 
Demolition 
This course is designed for demolition contractors. Topics include preparatory operations, engineering survey, utility 
location, medical services & first aid, police & fire contact, fire prevention & protection, special structures, concrete 
structures, safe blasting procedures, transportation of explosives, storage of explosives, and procedures after 
blasting. This course covers the topics included in OSHA 29 CFR 1926.7 Subpart T. 
 
Electrical Safety 
This course provides an overview of basic electrical safety for individuals with little or limited training or familiarity 
with electrical hazards and is designed for any worker who may use extension cords, electric tools, etc. This course 
covers the topics included in OSHA 29 CFR 1910.301-399 Subp 
 
Excavations 
Cave-ins are considered the most dangerous trench and excavation hazard. In addition, other potentially fatal 
hazards also exist in excavations, such as asphyxiation due to lack of oxygen in a confined space, inhalation of toxic 
fumes, drowning, falls, water accumulation, etc. The OSHA standards intend to protect workers in trenches and 
excavations. This course gives you a basic understanding of how to work safely in excavations and what important 
points are required to consider when working in an excavation. 
 
Fall Protection 
This course gives you a basic understanding about OSHA’s role in prevention and elimination of work-related 
illnesses and injuries. The OSHA standard identifies areas or activities where fall protection is needed.  
It clarifies what an employer must do to provide fall protection for employees, such as identifying and evaluating 
fall hazards and providing training. Under the standard, employers are able to select fall protection measures 
compatible with the type of work being performed.  
 
Fire Protection 
This course has been designed to deliver firsthand information about fires and fire protection measures. After 
completing this course, you will be able to identify different types of fires and how safety measures can be taken to 
avoid a disastrous situation. We will also discuss the different types of fire extinguishers in use and discover how 
careful planning and precautionary measures can be taken to save lives and property.  This course is intended for the 
general audience. For more information, please contact your local fire department and consult your fire safety and 
security maintenance supervisor. 
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General Safety & Health Provisions 
This course is designed for those who want to learn about recognition, avoidance and prevention of unsafe 
conditions in regulated employments. Topics include definitions, recognition of unsafe conditions, avoidance of 
unsafe conditions, and prevention of unsafe conditions. This course focuses on the topics covered in OSHA 29 CFR 
1926.20 Subpart C 

Hand & Power Tools 
This course gives you a basic understanding about OSHA’s role in prevention and elimination of work-related 
illnesses and injuries. Hand and power tools are a part of our everyday lives and help us to easily perform tasks that 
otherwise would be difficult or impossible. However, these simple tools can be hazardous, and have the potential for 
causing severe injuries when used or maintained improperly. Special attention toward hand and power tool safety is 
necessary in order to reduce or eliminate these hazards. 

Introduction to OSHA & the OSH Act 
This course gives a basic overview of OSHA, OSH act, and OSHA’s role in prevention and elimination of work-
related illnesses and injuries. It includes information about employer and employee rights and responsibilities, and a 
very brief look at the inspection process, reporting and recordkeeping. This course will prove beneficial for those 
who are directly or indirectly involved with OSHA and OSH Act. 
 
Materials Handling   
This course introduces the hazards that are involved in the handling and storage of materials. Different methods of 
handling and storage are discussed, the hazards they pose to workers and the methods by which these hazards can be 
reduced or eliminated from the workplace 
 
Motor Vehicles   
This course is intended for workers who want to know about motor vehicles, mechanized equipment, marine 
operations, rollover protective structures, overhead protection, signs, signals, and/or barricades. Topics include 
motor vehicles, mechanized equipment, marine operations, rollover protective structures, overhead protection, signs, 
signals, and/or barricades. This course covers the topics included in OSHA 29 CFR 1926 Subparts O,W,G 
Occupational Health & Environmental Controls  
This course is designed for people working in the construction industry who are exposed to health hazards and 
chemicals during the course of their work. Topics include definitions, hazard communication standard, asbestos 
standards, MDA, lead, worker protection programs, process safety management of highly hazardous chemicals, and 
cadmium. This course focuses on the topics covered in OSHA 29 CFR 1926 Subpart D. 
 
OSHA 1926 STD 3-1.1   
This course is designed for those in the construction industry who follow state OSHA plans and federal plans.  This 
course discusses the 29 CFR 1926.20, General Safety and Health Provisions, 29 CFR 1926.21, Safety Training and 
Education, 29 CFR 1926.23, First Aid and Medical Attention, and 29 CFR 1904.2, Recordkeeping Requirements. 
 
 
Personal Protective Equipment 
It is the employers’ responsibility to assess the workplace hazards, and if they are present or are likely to be present, 
and work practice controls alone are not sufficient, then the employer must provide personal protective equipment to 
the exposed employees. This course gives you a basic understanding about OSHA’s role in prevention and 
elimination of work-related casualties and fatalities, which can be protected through proper personal protective 
equipment (PPE). 
 
Process Safety Management   
The primary concern of process safety management (PSM) of highly hazardous chemicals is to protect exposed 
employees from unwanted releases of hazardous chemicals. This course gives you a basic understanding of OSHA 
standards regarding process safety management (PSM) of highly hazardous chemicals.  
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Recordkeeping 
This course is designed to assist employers in identifying and fulfilling their responsibilities for posting certain 
records, maintaining records of illnesses and injuries, and reporting specific cases to OSHA.  Students who 
successfully complete this course will be able to identify the OSHA requirements for recordkeeping.  
 
Scaffolding  
This course provides a general overview of the safety measures that are required when working on a scaffold. The 
course begins with an introduction into the various types of scaffolds, and goes onto to outline the OSHA safety 
requirements and safety measure that can be taken to ensure that employees working on scaffolds are at little risk of 
injury or death. 
 
Spanish- Concrete and Masonry 
This course is designed for construction workers who want to learn about precautions and dangers that come from 
concrete and masonry projects. Topics include general requirements, cast-in-place concrete, and masonry 
construction. This course covers the topics included in OSHA 29 CFR 1926.7 Subpart Q. 
 
Spanish- Cranes and Rigging 
This course is intended for workers who want to learn more about cranes, derricks, hoists, elevators, and/or 
conveyors. Topics include cranes & derricks, helicopters, base-mounted drum hoists, overhead hoists, conveyors, 
and aerial lifts, This course covers the topics included in OSHA 29 CFR 1926.55 Subpart N. 
 
Spanish- Electrical Safety 
This course provides an overview of basic electrical safety for individuals with little or limited training or familiarity 
with electrical hazards and is designed for any worker who may use extension cords, electric tools, etc. This course 
covers the topics included in OSHA 29 CFR 1910.301-399 Subpart S. 
 
Spanish- Excavations 
Cave-ins are considered the most dangerous trench and excavation hazard. In addition, other potentially fatal 
hazards also exist in excavations, such as asphyxiation due to lack of oxygen in a confined space, inhalation of toxic 
fumes, drowning, falls, water accumulation, etc. The OSHA standards intend to protect workers in trenches and 
excavations. This course gives you a basic understanding of how to work safely in excavations and what important 
points are required to consider when working in an excavation. 
 
Spanish- Fall Protection 
This course gives you a basic understanding about OSHA’s role in prevention and elimination of work-related 
illnesses and injuries. The OSHA standard identifies areas or activities where fall protection is needed. It clarifies 
what an employer must do to provide fall protection for employees, such as identifying and evaluating fall hazards 
and providing training. Under the standard, employers are able to select fall protection measures compatible with the 
type of work being performed.  
 
Spanish- General Safety & Health Provisions 
This course provides an overview of the OSHA standard for General Safety and Health Provisions (OSHA 29 CFR 
1926 Subpt C). Topics covered in this course include safety training and education, first aid, fire protection, as well 
as employee emergency action plans. 
 
Spanish- Hand and Power Tools 
This course gives you a basic understanding about OSHA’s role in prevention and elimination of work-related 
illnesses and injuries. Hand and power tools are a part of our everyday lives and help us to easily perform tasks that 
otherwise would be difficult or impossible. However, these simple tools can be hazardous, and have the potential for 
causing severe injuries when used or maintained improperly. Special attention toward hand and power tool safety is 
necessary in order to reduce or eliminate these hazards. 
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Spanish- Introduction to OSHA and OSH Act 
This course gives a basic overview of OSHA, OSH act, and OSHA’s role in prevention and elimination of work-
related illnesses and injuries. It includes information about employer and employee rights and responsibilities, and a 
very brief look at the inspection process, reporting and recordkeeping. This course will prove beneficial for those 
who are directly or indirectly involved with OSHA and OSH Act. 
 
Spanish-Scaffolding 
This course attempts to provide a general overview of the safety measures that are required when working on a 
scaffold. The course begins with an introduction into the various types of scaffolds, and goes onto to outline the 
OSHA safety requirements and safety measure that can be taken to ensure that employees working on scaffolds are 
at little risk of injury or death. 
 
Spanish- Stairways & Ladders 
This course gives you a basic understanding of OSHA standards and its role in the prevention and elimination of 
work-related injuries and fatalities due to stairways and ladders at workplaces. 
 
Spanish-Fire Protection  

This course has been designed to deliver firsthand information about fires and fire protection measures. After 
completing this course, you will be able to identify different types of fires and how safety measures can be taken to 
avoid a disastrous situation. We will also discuss the different types of fire extinguishers in use and discover how 
careful planning and precautionary measures can be taken to save lives and property.  This course is intended for the 
general audience. For more information, please contact your local fire department and consult your fire safety and 
security maintenance supervisor. 

Stairways & Ladders   
This course gives you a basic understanding of OSHA standards and its role in the prevention and elimination of 
work-related injuries and fatalities due to stairways and ladders at workplaces. 
 
Welding & Cutting   
This course attempts to discuss the two most common types of welding and cutting (gas and arc), the danger that are 
involved in working with them and the safety measure that can be undertaken to minimize and prevent the 
occurrence of their associated hazards. The course goes on to study fire prevention techniques and the danger of 
preservative coatings when welding or cutting. 
 
OSHA – General Industry 
 
NEC 2008 Code Update 
The Changes to the National Electrical Code (NEC) 2008 course is designed for persons performing electrical work. 
While there were over 3,688 proposed changes to the 2008 Code, this course will examine some of the most 
significant changes that affect the people throughout the electrical industry including residential, commercial, and 
industrial electricians.  Even though the 145 articles contained in the Code can be confusing and may contain what 
appears to be contradictory requirements, the authority having jurisdiction (AHJ) will be the fundamental decision 
maker. You will need to understand and follow their interpretation as to the significance of information contained in 
a particular article, section, or subsection.  During this course, particular emphasis will be provided when this 
situation is known to have occurred and some of the different perspectives will be presented to permit you to see 
several sides of a particular topic. 
 
NEC 2008 Wiring and Protection 
In 2008 significant changes were made to the National Electrical Code (NEC) and significant changes were made to 
the regulations covering wiring and protection as it pertains to branch circuits.  This course is designed for people 
who wish to learn about these changes to the 2008 National Electrical Code as it pertains to Wiring and Protection: 
branch circuits. 
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NEC 2008 Grounding and Bonding 
In 2008 significant changes were made to the National Electrical Code (NEC) and significant changes were made to 
the regulations covering grounding and bonding.  This course is designed for people who wish to learn about these 
changes. 
 
HACCP Food Safety Course 
HACCP proves that what you do or don’t do makes a big difference in serving safe food. The goal of HACCP is to 
stop, control, and prevent food safety problems. Our goal for you in this module is for you to become a HACCP 
Superstar!  
 
Electrical Fundamentals  
This course is designed to introduce the learners to topics related to direct and alternating current circuits and how to 
safely service and maintain electrical equipment. 
 
NFPA 70E  
Electrical power is a dangerous force that requires proper understanding in the workplace. This course defines the 
requirements for work practices that workers should use to avoid injury from a release of electrical energy when 
performing tasks involving electrical power. The specific information in this course enables the student to prevent or 
minimize exposure to all widely recognized electrical hazards as well as to better understand the importance of the 
relationship between OSHA and NFPA 70E. 
 
Means of Egress and Fire Protection 
Every year thousands of people are injured or killed because of inappropriate exit routes. It is a harsh fact that 
inadequate egress provisions are usually more responsible for casualties and fatalities than the actual emergency.  
This course gives you a basic understanding of means of egress and fire protection methods. It is essential to know 
how we can save co-workers’ lives as well as our own in workplace. 
 
Electrical Safety for General Industry 
Every year tens of thousands of people are injured or killed from electrical shocks/contacts in the United States. 
Employees are exposed to dangers such as electric shock, electrocution, burns, fires and explosions. It is essential to 
understand that how electricity is lethal for us and how we can save our lives. This course gives you a basic 
understanding of prevention and elimination of work-related illnesses and injuries 
 
 
Hazardous Materials 
Hazardous materials are considered any substance or compound that has a capability of producing adverse effects on 
the health and safety of humans. Every year thousands of workers get injured or killed because of fatal chemical or 
other toxic hazards. OSHA and other authorities have provided many rules and regulations in order to prevent 
hazards and perform safe operations at the workplace. 
 
Industrial Hygiene  

This course attempts to introduce the content of OSHA 1910 Subpart Z, which deals with toxic and hazardous 
substances.  This course will focus on the aspects of Subpart Z which deal with keeping hazardous chemicals and 
materials from negatively affecting your health. This includes the use of personal protective equipment, cleaning 
procedures in the event of exposure to hazardous materials, and the procedures in place for conducting first aid and 
recording an incident of exposure in the workplace. 

Hazard Communication 
The Hazard Communication Standard (HCS) provides information to workers and employers about various 
chemical hazards that exist in the workplace, and what protective measures they can take in order to prevent the 
adverse effects of such hazards.  This course gives you a basic understanding of how to deal with hazardous 
chemicals and how workers can prevent and protect themselves from fatal chemical hazards. 
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Personal Protective Equipment for General Industry 
This course will provide the employers and the employees with knowledge concerning the proper selection, care and 
use of personal protective equipment. They will be informed of the requirements for compliance with OSHA 
requirements. 

Machinery and Machine Guarding 
 This course will help workers to protect themselves from moving machinery. After completion of this course, 
workers will be able to properly apply the OSHA Machine and Machine Guarding requirements to their day to day 
work activities. 
 
Confined Spaces for General Industry 
This course is intended for all employees who are required to enter into confined or enclosed spaces. This course 
deals with the safety issues concerned with entering permit-required confined spaces. 
 
Welding, Cutting and Brazing for General Industry 
This course is intended for all employees who are required to perform the tasks of welding, cutting or brazing. The 
course is specifically designed to help workers meet OSHA compliance regarding welding, cutting and brazing. 
 
Safety and Health Programs 
This course is designed for employers, supervisors, and managers who need to thoroughly understand, implement, 
and communicate an OSHA program. Workers who need to be educated and aware of OSHA issues within their 
domain will also find this course useful. Moreover, OSHA officers and coordinators who need to develop an OSHA 
program and ensure conformance to the policies will see this course as a must. 

Workplace Violence 
This course attempts to highlight the problems of violence in the workplace. It identifies the various kinds and what 
constitutes workplace violence. The course then goes on to explain the potential costs of ignoring workplace 
violence and the methods that can be utilized to minimize and/or eliminate it from the workplace. 

Lockout/Tagout 
This course is designed to inform employees about the requirements for lockout/tagout during servicing and 
maintenance of machines or equipment. Also covered are the requirements of the OSHA Lockout/Tagout Standard, 
procedures for the application of locks and tags, and a discussion of the types of energy these procedures are 
designed to control. 
 
Safety Orientation 
Employees may be exposed to many safety and health hazards while on the job. These include chemical hazards, 
fire hazards, electrical hazards, confined space hazards, etc. This course aims to present an overview of some basic 
workplace hazards and how employees can protect themselves from them.  
 
Walking and Working Surfaces 
This course alerts participants to the hazards of walking and working surfaces and provides information about 
workplace action needed to eliminate or control these hazards. 
 
OSHA - HAZWOPER 
HAZWOPER stands for Hazardous Wastes Operation and Emergency Response. Hazardous wastes are major 
sources of workers’ injuries and fatalities in workplaces. This course gives you a basic understanding of OSHA 
standards and its role in the prevention and elimination of workers’ injuries and fatalities due to hazardous wastes 
present at workplaces. 
 
Materials Handling and Storage for General Industry 
This course specifies the materials handling and storage procedures developed by the Occupational Safety and 
Health Administration (OSHA) to reduce injuries resulting from mishandling or improper storage. 
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Bloodborne Pathogens 
This training course is designed to provide a basic understanding of bloodborne pathogens, common modes of their 
transmission, methods of prevention, and other pertinent information. Through this course, students will able to meet 
the requirements of the Occupational Safety and Health Administration's (OSHA's) Bloodborne Pathogen Standard. 
 
Ergonomics for Office Workers 
This course is designed for employees who want to learn about stress and strain due to the physical office 
environment. Topics include proper on-the-job stress and strain, Cumulative Trauma Disorder (CTD), work station 
set, workplace injury and discomfort, choosing and adjusting office equipment, proper light sources and setups, 
reducing your risk of injury, stretches, potential types of injury, and demonstrates numerous exercises for coping 
with on-the-job stress and strain. OSHA had previously given guidance on this topic via OSHA 29 CFR 1910 but 
later removed it.  
 
Drug and Alcohol Abuse in the Workplace 
The issue of drug and alcohol abuse is not new. However, over the recent years it has become evident that drug and 
alcohol abuse can adversely affect the workplace by decreasing its overall efficiency. This course focuses on the 
management of alcohol and drugs in the workplace. It discusses the issues related to drug and alcohol abuse that the 
employees may encounter while at work. It also provides suggestions on how employers can reduce the risk to the 
employees’ safety and productivity. 
 
Hazards of Asbestos in the Workplace  
Asbestos is a substance that has been used for centuries. Its heat-resistant properties make it almost indestructible; 
due to this property, asbestos have been widely used in the construction industry, especially for pipe and boiler 
insulation. Before 1973, asbestos was sprayed onto different surfaces for fire protection purposes, but this practice 
was banned due to the hazardous nature of asbestos. Furthermore, it is no longer used for insulating pipes and 
boilers. However, asbestos can still be found in many older buildings. Those who work in construction, repair, 
demolition and renovations are at a greater risk of contracting asbestos-related diseases such as asbestosis, lung 
cancer, and mesothelioma. There is no safe level for exposure to asbestos. This course introduces the students to the 
hazards of asbestos in the workplace and provides information about the measures that must be taken in order to 
minimize the effects of exposure to asbestos.  
 
Professional Response to Trauma  
Across the United States, many workers experience death and suffering routinely as a part of their jobs. Funeral 
directors, paramedics, firefighters and other emergency responders are faced with traumatic events while performing 
their duties. These workers are at an increased risk for of developing traumatic stress. This can also affect their 
ability to provide emergency response to others who need their help. In this course, we will discuss what traumatic 
events are, the normal responses to trauma, and how emergency responders can manage their own response to 
traumatic events.   
 
Building Security 
With more than a million office buildings in the United States, more and more Americans are spending a 
considerable part of their lives working in these buildings. Recently, there has been a growing concern for security 
in commercial buildings all over the US. The purpose of this course is to familiarize building owners and managers, 
along with security personnel, with identifying types of dangers in and around buildings and preventative measures 
that can be taken to minimize the threat of danger to employees.  
 
Ergonomics for Non-Office Workers 
Employees who work in non-office environments are routinely required to carry out tasks that involve movement 
and physical exertion. These forceful exertions associated with such tasks may lead to fatigue, musculoskeletal 
disorders, and other serious injuries. This course is designed to help employees identify work-related problems and 
learn to apply the principles of ergonomics in order to make their jobs less physically demanding, thereby increasing 
their overall efficiency.   
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Personal Response to Trauma 
Every day many people experience shock or grief as the result of tragedies they may experience unexpectedly in 
their lives. As opposed to events that may occur gradually and allow for a person to cope over time, a traumatic 
event may happen without warning and give the victim or those close to the victim n time to adjust to the 
experience. Traumatic events could be dangerous if the victims are not capable of managing them effectively. 
Trauma could also be the cause of various mental and physical disorders, such as depression, frustration, feeling of 
helplessness etc. This course gives you a basic understanding of trauma, including trauma symptoms and effects, 
and methods of coping with trauma.   
 
Beryllium and Cadmium Hazards in the Workplace   
There are hundreds of workplaces and thousands of employees that are exposed to beryllium and cadmium hazards 
every day. This course gives you a basic knowledge of beryllium and cadmium hazards present at various industrial 
workplaces, how you can minimize your exposure to them, different acute and chronic problems caused by 
beryllium and cadmium, and what precautionary measures you should take in order to avoid injuries and fatalities at 
beryllium and cadmium exposed workplaces.   
 
Use of Explosives in the Workplace   
Explosives are used in many industrial operations, particularly in construction and mining. If used properly and by 
experienced personnel the use of explosives could be very beneficial. However, if explosives are used by untrained 
users, there is a great potential for both fire and unwanted explosions. The main objective of this course is to provide 
fundamental information about explosives and how you can safely use and secure them in operations related to 
construction. This course will also enable you to identify and manage risks associated with tasks involving 
explosives.  
 
Lead Safety in the Workplace   
Lead is a very toxic substance. People who are exposed to lead or lead compounds may become ill or even die due 
to lead poisoning. Usually, our bodies remove lead from our systems at a slow rate; however, inhaling even small 
doses of lead for a long period of time can result in lead poisoning. Workers who are required to work at or near 
sites that are contaminated with lead are at a greater risk of lead poisoning. This course is designed for workers who 
work in areas where the hazard of lead contamination exists. The course focuses on the health risks associated with 
exposure to lead and how workers can protect themselves against lead.   
 
Ionizing and Non-ionizing Radiation Safety   
Personnel working in areas where they could be exposed to radiation need to be aware of the associated hazards and 
preventive or control measures. This course covers information about radiation, kinds of radiation found in 
workplaces, effects of radiation on human health, and the preventive measures that could be adopted to control 
radiation in the work areas. This course will be helpful for those who are directly or indirectly involved with 
radiation in their workplaces.   
 
OHSAS 18001 
This course is based on the recognized assessment specification OHSAS 18000. Taking this course can reduce risk, 
help you and your company stay in compliance with legal requirements, and improve overall performance.  
 
ISO 14000 
This course has been designed to provide basic knowledge about the environment, environment management 
systems (EMS), ISO 14000, the relation between ISO 9000 and 14000, the integration of ISO 14001 and 9001, and 
the requirements of ISO 14001. The primary purpose of ISO 14000 series is to prevent pollution, protect the 
environment and improve the environmental performance of all kinds of organizations.  
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Hazardous Waste Training 
 
Hazwoper 40 Hour Course 
This course is specifically designed for workers who are involved in clean-up operations, voluntary clean-up 
operations, emergency response operations, and storage, disposal, or treatment of hazardous substances or 
uncontrolled hazardous waste sites. Topics include protection against hazardous chemicals, elimination of hazardous 
chemicals, safety of workers and the environment, OSHA regulations. This course covers topics included in 29 CFR 
1910.120 (e). The online course meets the standard requirement of 40 hrs of initial training. The three days field 
experience under a trained, experienced supervisor is the responsibility of the student’s employer or potential 
employer. Note: This training is only valid when accompanied by a certificate demonstrating completion of 8 hours 
of Hands-On Training in accordance with 29 CFR 1910.120 (e). 
 
Hazwoper 24 Hour Course 
This course fulfills your requirements for certification under 29 CFR, Part 1910.120 (q), or other applicable state 
regulations for certification to the 24-hour Occasional Site Worker level.  
 
Hazwoper First Responder Operations Level II 
This course covers broad issues pertaining to the hazard recognition at work sites. OSHA has developed the 
HAZWOPER program to protect the workers working at hazardous sites and devised extensive regulations to ensure 
their safety and health. This course, while identifying different types of hazards, also suggests possible precautions 
and protective measures to reduce or eliminate hazards at the work place. 
 
Hazwoper 8 Hour Annual Refresher Course 
This course meets the requirements in OSHA 29 CFR 1910.120 for eight hours of annual refresher training for 
workers at hazardous waste sites. This course is designed for general site workers who remove hazardous waste or 
who are exposed or potentially exposed to hazardous substances or health hazards. Topics include HAZWOPER 
regulations, safety and health plans, hazardous chemicals, safety hazards, air monitoring, medical surveillance, site 
control, decontamination, personal protective equipment, and respiratory equipment. This course covers the topics in 
OSHA 29 CFR 1910.120. Prerequisites: Enrollment is open to those who have already completed the 40-hour or 24-
hour HAZWOPER training.  PRE-REQUISITE: To be eligible to take the 8 hour refresher course, you must have 
taken the 24 or 40 hour HAZWOPER course. 
 
Hazwoper 1st Responder Awareness Level 
This course covers broad issues pertaining to the hazard recognition at work sites. OSHA has developed the 
HAZWOPER program to protect the workers working at hazardous sites and devised extensive regulations to ensure 
their safety and health. This course, while identifying different types of hazards, also suggests possible precautions 
and protective measures to reduce or eliminate hazards at the work place. 
 
DOT Hazmat General Awareness 
This course is designed to provide you the basic information about hazardous materials and Hazardous Material 
Regulations (“HMR”). Also, after completing this course, you will be able to determine the required shipping 
documents and other necessary requirements of dealing with the hazardous material. 

Human Resources 
 
Analyzing Financial Statements Advanced 
This 1.5-hour course examines financial statements in detail, including components of a balance sheet, their 
calculations, and the effects of transactions on the balance sheet and the income statement. Students should have 
some prior understanding of financial statements before taking this course. 
 
Arbitration and Mediation 
In our modern litigious society, the value of arbitration and mediation in the business sector cannot be understated. 
This course examines the main objectives behind both methods of litigation, how they differ, how they work, and 
how final decisions are reached. 
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Business Writing 
Writing is an important part of business – any business! Your writing style identifies who you are and what you 
know. It is an essential part of the way we communicate and share ideas and information. It’s very easy to have a 
conversation with someone, but it can be much more difficult to try and put the information in writing. We suddenly 
become intimidated and feel that our writing does not sound very intelligent. We worry about mistakes, such as 
grammar or incorrect spelling. We often try to make our writing sound so much bigger than the way we actually 
speak. 
 
Consumer Protection Law 
This course will provide you with an understanding of basics of consumer protection and the various Federal 
consumer protection laws. The area of consumer credit is covered in some detail due to it’s over riding influence in 
our daily lives. The role and activities of the Bureau of Consumer Protection are explored with an emphasis on the 
financial and marketing practices of the bureau. Also briefly explained are common violations of consumer 
protection laws. 
 
Dealing with Conflict and Confrontation 
Dealing with conflict and confrontation is one of the most important skills you can learn. Most of us have a certain 
dread of confrontation-we fear being cheated; we’re scared of letting others know what we really think and feel for 
fear they’ll use it against us; we believe our honesty will hurt other so we avoid confrontation or put on a strong 
front. 
 
Dealing with Difficult People 
Dealing with conflict and confrontation is one of the most important skills you can learn. Most of us have a certain 
dread of confrontation-we fear being cheated; we’re scared of letting others know what we really think and feel for 
fear they’ll use it against us; we believe our honesty will hurt other so we avoid confrontation or put on a strong 
front. 
 
Employment Law 
This course covers broad issues on Employment and Labor laws as it applies to Insurance Agencies. It covers issues 
on pre and post employment procedures, employee agent/agency staff/agency staff and employer/agency rights and 
interviewing strategies in order to avoid claims and suits. Further, it puts emphasis on real world issues related to the  
employment laws. 
 
Managing Electronic Communication 
This course covers the purpose of an email policy and identifies the issues faced by organizations using emails.  
It also discusses creating and deploying an effective email policy for companies.  
Finally, the legislations regarding email monitoring are identified with special emphasis on Banking & Finance 
Regulatory Compliance 


