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DES-Wide Course Catalog

Courses available to all DES employees and offered through the Organization and Management Development Administration and the Arizona Learning Center

Prepared by: 
Arizona Department of Economic Security
Organization and Management Development Administration
Equal Opportunity Employer/Program

Under the Americans with Disabilities ACT (ADA), the Department must make a reasonable accommodation to allow a person with a disability to take part in a program, service, or activity. This document is available in alternative formats by contacting (602) 542-3782.
ALPHABETICAL COURSE LISTING WITH COURSE DESCRIPTIONS
	COURSE INFORMATION
	MEDIUM
	TARGET AUDIENCE

	Title
	Course Code
	Registration Category
	Contact Hours
	Required
	Classroom 
	CBT
	iLinc
	All Employees
	Specific Empl Group
	Supv.

	
	
	
	
	
	
	
	
	
	
	

	ADA 504 Compliance Overview (Course Study)
	DEE504 1.0
	DES Courses
	2.0
	Yes 
	
	X
	
	X
	
	

	The ADA/504 Compliance Training is designed to introduce the basic provisions of the Americans with Disabilities Act Title II and Section 504 of the Rehabilitation Act. First, the course explains how individuals are covered under the ADA and 504 regulations. All employees, contractors and volunteers at DES need to understand who is covered by these laws and how program rules apply. In addition, the course explains the concept of reasonable modifications and gives examples of how programs can make services more available to people with disabilities, and how we can best communicate with these clients. The course has a number of study questions built in, and participants must take a 20 question final exam to receive credit for the class.



	ADA 504T Compliance Overview (Course Exam)
	DEE504T 1.0
	DES Courses
	0.5
	Yes
	
	X
	
	X
	
	

	This course is the test portion of the ADA 504 Compliance Overview DEE504T. The Overview Course Study must be completed prior to enrolling for and completing the test. Both courses must be completed in order to fulfill the requirement.  


	DES Initial Security Training
	DEISA1005 1.0
	DES Courses
	2
	Yes
	 
	X
	 
	X
	 
	 

	This DES course is the initial Information Technology training for access to DES data. It is required for all DES employees and Users of DES data. Training content was developed by DES Information Security Administration.

	DES ISA Annual Security Awareness Training Recertification
	DEISA1001 1.0
	DES Courses
	1
	Yes
	 
	X
	 
	X
	 
	 

	This course satisfies the annual Department of Economic Security, Information Systems Administration, annual security awareness recertification training. 

	DES Supervisor Data Security
	DEISA1007.1.0
	DES Courses
	1
	No
	 
	X
	 
	 
	 
	 X

	The goal of this course is to provide supervisors and managers with the knowledge, tools and resources necessary to apply the security-related policies to their every day jobs. The course is intended to be a refresher of information from the Initial Data Security training as well as provide additional information relevant to supervisors and managers. This training should be taken as a supplement to the Initial Data Security training.

	Drug and Alcohol Abuse 
DEM900
DES Courses
4
Yes
X
X
This class is designed to familiarize supervisors with DES policy on drugs and alcohol in the workplace.  It provides steps to using the DES policies in the case of suspected substance abuse in the workplace, and describes the forms and procedures in place to protect both DES and the employee.  

	Fair Labor Standards Act (FLSA)
	DEHR050 
	DES Courses
	1.5
	Yes
	 
	X
	 
	X 
	
	

	

	

	Furlough 2010-2012 Training
	DEE094 
	DES Courses
	1.0
	Yes
	
	X
	
	X
	
	

	This course is intended for all DES employees, and covers furlough requirements, how to manage your hours during a furlough week, and how to code furlough on your timesheets. 

	HIPAA, Level I
	DEHIP001 
	DES Courses
	4
	Yes
	 
	X
	 
	X
	 
	 

	This class is a basic overview of the Health Insurance Portability and Accountability Act. During the class, participants will learn the definition of HIPAA; the 3 parts to HIPAA compliance, what Protected Health Information are the 2 purposes of the NPP privacy notice, methods of HIPAA controls, and the penalties for HIPAA violations.  

NOTE:  Staff  are enrolled by the Chief Privacy Officer if the course applies to them.  They do not need to enroll themselves.

	HIPPA, Level II (Course Study)
	DEHIP002 
	DES Courses
	 
	Yes
	 
	X
	 
	 
	 
	X

	This class is divided into 5 parts with an in-depth focus on the following: Notice of Privacy Practices (NPP), Protected Health Information (PHI) and the "Minimum Necessary" principle, Uses and Disclosures; Authorizations; Treatment; Payment and Operations; Client Rights; and Complaints; Public Health Authority; and overall Guidelines for Managers.  
NOTE:  Staff are enrolled by the Chief Privacy Officer if the course applies to them.  They do not need to enroll themselves.

	

	Limited English Proficiency Overview (Course Study)
	DESLP001 
	DES Courses
	 
	Yes
	 
	X
	 
	X
	 
	 

	This Overview is designed to provide an overview of what Limited English Proficiency is and how it relates to what we do at DES. Participants will be able to explain DES' responsibilities to our customers with limited English proficiency and why our responsibilities are important; identify and LEP situation; and know what to do-and not to do-when one arises. The course is mandatory for all DES Employees, contractors at DES locations, temporary staff and volunteers. This course must be completed prior to taking the Course Exam DESLP001T (both must be taken in order to fulfill the requirement.)

	Limited English Proficiency Overview (Course Exam)
	DESLP001T  
	DES Courses
	 
	Yes
	 
	X
	 
	X
	 
	 

	This course is the test portion of the LEP Overview DESLP001. The Overview Course Study must be completed prior to enrolling for and completing the test. Both courses must be completed in order to fulfill the requirement. 

	PASE SERIES OF CLASSES:

	PASE Planner
	DEM320 
	DES Courses
	4
	Yes
	 
	X
	 
	 
	 
	X

	PASE Step One: Planning is the first of a series of instructor-led courses designed to provide DES supervisory personnel with procedural information needed to ensure employee performance objectives are aligned with DES goals, are communicated and measured. Participants will understand the PASE Process, their role in the process and how to select and measure performance goals. Participants will learn and demonstrate use of the PASE forms and complete detail for this segment of the PASE process. Participants receiving 80% or higher on the final class review will be certified for this segment of the PASE Process. 

	PASE Discussion
	DEM330 
	DES Courses
	3
	Yes
	 
	 
	X
	 
	 
	X

	During the Conducting the PASE Planner Discussion, learners define the role of supervisor as coach and learn to dialogue so that others are inspired to act. Based on the concept of "coaching”, leaders also acquire a 5-step approach that will aid them in conducting the PASE planning discussion with staff. There is a final test, which requires 80% to pass this course. 

	PASE Support
	DEM332 
	DES Courses
	4
	Yes
	 
	 
	X
	 
	 
	X

	This instructor-led, interactive class is designed to provide participants with in-depth understanding of Coaching and Supporting as primary techniques to be used in managing employees. As part of the learning process, several activities involving communication and practice in coaching will be used to illustrate methods supervisors should use in supporting their employees. Participants will be asked to take part in all activities, and will take different roles throughout the class. 

	PASE Evaluation
	DEM334 
	DES Courses
	4
	Yes
	 
	X
	 
	 
	 
	X

	PASE Evaluation is the fourth and last class of a series of instructor-led courses designed to provide DES supervisory personnel with procedural information needed to ensure employee performance objectives are aligned with DES goals, are communicated and measured. Participants will understand the PASE Process, their role in the process and how to select and measure performance goals. Supervisors will learn and demonstrate use of the PASE evaluation forms to perform a closeout evaluation. Supervisors will be able to prepare and deliver end-of-rating-period performance evaluations using the Performance Appraisal System for Employees. 

	PASE for New DES Employees
	DEE112 
	DES Courses
	2
	Yes
	 
	X
	 
	X
	 
	 

	DES employees will be able to fully participate in the PASE performance management process through understanding the components of PASE and their role in meeting job expectations. This class can be taken in the classroom or by CBT.

	Virtual Office
	DEE206 
	DES Courses
	4
	Yes
	 
	X
	 
	 
	X
	 

	This course provides the learners with an overview of various components of the Virtual Office work environment, including a review of logistical considerations. The core focus is on official policies; the concerns, habits to avoid, and benefits relevant to the virtual employee; and accountability issues. A key factor in the success of any work environment, virtual or otherwise, is supervisor-to-employee interaction. This course strives to incorporate learning material relevant to all those impacted by the Virtual Office environment, with the goal being to foster understanding how employee interaction and communication is instrumental to a successful experience. 

	This course does not train the learners in use or maintenance of the equipment they utilize in their virtual environment, nor does it train the learners in the performance of their tasks.

	DES Voter Registration Training
	DEP125  
	DES Courses
	4
	No
	 
	X
	 
	 
	X
	 

	The goal of this course is to provide employees of DES wit the knowledge and procedures of the voter registration process. In addition, the course will assist employees in complying with the requirements of the National Voter's Registration Act of 1993.
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