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All Soft Skills Class/Workshop Name (Alphabetical) Page
Number
10 Soft Skills You Need 1
Active Shooter Response 1
ADA - See Understanding ADA in Corrections 29
Adapting to Change 1
Administrative Office Procedures 1
Administrative Support 1
*Aggression Replacement Therapy (ART) 1, BEH-1
Analytical Report Writing Skills 2
Anger Management 2
Appreciative Inquiry 2
Assertiveness and Self-Confidence 2
Attention Management 2
*Basic Bookkeeping 3
Basic Grammar 3

Bay Area Gangs
Bloodborne Pathogens, Airborne Pathogens, and Fit Testing
Body Language Basics
*Budgets and Financial Reports
Business Acumen
Business Analysis
Business Ethics
Business Etiquette
*Business Succession Planning
Business Writing
California Gangs
Call Center Training
Change Management
Civility in the Workplace
Coaching and Mentoring
Coaching: Developing High Performance
Collaborative Business Writing
Communication Strategies
Conducting Annual Employee Reviews
Conflict Resolution
Contemporary Diversity
Contract Management
*Core Skills for Effective Communication & Building Commitment
Court Report Writing
CPR/AED and Standard First Aid

0 0 N NINN [Ny oo o oo uu o u b bbb w

1-855-FPS-CORP www.fps-corp.com



file:///C:/Users/JMM/Downloads/www.fps-corp.com

F

Professional Services

All Soft Skills Class/Workshop Name (Alphabetical)

Creating a Great Webinar

Creative Problem-Solving
Crisis Intervention and Management
Critical Incident Report Writing
Critical Thinking
Cultural Awareness & Competency
Customer Service Excellence
Delivering Constructive Criticism
Determinate Law Sentencing
Developing a Lunch and Learn
Developing Corporate Behavior
Developing Creativity
Developing New Managers
Developing Positive Relationships in the Workplace
Digital Citizenship
Disability Awareness
Diversity — See Contemporary Diversity
Diversity, Equity, and Inclusion in the Workplace
Documenting Use of Force for Field Officers

Drug Recognition and Trends: Understanding Substance Abuse and Emerging
Patterns

Effective Email Management
Effective Relationships in the Workplace
Emotional Intelligence
Emotional Intelligence — Utilizing Emotional Intelligence to Understand
Implicit and Explicit Bias
Employee Motivation
Employee Onboarding
Employee Recognition
Employee Recruitment
Employee Termination Processes
Entrepreneurship
Ethics
Event Planning
Executive and Personal Assistants
Facilitation Skills
Fire, Life, Safety
Generation Gaps
Generational Warfare in the Workplace
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All Soft Skills Class/Workshop Name (Alphabetical) Page
Number
Goal-Setting and Getting Things Done 15
Health and Wellness at Work 15
High Performance Teams 16
High Performance Teams — Remote Workforce 16
Hiring Strategies 16
Human Resource Management 16
Improving Mindfulness 16
Improving Self-Awareness 16
Increasing Your Happiness 17
Internet Marketing Fundamentals 17
Interpersonal Skill-Building 17
*Introduction to Telecommunications & Networking for Non-Engineering 17
Professionals
Job Search Skills 18
Knowledge Management 18
Leadership and Influence 18
Leadership Development for Women 18
*Lean Process and Six Sigma 18
Legislative Updates 19
LGBTQIA+ Awareness & Competence 19
Life Coaching Essentials 19
Management and Leadership 19
Manager Management 20
Managing Workplace Anxiety 20
Marketing Basics 20
*Measuring Results from Training 20
Media and Public Relations 20
Meeting Management 21
Middle Manager Workshop 21
Millennial Onboarding — Understanding & Managing Millennial Onboarding 21
mLearning Essentials 21
Motivating Your Sales Team 21
Negotiation Skills 22
Networking Outside the Company 22
Networking Within the Company 22
Office Politics for Managers 22
Organizational Skills 22
Overcoming Objections 23
*Performance Management 23
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All Soft Skills Class/Workshop Name (Alphabetical) Page
Number
Personal Branding 23
Personal Productivity 23
Presentation Skills 23
Probation Search — Legal Standards and 24
Best Practices for Probation Officers
*Project Management for Corrections Staff 24
Project Management for Supervisors and Managers 24
*Project Managing Requirements 24
Prospecting and Lead Generation 24
Public Speaking 25
*Request for Proposal Writing 25
*Risk Assessment and Management 25
Safety in The Workplace 25
*Sales Fundamentals 25
Servant Leadership 26
Social Intelligence 26
Social Learning 26
Social Media in the Workplace 26
Stress Management 26
Supervising Others 27
*Supply Chain Management 27
Team Building for Managers 27
Teamwork and Team-Building 27
Telephone Etiquette 27
Telework and Telecommuting 27
The New Generations of Workforce in Corrections 28
Time Management 28
Time Management for Corrections Staff 28
Train-the-Trainer 28
Trauma-Informed Care for Field Officers and Support Staff 28, BEH-3
Unconscious Bias 28
Understanding ADA in Corrections 29
Understanding and Managing Millennial Onboarding 29
Use of Force for Facilities 29
Verbal Defense, De-Escalation, and 29
Dealing with Aggressive Behavior
Virtual Team Development and Management 29
Wellness: Caring for Self 29
Women in Leadership 30
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All Soft Skills Class/Workshop Name (Alphabetical)

Work-Life Balance

Workplace Diversity

Workplace Harassment
Workplace Violence
*Writing Statements of Work

*More than one day

Classes that are Probations-Centric and/or Meet Title 15

Page
Number
30
30
30

30
31

Page
Number

Training Standards

UNDER ALL SOFT SKILLS CLASS/WORLSHOP NAME (ALPHABETICAL) SECTION:

Active Shooter Response
*Aggression Replacement Therapy (ART)
Bloodborne Pathogens, Airborne Pathogens, and Fit Testing
California Gangs
Court Report Writing
CPR/AED and Standard First Aid
Crisis Intervention and Management
Critical Incident Report Writing
Determinate Law Sentencing

Documenting Use of Force for Field Officers

Drug Recognition and Trends: Understanding Substance Abuse
and Emerging Patterns

Fire, Life, Safety
Legislative Updates
Probation Search — Legal Standards and Best Practices for Probation Officers
Safety in The Workplace
Supervising Others
Use of Force for Facilities
Verbal Defense, De-Escalation, and Dealing with Aggressive Behavior
Workplace Violence
UNDER BEHAVIORAL HEALTH CARE EDUCATION SECTION:
*Aggression Replacement Therapy (ART)
Corrections Fatigue
Corrections Fatigue and Fulfillment
Substance Abuse Withdrawal (4 Hours)
Trauma-Informed Care for Field Officers and Support Staff
*More than one day
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24
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BEH-2
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Soft Skills by Category: Management/Leadership

*40-Hour Field Officer Training
*80-Hour Supervisor Core
Being a Likeable Boss
*Business Succession Planning
Change Management
Coaching and Mentoring
Coaching: Developing High Performance
Conducting Annual Employee Reviews
*Core Skills for Effective Communication & Building Commitment
Developing New Managers
Employee Motivation
Employee Onboarding
Employee Recognition
Employee Termination
High Performance Teams
Hiring Strategies
Human Resources Management
Leadership and Influence
Leadership Development for Women
*Management and Leadership
Manager Management
*Measuring Results from Training
Middle Manager

Millennial Onboarding — Understanding & Managing Millennial Onboarding

Motivating Your Sales Team

Office Politics for Managers

*Performance Management

Project Management for Supervisors and Managers
*Risk Assessment and Management
Servant Leadership
*Supervising Others
*Supervisory Leadership Program
Team Building for Managers
Teamwork and Team-Building
Virtual Team Development and Management
Women in Leadership

*More than one day
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Page
Core Courses and Program Numgber
*80-Hour Supervisor Core 32
*40-Hour Field Officer Training 32
*Supervisory Leadership Program 32

*More than one day

Microsoft Office Suite Overview 33

Access Advanced 33

Access Essentials 33

Access Expert 33

Excel 365 Essentials 33

Excel Advanced 34

Excel Essentials 34

Excel Expert 34

OneNote 365 Essentials 34

OneNote Advanced 34

OneNote Essentials 34

Outlook 365 Essentials 35

Outlook Advanced 35

Outlook Essentials 35

Outlook Expert 35

PowerPoint 365 Essentials 35

PowerPoint Advanced (Expert) 36

PowerPoint Intermediate (Essentials/Intermediate) 36

PowerPoint Intermediate/Advanced 36

Project Advanced/Expert 36

Project Essentials 36

SharePoint 365 Essentials 36

Visio Advanced 37

Visio Essentials 37

Visio Intermediate 37

Word 365 Essentials 37

Word Advanced/Expert 37

Word Essentials 37
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BEHAVIORAL HEALTH CARE EDUCATION SECTION Page
Number

*Aggression Replacement Therapy (ART) BEH-1

Corrections Fatigue BEH-1

Corrections Fatigue and Fulfillment BEH-1

Intake Receiving Screening BEH-1

Substance Abuse Withdrawal (4 Hours) BEH-2

*Suicide Detection and Prevention in Corrections BEH-1

Suicide Prevention in Corrections Overview BEH-2

Trauma-Informed Care for Field Officers and Support Staff BEH-3

*More than one day
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10 SorT SKiLLs You NEeeD (1 DAY)

The meaning of Soft Skills can sometimes be difficult to describe. It can be that unique attribute or characteristic

that facilitates great communication. It can be the special way that you show confidence in a challenging situation.
These and other events can become more easily managed with this great workshop. The workshop will enable
participants to see how important it is to develop a core set of soft skills. By managing and looking at the way
people interact and seeing things in a new light, participants will improve on almost every aspect of their career.

Active Shooter Response (1 Day)

The Active Shooter Response class tailored for Probation Department staff is designed to equip participants with

the knowledge and skills necessary to effectively respond to an active shooter incident within probation office
environments or during fieldwork. Through a combination of specialized training modules, scenario-based
simulations, and practical exercises, probation staff will learn how to recognize, assess, and mitigate threats posed
by active shooters. The class emphasizes the unique challenges and considerations faced by probation officers and
support staff in responding to such emergencies.

Adapting to Change (1 Day)

The course explores the external pressures driving change today, change models, and how to apply oneself more

effectively as a change agent. The workshop will enable participants to learn how to more effectively adapt to
change, recognize and identify the effects of change on individuals, teams and the organization, how to prepare
for and conduct effective discussions about change using Interaction Guidelines and Key Principles, and how to
prepare for handling change.

Administrative Office Procedures (1 Day)
Administrative office procedures may not be glamorous, but they are essential to the success of any enterprise. A

well-run office reduces miscommunications and helps to eliminate common errors. By making the administrative
office a priority, you will establish clear policies and procedures with employee understanding and buy-in, which
ensures that your work environment runs smoothly. With the workshop, participants will understand how an
Administrative Office Procedure binder demonstrates professionalism and efficiency in an organization or office
setting. It is also a marvelous instrument for quick reference and utilization. Strategies and procedures are a vital
connection between the company's vision and its everyday operations.

Administrative Support (1 Day)

Administrative assistants are a key part of most office environments. They work quietly in the background,

ensuring that the business runs smoothly and efficiently. This workshop will give new administrative assistants
tools that will make them that person that the office can't live without. Experienced administrative assistants will
learn new tools that will make them more efficient and valuable than ever. In the course, participants will learn
the core skills that will help them use their resources efficiently, manage your time wisely, communicate
effectively, and collaborate with others skillfully. The practices presented in this course may take time to be a part
of your daily work routine. However, making the commitment to consistently apply the concepts every day is the
key to changing and adopting new behaviors in a short amount of time.

Aggression Replacement Therapy (ART) (2 Days)

This 2-day Aggression Replacement Therapy (ART) Training Course is designed to provide Probation Officers with
the knowledge, tools, and skills needed to effectively implement and facilitate ART programs for youth

1-855-FPS-CORP www.fps-corp.com 1



file:///C:/Users/JMM/Downloads/www.fps-corp.com

-

Professional Services

probationers. ART is an evidence-based intervention program focused on reducing aggressive behavior and
enhancing prosocial behavior through the teaching of Anger Control Training (ACT), Social Skills Training (SST), and
Moral Reasoning Training (MRT). This training will empower probation officers to lead ART classes that address
these critical areas and foster positive behavioral change in youth on probation. The course also includes a session
on facilitating and teaching ART, with a focus on real-world application in working with Youth Probationers.
Follow-up sessions for continued reinforcement of ART skills will also be covered.

Analytical Report Writing Skills (1 Day)

Learn how to write a well-constructed, concise, and accurate business report. The course covers the different

types of business reports and then provides guidance on how to write your cover letters, executive summaries,
conclusions and recommendations. Modules include researching, providing and/or collecting the data or credible
research, evaluating and interpreting the data, and then concluding and recommending a course of action. The
recommendations are based on the analysis. The report structure development is covered, and includes crafting
the opening, building an executive summary, drafting a copy, and adding illustrations and appendices. After
completion of this course, the participant will learn how to draft an analytical report that meets his/her
organization's needs.

Anger Management (1 Day)

Benjamin Franklin once said, 'In this world nothing can be said to be certain, except death and taxes.' We would
add a third item to his list: anger. Controlling and limiting anger is important in every aspect of one's life. Without
control you are putting limits on what you can accomplish in your personal and professional life. Anger can be an
incredibly damaging force, costing people their jobs, personal relationships, and even their lives when it gets out
of hand. However, since everyone experiences anger, it is important to have constructive approaches to manage it
effectively. The workshop will help teach participants how to identify their anger triggers and what to do when
they get angry.

Appreciative Inquiry (1 Day)

Organizations can be thought of as living beings made up of the individuals working within it. Appreciative Inquiry
has the ability to change the whole organization by changing the people. Through positive questioning people will
be directed to move in a positive direction. Recognizing the strengths and values of what works as opposed to
what's wrong will transform the individuals and thus transform the organization. Appreciative Inquiry is a shift
from looking at problems and deficiencies and instead focusing on strengths and successes. It is a tool for
organizational change and it will strengthen relationships. Who doesn't like to share good positive stories and
events? Think about it.

Assertiveness and Self-Confidence (1 Day)

Self-confident and assertiveness are two skills that are crucial for success in life. If you don't feel worthy, and/or
you don't know how to express your self-worth when communicating with others, life can be very painful. These
skills will provide opportunities and benefits to participants in their professional and personal lives. The workshop
will give participants an understanding of what assertiveness and self-confidence each mean (in general and to
them personally) and how to develop those feelings in their day-to-day lives. These skills will encompass many
aspects of participant's lives and have a positive effect on all of them.

Attention Management (1 Day)

A distracted employee is a less effective employee. Employees who do not pay attention to their work can waste

1-855-FPS-CORP www.fps-corp.com 2
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valuable time and make careless mistakes. Participants will be more efficient at their job, make fewer mistakes,
and overall be more productive. Attention Management is a useful skill that allows managers to connect with their
employees on an emotional level and motivate them to focus on their work and how to reach their personal and
company goals. Participants will gain valuable insight and strategies into what it takes to be more attentive and
vigilant.

Basic Bookkeeping (2 Days)
Numbers! Numbers! Numbers! Wherever you go, you are bound to see them. On addresses, license plates,

phones, prices, and of course, money! Numbers connect us all to each other in many more ways than we might
imagine. Essentially, our world revolves around numbers. Some of us enjoy dealing with numbers while others
may have a fear of them, or even a phobia. Numbers actually have an impact on just about everything. The course
will enable you to understand basic accounting terminology, identify the differences between the cash and accrual
accounting methods, keep track of your business by becoming familiar with accounts payable and accounts
receivable, use a journal and general ledger to document business financials, utilize the balance sheet, identify
different types of financial statements, uncover the reasons for and actually create a budget, and be familiar with
internal and external auditing.

Basic Grammar (1 Day)
This 8-hour course is designed to provide professional adults with a comprehensive understanding of basic

grammar and writing fundamentals. Participants will learn key concepts such as identifying nouns and verbs,
mastering correct punctuation usage, understanding sentence structure, and enhancing overall writing clarity and
professionalism.

Being a Likeable Boss (1 Day)
Becoming a more likeable boss can sometimes be a difficult process to describe. It can be one characteristic that

facilitates great communication and great employee relationships. It can be the special way that you show
confidence in among your team. These and other events can become more easily managed with this great
workshop. With the workshop, participants will begin to see how important it is to develop better managerial
skills. By managing and looking at the way people interact and seeing things in a new light, participants will
improve on almost every aspect of their career.

Bloodborne Pathogens, Airborne Pathogens, and Fit Testing (1 Day)
This 4-hour training session is aligned with the stringent standards and requirements mandated by the California

Division of Occupational Safety and Health (Cal/OSHA). Participants will delve into the intricacies of bloodborne
pathogens (BBP), airborne pathogens, and fit testing, ensuring comprehensive comprehension and adherence to
regulatory standards. The course encompasses a thorough review of BBP and Aerosol Transmissible Diseases
(ATD), equipping attendees with the knowledge and skills necessary to prevent employee exposures. Additionally,
procedures and departmental policies for reporting and follow-up on exposures will be outlined, ensuring
workplace safety and compliance. Emphasis will be placed on the demonstration of proper universal precautions
and the usage of personal protective equipment (PPE), reinforcing best practices for safeguarding against
occupational hazards. Moreover, each participant will undergo proper fit testing of N-95 masks, accompanied by
an acknowledgment form provided by the Contractor, certifying adherence to Cal-OSHA and departmental
standards.

1-855-FPS-CORP www.fps-corp.com
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Body Language Basics (1 Day)

Can you tell if someone is telling the truth just by looking at them? It is a skill that a lot of people do not have.
Through Body Language Basics you will be given a set of tools to use to your advantage. These tools can be utilized
in the office and at home. Understanding Body Language will provide you a great advantage in your daily
communications. The course will provide you with a great set of skills to understand that what is not said is just as
important as what is said. It will also give you the ability to see and understand how your own Body Language is
being seen. You will be able to adjust and improve the way you communicate through non- verbal
communications.

Budgets and Financial Reports (2 Days)
Money matters can be intimidating for even the smartest people. However, having a solid understanding of basic

financial terms and methods is crucial to your career. When terms like ROI, EBIT, GAAP, and extrapolation join the
conversation, you'll want to know what people are talking about, and you'll want to be able to participate in the
discussion. The workshop will give you a solid foundation in finance. We'll cover topics like commonly used terms,
financial statements, budgets, forecasting, purchasing decisions, and financial legislation.

Business Acumen (1 Day)
Through the Business Acumen workshop participants will improve their judgment and decisiveness skills. Business

Acumen is all about seeing the big picture and recognizing that all decisions no matter how small can have an
effect on the bottom line. Participants will increase their financial literacy and improve their business sense. The
workshop will give participants an advantage everyone wishes they had. The workshop will help participants
recognize learning events, manage risk better, and increase their critical thinking. Business Acumen has the ability
to influence your whole organization, and provide that additional edge that will lead to success.

Business Analysis (1 Day)

Business Analysis is a critical component of programs and projects. This workshop covers the work of business
analysis and identifies the tasks that are performed in addition to the essential knowledge and skills needed to
effectively perform business analysis on programs and projects, with a focus on the Corrections and Probation

industries. This is applicable to all programs and projects, regardless of whether these are focused on products,
services, or process improvement. The concepts and techniques described in this workshop are implementation-
independent and can be used to develop manual or automated solutions, using any type of project life cycle.

Business Ethics (1 Day)

A company's ethics will determine its reputation. Good business ethics are essential for the long-term success of

an organization. Implementing an ethical program will foster a successful company culture and increase
profitability. Developing a Business Ethics program takes time and effort, but doing so will do more than improve
business, it will change lives. A company's ethics will have an influence on all levels of business. It will influence all
who interact with the company including customers, employees, suppliers, competitors, etc. All of these groups
will have an effect on the way a company's ethics are developed. It is a two-way street; the influence goes both
ways, which makes understanding ethics a very important part of doing business today. Ethics is very important,
as news can now spread faster and farther than ever before.

Business Etiquette (1 Day)

This course examines the basics, most importantly to be considerate of others, dress/appearance, the workplace

versus social situations, business meetings, proper introductions and 'the handshake', conversation skills/small
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talk, cultural differences affecting international business opportunities, dealing with interruptions, and proper
business email and telephone etiquette. Have you ever been in a situation where:

* You met someone important and had no idea what to say or do?

¢ You spilled soup all over yourself at an important business event?

e You showed up at an important meeting under or overdressed?
Let's face it: we've all had those embarrassing etiquette gaffes. The workshop will help participants look and sound
their best no matter what the situation.

Business Succession Planning (2 Days)

The loss of valuable leadership can cripple a company. Business succession planning is essentially preparing

successors to take on vital leadership roles when the need arises. It is essential to the long-term survival of a
company. Every company should have a form of succession planning in its portfolio as it is not the expected
absences that can cripple a company, but the unexpected ones. Whether it is preparing someone to take over a
position of leadership in a corporation, or the sole proprietor of a small business, Business succession planning will
teach you the difference between succession planning and mere replacement planning. How you prepare people
to take on the responsibilities of leadership so that the company thrives in the transition is just as important as
picking the right person for the job.

Business Writing (1 Day)
Writing is a key method of communication for most people, and it's one that many people struggle with. Writing

and communication skills have degraded with more and more people communicating through email and text
messaging. Developing writing skills is still important is the business world as creating proper documents (such as
proposals, reports, and agendas), giving you that extra edge in the workplace. The workshop will give participants
a refresher on basic writing concepts (such as spelling, grammar, and punctuation), and an overview of the most
common business documents. These basic skills will provide participants with that extra benefit in the business
world that a lot of people are losing.

California Gangs (1 Day)
This 8-hour class offers an in-depth exploration of California gangs, examining their history, structure, activities,

and impact on local communities. Participants will gain a comprehensive understanding of the socio-economic
factors contributing to gang formation, the evolution of gang culture, and strategies for prevention and
intervention. Through case studies, discussions, and multimedia presentations, attendees will develop insights into
the complex dynamics of gang life in California and explore avenues for addressing gang-related issues effectively.

Call Center Training (1 Day)

Phone skills are a highly valuable tool to have in an employee's skill-set, and Call Center Training will help provide

those skills. This course will help participants improve their phone skills which will make them more confident,
improve sales, and help gain new customers while retaining your current cliental. A more confident employee is
also one that is happier, and happier employees will produce happier customers. The course will lower costs as it
can reduce turnover. Participants will learn the skills to improve productivity and performance. This will produce a
positive environment throughout your company and help influence the organization as a whole. Evaluating
metrics and coaching are also used to make sure the participants are reaching their potential, and to keep their
skill-set at a high level.

1-855-FPS-CORP www.fps-corp.com 5
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Change Management (1 Day)

Change is a constant in many of our lives. All around us, technologies, processes, people, ideas, and methods often

change, affecting the way we perform daily tasks and live our lives. Having a smooth transition when change
occurs is important in any situation and participants will gain some valuable skills through this workshop. The
workshop will give any leader tools to implement changes more smoothly and to have those changes better
accepted. This workshop will also give all participants an understanding of how change is implemented and some
tools for managing their reactions to change.

Civility in the Workplace (1 Day)

While a training program on workplace manners and courtesy may seem like overkill, the reality is: rudeness is an

epidemic costing industry millions a year. Indeed, what society seems to be gaining in terms of both knowledge
and technological advancement, it’s losing out on basic social values that directly impact the bottom line. To
address the growing problem of incivility in the work setting, this workshop introduces the concept of civility, its
importance to a company, as well as its typical causes and effects. Skills needed to effectively practice civil
behavior, as well as different ways organizations can systematize civility in the workplace will also be discussed.
The benefits to the workshop are countless and will pay off immensely in every aspect of your job.

Coaching and Mentoring (1 Day)

You are in your office looking over your performance report and it happened again. Your low performing

employee failed to meet quota this month even after you spoke with them about the importance of meeting
goals. This employee has a great attitude and you know they can do better. You just do not know how to motivate
them to reach the goal. Money used to work, but that has worn off. You are baffled and you know being frustrated
makes matters worse. What do you do? The workshop focuses on how to better coach your employees to higher
performance. Coaching is a process of relationship building and setting goals. How well you coach is related
directly to how well you are able to foster a great working relationship with your employees through
understanding them and strategic goal-setting.

Coaching: Developing High Performance (1 Day)
The course will assist managers in different management levels and supervisory functions to effectively provide

coaching. The course is focused on execution and results, honing on coaching skills to have more effective teams,
higher morale, higher employee retention levels, higher productivity, and better bottom-line results. Participants
will be able to define coaching for high performance in a Corrections setting, and understand why it’s critical to
the success of the team and the organization, and yourself, discover the importance of focusing coaching
discussions on the categories of information needed to complete any task, learn how to customize coaching to the
needs of individual employees and situations, and practice coaching for high performance using Interaction
Guidelines, Check Points, and Key Principles.

Collaborative Business Writing (1 Day)

Writing and communication skills have degraded with more and more people communicating through email and
instant messaging. Developing writing skills is still important in the business world as is creating proper documents
(such as proposals, reports, and agendas) giving you that extra edge in the workplace. The workshop will give
participants the knowledge and skills to collaborate with others and create that important document. Participants
will touch on the types of collaboration, and ways to improve them through certain tools and processes. These
basic skills will provide participants with that extra benefit in the business world that a lot of people are losing.

1-855-FPS-CORP www.fps-corp.com 6
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Communication Strategies (1 Day)

For the better part of every day, we are communicating to and with others. Whether it's the speech you deliver in
the boardroom, the level of attention you give your spouse when they are talking to you, or the look you give the
cat, it all means something. The workshop will help participants understand the different methods of
communication and how to make the most of each of them. These strategies will provide a great benefit for any
organization and its employees. They will trickle down throughout the organization and positively impact everyone
involved.

Conducting Annual Employee Reviews (1 Day)

An annual review can help you keep your employees happy, engaged, and focused. It is human nature to want to

succeed. Giving your employees feedback on their positive and negative attributes is part of the pathway to
success. A poorly designed annual review can have the reverse effect. The workshop will enable participants to
conduct a well-designed employee review. By determining the categories for an annual review and understanding
how it affects employee compensation, an overall increase in performance should be seen throughout your
organization.

Conflict Resolution (1 Day)
Wherever two or more people come together, there is bound to be conflict. This course will give participants a

seven-step conflict resolution process that they can use and modify to resolve conflict disputes of any size.
Participants will also be provided a set of skills in solution building and finding common ground. In the workshop,
participants will learn crucial conflict management skills, including dealing with anger and using the Agreement
Frame. Dealing with conflict is important for every organization no matter what the size. If it is left unchecked or
not resolved it can lead to lost production, absences, attrition, and even law suits.

Contemporary Diversity (1 Day)
With the world becoming more mobile and diverse, diversity has taken on a new importance in the workplace.

Your participants will be able to use strategies for removing barriers and stereotypes, and to encourage diversity
in the workplace and even through their community. The Contemporary Diversity workshop will help participants
understand what diversity is all about, and how they can help create a more diverse world at work and at home.
They will be instructed to use skills such as active listening to receive messages in a diverse population, employ
effective questioning techniques, and communicate with strength. The workshop will help increase employees'
cultural awareness, knowledge, and communication. The workshop is designed for employees to approach ALL
people (internal and external stakeholders) with inclusion and respect.

Contract Management (1 Day)

It is easy to overlook the importance of contract management because it seems to be a boring, mundane topic.

Contracts, however, are the basis of most business relationships. If contracts are managed well, business
relationship will flourish. If they are not, companies face financial loss, relationship harm, and damaged
reputations. With our “Contract Management” workshop, your participants will discover the specifics of how
contract management works and how to effectively source agents

Core Skills for Effective Communication & Building Commitment (2 Days)

The course explores the principles of effective communication and commitment: skillful sending and receiving of
messages, types of communication, common ground model of communication, and building and sustaining
commitment. The participants will explore the challenges of effective and skillful communication in a changing and
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increasingly demanding work environment, learn interaction skills that help you achieve critical objectives while
satisfying personal needs, understand effective feedback to peers and managers, practice these skills in a variety
of situations and receive feedback to enhance your skills, and identify situation in which you can apply newly-
learned skills.

Court Report Writing (1 Day)

This 8-hour course is designed to equip probation officers and related professionals with the skills required to craft
clear, accurate, and effective court reports within the framework of California's probation system. The course
covers essential court report-writing techniques, compliance with legal and procedural requirements, and best
practices for presenting information in court. The class is a combined workshop where the participants will
demonstrate understanding of court report writing and complete exercises on writing reports on multiple cases
and critical incident scenarios.

CPR/AED and Standard First Aid (1 Day)

Class with information relating to CPR/AED and Standard First Aid for. The class covers legal concepts and primary
assessments involved with CPR/AED and First Aid for Professional Rescuers, situation assessments and assistance
to adults needing first aid and emergency services, the components of Infant and Child CPR and AED, and role

plays.

Creating a Great Webinar (1 Day)

Webinars are a great inexpensive way to reach a large number of people. Webinars are great tools if you want to

market a new or improved product, train employees, demonstrate a new task, or have a meeting with employees
located throughout the globe. Being an interactive form of media, Webinars provides a great environment for
these activities and so much more. The workshop is all about providing a great interaction between the presenter
and the audience. Participants will develop the skills needed to promote, host, or facilitate a great Webinar for
your company. Sharing your passion and knowledge with a Webinar is the best way to reach many with the power
of one.

Creative Problem Solving (1 Day)
In the past few decades, psychologists and business people alike have discovered that successful problem solvers

tend to use the same type of process to identify and implement the solutions to their problems. This process
works for any kind of problem, large or small. The workshop will give participants an overview of the entire
creative problem solving process, as well as key problem solving tools that they can use every day. Skills such as
brainstorming, information gathering, analyzing data, and identifying resources will be covered throughout the
workshop.

Crisis Intervention and Management (1 Day)

This course provides participants with the knowledge and skills required to effectively manage and intervene in
crisis situations. The focus will be on understanding crisis dynamics, identifying individuals in crisis, applying
intervention techniques, and making appropriate mental health referrals. Emphasis will be placed on recognizing
the signs of mental health crises, de-escalation strategies, and connecting individuals with mental health services.
Having a clear and effective program and plan for an event is critical not only to your survival, but critical to the
profitability, and possibly the survival of the company. Being able to identify risk, assess the situation and respond
appropriately is important, and requires not only training, but practice.
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Critical Incident Report Writing (1 Day)

This intensive 8-hour course is designed to provide probation officers and related professionals with the skills and

knowledge needed to write effective and accurate critical incident reports within the California Probation system.
Participants will learn how to document incidents thoroughly and professionally, adhering to California's specific
legal and procedural standards. The class is a combined workshop where the participants will demonstrate
understanding of critical incident report writing and complete exercises on writing reports on multiple cases and
critical incident scenarios.

Critical Thinking (1 Day)

We live in a knowledge based society, and the more critical you think the better your knowledge will be. Critical

Thinking provides you with the skills to analyze and evaluate information so that you are able to obtain the
greatest amount of knowledge from it. It provides the best chance of making the correct decision, and minimizes
damages if a mistake does occur. Critical Thinking will lead to being a more rational and disciplined thinker. It will
reduce your prejudice and bias which will provide you a better understanding of your environment. This workshop
will provide you the skills to evaluate, identify, and distinguish between relevant and irrelevant information. It will
lead you to be more productive in your career, and provide a great skill in your everyday life.

Cultural Awareness and Competency (1 Day)

Cultural awareness is a major element of cultural competence. Lack of cultural awareness may mislead critical

decisions. Cultural awareness and competency impacts professional and personal effectiveness. This workshop
enables understanding of culture, cultural awareness, intracultural variations and subcultures, culture and
personal identity, and cultural clustering. It creates a greater appreciation and empathy for the experiences and
cultures of coworkers, customers, and other people engage with inside and outside of the workplace.

Customer Service (1 Day)
Each and every one of us serves customers, whether we realize it or not. Maybe you're on the front lines of a

company, serving the people who buy your products. Perhaps you're an accountant, serving the employees by
producing their pay checks and keeping the company running. Or maybe you're a company owner, serving your
staff and your customers. The workshop will look at all types of customers and how we can serve them better and
improve ourselves in the process. Participants will be provided a strong skillset including in-person and over the
phone techniques, dealing with difficult customers, and generating return business.

Delivering Constructive Criticism (1 Day)

Delivering Constructive Criticism is one of the most challenging things for anyone. Through this workshop,

participants will gain valuable knowledge and skills that will assist them with this challenging task. When an
employee commits an action that requires feedback or criticism it needs to be handled in a very specific way.
Constructive Criticism, if done correctly, will provide great benefits to your organization. It provides the ability for
management to nullify problematic behaviors and develop well rounded and productive employees. Constructive
feedback shows an employee that management cares about them and will invest time and effort into their
careers.

Determinate Law Sentencing (1 Day)

The course focuses on the Determinate Sentencing Law and current changes in the law and new legislation that

affects the field of corrections and criminal justice system. The course covers judicial council rulings and case
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studies, and laws. The course includes definitions, types of sentences, the sentencing process, Determinate
Sentencing Law and Indeterminate Sentencing Law comparisons, Parole and Probation Variables, Determinate
Sentencing in California and trends in California’s Sentencing laws, and effects on inmate/prisoner rehabilitation.

Developing a Lunch and Learn (1 Day)

Creating a Lunch and Learn session is a low-cost training option. It is a great way to introduce a topic or give a

small demonstration on a new product or service. Participants will be shown the criteria involved in creating a
great Lunch and Learn environment. They are usually voluntary; thus attendance can sometimes be an issue. With
this workshop you will be given the knowledge work through this issue and others. The workshop will give your
organization a quick and useful tool to add to its training department. Participants will be able to use it as a follow-
up or refresher to a previous training session. It doesn’t have to be just about a learning event, it can also involve
collaboration, networking, or sharing best practices between employees.

Developing Corporate Behavior (1 Day)

With this workshop, participants will be able to develop a business environment that reflects a positive set of

values and ethics. Aligning these characteristics with the standards of conduct is what makes a business stand out
and be a leader in the business world. Through the workshop, participants will see improved team building, better
communication, and trust. By realizing the benefits of corporate behavior and developing a successful plan the
participants shall see a reduction in incidents and an increase in team work and loyalty.

Developing Creativity (1 Day)

Children have an innate creative ability when they are born, but for some reason adults can lose it along the way.

Participants will move out of the mundane, be more curious, engage, and explore new ideas. Recognize creativity
and be ready when it happens. With the course, participants will learn how to remove barriers that block or limit
their creativity. They will improve their imagination, divergent thinking, and mental flexibility. Participants will
learn mind mapping, individual brainstorming, and when to recognize and look for what inspires them to be more
creative.

Developing New Managers (1 Day)

Management must be effective for the success of any business. Unfortunately, it is all too easy to overlook the
training and development of new managers. When you provide your managers and employees with the skills and

tools they need, you will greatly boost morale and strengthen your organization. With the workshop, participants
will understand the value of investing in employees and developing management. By focusing on development
opportunities, participants will establish a culture that retains top talent and improves succession planning.

Digital Citizenship (1 Day)

The Digital Citizenship course will give participants the guidance needed in the ever-changing digital world. As our

lives are lived more and more online we all need to translate our social skills into the virtual world. The workshop
allows us to connect, collaborate, and share by using technology appropriately. In-person meetings are on the
decline, which makes it necessary to engage people digitally. Being a good digital citizen means you have a set of
skills to work in the digital world.

Disability Awareness (1 Day)

The Disability Awareness class offers a condensed yet comprehensive exploration of disability-related issues,

aiming to foster a deeper understanding and appreciation of diverse abilities and disability awareness in media
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and society. Participants will engage in interactive discussions, activities, and reflective exercises to enhance their
awareness of disability rights, challenges, and perspectives. Through this class, participants will gain practical
insights and strategies for creating inclusive environments and promoting equity for individuals with disabilities.

Diversity, Equity & Inclusion in the Workplace (1 Day)

This workshop describes the value of diversity, equity, and inclusion, and the business benefits of fostering them
in the workplace. It explains core concepts related to diversity, equity, inclusion, and sensitivity. After completing
the workbook, you will:

e Recognize the scope and importance of diversity in today’s work organizations

¢ Gain foundational knowledge of best practices in diversity, equity, and inclusion

e Be mindful of cultural protocols in the workplace

e Understand how perceptions can be filtered through unconscious bias

¢ Implement practical steps to help you choose inclusive actions, improve cultural competency, and address
unconscious bias

e Know how to improve workplace relationships

Documenting Use of Force for Field Officers (1 Day)
This comprehensive course is designed to enhance the reporting skills of Field Officers by focusing on the accurate

and effective documentation of use of force incidents. Through a combination of evidence-based practices,
cognitive recall techniques, experience integration, as well as the Agency Department's Policy and Procedures,
participants will gain the ability to create detailed and legally sound reports that reflect the realities of their
decision-making processes.

The course will cover how to utilize evidence effectively in report writing, integrate personal and professional
experiences into decision-making narratives, and assess current reporting practices for potential deficiencies.
Participants will also learn to systematically organize their thoughts and translate them into comprehensive,
detail-oriented documents, all while ensuring compliance with their agency's use of force policy. By the end of the
course, field officers will be equipped with the skills necessary to produce reports that are clear, thorough, and
aligned with both legal standards and agency guidelines, as well as be able to hold up in court.

Drug Recognition and Trends: Understanding Substance Abuse and Emerging Patterns

(1 Day)

The class offers a comprehensive examination of substance abuse trends and patterns, equipping participants with

the knowledge and skills necessary to identify, assess, and respond to emerging drug threats. Participants will
explore the pharmacology of commonly abused substances, recognize signs and symptoms of drug impairment,
and learn strategies for effective intervention and prevention. Through case studies, interactive discussions, and
practical exercises, participants will enhance their ability to address substance abuse issues in their communities
and professional settings.

Effective Email Management (1 Day)

The course includes instruction on how to manage, sort, file, track, organize e-mail, and just as importantly, best

practices on management of discoverable email communication. Each course is built around a fundamental aspect
of effectively managing e-mail communications. Courses in this training series are built around proven e-mail
management best practices and techniques in Corrections. The Course will help attendees effectively deal with the
following four problems:
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. Switching back and forth between tasks

. Using too much time processing email

. Trouble finding stored emails when you need them

. Problems remembering and completing email requests
Participants will learn to set up times to manage email & help it manage itself, utilizing the tools that allow them
to process email in record time, storing emails efficiently & searching quickly and effectively, and easily reminding
them what to follow up on and when. They will also learn how to use Outlook's tools like their own personal
assistant. It can automatically copy, file, move & delete emails for the user; it can alert the user to important
emails & reminders, and store emails and other materials in meetings the user has set up and share them with
other participants.

Effective Relationships in the Workplace (1 Day)
This workshop explores trust, teamwork, communication, and respect, as well as critical interpersonal soft skills

and “people skills” to effective working relationships. It also includes strategies to develop positive relationships
with the individuals you interact with at work; and how to establish, build and maintain effective working

relationships in the workplace. These connections could also serve as future references or contacts in your career.

People you have a working relationship with include coworkers, supervisors and people you manage, as well as
clients, service providers and professional colleagues.

Emotional Intelligence (1 Day)
Emotional intelligence describes the ability to understand one's own feelings, and that of groups, and how these

emotions can influence motivation and behavior. The concepts of Emotional Intelligence have been around since
at least the 1900's, but the term was first introduced by Wayne Payne in 1985. As a result of the growing
acknowledgement by professionals of the importance and relevance of emotions to work outcomes, the research
on the topic continued to gain momentum, but it wasn't until the publication of Daniel Goleman's best seller
Emotional Intelligence: Why It Can Matter More Than IQ that the term became widely accepted by mainstream
media.

Emotional Intelligence — Utilizing Emotional Intelligence to Understand Implicit and
Explicit Bias (1 Day)

This course delves into the intersection of emotional intelligence and bias, exploring how emotional awareness

can enhance understanding and mitigate the impact of implicit and explicit biases. Participants will engage in
experiential learning activities, discussions, and self-reflection exercises to develop strategies for recognizing and
managing biases in themselves and others. Through a combination of theoretical frameworks and practical
techniques, participants will gain insights into fostering inclusivity and promoting equity in both personal and
professional contexts.

Employee Motivation (1 Day)
When you think of staff motivation, many things may come to mind: more money, a bigger office, a promotion, or

a better quality of life. The truth is, no matter what we offer people, true motivation must come from within.
Regardless of how it is characterized, it is important to get the right balance in order to ensure that you have a
motivated workforce. The workshop will give participants several types of tools to become a great motivator,
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including goal setting and influencing skills. Participants will also learn about five of the most popular motivational
models, and how to bring them together to create a custom program.

Employee Onboarding (1 Day)
Employee Onboarding is an important and vital part of any companies hiring procedure. Hiring, training, and

bringing new employees on board cost a lot of money and are major investments. Onboarding is a secure
investment that will assist newly hired employees in developing and keeping their skills, knowledge, and value
within the company. It will stop highly skilled workers from being lured to a competitor, which makes your
company stronger within the market. Through the workshop, you will find it lowers costs related to employee
turnover. It will increase productivity and produce a happier and more skilled workforce. The new hire phase is a
critical time for the employee and company and having a structured set of procedures will make this time run
smoother and produce a greater chance of success.

Employee Recognition (1 Day)
Recognizing employees through various recognition programs is a fantastic investment. Being appreciated is a

basic human feeling and reaps great rewards. Praise and recognition are essential to an outstanding workplace
and its employees. Through the workshop, participants will recognize the value of implementing even the smallest
of plans. The cost of employee recognition is very minimal in relation to the benefits that will be experienced.
Employee recognition programs have been shown to increase productivity, employee loyalty, and increased
safety.

Employee Recruitment (1 Day)

Many companies simply wait for talent to come to them. Simply advertising an open position and hoping that you
find the right talent does not guarantee that you will find the best people for the jobs in your organization.
Actively seeking out qualified candidates is the best way to ensure that you find the talent that you need.

Recruitment is essential to the success of your business. Hiring a new employee is one of the largest investments
you can make in business. That is why hiring the correct employee is so important. Hiring the right employee is
more important than ever, as training can be very expensive. Employee turnover costs companies a lot of money
each year. This course will provide the Employee Recruitment that your hiring department needs to help them
interview and recruit the right employee for you.

Employee Termination Processes (1 Day)
Having to fire an employee is never an easy task. Sometimes, despite attempts of open communication and

encouraging performance, an employee will need to be terminated from the company. One of the hardest aspects
of preparing to fire an employee is to separate the emotions from the facts. Firing an employee should always be a
last resort, so it is important that the manager has covered all other avenues possible before moving forward.
With the workshop, participants will begin to see how important it is to develop a core set of skills when they find
themselves in a situation where they have to let an employee go.

Entrepreneurship (1 Day)

Would you be your own boss? Have you ever dreamed of starting your own business? Don’t know what to do

about your great business idea? If you have ever thought about these situations, then you need the
entrepreneurship workshop. The workshop will help you achieve your dreams. Being an entrepreneur can be full
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of risks. These risks are minimized through drafting a business plan, knowing your competition, and successful
marketing. All these and more can be found in the Entrepreneurship workshop.

Ethics (1 Day)

An agency's ethics will determine its reputation. Good business ethics are essential for the long-term success of

any organization. Implementing an ethical program will foster a successful culture, improve public relations, and
increase efficiency and profitability. Developing an Ethics program takes time and effort; but doing so will do more
than improve public relations, business, and operations, it will change lives. An agency's ethics will have an
influence on all levels of the agency’s business and operations. It will influence all who interact with the agency
including internal and external customers, employees, suppliers, vendors, other agencies, etc. All of these groups
will have an effect on the way an agency's ethics are developed. It is a two-way street; the influence goes both
ways, which makes understanding ethics a very important part of doing business today. Ethics is very important,
as news can now spread faster and farther than ever before. The workshop also includes integrating ethics and
risk management. Traditional business and risk analysis is designed to protect the organization, and is
subsequently, self-focused. Ethics is concerned with appropriate behavior towards the “other.” Ethical
considerations are discussed when risk management (protects the organization) may leave its employees,
customers, suppliers, vendors, and other agencies at a disadvantage or at a deficit. This workshop includes a
guantitative risk analysis method to implement a higher ethical level, by considering the “other.”

Event Planning (1 Day)

Successful event planning starts with possessing good communication skills, being highly organized, and having

the ability to follow up with vendors until completion. Preparation before, during, and after is crucial in helping
reach your desired objectives. With the workshop, participants will learn how to anticipate and solve common
planning issues for any small event such as informal gatherings, up to complex meetings. Effectively
troubleshooting will help insure a happy and enjoyable event.

Executive and Personal Assistants (1 Day)
Being an Executive or Personal Assistant is a unique position that requires a variety of skills. Whether you are

updating schedules, making travel arrangements, minute taking, or creating important documents all must be
done with a high degree of confidentiality. Confidentiality is one of the most important characteristics for every
assistant. The workshop will show participants what it takes to be a successful assistant. Participants will learn
what it takes to effectively manage a schedule, organize a meeting, and even how to be a successful gatekeeper.
Being an Executive or Personal Assistant takes a special skill set and this workshop will provide your participants
with the necessary tools.

Facilitation Skills (1 Day)

Facilitation is often referred to as the new cornerstone of management philosophy. With its focus on fairness and

creating an easy decision making process. Creating a comfortable environment through better facilitation will give
your participants a better understanding of what a good facilitator can do to improve any meeting or gathering.
The workshop can help any organization make better decisions. This workshop will give participants an
understanding of what facilitation is all about, as well as some tools that they can use to facilitate small meetings.
A strong understating of how a facilitator can command a room and dictate the pace of a meeting will have your
participants on the road to becoming great facilitators themselves.
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Fire, Life, Safety (1 Day)

This 4-hour training on "Fire, Life, and Safety" is specifically tailored to employees working in Juvenile Facilities,

ensuring compliance with Cal/OSHA and Title 15 standards and requirements. The training will equip participants
with critical skills in fire emergency procedures, fire containment, and search and rescue techniques. Through a
combination of theoretical instruction, hands-on exercises, and scenario-based simulations, attendees will learn
how to effectively respond to fire-related emergencies while prioritizing the safety and well-being of juvenile
occupants and staff.

Generation Gaps (1 Day)

While having various cultures in one workplace can present communication problems and conflicts, the benefits of

such a variety in the workplace outweigh it. The workplace can present challenges to management in terms of
handling the different generations present. As older workers delay retiring and younger workers are entering the
workforce, the work environment has become a patchwork of varying perspectives and experiences, all valuable
to say the least. The workshop will help participants understand the various generations present at work, and
understand what motivates them and dealing with them on a daily basis. Both the young and older worker will
have many ideas to offer, which will help the organization thrive in the marketplace. Learning how to deal with the
Generation Gaps at work will help you become a better manager or co-worker.

Generational Warfare (1 Day)
Figuring out how to engage individuals who have come of age in different eras and with different priorities can be

challenging for both employers and employees. Multiple generations in the workplace has the potential for
miscommunication and conflicts; and understanding and effectively managing the four generations in the
workplace is the crux of this workshop. The basic generational differences are explored, and solutions and best
practices for mitigating potential stress and conflict are discussed in this workshop. Understanding the different
generational experiences allows managers and peers to tailor their interaction style to get the best result from all
employees. Unlocking the potential talents of each generation is critical to maximize effective positive group
dynamics, effectiveness, and productivity.

Goal-Setting and Getting Things Done (1 Day)

Goal Setting is one of the most basic and essential skills someone can develop. What makes a good goal? We

touch on goal characteristics, time management, making a to-do list, and what to do when setbacks occur. This
workshop will provide the knowledge and skills for your participants to complete more tasks and get things done.
The workshop will cover strategies to help participants overcome procrastination. These skills will translate into
increased satisfaction in their professional and personal lives. Participants will learn the Goal-Setting
characteristics of successful people and in turn will become happier and more productive individuals.

Health and Wellness at Work (1 Day)

A healthy employee is a happy and productive employee, and that is a goal for every organization. Through the

Health and Wellness at Work program, participants will experience the benefits of a healthier lifestyle and
workplace. The course will be instrumental in creating a “Culture of Wellness” within your organization.
Participants will touch on common issues such as smoking cessation, nutrition and weight loss, and preventative
care. Health and Wellness is the responsibility of everyone in an organization so take the positive step and create a
program at your organization.
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High Performance Teams (1 Day)

High Performance Teams (Non-remote Workers) are organizations, teams or groups working inside an office

environment that are focused on achieving the same goals. With the workshop, participants will begin to see how
important it is to develop a core set of high performance skills while working in an office locale. By knowing and
managing the way people interact in an office setting, you will be positioning your high performance teams for
great success!

High Performance Teams - Remote Workforce (1 Day)

High Performance Teams (Remote Workforce) are organizations, teams or groups working in a virtual environment

that are focused on achieving the same goals. Bringing team members together through a virtual environment can
be a challenge task. This workshop identifies these challenges and helps your participants push through to success.
With the workshop, participants will begin to see how important it is to develop a core set of high performance
skills, while working remotely. By knowing and managing the way people interact in a remote environment, you
will be setting up your high performance teams to accomplish any task.

Hiring Strategies (1 Day)
Successful companies are made up of great employees, so why not hire great employees? Hiring and training

employees is an expensive venture. Be sure to hire the right person for the right position. Hiring the right person is
more about skills and abilities; it is about finding the right combination of skills, attitude, and fit for your
organization's culture. The workshop will save your company time and money as you will be recruiting and hiring
the right candidates. Your hiring department will benefit from this workshop as it prepares them to seek out that
great candidate and make sure they are a fit for your company. Participants will obtain the necessary tools
required in finding that diamond in the rough.

Human Resource Management (1 Day)
In recent years, tasks that were originally thought to fall under the responsibility of the human resources

department have become a part of many managers' job descriptions. The sharing and diffusion of these tasks
throughout the organization has had an impact particularly on those that are not equipped with the skills or
knowledge to deal with these issues. The workshop will give managers the basic tools to handle numerous human
resource situations such as interviewing, orientation, safety, harassment, discrimination, violence, discipline, and
termination. This workshop will provide participants those skills and assist them with certain Human Resource
situations.

Improving Mindfulness (1 Day)

Mindfulness is a term that is frequently used but rarely defined. Practicing true mindfulness encourages living in

the present while it addresses the danger of distorted thinking, staying in tune both mentally and emotionally
improves perspective to enhance personal a professional success. With the workshop, participants will begin to
identify their own patterns of thinking. As they learn to practice mindfulness, they will cultivate positive emotions
that will have a dramatic effect on the work environment.

Improving Self-Awareness (1 Day)

Self-awareness is an important part of everyday life. It transfers over to your personal, social, physical and work

life. It can help one gain a better understanding of themselves, and how to live a better, more fulfilling life. When
working to deepen one’s own self-awareness, it is important to fully engage yourself. One should take the time
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and proper steps, to fully become self-aware. With the workshop, participants will learn how beneficial becoming
more self-aware can be. A highly self-aware person will become more equipped to deal with daily life and its
challenges. Through this workshop, participants will gain a new perspective on themselves and their emotions,
and become a valuable member to society.

Increasing Your Happiness (1 Day)
Increasing one’s happiness can be done through the power of positive thinking. That is one skill that this work

shop will touch on to teach your participants how to be happier. Happiness will spread throughout your
organization, and have a positive effect on everyone. With the workshop, participants will engage in unique and
helpful ways to increase their happiness. This will have a robust effect on their professional and personal lives. It
will improve their communication skills, increase productivity, and lessen absenteeism.

Internet Marketing Fundamentals (1 Day)

Marketing has changed dramatically over the last decade. Marketing is all about communicating, and the Internet

has completely changed the way people communicate. The Internet is a marketer's dream come true, especially
with Social Media, as you have a low cost marketing tool that can reach a large audience. The workshop will
provide participants with a great set of skills to market their business online. Content is the king of Internet
marketing, and participants will need to know how to utilize the agency’s great content. If the business is to grow,
then participants need to understand Internet Marketing Fundamentals.

Interpersonal Skill-Building (1 Day)

We've all met that dynamic, charismatic person that just has a way with others, and has a way of being

remembered. Your participants will identify ways of creating a powerful introduction, remembering names, and
managing situations when you’ve forgotten someone’s name. The workshop will help participants work towards
being that unforgettable person by providing communication skills, negotiation techniques, tips on making an
impact, and advice on networking and starting conversations. They will also identify the skills needed in starting a
conversation, moving a conversation along, and progressing to higher levels of conversation.

Intro to Telecommunications & Networking for Non-Engineering Professionals (3 Days)
Introductory concepts, fundamentals, and principles of Telecommunications and Networking for the Non-

Technical Professional in Corrections.

The workshop will enable the participant to understand and learn:
¢ Telecom Fundamentals
e Convergence
¢ Fundamentals of Technologies
e Legacy channelized Time-Division Multiplexing (TDM) systems, packet-switched and Optical Ethernet
systems, and the transition from old to new
e Fundamentals of fiber optics
e Networking fundamentals, current technologies, services and solutions
e The Open Systems Interconnection (OSI) model
e How protocol stacks work
e Routers and Internet Protocol (IP) addressing
e Carrier packet network services
e  Multiprotocol Label Switching (MPLS)
¢ Internet structure and operation
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Job Search Skills (1 Day)

Searching for a job can be intimidating. How do you know what job you're best suited for? How do you build a

winning resume and cover letter? Where can you find job leads? How do you network without feeling nervous?
What happens when you land an interview? And most importantly, where do you find help when you need it? The
workshop will give you the answers to all these questions, plus a plan to get you to a new job within a month.
After completing this program, you'll be more than ready to start your search for your perfect job. Identifying the
purpose for working and the assessment of skills can help determine the types of jobs your participants should

apply for.

Knowledge Management (1 Day)

The Encarta Dictionary defines knowledge management as the organization of intellectual resources and

information systems within a business environment. Sounds pretty simple, right? Take a moment, though, and
think about all the information that each person has in their brain. That's a lot of knowledge! The workshop will
give participants the tools that they will need to begin implementing knowledge management in the organization,
no matter what the size of the company or the budget. Wherever there are humans working together for one
goal, there is knowledge to be harvested, stored, and dispensed as needed.

Leadership and Influence (1 Day)

They say that leaders are born, not made. While it is true that some people are born leaders, some leaders are

born in the midst of adversity. Often, simple people who have never had a leadership role will stand up and take
the lead when a situation they care about requires it. A simple example is parenting. When a child arrives, many
parents discover leadership abilities they never knew existed in order to guide and protect their offspring. Once
you learn the techniques of true Leadership and Influence, you will be able to build the confidence it takes to take
the lead. The more experience you have acting as a genuine leader, the easier it will be for you. It is never easy to
take the lead, as you will need to make decisions and face challenges, but it can become natural and rewarding.

Leadership Development for Women (1 Day)

Women'’s leadership has consistently proven to be a powerful force for positive change in the world, with female
leaders sharing unique skills, strengths, and perspectives that are essential for creating a more equitable society.
Despite the advancements of female leadership over the years, women continue to face numerous challenges in
leadership positions, including gender stereotypes, bias, and underrepresentation. Understanding the importance
of women’s leadership is not only a matter of justice and equality, but also a critical step towards creating a
better, more inclusive world for everyone. Today, women are stepping up and make their voices heard, while

breaking down barriers and shattering glass ceilings along the way.

The Leadership Development for Women course will assist leadership development for women by providing
participants with the tools to navigate challenges, gain confidence to lead, and motivate future generations.
Additionally, participants will gain knowledge on the value of networking and mentoring for inspiring others to
recognize their full potential as leaders. By empowering women leaders, we are not only creating a more
equitable society, but we are also uncovering capabilities that will help to fuel business growth and innovation.

Lean Process and Six Sigma (2 Days)

Six Sigma is a data-driven approach for eliminating defects and waste in any business process. You can compare

Six Sigma with turning your water faucet and experiencing the flow of clean, clear water. Reliable systems are in
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place to purify, treat, and pressure the water through the faucet. That is what Six Sigma does to business: it treats
and improves the processes in business so that they deliver their intended result. The workshop will provide an
introduction to this way of thinking that has changed so many agencies. This workshop will give participants an
overview of the Six Sigma methodology, and some of the tools required to deploy Six Sigma in their own
organizations.

Legislative Update (1 Day)
The Legislative Update course provides comprehensive coverage of current laws affecting juveniles, adults, and

staff in the Probation and Corrections fields. Participants will gain a thorough understanding of recent legislative
changes, their implications for practice, and strategies for ensuring compliance. Through analysis of new
legislation, interpretation of laws, and case studies, participants will develop skills for navigating legal complexities
and resolving related challenges effectively.

LGBTQIA+ Awareness & Competence (1 Day)

This LGBTQ class includes cultural awareness and competence as a key goal of education on LGBTQ issues.
Cultural Diversity/Awareness is essential in terms of adapting to changes and the morphing of all human traits and

values. Acceptance and / or tolerance are key elements when the pursuit of cohesion is the overall goal. Creating
a nonjudgmental and secure environment through training on LGBT-specific, basic skills and competencies will
ensure individuals feel welcome and relieve anxiety or confusion among employees. The class will also enable
students to:

o Identify alternate lifestyles

o Identify alternative lifestyle definitions

o Identify custodial issues regarding alternative lifestyle arrests
o Identify General Policy regarding Discrimination / Harassment

Life Coaching Essentials
Many people often mistake a life coach for a mental health professional, such as a psychiatrist or a therapist. This

misconception often leads people to believe they do not need a life coach since they feel as though nothing is
wrong with their mental health. However, a life coach is designed to help improve a person’s professional and
personal life by working with them to achieve their goals. With our Life Coaching Essentials workshop, your
participants will discover the meaning of life coaching and how life coaching services can be utilized to achieve
their goals.

Management and Leadership (6 Days)

The 6-Day workshop is organized around the traditional management functions of planning, leading, organizing,

and controlling; a framework that effectively captures the essence of the manager's job. The newest concepts,
models, and applications that have an impact in Corrections are explored. The participant will understand the
management science and process, enhance skills in understanding the managerial role and how the managerial
role influences organizational performance, be able to facilitate understanding of the importance of management
vis-a-vis other organizational functions and the broader social context, understand how and why the management
process operates, and understand how managers can better understand, facilitate, and more effectively manage
the various functional activities inherent in their jobs. This intensive workshop includes but is not limited to
Management Theories, Operations of Management Process, Control Systems, and Budgets and the Budgeting
Process.
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Manager Management (1 Day)

With this course you will be able to provide the skills, guidance, and empowerment to your team of managers.

They will then be better suited in leading and motivating their team and thus produce fantastic results. To be a
successful manager means having a wide range of skills. Through this workshop you will be able to disperse your
knowledge and experience throughout your leadership team. Manager Management takes a special type of
leader. This workshop will expand the participant's knowledge and provide a way for them to teach and lead new
and experienced managers. As every manager knows that learning never stops, this workshop will have something
for everyone.

Managing Workplace Anxiety (1 Day)

The workplace is one of the leading locations where people experience stress and anxiety. Every employee will

encounter it sometime during their career. Everyone should be aware of the signs of anxiety and the tools needed
to cope and deal with it. The workshop will provide participants the important skills and resources to recognize
and manage workplace anxiety. By identifying these symptoms and coping skills employees and managers will be
better suited in dealing with these common situations. Through this workshop, participants will be better suited to
the challenges that the workplace can bring.

Marketing Basics (1 Day)

Marketing is an essential element for every business. It can be that one missing piece of the puzzle, and when it

fits the big picture is revealed. Participants will be given an introduction to marketing and its benefits. If the
business is not marketed, there will be no growth, and if there is no growth, there is no success. The workshop will
provide the basic knowledge to participants, and give them the ability to build and grow their business. Marketing
has changed a lot recently and having a new perspective will give participants the needed information to assist
them in their marketing decisions. No matter what the product or service is, business will benefit with a better
understanding of marketing.

Measuring Results from Training (2 Days)
Although we all know that training can have many amazing benefits, sometimes it can be hard to prove those

benefits and attach a dollar value to training. Some topics, like sales training or time management, might have
direct, tangible benefits. Other topics, like communication or leadership, might have benefits that you can’t put a
dollar value on. The course will enable participants to learn about the different ways to evaluate training progress,
and how to use those results to demonstrate the results that training brings. Once the training has been evaluated
the next step is to modify and updated the curriculum to create a content that is better suited for the participants.

Media and Public Relation (1 Day)

In this workshop, participants will get knowledge they need to manage effectively their image and value by

forming solid networks through strategic communication planning. Effective networking is essential for day- to-
day business or for those times when you are actively pursuing job opportunities. This workshop is designed to
provide practical and hands-on tools that will give participants a skillset in dealing with the media and the public.
Media and Public Relations is the most successful method of communicating your value to those around you.
Furthermore, good networking skills enable you to tap into those relationships you already have and increase the
scope of your network. The larger the scope the more people knows you and offers you opportunities.
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Meeting Management (1 Day)

This workshop is designed to give participants the basic tools they need to initiate and manage their meetings.

They will learn planning and leading techniques that will give then the confidence to run a meeting that will
engage the attendees and leave a positive and lasting impression. Through this workshop, participants will learn
the needed skills in planning and implementing a successful meeting. The Meeting Management workshop will
explore how to reduce waste and make meetings more efficient. This is a hands-on workshop and your
participation will help make it a valuable experience. Use this time to begin the process of developing your skills
along with other participants who share the same desire to improve their meeting management skills.

Middle Manager Workshop (1 Day)

Traditionally, middle managers make up the largest managerial layer in an organization. The Middle Manager is

responsible to those above them and those below them. They head a variety of departments and projects. In
order for a company to operate smoothly, it is essential that those in middle management be committed to the
goals of the organization and understands how to effectively execute these goals. It is crucial for businesses to
focus on these essential managers and provide them with the opportunities to succeed. No matter the
organization's structure or size, it will benefit from employing well-trained middle managers. Having a middle
manager understand their role in the organization is very important. They are in communication with a very large
percentage of the company, and will have a large impact throughout the organization.

Millennial Onboarding — Understanding & Managing Millennial Onboarding (1 Day)

Onboarding new employees is a secure investment that will assist newly hired employees in developing their skills,

knowledge, and value within the company. It will help match the technically skilled millennial workforce with new
and emerging needs of your company, which gives your company an advantage within the market. Millennial
Onboarding is a specialized type of employee onboarding. With millennials we are seeing a need to tweak the
onboarding process to better suit the needs of the company and new hires. It will increase productivity and
produce a happier and more skilled workforce. The new hire phase is a critical time for the employee and
company and having a structured set of procedures will make this time run smoother and produce a greater
chance of success.

mLearning Essentials (1 Day)
Mobile learning, or mLearning, is defined as the delivery of learning, education or training on mobile devices, such

as mobile phones, tablets, laptops or PDAs. mLearning allows training and support to be taken anywhere, making
it flexible and convenient for companies to use. With the workshop, you will begin to see the importance and
usefulness of mLearning in any organization. By absorbing the ins and outs of utilizing mLearning, participants will
possess the skills needed to take advantage of this new technology, in order to educate employees and clients
more efficiently.

Motivating Your Sales Team (1 Day)

Everyone can always use some inspiration and motivation. This workshop will help your participant’s target the

unique ways each team member is motivated. Finding the right incentive for each member of your sales team is
important as motivation works best when it is developed internally. Harness this through better communication,
mentoring, and developing the right incentives. Motivating Your Sales Team will help participants create the right
motivating environment that will shape and develop their sales team with right attitude and healthy competition.
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Instilling that unique seed which grows the motivation in the team will ensure an increase in performance and
productivity.

Negotiation Skills (1 Day)

Although people often think of boardrooms, suits, and million dollar deals when they hear the word negotiation,
the truth is that we negotiate all the time. Through this workshop, participants will be able to understand the basic

types of negotiations, the phases of negotiations, and the skills needed for successful negotiating. The workshop
will give participants a sense of understanding their opponent and have the confidence to not settle for less than
they feel is fair. Participants will learn that an atmosphere of respect is essential, as uneven negotiations could
lead to problems in the future.

Networking Outside the Company (1 Day)
Networking, according to Merriam Webster, is “the exchange of information or services among individuals,

groups, or institutions; specifically: the cultivation of productive relationships for employment or business.” These
and other events can become more easily managed with this great workshop. With the workshop, participants will
begin to see how important it is to develop a core set of networking skills. By managing and looking at the way
people interact and seeing things in a new light, participants will improve on almost every aspect of their
networking strategy.

Networking Within the Company (1 Day)
Networking has become a crucial part of the world today. Most people are aware of external networking and

primarily focus on that. It is important to pay extra attention to internal networking, or networking within the
company. To be truly effective, internal networking must be utilized throughout the company. With workshop,
participants will learn how internal networking is changing the workforce. Through this workshop, participants will
gain a new perspective networking, and what benefits can come from fully utilizing and making connections with
internal networking.

Office Politics for Managers (1 Day)

You have likely experienced some form of Office Politics. Working with different personalities, opinions,

backgrounds, and values is a challenge in any environment. It is an inevitable fact that when people are working
together personalities can and will clash. No one is an island, so working together as a team is incredibly important
for the organization and every employee. Office Politics it is about creating and maintaining better relationships. It
is about communicating and working with your peers and colleagues in a way that is mutually beneficial.
Employees who understand the positive aspects of Office Politics are better team members and end up being
more successful and productive.

Organizational Skills (1 Day)

Developing good Organizational Skill is an investment that will provide benefits for years. To be successful means

to be organized. These skills will filter through all aspects of the participants’ professional and personal lives.
Throughout this workshop, participants will be given the tools necessary in developing better Organizational Skills.
Through the workshop, participants will encounter improved productivity, better management, and an overall
increase in professional growth. Every day people waste numerous amounts of time looking for items. So stop
looking for those important items, and start knowing where they are by getting organized.
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Overcoming Objections (1 Day)

Experiencing an objection can be a disheartening event. Through this course, participants will learn how to

eliminate the objection and push through to get that sale. Even the best quality services or items can be turned
down, and learning how to overcome these denials will be of great benefit. Overcoming objections is an essential
part of any process, as it will open up a whole new set of opportunities. It will produce new opportunities and
provide an ongoing relationship with co-workers and clients. Objections will always occur no matter the item
being presented or proposed.

Performance Management (2 Days)

Performance Management is making sure the employee and the organization are focused on the same priorities. It

touches on the organization itself by improving production and reducing waste. It helps the employee or individual
set and meet their goals and improves the employee manager relationship. The key in keeping an organization and
employee aligned, which improves performance and productivity, is Performance Management. When changes
occur, Performance Management helps the transition to be smoother and less hectic. It helps the organization and
employee have a stream-lined relationship which improves communication and interactions between the two
groups. It will help close any gaps that exist in an employee's skill-set and make them a more valuable employee
through feedback and coaching.

Personal Branding (1 Day)
Personal Branding is identifying your assets, characteristics, strengths, and skills as an individual. Understanding

Personal Branding will provide advantages in the participants’ personal and professional lives. Branding is a mix of
how one presents oneself and how others see that person. It is important to be aware of how one is viewed. With
the course, participants will be able to share their vision and passions with others in their company. Utilizing this
knowledge through Social Media to define and influence others’ perception could be powerful.

Personal Productivity (1 Day)

Most people find that they wish they had more time in a day. This workshop will show participants how to

organize their lives and find those hidden moments. Participants will learn how to establish routines, set goals,
create an efficient environment, and use time-honored planning and organizational tools to maximize their
personal productivity. Personal Productivity is a goal most of us have. Through this workshop, participants will be
on the right track in achieving that goal. Some people blame everything that goes wrong in their life on something
or someone else, but through this workshop, participants will take ownership and begin to lead a more productive
life.

Presentation Skills (1 Day)

Many studies have found that public speaking is the number one fear amongst most people, outranking flying,

snakes, insects, and even death. Ironically, it is also one of the skills that can make or break a person's career.
Participants will be provided a strong set of skills that will complement their current presentation skill set. The
Presentation Skills workshop will give participants some presentation skills that will make speaking in public less
terrifying and more enjoyable. This workshop includes topics that participants can look forward to including:
creating a compelling program, using various types of visual aids, and engaging the audience.
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Probation Search — Legal Standards and Best Practices for Probation Officers (1 Day)

This class provides Probation Officers and Supervisors with a comprehensive understanding of the legal standards

and best practices governing Probation searches in both Adult and Juvenile Probation settings. Participants will
examine landmark probation cases that have established legal guidelines for conducting searches, with a focus on
California Probation Case Law. Through case analysis, interactive discussions, and practical scenarios, participants
will enhance their knowledge of search procedures, rights, and responsibilities, ensuring compliance with state
and federal regulations.

Project Management for Corrections Staff (2 Days)

In the past few decades, agencies have discovered something incredible: the principles that have been used to

create enormous successes in large projects can be applied to projects of any size to create amazing success. As a
result, many employees are expected to understand project management techniques and how to apply them to
projects of any size. The Project Management workshop will give participants an overview of the entire project
management process, as well as key project management tools that they can use every day. Working with project
planning documents, such as needs assessments, risk management plan, and a communication plan will provide
benefits throughout your organization.

Project Management for Supervisors and Managers (1 Day)

Project Management is one of the essential skills Supervisors and Managers need to develop. This workshop

focuses on the principles that have been used to create enormous successes in large projects, the project
management techniques, and how to apply the project management techniques to projects of any size. This
workshop will give participants an overview of the entire project management process, as well as key project
management tools that they can use every day. Working with project planning documents, such as needs
assessments, risk management plan, and a communication plan will provide benefits throughout your
organization.

Project Managing Requirements (3 Days)
Like project management, is a discipline comprised of inputs and outputs, tools, and techniques, processes and

activities, with a focus on the business analysis effort. The Project Managing Requirements workshop includes the
planning, monitoring, analyzing, communicating, and managing of those requirements. The workshop includes an
in-depth discussion of the two critical areas: Business Analysis and Project Management. The course focuses on
how to manage requirements throughout your project, including how to implement a requirements management
process, requirements traceability, change control, verification and validation, and the use of progressive
elaboration on your project.

Prospecting and Lead Generation (1 Day)

Prospecting and lead generation is the method of making links which may lead to a sale or other promising result.

The leads may come from various sources or undertakings, for example, via the Internet, through personal
referrals, through telephone calls either by telemarketers, through advertisements, events, and purchase of lists
of potential clients. These and other events can become more easily managed with this great workshop. With the
workshop, participants will begin to see how important it is to develop a core set of sales skills. By managing and
looking at the way people interact and seeing things in a new light, participants will improve on almost every
aspect of their sales strategy.
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Public Speaking (1 Day)

According to a 1973 survey by the Sunday Times of London, 41% of people list public speaking as their biggest
fear. Forget small spaces, darkness, and spiders, standing up in front of a crowd and talking is far more terrifying

for most people. Through this workshop your participants will become more confident and relaxed in front of an
audience which will translate into a successful speaking event. However, mastering this fear and getting
comfortable speaking in public can be a great ego booster, not to mention a huge benefit to your career. The
Public Speaking workshop will give participants some basic public speaking skills, including in-depth information
on developing an engaging program and delivering their presentation with power.

Request for Proposal Writing (2 Days)

A good, custom Request for Proposal (RFP) doesn't just outline what product or service you would like to solicit or

be delivered, or “copying” and assembling portions of multiple RFPs from other agencies. Your participants will
explore the Request for Proposal writing process including the most common types: Request for Proposal (RFP),
Request for Information (RFI), Request for Qualifications (RFQ), and Request for Qualifications & Quote (RFQQ).
The Request for Proposal Writing workshop will take participants through each step of the process, from
understanding why they are writing an RFP, RFI, RFQ, or RFQQ; to identifying and assembling stakeholders; to
conducting an assessment and gathering internal and external information; to writing and proofreading; through
to creating the final, custom, comprehensive, professional product.

Risk Assessment and Management (2 Days)

It is not possible to control or manage 100% of risk, but knowing what do before, during, and after an event will

mitigate the damage and harm. Identifying potential hazards and risks and making it part of the day to day
business is important. Safety should be the first priority as every business must face the reality of risks and
hazards. Through the course, the participants will be aware of hazards and risk they didn’t realize were around
their workplace. Identifying hazards through proper procedures will provide participants the ability to prevent that
accident before it occurs. Limiting and removing potential dangers through Risk Assessment will be an incredible
investment.

Safety in The Workplace (1 Day)

Workplace safety is the responsibility of everyone in an organization. Companies have legal obligations to meet

certain safety requirements, but many go further than the minimum obligations. Safety standards and procedures
must be put in place, and everyone needs to follow the standards in order for them to be effective. The course will
be instrumental in reviewing common hazards, safety techniques and after completion participants will have the
tools to help them create a Safety policy for your work place. By identifying and anticipating hazards, employers
can prevent injuries and keep employees safe.

Sales Fundamentals (2 Days)

Although the definition of a sale is simple enough, the process of turning someone into a buyer can be very

complex. It requires you to convince someone with a potential interest that there is something for them in making
their interest concrete— something that merits spending some of their hard-earned money. The workshop will give
participants a basic sales process, plus some basic sales tools, that they can use to seal the deal, no matter what
the size of the sale. Participants will become more confident, handle objections, and learning how to be a great
closer.
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Servant Leadership (1 Day)

Servant leadership can seem like a contradicting term, but it is becoming a very popular tool in many businesses.

Servant leadership is a philosophy that involves focusing on others (i.e. your employees), and focus on their
success, and in turn build better professional relationships that can benefit both manager and employee. Servant
leadership shows that managers can be great leaders while boosting their employee’s confidence and further their
success at the same time. With our “Servant Leadership” workshop, your participants will discover the specifics of
how servant leadership works and how it can benefit both leaders and employees!

Social Intelligence (1 Day)

Social Intelligence is about understanding your environment and having a positive influence. Your participants will

become more confident in their social situations by learning how to express and interrupt social cues. They will
create positive connections and increase their influence during social situations. Increasing Social Intelligence will
provide benefits throughout their professional and personal lives. It is a fantastic tool for coaching and
development as people will learn “people skills”. Improving social skills through active listening, understanding
body language, and being more empathic will give your participants the advantage in their interactions. Social
interactions are a two-way street; know the rules of the road!

Social Learning (1 Day)

Social Learning is an effective way to train your employees through modeling positive behaviors. It is a great way

to promote cohesion and involvement as it builds a culture of learning. Participants will learn the best way to
conduct role plays, share best practices, and provide constant and immediate feedback. With course, participants
will be creating learning communities that benefit every aspect of your organization. They will learn new behaviors
through observation and modeling and be instilled with a passion for learning.

Social Media in the Workplace (1 Day)
We are being flooded with Social Media invitations and updates. Web-based communication icons like Twitter,

Facebook, YouTube, and LinkedIn are dominating the way we interact with each other. People are feeling the need
to be updated at all times. It has become a time eater, and businesses are quickly becoming aware of the drain it
can have on productivity. People love to share, but they need to know what is alright to share and what should not
be sent out. Understanding Social Media is about communicating the right way. We are beginning to communicate
more through electronic means than face to face. Talking on a phone has been replaced more and more with SMS
(texting.) Social media channels are becoming the main form of communication and your participants will realize
how Social media and the Workplace can work together.

Stress Management (1 Day)

Positive and negative stress is a constant influence on all of our lives. The trick is to maximize the positive stress

and to minimize the negative stress. Your participants will be shown how stress can be positive and negative, and
we'll look at the Triple A approach that will form the basis of this workshop. The workshop will give participants a
three-option method for addressing any stressful situation, as well as a toolbox of personal skills, including using
routines, relaxation techniques, and a stress log system. They will also understand what lifestyle elements they
can change to reduce stress.
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Supervising Others (2 Days)

Supervising others can be a tough job. Between managing your own time and projects, helping your team

members solve problems and complete tasks, and helping other supervisors, your day can fill up before you know
it. The workshop will help supervisors become more efficient and proficient, with information on delegating,
managing time, setting goals and expectations (for themselves and others), providing feedback, resolving conflict,
and administering discipline.

Supply Chain Management (2 Days)
Supply Chain Management improves the coordination and relationship between Suppliers, Producers, and

Customers. It must be kept at a high level of organization to be successful in today's global economy. Goods and
services are now pieced together from all over the world, and this process can be hectic and complicated if not
managed correctly. With Supply Chain Management, your company and employees will be on target to lower
costs, improving efficiency, and increase customer satisfaction. This course will provide your employees with the
understanding of how Supply Chain Management can improve and help almost any type of business.

Team Building for Managers (1 Day)
Team building is an important part of the work experience. It is not only applicable to your work life, but also

transfers over to your personal and social life. When working with a team, it is important to fully engage yourself.
One should take the time and proper steps to become the best team member they can be. With the workshop,
participants will learn how important team building is and how beneficial it can be. Through this workshop,
participants will gain a new perspective on teamwork, and become a valuable member to any team they are
placed in. Follow the information in this workshop and create a positive atmosphere within your company with
the use of teams.

Teamwork and Team Building (1 Day)
For most of us, teamwork is a part of everyday life. Whether it's at home, in the community, or at work, we are

often expected to be a functional part of a performing team. Having a strong team will benefit any organization
and will lead to more successes than not. The workshop will encourage participants to explore the different
aspects of a team, as well as ways that they can become a top-notch team performer. Participants will be given
the details and concepts of what makes up a team, and what factors into being a successful team and team
member.

Telephone Etiquette (1 Day)

The meaning of Telephone Etiquette can sometimes be difficult to describe. It can be a unique attribute or

characteristic that facilitates great communication, inside and outside the office. It can be the special way that you
show confidence in any challenging situation. These and other events can become more easily managed with this
great workshop. With the workshop, participants will begin to see how important it is to develop better telephone
communication skills. By improving how they communicate on the telephone and improve basic communication
skills, participants will improve on almost every aspect of their career.

Telework and Telecommuting (1 Day)

Working in a home office requires a unique set of skills. Teleworkers or virtual employees have additional

challenges created by not being in a centralized office. Communication issues alone make it a challenging job, and
recognizing these challenges will help your participants become great teleworkers. Through the course, employees
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will see a great improvement in their performance and well-being. Being a teleworker does have the advantages
of flexible schedules, no commute, and saving the company money. Participants will establish the additional skills
needed to be successful in their work from home environment.

The New Generations of Workforce in Corrections (1 Day)

The class covers past and contemporary hiring and onboarding practices, management and supervision policies,

and staff training in Corrections. Younger generations have taken over a significant portion of the workforce.
Their ideologies and drivers in conjunction with management and supervision in the correctional environment are
explored, and strategies for effective supervision and management are provided. The class explores the workforce
changes and paradigm shift in Corrections. Finally, recommendations are presented - backed by best practices
maximizing effectiveness and efficiency and employee retention, technological, social and economic influences,
accommodations, higher education standards, and teamwork mentality.

Time Management (1 Day)

Personal and professional time management skills are essential for professional success in any workplace. Those
able to successfully implement time management strategies are able to control their workload rather than spend
each day in a frenzy of activity reacting to crisis after crisis - stress declines and personal productivity soars! These
highly effective individuals are able to focus on the tasks with the greatest impact to them and their organization.
The Time Management workshop will cover strategies to help participants learn these crucial strategies. Your
participants will be given a skill set that include personal motivation, delegation skills, organization tools, and crisis
management. We'll cover all this and more during this workshop.

Time Management for Corrections Staff (1 Day)
Personal time management skills are essential for professional success in any workplace. Those able to

successfully implement time management strategies are able to control their workload rather than spend each
day in a frenzy of activity reacting to crisis after crisis- stress declines and personal productivity soars! These highly
effective individuals are able to focus on the tasks with the greatest impact to them and their organization. The
workshop will cover strategies to help participants learn these crucial strategies. Participants will be given a skill
set that include personal motivation, delegation skills, organization tools, and crisis management. We'll cover all
this and more during this workshop.

Train-the-Trainer (1 Day)

Whether you are preparing to be a professional trainer, or you are someone who does a bit of training as a part of
their job, you'll want to be prepared for the training that you do. Your participants will begin the process of
becoming trainers themselves, and understand that training is a process where skills, knowledge, and attitudes are

applied. The workshop will give all types of trainer's tools to help them create and deliver engaging, compelling
workshops that will encourage trainees to come back for more. Skills such as facilitating, needs analyses,
understanding participant’s needs, and managing tough topics will give your trainees what the need to become a
trainer themselves.

Unconscious Bias (1 Day)

This course raises awareness in the hidden biases that everyone possesses and provides practical steps for how to
prevent them from turning into discriminatory behaviors at work. It covers understanding, recognizing and
managing unconscious bias in the workplace, as well as the relationships between unconscious bias and
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discrimination. The course would help employees accept that they have bias and motivate them to stop and think
before making assumptions about others.

Understanding ADA in Corrections (1 Day)

Corrections has individuals with disabilities who are incarcerated, and it is not exempt from compliance with ADA.
These disabled individuals are afforded the same rights as offenders without disabilities, and are entitled to the
accommodations to help them in their daily lives during incarceration. The class provides participants an
understanding of ADA that includes its history, terms and key concepts, minimum requirements, types of
disabilities, and legal consideration, with the added Corrections perspective.

Use of Force for Facilities (1 Day)

The class is designed to provide comprehensive training to Probation Department staff on the appropriate and
lawful use of force within correctional and detention facilities. Participants will receive instruction on legal
standards, department policies, and practical techniques for managing and de-escalating confrontational
situations. Through interactive discussions, scenario-based simulations, and hands-on exercises, participants will
develop the knowledge and skills necessary to respond effectively to incidents requiring the use of force while
minimizing the risk of injury to both staff and detainees.

Verbal Defense, De-Escalation, and Dealing with Aggressive Behavior (1 Day)
This comprehensive 8-hour class on Verbal Defense, De-Escalation, and Dealing with Aggressive Behavior is

designed to equip participants with practical communication skills to effectively manage potentially verbally
aggressive situations and de-escalate hostile encounters. Through interactive discussions, role-playing exercises,
and scenario-based learning, participants will learn how to deliver undesirable news, enhance active listening
skills, and develop effective cross-cultural communication strategies to better serve diverse populations.

Virtual Team Building and Management (1 Day)
There are an estimated one billion virtual workers in 2012, and the number is expected to continue climbing well

into the future. With a global workforce you are provided with a cost effective and talented pool of employees to
draw from. With a virtual team you are given a Follow the Sun production environment. With a virtual team you
have the normal issues of a localized team, with the additional challenges of distance and cultural differences.
Virtual Team Building and Management will give participants the knowledge to work with these challenges and
succeed in a growing global workforce.

Wellness: Caring for Self (1 Day)

Wellness and self-care are integral components to creating and sustaining health. Self-care is a vital part of

maintaining good health and a vibrant life. It's a way of living that incorporates behaviors that help you to be
refreshed, replenish your personal and professional motivation and growth. This workshop adopts an integrative
and evidence-based approach to wellness and self-care personally and professionally. This workshop includes
definitions, aspects and concepts, tips and best practices, exercises, and case studies. Wellness, self-care
assessment and action plan development and evaluation, and work-life balance are also covered. The components
of the action plan are reviewed: physical, emotional, psychological, spiritual, relationships, workplace, overall
balance, and strategies.
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Women in Leadership (1 Day)

In the United States today, women make up half of the workforce. Unfortunately for women, their male

colleagues are promoted at a much higher rate. Women offer great work ethnics, and bring something different
from men to the workforce, but many times it goes unnoticed. In this workshop, you will learn about how
organizations can develop women leaders, about the benefits of women in organizations, as well as advancements
for the future of women. You will learn how women in the workplace cannot only benefit the women themselves,
but also your organization as well. Through this workshop, participants will: learn how women are changing the
workforce, gain a new perspective on the workforce, and learn what benefits can come from hiring and promoting
women to higher positions.

Work-Life Balance (1 Day)

Having a balance between work and home life can be a challenge. With this challenge come great rewards when it

is done successfully. By balancing a career with home life it will provide benefits in each environment. You will
become healthier, mentally and physically, and you will be able to produce more career wise. With a Work-Life
Balance you will be managing your time better. Better time management will benefit all aspects of life; you will be
working less and producing more. This workshop will show how to focus on the important things, set accurate and
achievable goals, and communicate better with your peers at work and your family at home.

Workplace Diversity (1 Day)
With the world becoming more mobile and diverse, diversity has taken on a new importance in the workplace.

Participants will be able to use strategies for removing barriers and stereotypes, and to encourage diversity in the
workplace and even through their community. The workshop will help participants understand what diversity is all
about, and how they can help create a more diverse world at work and at home. They will be instructed to use
skills such as active listening to receive messages in a diverse population, employ effective questioning techniques,
and communicate with strength.

Workplace Harassment (1 Day)
Harassment can be based on a variety of factors that differ from the one doing the harassment, such as race, sex,

and disability. Experiencing uncomfortable situations in the workplace may be more than an offense against an
individual. It can be a crime committed against the law, which is why this topic has become a very important for
every organization. The workshop will help give participants the tools necessary to recognize harassment in the
workplace as well understand your rights and responsibilities under the law, with regard to safety in the
workplace. Through this workshop, participants will recognize that it is necessary for everyone to help create
programs that teach employees to identify harassment and exercise anti-harassment policies.

Workplace Violence (1 Day)

Workplace harassment is illegal and destructive to any organization. It is important to treat everyone in the

workplace with respect and dignity. Workplace harassment must be identified, discouraged, and prevented in
order to keep a hostile work environment from developing. Left unchecked, harassment can escalate into
violence. Workplace harassment training is essential to the welfare of all businesses and their employees. In order
to prevent Workplace Violence, it is essential that managers and employees are able to identify individuals who
could become violent and understand how to diffuse dangerous situations. This workshop will help participants to
identify and address violence in the workplace, as well as giving them the tools to develop their own Workplace
Harassment Policy.
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Writing Statements of Work in Corrections (3 Days)

The Statement of Work (or SOW), a critical component of Project Management, is a formal document that is
commonly used as part of a bid document or part of a contract, and it defines the entire scope of the work involved
for a vendor, project manager, business analyst, or for a project. It clarifies deliverables, costs, and timelines. It is
needed in many situations where a project involves vendors and external contributors in addition to the internal
project team. The workshop includes definitions, terms processes, components of the SOW, and metrics for success,
as well as custom SOW development, writing, and management. An in-depth discussion of contracts and master
agreements is also included in this interactive workshop.
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CORE COURSES and PROGRAM

80-Hour Supervisor Core
The Supervisor Core Course consists of a minimum of 80 hours of instruction to be completed during the first year
of assignment as a supervisor in a jail/adult institution, juvenile institution, probation department, or police
department. The course is designed to provide the supervisor the necessary knowledge and skills to effectively
supervise in a Corrections setting, and is designed to comply with Title 15, Section 181 CCR and the Board of
Corrections guidelines in the Standards and Training for Corrections. The course covers the following:
e Role of the Supervisor - Rights, Responsibilities and Duties: Management Theory and Process, Styles of
Supervision, Functions of the Supervisor
e Managing Personnel - Legal Responsibilities, Labor Relations, Performance Appraisals/Evaluations,
Grievances and Grievance Procedures, Discipline and Disciplinary Procedures, Safety in the Workplace,
Cultural Awareness, Employee Assistance and Counseling Techniques
e Supervisory Skills — Leadership, Motivation of Staff, Problem Solving, Decision Making, Time Management,
Staff Training, Assigning Tasks, Delegating, Planning and Setting Objectives, Conducting Meetings, Conflict
Management
e Laws and Standards — Laws, Legal Issues, Legal Update
e Communication - Principles of Effective Communication Public Relations

40-Hour Field Officer Training

The 40-hour/5-Day workshop is designed to introduce trainers to effective Field Training Officer skills and
techniques. It will teach current and potential Field Training Officers (FTOs) the necessary information on how to
become an effective Field Training Officer. The workshop focuses on experiential training, role plays, and actual
practice of concepts and strategies. The workshop includes:

e Expectations and Responsibilities of a Field Training Officer

e Leadership and Management Skills

e Ethics

e Management and Supervision

e Documentation and Record-Keeping

e Effective Training & Instruction, Evaluation, and Documentation

e Performance Management and Evaluation

e Legal and Liability Issues

Supervisory Leadership Program (192 Hours/24 Days)
The Supervisory Leadership Program is a 192-hour program based on experiential learning techniques, where
students participate in workshops, applying techniques in both individual and group class projects. The program
includes the study, analysis and applications of management functions (planning, organizing, directing, controlling)
and leadership (inspiring, challenging, developing, etc.) The program also includes the study of Organizational
Behavior and its applications in the workplace. The Program consists of eight 24-Hour modules that include both
lecture, case studies, workshops, and class projects that can be taken separately:

e Leadership and Other Leadership Models

e Contemporary Leadership, History and Alignment

e Ethics, Ethical Reasoning and Decision-Making

e Organizational Behavior and Culture

e Leadership Group Dynamics (Inter and Intra)
e Contemporary Diversity, Cultural Awareness, and Competency
e Organizational Politics (Micro and Macro Impact)
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MICROSOFT 365 OFFICE SUITE

Microsoft 365 Office Suite Overview

This workshop is designed to teach the participant an overview and basic understanding of the most commonly
used programs/applications of the Microsoft Office Suite: Word, Excel, PowerPoint, Access, Outlook, and
Publisher, in a practical way. The participants will get a general overview and an understanding of the general
concepts, and will apply and practice the common or generally used functions and features of each
program/application. This workshop is a precursor to the more detailed Essentials workshops for Word, Excel,
PowerPoint, Access, Outlook, and Publisher.

Access Advanced

This workshop is designed to teach you a deeper understanding of Access in a practical way. The participants will

learn how to use the advance features of Access to help them better manage a database. This workshop
incorporates a hands-on approach to learning. They will get a chance to practice some of the advanced features
right on a computer. This workshop is meant to provide a safe learning environment where they can practice and
learn Access Advanced functions without worrying about making mistakes. Access features a new framework that
is designed for one purpose—enable users to create data-centric web applications. Taking the time to learn the
advanced features of Access will increase their knowledge on how databases work.

Access Essentials
This workshop is designed to teach you a deeper understanding of Access in a practical way. The participants will

learn how to use the basic features of Access to help them better manage a database. This workshop incorporates
a hands-on approach to learning. This workshop is meant to provide a safe learning environment where they can
practice and learn Access Essentials functions without worrying about making mistakes. Access features a new
framework that is designed for one purpose—enable users to create data-centric web applications. Taking the
time to learn the basic features of Access will increase their knowledge on how databases work and make creating
and managing an Access database easier for everyone.

Access Expert
This workshop is designed to teach you a deeper understanding of Access in a practical way. This workshop is

designed to for the advanced users of Access with a hands-on approach to learning. They will get a chance to
practice some of the advance features right on a computer. Access features a new framework that is designed for
one purpose—enable users to create data-centric web applications. Taking the time to develop a deep
understanding of Access will increase their knowledge on how databases work and make creating and managing
an Access database easier for everyone.

Excel 365 Essentials

With Office 365, you can access your spreadsheets anywhere, and make some basic changes without using a

computer where your desktop Office applications are installed. In the Office 365 Excel web app, you can
collaborate on a spreadsheet with anyone, no matter what version of Excel they have, and your changes are
automatically saved. The Office 365 experience is designed to render your documents to look exactly like they
would when printed, from nearly anywhere in the world. This tool provides its users the freedom to work from
anywhere.
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Excel Advanced
Participants will learn how to use the advanced features of Excel. This workshop is designed to get into the more

advanced features of Excel. Participants will be shown a practical way of learning with a hands-on and
customizable approach. They will get a chance to experience some of the new features that are offered in Excel.
You can use Excel to analyze numbers, keep track of data, and graphically represent your information. You will get
familiarized with the new landing screen which makes launching and creating documents easier than previous
versions of Excel.

Excel Essentials
Participants will learn how to use the basic features of Excel. This workshop is designed to provide a basic

understanding of Excel. Participants will be shown a practical way of learning with a hands-on and customizable
approach. They will also get a chance to experience some of the new features that are offered in Excel. You can
use Excel to analyze numbers, keep track of data, and graphically represent your information. You will get
familiarized with the new landing screen which makes launching and creating documents easier than previous
versions of Excel.

Excel Expert

Participants will learn how to use the advanced features of Excel. This workshop is designed to provide an in-depth
understanding of Excel. Participants will be shown a practical way of learning with a hands-on and customizable
approach. They will get a chance to experience some of the new features that are offered in Excel. You can use
Excel to analyze numbers, keep track of data, and graphically represent your information. You will get familiarized
with the new landing screen which makes launching and creating documents easier than previous versions of
Excel.

OneNote 365 Essentials
Through this workshop your participants will be introduced to the way OneNote is integrated into the 365 Web
Apps by discussing the Home Page, the Team Site, and the Shared Documents list. We'll also explain how to

upload one of your existing OneNote notebooks to the site. With Office 365 OneNote, you can access your
OneNote notebooks from the same website where they are stored, and make some basic changes without using a
computer where your desktop Office applications are installed.

OneNote Advanced
Participants will learn how to use the advanced features of OneNote. This workshop is designed to provide an in-

depth understanding of OneNote. Participants will be shown a practical way of learning with a hands-on and
customizable approach. They will also get a chance to experience some of the new features that are offered in
OneNote. OneNote allows you to track appointments, take meeting notes, record research, and keep to-do items
all in one place. You will get familiarized with the new landing screen which makes launching and creating
documents easier than previous versions of OneNote.

OneNote Essentials
Participants will learn how to use OneNote. This workshop is designed to provide a basic understanding of

OneNote. Participants will be shown a practical way of learning with a hands-on and customizable approach. They
will also get a chance to experience some of the new features that are offered in OneNote. OneNote allows you to
track appointments, take meeting notes, record research, and keep to-do items all in one place. You will get
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familiarized with the new landing screen which makes launching and creating documents easier than previous
versions of OneNote.

Outlook 365 Essentials

Welcome to the Office 365 Outlook Essentials workshop. With Office 365, you can access your inbox anywhere
from any computer that has an internet connection and a web browser. In the Office 365 Outlook web app, you
can collaborate and keep up to date with built in tools that Outlook is known for. The Office 365 experience is
designed to render your documents and emails to look exactly like they would when printed, from nearly

anywhere in the world. This tool provides its users the freedom to work from anywhere.

Outlook Advanced

Participants will learn how to use the advanced features of Outlook. This workshop is designed to provide a solid

understanding of Outlook. Participants will be shown a practical way of learning with a hands-on and customizable
approach. They will get a chance to experience some of the new features that are offered in Outlook.

Outlook 2013 helps you manage your busy life through its calendar and social connectors. With Outlook, you are
given a sleeker more efficient way to organize and communicate. With a new and improved user interface and a
more powerful search tool your participants will increase their productivity as they will be able to manage their
information more efficiently!

Outlook Essentials

Participants will learn how to use the basic features of Outlook. This workshop is designed to provide a good
understanding of Outlook. Participants will be shown a practical way of learning with a hands-on and customizable

approach. They will get a chance to experience some of the new features that are offered in Outlook.

Outlook helps you manage your busy life through its calendar and social connectors. With Outlook, you are given a
sleeker more efficient way to organize and communicate. With a new and improved user interface and a more
powerful search tool your participants will increase their productivity as they will be able to manage their
information more efficiently!

Outlook Expert

Participants will learn how to use the advanced features of Outlook. This workshop is designed to provide an in-
depth understanding of Outlook. Participants will be shown a practical way of learning with a hands-on and

customizable approach. They will get a chance to experience some of the new features that are offered in
Outlook. Outlook helps you manage your busy life through its calendar and social connectors. With Outlook, you
are given a sleeker more efficient way to organize and communicate. With a new and improved a new and
improved user interface and a more powerful search tool your participants will increase their productivity as they
will be able to manage their information more efficiently!

PowerPoint 365 Essentials

While the Office 365 Web Apps are available to anyone who has either a Windows Skydrive account or a

SharePoint site, in this course, we will assume that your organization is using the SharePoint site. In this module,
we'll introduce the web apps by discussing the Home Page, the Team Site, and the Shared Documents list. We'll
also explain how to upload one of your existing PowerPoint presentations to the site. With Office 365 PowerPoint,
you (or any of your viewers) can access your presentations anywhere. You can even make a few basic changes
right on the same website where your presentation is located.
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PowerPoint Advanced (Expert)

Participants will learn how to use the in-depth features of PowerPoint. This workshop is designed to get into the

more advanced features of PowerPoint. Participants will be shown a practical way of learning with a hands-on and
customizable approach. They will get a chance to experience some of the new features that are offered in
PowerPoint. PowerPoint is the world’s premier presentation software. With PowerPoint, you are provided a new
landing screen which makes launching and creating documents easier than previous versions. There is also an
improved Presentation View with gives your presentations that extra focus. PowerPoint also has an improved user
interface with an array of powerful tools to help you share your presentations through Skydrive!

PowerPoint Intermediate

Participants will learn how to use the standard features of PowerPoint. This workshop is designed to get into the

basic features of PowerPoint. Participants will be shown a practical way of learning with a hands-on and
customizable approach. They will get a chance to experience some of the new features that are offered in
PowerPoint. With PowerPoint, you are provided a new landing screen which makes launching and creating
documents easier than previous versions. There is also an improved Presentation View that gives your
presentations that extra focus.

PowerPoint Intermediate/Advanced

Participants will learn how to use the improved features of PowerPoint. This workshop is designed to get into the

advanced features of PowerPoint. Participants will be shown a practical way of learning with a hands-on and
customizable approach. They will get a chance to experience some of the new features that are offered in
PowerPoint. PowerPoint is the world’s premier presentation software. With PowerPoint, you are provided a new
landing screen which makes launching and creating documents easier than previous versions. There is also an
improved Presentation View with gives your presentations that extra focus.

Project Advanced/Expert
Participants will learn how to use the advanced features of Project. This workshop incorporates a hands-on

approach to learning. They will get a chance to practice some of the basic features right on a computer. Taking the
time to learn about the advanced features of Project will increase their organization and management skills.
Project is a sophisticated project management software that can help project managers with planning, assigning
resources, tracking progress, managing budgets, and analyzing workloads for projects. Project also makes their job
easier by providing an easy to use interface, and an array of powerful tools to help them turn their data into
usable information.

Project Essentials

Participants will learn how to use the basic features of Project. This workshop is designed to teach you a basic

understanding of Project in a practical way with a hands-on approach to learning. Project is a sophisticated project
management software that can help project managers with planning, assigning resources, tracking progress,
managing budgets, and analyzing workloads for projects.

SharePoint 365 Essentials

In this workshop your participants will learn how to sign on to the Microsoft Office 365 portal, and see where their

SharePoint content will be stored. They will learn about the home page of the portal, where to sign into the Team
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Site and the Office 365 web apps, including Outlook. Through SharePoint Essentials your participants will take a
look at the Team Site and how to navigate around and view the SharePoint site. SharePoint Online is the Office
365 answer to collaboration. SharePoint Online will let your participants manage documents and information in
one place that customers and colleagues can access from virtually anywhere.

Visio Advanced
Participants will learn how to use the advanced features of Visio. This workshop is designed to teach you a basic

understanding of Visio in a practical way. This workshop incorporates a hands-on approach to learning. They will
get a chance to practice some of the advanced features right on a computer. This course will get your participants
up and running with Visio. We'll show them how to use the new interface, create drawings, add shapes, customize
your screen for maximum productivity, and format their drawing.

Visio Essentials

Participants will learn how to use the basic features of Visio. This workshop is designed to teach you a basic

understanding of Visio in a practical way. This workshop incorporates a hands-on approach to learning. They will
get a chance to practice some of the advance features right on a computer. Visio is a drawing application that uses
different shapes and stencils to help you draw different types of diagrams. You can use Visio to create simple
flowcharts, complicated engineering plans, or even floor plans.

Word 365 Essentials

Welcome to the Office 365 Word Web App Essentials workshop. With Office 365, you can access your documents
anywhere, and make some basic changes without using a computer where your desktop Office applications are

installed. With Office 365 Word your participants will learn how to edit, share, and publish Word files using the
Office 365 interface. The Office 365 experience is designed to render your documents to look exactly like they
would when printed, from nearly anywhere in the world. This tool provides its users the freedom to work from
anywhere.

Word Advanced/Expert

Participants will learn how to use the advanced features of Word. This workshop is designed to get into the more

in-depth features of Word. Participants will be shown a practical way of learning with a hands-on and
customizable approach. They will get a chance to experience some of the new features that are offered in Word.
Word now has the ability to edit PDF files without the need to convert. You will get familiarized with the new
landing screen which makes launching and creating documents easier than ever. A new set of templates and
design tools are included with Word.

Word Essentials

Participants will learn how to use the basic features of Word. This workshop is designed to get into the standard

features of Word. Participants will be shown a practical way of learning with a hands-on and customizable
approach. They will get a chance to experience some of the new features that are offered in Word. Word now has
the ability to edit PDF files without the need to convert. You will get familiarized with the new landing screen
which makes launching and creating documents easier than ever. A new set of templates and design tools are
included with Word.
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Aggression Replacement Therapy (ART) (2 Days)

This 2-day Aggression Replacement Therapy (ART) Training Course is designed to provide Probation Officers with
the knowledge, tools, and skills needed to effectively implement and facilitate ART programs for youth
probationers. ART is an evidence-based intervention program focused on reducing aggressive behavior and
enhancing prosocial behavior through the teaching of Anger Control Training (ACT), Social Skills Training (SST), and
Moral Reasoning Training (MRT). This training will empower probation officers to lead ART classes that address
these critical areas and foster positive behavioral change in youth on probation. The course also includes a session
on facilitating and teaching ART, with a focus on real-world application in working with Youth Probationers.
Follow-up sessions for continued reinforcement of ART skills will also be covered.

Corrections Fatigue (4 Hours)
The class addresses Corrections Fatigue, how to identify it and the steps to prevent and/or mitigate it. Corrections

Fatigue is the day-to day, week to week and month to month accumulation of dealing with similar work-related
situations and interacting with inmates — their histories — current circumstances and coping styles without channels
to deal with it in a positive manner. Cumulative negative transformation occurs as the correctional staff deals with
beliefs, thoughts, emotions and decision-making as they adapt to the workplace. Corrections Fatigue is amenable
to change and often preventable.

Corrections Fatigue and Fulfillment (1 Day)

The class covers both Corrections Fatigue and Corrections Fulfillment. Corrections Fatigue: How to identify it and

the steps to prevent and/or mitigate it. Corrections Fatigue is the day-to day, week to week and month to month
accumulation of dealing with similar work-related situations and interacting with inmates — their histories — current
circumstances and coping styles without channels to deal with it in a positive manner. Cumulative negative
transformation occurs as the correctional staff deals with beliefs, thoughts, emotions and decision-making as they
adapt to the workplace. Corrections Fatigue is amenable to change and often preventable. Corrections Fulfillment:
The solutions target that is aimed for is Corrections Fulfillment. The cumulative positive transformative effect of
implementing multiple converging strategies and mechanisms to minimize Corrections Fatigue, and facilitate staff
movement toward increased job satisfaction, well-being, and professional and personal growth, including post-
traumatic growth. Multiple, cumulative, interactive effects add up over time, and the employee is given tools and
strategies in order to achieve the fulfillment target that we are aiming for.

Intake Receiving Screening (4 Hours)
The class focuses on the Intake/Receiving screening upon remand to Jail or Prison. The intake receiving

screening should serve five vital functions:
¢ Identify and address urgent/emergent medical, dental or mental health needs
e |dentify potential communicable diseases that may require isolation
e |dentify chronic conditions that will require follow up or maintenance
e |dentify potential for substance withdrawal
o Identify risk of suicide
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Substance Abuse Withdrawal (4 Hours)

The most important component of an effective drug and alcohol withdrawal program is the early recognition and
treatment of those at risk for adverse outcomes. Untreated withdrawal can result in death. It does NOT matter if
the user has been “prescribed” benzos or they are getting them off the street. Withdrawal does not recognize that
distinction and neither should you. Coming off Benzodiazepines requires monitoring. Class participants will learn
early recognition and effective treatment of those at risk, as well as other factors of which Corrections staff need to
be aware.

Suicide Detection and Prevention in Corrections (2 Days)

The class is designed to assist Corrections staff in effective Suicide Prevention. The class includes the following:
® Facts and Fiction About Suicide

Overcoming Obstacles to Prevention

Inmate Suicide Research

Risk Factors of Inmate Suicide, Suicide Risk Despite Denial

Guiding Principles to Suicide Prevention

Comprehensive Suicide Prevention Programming

o Staff Training
Intake Screening / Assessment
Communication
Safe Housing
Levels of Observation / Management
Intervention
Reporting

O Follow-Up / Morbidity-Mortality Review

® |nmate Suicide Litigation

O O OO OO0

Suicide Prevention in Corrections Overview (1 Day)

The class is designed to assist Corrections staff in effective Suicide Prevention. The class includes the following:

® Guiding Principles to Suicide Prevention

® Comprehensive Suicide Prevention Programming
O Staff Training

Intake Screening / Assessment

Communication

Safe Housing

Levels of Observation / Management

Intervention

Reporting

Follow-Up / Morbidity-Mortality Review

0O O O0OO0OO0OO0O0
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Trauma-Informed Care for Field Officers and Support Staff (1 Day)

This workshop provides the participants an introduction to trauma and trauma-informed approaches in behavioral
health and human services. This workshop forms the basis for more advanced work in developing trauma-
informed environments and practices. Trauma, its prevalence and impact, trauma-informed practices, systems of
adaptation, and re-traumatization are explored in this workshop. Trauma-informed approach and practices are
based n the universal expectation that trauma has occurred. This is sometimes referred to in literature as
“universal precautions” or “universal expectation.” This workshop introduces the participant to the realities of
traumatic stress, the impact of trauma, adaptation and re-traumatization, Adverse Childhood Experiences (ACEs),
factors that make people more or less resilient to traumatic experiences, and steps for providing care tailored to
individual needs. The workshop also shows how to recognize and minimize the signs of secondary trauma that can
occur when hearing about the traumatic experiences of others.
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Professional Services

Brenda F. Belderol

Brenda F. Belderol is the co-founder of Fidelis Professional Services, Inc., a consulting, management, and
professional services company. She has over twenty-five (25) years’ experience in the Corrections,
Telecommunications, Technology, and Financial Services industries, holding positions such as Vice
President of Sales, Director of Sales, Human Assets & Learning Director, Director of Business Development,
Marketing Director, Training Director, Human Resources Manager, and Branch Project Manager. Prior to
co-founding Fidelis Professional Services, Inc., she was the Sales Director of Global Tel Link, and the
General Manager and Sales Vice President of Public Communications Services.

She has worked with key agencies that include but not limited to: California Department of Corrections
and Rehabilitation (CDCR), Los Angeles County, San Bernardino County Alameda County Orange County,
Kern County, Contra Costa County, Los Angeles Police Department, Monterey County, Ventura County,
Army Air Force Exchange Service (AAFES), Manatee County (Florida), Clackamas County (Oregon),
Riverside County, and Orange County.

In the private sector, she worked with corporations where she held senior management and executive
positions in her career include: AT&T, Verizon, Qwest, Global Crossing, and Aegon/Transamerica. Her
areas of expertise include: Strategy Planning, Development, Implementation, and Management;
Organizational Structure Planning, Development and Implementation; Leadership and Management;
Business Process Assessment, Improvement and Management; Executive Management; Organizational
Behavior; Staff Professional and Executive Development Training Programs and Instructional Design;
Change Management; Technical Writing, Methods and Procedures, Human Resources, Behavioral
Management, Contract Negotiations; Project Management; Operations; Customer Relationship
Management (CRM); Vendor Relationship Management (VRM); Systems Consulting and Design
Configuration. She has also managed multiple company roll-outs and departmental training in Customer
Relationship Management (CRM) and Vendor Relationship Management (VRM).

Ms. Belderol is an approved and authorized Trainer with the Board of State and Community Corrections
(BSCC) - Standard and Training for Corrections (STC), and has a Master of Business Administration Degree
from Pepperdine University, Malibu, California; and a Bachelor of Science Degree in Business
Administration, Focus: Marketing from California State University — Northridge, California. She had also
completed undergraduate studies in Economics, Brain & Behavioral Health: Child & Adolescence, and
Mindfulness Practice & Theory at the University of California, Los Angeles, California. She is also currently
in the process of pursuing a Doctorate of Business Administration (DBA) degree.

GENRE(S) OF CLASSES / COURSES: MANAGEMENT AND LEADERSHIP, PERSONAL AND PROFESSIONAL
DEVELOPMENT, SOFT SKILLS, TECHNICAL, BEHAVIORAL Health and Management.
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Professional Services

Randy Boring

Randy Boring is one of the Training Instructors and Coaches at Fidelis Professional Services, Inc. He has
over 15 years’ experience in Strategy Planning/Development/Implementation, Professional Development
and Training, Professional Services, and Technology across diverse industries that include
Telecommunications, Business Training and Coaching, Government, and Corrections industries.

He has proven success in leveraging educational theories and methodologies to design, develop, and
deliver successful training programs and integrate instructional technology to provide onsite and virtual
training. He also specializes at organizing and facilitating management and team building training
programs and activities. His core competencies include: Learning Management Systems, Educational
Program Development, Process Improvement, Instructional Technology, Individual and Group Instruction,
and Metrics Improvement.

His training and workshop facilitation expertise include: Corporate Training, Professional Services Training,
Leadership Program Training, Program Management, Technical Writing, Methods and Procedures,
Diversity and Racial Equity, Staff Professional and Executive Development Training Programs and
Instructional Design; Contract Negotiations; Project Management; Operations; Customer Relationship
Management (CRM); Vendor Relationship Management (VRM); Systems Consulting and Design
Configuration. He has also managed multiple company roll-outs and departmental training of Customer
Relationship Management (CRM) and Vendor Relationship Management (VRM), Life Coaching, and
Motivational Speaking.

Mr. Boring has worked with agencies that include but not limited to: Los Angeles County Probation
Department’s Academy 4 Supervisory/Management and Administrative Departments, Riverside County,
Orange County, Clackamas County (Oregon), and Madera County, and KEYS Conference.

In the private sector, he developed and taught curriculum for Team Leaders and Managers at Lucent-
Alcatel, Fresh Start Clinics, and Herbalife. He was also a Professional Services/IT Director at Lucent-Alcatel
and OSI Consulting, managing a team of Engineers, Project Managers and Programmers onsite that Toyota
Corporation outsourced. He developed Corporate Professional Development and Technical Training
Programs, and conducted training for Project Managers and Programmers. He was an NLP Practitioner,
Life Coach, and Motivational Speaker at Fresh Start Clinics in Los Angeles.

Mr. Boring is an approved and authorized Trainer with BSCC STC, and has a Bachelor of Science degree in
Computer Science & Telecommunications from Brown Mackie Collage, Louisville, KY. He is also a Microsoft
Certified Professional, an Alcatel University Certified Master Trainer, and an NLP/Hypnotherapy Certified
Master Trainer.

GENRE(S) OF CLASSES / COURSES: MANAGEMENT AND LEADERSHIP, PERSONAL AND PROFESSIONAL
DEVELOPMENT, SOFT SKILLS, TECHNICAL, MICROSOFT 365 Office Suite.
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Professional Services

Lieutenant Ruben Lopez (Retired)

Lieutenant Ruben Lopez (ret.) has over 36 years of law enforcement experience with his last assignment
being the Officer in Charge of the storied Los Angeles Police Department’s Special Weapons and Tactics
(SWAT) team from 2008 to 2024. As the longest running OIC in the team’s history, Lieutenant Lopez
managed the most high-risk critical incidents in Los Angeles including the Silverlake Trader Joe’s hostage-
taking incident in 2018 and hostage rescue in a downtown apartment building that went viral after
witnesses posted the shocking images on social media in 2021. Lieutenant Lopez has written policies that
were adopted Department wide and an article he authored on de-escalation was published on a national
platform that led to webinars on Police 1.com. Additional contributions to law enforcement based on his
firsthand experience include:

. Presented at the International Association of Chiefs of Police conferences on SWAT selection and
Tactical Disengagement

. Awarded state and federal grants after developing courses for first responders on de-escalation
and crisis communication.

. Presented on leadership during crisis, managing barricaded suspect incidents, active shooter
responses, Use of Force, and other in-service courses for first-line personnel as well as command staff.

. Activated during the 1992 civil unrest in Los Angeles following the acquittal of four officers
accused of beating Rodney King.

. Activated during the statewide search for former officer Christopher Dorner after he initiated a
violent crime spree throughout Southern California in 2013.

. Activated during the 2020 civil unrest in Los Angeles following the murder of George Floyd.
J Testified in state and federal court on selection, Use of Force, SWAT protocols and operations.
J Reference source on gangs, supervision, risk management, leadership, task force operations, case

law, and policy.

Lt. Lopez is an approved and authorized Trainer with BSCC STC.

GENRE(S) OF CLASSES / COURSES: Law Enforcement and Corrections (i.e., Active Shooter, Use of Force, Verbal
Defense, De-Escalation, and Dealing with Aggressive Behavior, etc.)
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Professional Services

Kamaron Sardar

Officer Sardar is a Police Officer with the Los Angeles Police Department for over 19 years. During this
time, he was assigned to Foothill Patrol, Collision Investigation at Central Traffic Division, Northeast
patrol, Northeast HYPE Unit, DRE Unit as the DRE Agency Coordinator and is now assigned to Traffic
Group, Multi-Disciplinary Collision Investigation Team (MCIT). He has received formal training, in service,
and “on the job training” specific to narcotics, alcohol and a variety of other drugs. The subject matter of
the training related specifically to users, methods of ingestion, and devices used to ingest the specific
substance; to sellers, packaging, methods of sale, devices used by sellers and transportation methods
used by sellers and users of narcotics.

Officer Sardar has attended the Los Angeles Police Department P.0O.S.T. Certified Academy Narcotics
School. He has also attended the 40-hour Los Angeles Police Department P.O.S.T Certified course on
detecting impaired drivers (IDAP). He attended the 56-hour Los Angeles Police Department P.O.S.T
certified Drug Recognition Expert (DRE) School, and the 40-hour Los Angeles Police Department P.O.S.T
Certified DRE Instructor school. He is a certified Drug Recognition Expert Instructor, IACP # 16369.

He has made numerous arrests for U/l Narcotics, CNS stimulants, CNS depressants, cannabis,
hallucinogens, inhalants, and dissociative anesthetics. He made numerous arrests for
possession/possession for sales of cocaine (powder and rock), crystal methamphetamine, marijuana and
various prescription medications. He has been actively involved with over 4500 narcotics investigations.
He completed both formal and informal training related specifically to DUI, narcotics, CNS depressants
(including prescription medications), CNS stimulants, inhalants, dissociative anesthetics, cannabis, and
hallucinogens. He conducted over 5000 DUI investigations, and was involved and conducted multiple
alcohol correlation studies. He is also involved multiple Drug Task Forces in various divisions of LAPD.
During the various Drug Task Forces, he conducted/supervised numerous Drug Evaluations and made
numerous arrests for U/l of Controlled Substance. He conducted a cannabis study at the University of
San Diego (Center for Medical Cannabis Research).

Officer Sardar is an approved and authorized Trainer with BSCC STC . He conducted training and
instructing on various agencies; California Highway Patrol, Torrance Police, Glendale Police, Burbank
Police, Redondo Beach Police, LA Port Police, LAX Police, Torrance PD, Manhattan Beach PD, LA County
Sheriff’'s Department, Ventura County Sheriff’s, Ventura Police Department, San Diego Police, Santa
Barbara Police, Tennessee’s District Attorney’s Office, California District Attorneys Association, California
Office of Traffic Safety, Orange County District Attorney’s Office (California TSRP), County of Hawaii
Office of the Prosecuting Attorney, and other various agencies. He also speaks with researchers in the
field of DUI Drugs, Drug intoxication, and Traffic Collision Reconstruction/Investigation. He is a court-
qualified expert in the areas of DUl cannabis, DUl methamphetamine, DUl Xanax, DUI nitrous oxide, DUI
Xanax, DUI Alcohol, U/l and possession of methamphetamine, cocaine base, crack cocaine, ecstasy,
heroin, fentanyl, PCP, and Xanax. He is also a court-qualified expert in the area of sales/transport of
cannabis and sales of methamphetamine, cocaine, heroin, PCP and Xanax, and in the area of Traffic
Reconstruction and Video Analysis for speed.

GENRE(S) OF CLASSES / COURSES: Law Enforcement and Corrections (i.e., Narcotics/Controlled Substances, Use
of Force, Verbal Defense, De-Escalation, and Dealing with Aggressive Behavior, etc.)
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Professional Services

Edmon Muradyan

Edmon Muradya has a background in firearms training, having been a Firearm Training Unit Instructor
with the Compton Police Department for over five years. He is a licensed national investigator, he is
STC-Trained, POST-trained, and an Instructor with a California State License. He trained with the
Marshall Security Training Academy and Range, and currently trains classes that include but not limited
to:

e First Aid, CPR (Adult, Child, Infant)
e Report Writing

e Officer Survival

e Firearm Safety

e Firearm Simulation

e Taser, Handcuffing

e Tear Gas, Pepper Spray

e Live Scan on Sight

e Loss Prevention

Edmon has over 25 years’ experience in training and supervising security guards and in martial arts
training. He attended the Los Angeles Police Department P.0O.S.T. Certified Academy Narcotics School.
He attended the 56-hour Los Angeles Police Department P.O.S.T certified Drug Recognition Expert (DRE)
School. While with the LAPD, he attended POST Perishable Skills Program (PSP) every 24 months as part
of the POST Continuing Professional Training (CPT) requirements, in five categories:

e (Categoryl Tactical Firearms

e Category I Driver Training/Awareness
e Categorylll  Arrest & Control

e (Category IV  Strategic Communications
e (CategoryV Use of Force

Edmon is an approved and authorized Trainer with BSCC STC, and is a Certified Instructor Bureau of
Security Investigative Services (BSIS) Firearm/Baton Instructor, Certified Instructor with the Department
of Justice. He is a Certified Firearm Safety and NRA Range Safety Instructor. He is also a Certified Prisoner
Extradition Agent and Fugitive Enforcement Agent. Edmon has certification for Prehospital Trauma Life
Support First Responder (9™ Edition Course Certification).

GENRE(S) OF CLASSES / COURSES: Law Enforcement and Corrections (i.e., Tactical Firearms, Firearm Sdfet, Use of
Force, Verbal Defense, De-Escalation, and Dealing with Aggressive Behavior, etc.)
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Professional Services

Gail Normandin

Gail Normandin is Fidelis’ Medical and Behavioral Healthcare Consultant, who also conducts Behavioral
Healthcare classes that include but not limited to: Corrections Fatigue, Intake Screening, Substance Abuse
Withdrawal, Suicide Detection and Prevention, OSHA, and other related classes. She specializes in Medical,
Mental Health, Security, and Sexual Abuse Liability assessments nationally. She performs comprehensive
risk loss assessments within Correctional, Hospital and Community based health care systems generating
required reports containing evidence-based and industry best practice recommendations to reduce risks
and liability.

She has expertise on general liability, medical professional risk reduction, compliance, best practices,
OSHA standards, PREA. She conducted national jail on site and remote audits on corporate operations and
site performances driven by a threshold conformance bar with meeting audit indicators inclusive with
NCCHC standards.

She is a former Law Enforcement Deputy in Bristol County, Massachusetts. She trained in Risk Loss
Prevention systems, and Professional Boundaries. She is an author and co-author of risk reduction
programs, several publications, and risk loss assessment tools on medical, mental health care in
Corrections including sexual assault reduction. She completed PREA (Prison Rape Elimination Act) training
and while responsible for oversight of the medical/mental health department our facility contributed to
the initial federal program development to reduce sexual assaults; and she implements PREA program
review and compliance activity within jail systems.

Gail is an approved and authorized Trainer with BSCC STC. She is a certified Correctional Health Care
Professional Registered Nurse with multistate licenses, including California. She has Bachelor of Science
in Nursing (BSN).

GENRE(S) OF CLASSES / COURSES: BEHAVIORAL Management, Medical and Mental Healthcare Services.
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Professional Services

Bryan Vasquez, CAT-C Il

Bryan Vasquez is a Psychological, Behavioral, and Addiction Specialist. As a Certified Addiction Treatment
Counselor and verified by Psychology Today, Bryan Vasquez has been integrated in the addiction field for
over a decade. He specializes in cognitive behavioral methodologies. Bryan has worked extensively in
psychiatric hospitals, residential and outpatient addiction programs performing both group and individual
counseling. Bryan is a certified SMART facilitator as well as Friends and Family facilitator and is versed in
traditional as well as holistic modalities for treating addiction.

Bryan is a former Marine who has been in recovery since 2009. Bryan offers concepts from the scientifically
supported processes that helped him to realize his own recovery. These proven methods include: Cognitive
Behavioral Therapy, Acceptance and Commit Therapy, Community Reinforcement and Family Training,
Motivational Interviewing and Compassion Based Cognitive Behavioral Therapy. These techniques do not
impose change but support change in a manner congruent with each individual’s goals and values.

Bryan also guides friends and family in how they can help their loved one who is in or is considering
treatment. He provides this guidance while simultaneously assisting friends and family in their own self-
care and wellbeing. In a recent trial funded by the National Institute on Alcohol Abuse and Alcoholism,
the approaches that Bryan employs produced a 64% success rate in getting a loved one into some form of
treatment.

Bryan is an approved and authorized Trainer with BSCC STC

GENRE(S) OF CLASSES / COURSES: BEHAVIORAL Management, Mental Healthcare Services, Substance Abuse and
Withdrawal.
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Professional Services

Rich Flores, CAT-C Il

Rich Flores is a Certified Addiction Treatment Counselor who promotes a solution oriented framework to
help clients address alcohol and substance use disorders, as well as a variety of behavioral issues
associated with addiction. Rich has been working as an addiction professional for over 7 years, and like
most addiction counselors, and specializes in cognitive behavioral methodologies.

Rich has worked with a wide range of populations, including adolescents and adults, the houseless,
couples, and families. Rich has extensive experience, and takes pride, in working with military veterans
and first responders, and is grateful to serve those who have sacrificed their own well being for the
betterment of the community and our country.

Rich integrates evidenced based models as well as his own personal experiences in helping others
contemplate and resolve their own addiction and destructive behaviors.

Rich utilizes a dynamic, compassionate and direct approach when addressing a client’s counseling
objectives and is adept at helping clients reframe problematic behavioral and thought patterns into new
patterns that promote resilience, psychological flexibility, and positive changes that align with one’s
values.

Rich is an approved and authorized Trainer with BSCC STC.

GENRE(S) OF CLASSES / COURSES: BEHAVIORAL Management, Mental Healthcare Services, Anger
Management/Anger Replacement Therapy, Substance Abuse and Withdrawal.
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Professional Services

Richard Williams

Richard Williams is the Principal Owner of Legal Research Associates (LRA) that has been in business for
over 28 years. He is also the owner of Law Offices of Richard L. Williams, a practicing attorney for even
longer since 1971, and is licensed in California and other states.

He co-developed custom classes with, and conducts training classes exclusively for Fidelis, which include
but not limited to: Determinate Sentencing Law, Laws and Standards (Laws, Legal Issues, Legal Updates),
Legal Responsibilities, Legal and Liability Issues, California’s Regulatory Landscape, and Labor Relations.

His company currently works with 125 correctional agencies across the United States and provides more
than 24,000 responses per month to inmate legal research requests. From state prisons, to county
detention centers, to probation departments, to tiny municipal jails, LRA has the expertise and personnel
to serve facilities in all 50 states.

Mr. Williams is an approved and authorized Trainer with BSCC STC. He obtained his Juris Doctor, Law
Degree from the University of California, College of Law, San Francisco (formerly UC Hastings), and has a
Bachelor’s Degree in Political Science from California State University, East Bay.

GENRE(S) OF CLASSES / COURSES: LAW, Legislative Update,” “Probation Search,” any other legal / law subjects.
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Professional Services

Jeff Willinger

Jeff Willinger has over 25 years’ experience as a Business Development Executive, Sales Leader, Al Game-
Changer, Partnerships and Alliances, Digital Transformation Sherpa, Cloud, Copilot, and Modern
Workplace Innovator. He helped organizations get ready for the advent of Al.

With over 20 years of experience in the field of digital transformation, customer and employee experience,
collaboration, enterprise social networking, and enterprise IT and business process automation, he has
been recognized as a Microsoft MVP and a top authority and influencer on all things SharePoint and Office
365. He has extensive experience enabling and empowering businesses to migrate, consolidate, and
modernize their legacy systems, cloud files, email, and Microsoft 365 tenants into Microsoft 365 and
SharePoint, while maintaining data integrity, compliance, and security.

Jeff has also been involved in defining, architecting, implementing, and supporting over a hundred
SharePoint and web content management solutions for various industries and sectors, where user
adoption and engagement were key metrics to success. | am always eager to share my insights,
experiences, and advice around collaboration, knowledge management, social computing, intranets and
portals, governance, analytics, user adoption and training at many industry events around the world.

His skills include, but not limited to: Business Development, Management, Employee Engagement,
Microsoft Technologies, Business Development, Marketing Consulting, Business Consulting, and IT
Consulting

Jeff is an approved and authorized Trainer with BSCC STC, and obtained his bachelor’s degree at
Northwestern University - Kellogg School of Management. He is also a Microsoft MVP.

GENRE(S) OF CLASSES / COURSES: MICROSOFT 365 Office Suite, MANAGEMENT AND LEADERSHIP, TECHNICAL.
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David Yale

David Yale is one of the Training Instructors and Coaches at Fidelis Professional Services, Inc. David Yale is
a lifelong learner and educator, most recently as the Principal of a Therapeutic Boys Residential Treatment
High School. Mr. Yale also co-founded a microsystems fabrication company in Grenoble, France. He has a
varied and rich experience that serve him well, especially when imparts the depth of his experience when
he conducts custom coaching and training classes and workshops.

Over the course of his career, he has taught in a variety of settings and diverse areas that include Human
Resources, Diversity, Ethics, Asset Management, Accounting, Technology, Nuclear Power in the US Navy,
and College Physics. He has taught high school Robotics to future science teachers at the University of
California Santa Barbara (UCSB). He had also tutored SAT prep to youth development at a San Francisco
at-risk high school. He has extensive experience conducting one-on-one coaching sessions with adults, as
well as conducting training classes and workshops of varied topics/subjects to multiple audiences.

Most recently while teaching Math and Physics, he created a Computer Science and Robotics programs
for high school students in Santa Barbara. He also developed STEM outreach events as a non-profit for
local elementary students, and he created a Green Academy Career Technical Education pathway.

In addition to his many educational, real-life, and teaching experiences, he has worked in various research
roles, such as: a Flight Hardware Supervisor for NASA, and a Computer-Adapted Online Math Education
Systems Field Researcher. He conducted research and completed reports on the Tokamak fusion reactors
at Livermore National Labs.

Mr. Yale is an approved and authorized Trainer with BSCC STC, and has a Master’s Degree in Physics from
the University of California, Santa Barbara (UCSB), and a Bachelor’s Degree from the San Francisco State
University in Physics. He was the first National Science Foundation Education Fellow at UCSB. He also has
a teaching credential from the National University.

GENRE(S) OF CLASSES / COURSES: Soft Skills, Technical, Management and Leadership, MICROSOFT 365 Office
Suite
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