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DISCLAIMER 

This document was prepared as an account of work sponsored by the United States 
Government. While this document is believed to contain correct information, neither the 
United States Government nor any agency thereof, nor the Regents of the University of 
California, nor any of their employees, makes any warranty, express or implied, or 
assumes any legal responsibility for the accuracy, completeness, or usefulness of any 
information, apparatus, product, or process disclosed, or represents that its use would not 
infringe privately owned rights. Reference herein to any specific commercial product, 
process, or service by its trade name, trademark, manufacturer, or otherwise, does not 
necessarily constitute or imply its endorsement, recommendation, or favoring by the 
United States Government or any agency thereof, or the Regents of the University of 
California. The views and opinions of authors expressed herein do not necessarily state or 
reflect those of the United States Government or any agency thereof or the Regents of the 
University of California. 
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INTRODUCTION 

The Personnel Department's Employee Development and Training Office serves the Laboratory in the de
velopment and coordination of staff training at all levels. The courses listed in this announcement provide su
pervisors with opportunities to improve skills of employees in their present job (position-related programs) 
and in their potential career-related programs with the Laboratory. Programs are offered within the gUide
lines of RPM 2.07 -Education and Employee Development Policies. 

Special courses, workshops or programs may be coordinated specifically for individual units or sub-units. 
" The Department Head and70r Group Leader interested in such activities should contact the Employee Devel-

opment and Training Office at Ext. 4297. . 

Introduction 



ROLES IN THE PROCESS 

A successful training program does not begin or end with. the Employee Development Office. Managerial 
support of training is necessary at all levels. 

It is the supervisor's responsibility to first assess and initiate a training request. Department Heads then 
bear responsibility for insuring that a given request satisfies the needs of the respective unit and to weigh a 
given request against other departmental priorities. Finally, the Division Director reviews and approves or 
disapproves a request based on the stated objectives and identified needs. This process insures that requests 
are based not only on objectives to meet needs consistent with the overall Division's goals, but that the pro
cess is first and foremost a management function. Assistance in the process is available from the Employee 
Development and Training Office at Ext.4297. 

After a training course has been completed, the supervisor should schedule a time to discuss the training 
experience with the employee to determine the value and plan ways the employee can apply the new knowl
edge and skills on the job. Supervisors should also give feedback to Department Heads and Division Directors 
on the value of a training experience to assist them in future decision-making. 

ON-SITE TRAINING 

On-site training refers to courses, workshops, and seminars that are sponsored and/or con'ducted by an 
LBL Department or Division. ENROLLMENT IN ALL ON"SITE PROGRAMS~IS CONTINGENT UPON 
SUPERVISOR, DEPARTMENT HEAD, AND DIVISION DIRECTOR APPROVAL. 
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OFF-SITE TRAINING 

An Employee may undertake off-site training (i.e., outside seminars, conferences, etc., which are paid for 
by department funds), which will be of direct benefit to the employee's Laboratory work assignment. The 
Laboratory will pay fees, travel, and other expenses as necessary. The employee's Department Head is re
sponsible for recommending attendance at courses, seminars, and workshops only when the benefits to the 
Laboratory will, in the Department Head's judgement, more than offset the costs involved, and when the re
quired skill or knowledge is not readily available in the Laboratory. The amount of effort expended keeping 
abreast of technological advances should be weighed against current Laboratory work demands. Requests to 
schedule an employee for off-site training should be made on form RL-6342, the Off-Site Training Request 
form. Such requests shall be processed by the Personnel Department for coordination of attendance by em
ployees of other groups, obtaining approvals, and recordkeeping. Refer 'to RPM 2.07 for further gUidelines. 

For participating in off-site courses, approval of the appropriate Division Head named below (or alternate) 
must be obtained: 

Administration Division 
G. Pappas 

TUITION AID 

Engineering and Technical Services Division 
W. Hartsough' 

Scientific Divisions 
E. Hyde 

Full-time career employees are eligible for 2/3 reimbursement of tuition costs based on satisfactory com
pletion of course work ("C+" for undergraduate, "B" for graduate work) for/position-related and career-
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related college-level work (including pursuit of a degree). Each employee is required to file a formal career 
development plan in cooperation with their supervisor and Department Head in order to become eligible. 
For further information see RPM 2.07 or call Ext. 4297. 

INTERNSHIP PROGRAM 

The Internship Program at Lawrence Berkeley Laboratory was developed to assist LBL employees inter
ested in upgrading through attainment of a degree at the Bachelor's level. This program combines on-the-job 
training and academic instruction leading to the degree. 

Positions are sponsored jointly by the Office of Equal Opportunity, and the employee's department at the 
Laboratory. The number of intern positions is limited by availability of funds and the departments' willing-
ness to co-sponsor internships. . 

To be eligible, participants must be full-time career employees at LBL and be classified as an upperdivi
sion student in good academic standing at an accredited four year university. Interns work 50% time, main
tain a full-time academic schedule and receive a full-time salary. COMPLETION OF THE DEGREE AND 
THE INTERNSHIP DOES NOT GUARANTEE UPGRADING NOR A POSITION, SINCE THAT IS 
DEPENDENT UPON THE AVAILABILITY OF AN APPROPRIATE POSITION FOR WHICH THE 
INDIVIDUAL CAN QUALIFY. 

For more information, contact the Office of Equal Opportunity, Ext. 6585. 
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lBl APPRENTICESHIP PROGRAM 

I The primary objective of the Apprenticeship Program is to produce skilled, journey-level people to meet 
the effort needs of the Laboratory in the crafts field. The apprenticeship training program is for four years 
and combines work experience on-site and classroom instruction. Apprenticeships are jointly funded by the 
Office of Equal Opportunity and the department in which the training will occur. This Program is adminis
tered by a Unilateral Apprenticeship Committee composed of Laboratory management and apprenticeship 
representatives. It is approved by the Division of Apprenticeship Standards of the State of California. 

Apprenticeships have included carpentry, electrician, machinist, plant maintenance technician, plumbing, 
and sheetmetal. Entrance into the Program is through open recruitment, with preference given to Laboratory 
employees. Recruitment efforts include seeking women and minorities. Openings in the apprenticeship pro
gram directly reflect specific Laboratory department needs. 

For more information, contact the Office of Equal Opportunity, Ext. 6585. 

EMPLOYEE ASSISTANCE PROGRAM 

The Employee Assistance Prbgram provides confidential counseling and crisis intervention and/or referrals 
to appropriate professionals or community resources for LBL employees who are experiencing problems of 
all kinds including those related to marital and family diffic;ulties, alcoholism, drug abuse, legal arid financial 
problems, job related concerns, emotional trauma and stress. 

From time to time the Employee Assistance Program offers speCial courses such as Stress Management 
Techniques. For more information on services contact the Employee Assistance Coordinator, Ext. 6000. 
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ENVIRONMENTAL HEALTH AND SAFETY 

The Environmental Health and Safety Department conducts safety orientation presentations for all new 
employees as well as a wide variety of other safety courses as required and needed for all Lab employees. A 
schedule offered by the Environmental Health and Safety Department is published quarterly in January, 
April, July and October. A copy of the catalog and further information is available through the Environmental 
Health and Safety Office, Ext. 5251. Attendance is contingent upon supervisory approval. 
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COURSE OFFERINGS 

FOR ALL EMPLOYEES 

Writing Skills Development ........................ : .......................................................................................... No Fee 

Dates 

(3 Wednesdays) 
April 28, 1982 
(May 12 & 26) 

Instructor: Phyllis Brooks, UCB 
Course limited to 20 participants. 

Time 

9:00-3:00 

Location 

Bldg. 90, 3rd floor 
Conference Room 

If employees hesitate to undertake jobs or tasks that involve writing, this course will offer an opportunity 
to examine their capability to overcome their barriers to writing and to increase their writing skills level. 

Intensive writing assignments and critiques will assist participants in assessing strengths and weaknesses. 
Grammar, style, and organization will be stressed. All writing assignments will be closely evaluated by the 
instructor. 

Course 
Offerings 



Successful Time Management ............................................................................................................... No Fee 

Dates 

(Two half-day sessions) 
October 20 & 27, 1981 
June 15 & 22, 1982 

Instructor: Katherine Pyle, Vista College 
Maximum of 25 participants. 

Learn how to: 

• Improve work efficiency 
• Set workable goals and schedules 
• Eliminate wasted time 
• Reduce unnecessary work 
• Plan ahead to avoid crises 
• Increase motivation 

10 

Time 

8:00-12:30 

Location 

Bldg. 90, 3rd floor 
Conference Room 



Stress Management ............................................................................................................................ Fee: TBA 

Dates Time Location 

TBA TBA TBA 

Instructor: TBA 

. This workshop will include methods for the management of job-related stress by means of physical relaxa
tion, behavioral techniques, and assertion training in a setting of group interaction with a trained professional 
leader. 

CLERICAL/ADMINISTRATIVE TRAINING 

Better Office Skills and Services ...•...... ; ........................................................................................... Fee: $110 

Dates 

November 16-18, 1981 

Instructor: U.S. Office of Personnel Management 
Course limited to 25 participants. 

Time 

8:30-4:00 

Location 

Berkeley City Club 

This course is a how to and refresher course in general/basic clerical skills. This course covers methods for 
managing and coordinating the work flow by establishing priorities, maintaining work logs, practicing time 
management skills, setting goals, using reference aids, managing paper work, understanding and clarifying 
communications, and implementing effective telephone skills. 
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Proofreading ....................................................................................................................................... Fee: $110 

Dates Time 

December 8 & 9,1981 8:30-4:00 

Instructor: U.S. Office of Personnel Management 
Course limited to 20 participants. 

This two-day course is designed to: 

o Build an awareness of the importance of proofreading 
o Increase participant's ability to detect errors when proofing a letter or report 

Location 

Berkeley City Club 

o Improve the quality of typed material submitted for clearance, signature and distribution 

The course consists of practical exercises to teach the skills necessary to proofread accurately: punctuation, 
capitalization, spelling and grammar. 

12 
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Professional Development for Secretaries ....................................................................................... Fee: $140 

Dates Time 

May 3-5, 1982 8:30-4:00 

Instructor: U.S. Office of Personnel Management 
Course limited to 20 participants. 

Location 

Berkeley City Club 

This is the highest level administrative course in the employee development program. 
The program is designed to help secretaries and administrative assistants meet two objectives on the job: 

O' To permit increased and efficient delegation of routine work flow items from the supervisory/ 
managerial level 

o To develop their professional knowledge, skills and abilities in facilitating and coordinating support 
• services 

Through the use of workshops, case studies, lectures, and group discussions, participants will approach 
and formulate workable answers to the following questions: 

o What is management? 
o What is my role in my work unit? What can it be? 
o How can I assume more delegated responsibility? 
o How can I delegate to others? 
o How can I train lower level clerical employees to increase their performance level? 

13 



SCIENTIFIC/TECHNICAL TRAINING 

The majority of scientific and technical training at LBL occurs at off-site sources throughout the nation pri
marily due to the specific nature of each request and the small number of requests for the same activity. For 
information regarding available sources for scientific and technical training call Ext. 5494. 

Clear Technical Writing ............................................................................................................................. No Fee 

Dates 

November 10 & 11, 1981 

Instructor: John Brogan 
Limited to 20 participants. 

Time 

9:00-4:00 

Location 

Bldg. 90, 3rd floor 
Conference Room 

This course is for professional-level employees who need to improve their ability to write effectively. It is a 
fast paced and practical approach to writing improvement. Emphasis is on doing - not on instructor's lecturing. 

Submit two samples of on-the-job writing with your registration, two or three pages in length. Participants 
will apply what they are learning to these papers, custom tailoring the course to their own style and needs. 
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Videotaped Courses 

Videotaped courses on technical subjects are available through an arrangement with Lawrence Livermore Na
tional Laboratory for employees who wish to upgrade their skills by independent study. Over 150 courses are· 
available with· subjects covering computations, electronics, engineering, mechanical engineering, physics, and 
chemistry. 

A listing may be obtained by calling the Employee Development and Training Office, Ext. 4297. TheTraining 
Office will arrange for the tape loan. Video players are available in Building 90 and Lee Merrill (Ext. 5381) 
should be contacted to reserve a machine. 

The cost is $13.50 per lesson. Tapes are loaned for a maximum of 30 days. 

MANAGEMENT /SlJPERVISORY TRAINING 

LBL Supervision Seminar ........................................................................................................................... No Fee 

Dates Time Location 

November 3-5, 1981 
January 12-14,1982 
April 13-15, 1982 
July 20-22, 1982 

Instructor: LBL Administrative Staff 

(course description continued on next page) 

8:30-4:30 Berkeley City Club 
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This workshop is designed to inform supervisors of LBL policies and procedures and to give an overview of 
administrative support services. The course will emphasize the roles and responsibilities of supervisors in rela
tion to Lab organizqtion and structure, the budget process, accounting, procurement, EEO/ AA, environmental 
health and safety, Clnd personnel practi~es and policies including performance appraisal. 

For first and second line supervisors. Potential supervisors may be nominated on a special consideration 
basis. 

Assuming Responsibility: 
Beyond Policy and Procedures ................................................................................ ~ ................... .-............ Fee: $85 

Dates 

August 10 & 11, 1982 

Instructor: Harold Reimer 
Minimum enrollment 25 participants. 

Time Location 

9:00-3:30 Berkeley City Club 

This workshop provides practical techniques and skills of how to supervise for established supervisors, new 
supervisors, lead persons and potential supervisors. This course will not deal with specific policy and procedure 
matters as in the Supervision Seminar, but will address effective supervision techniques. 
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Topics covered include: 
o Making the transition from non-supervisor to supervisor 
o Responsibility of the supervisor to both the Laboratory and to subordinates 
o A model for how to delegate effectively 
o A model of how to handle the problem employee 
o How to communicate effectively to subordinates 
o How to generate a high motivational climate 

Performance Appraisal Training ................................................................................................................. No Fee 

Dates Time Location 
TBA TBA TBA 

A series of 3-hour workshops will be held early in the formal performance appraisal period to assist supervi
sors in implementing this year's process. Specific dates, times and places will be announced on March 1. Ses
sions will begin in late March and will be conducted by the Personnel Department. 

LBL Management Institute ......................................................................................................................... No Fee 

Dates 
June 2-4, 1982 

Time 

Residential 

Location 

Vallombrosa Retreat 
Center, Menlo Park 

The Management Institute is a senior level seminar that focuses on: the overall role of a manager in an R&D 
organization for working with and through others in accomplishing goals and objectives. 
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HOW TO ENROLL 

For on-site courses, the enrollment application in this brochure should be used. ·A separate application 
should be filled out for each person enrolling in each course. Please furnish all information requested. Atten
dance in a course is contingent upon Department Head approval. 

Class size is limited and enrollments accepted on a first come basis. Cancellations of confirmed nominations 
will not be accepted after the cancellation deadline for courses with charge back fees. Substitutions of nominees 
may be made up to the beginning of the program. 

Enrollment will be confirmed approximately two weeks before the course starts. Individuals who cannot be 
enrolled will be advised as well. 

ON-SITE TRAINING ENROLLMENT APPUCA TION 

Use separate application for each person. Send completed form to the Employee Development Office, Build
ing 90, Room 1024. Xerox for additional copies. 
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Employee Name Extension Job Classification/Code Employee Number 

Cost Acct. No Payroll Acct. No. Dept./Division Bldg./Room 

Title of Training Program 

Dates of Program Program Fees (if any) 

SIGNATURES 

Prepared by date 

Supervisor Approval date 

Department Head Approval date 

Division Head Approval date 

Personnel Dept. Approval date 
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ADDITIONAL DEVELOPMENT & TRAINING SERVICES 
Training Information Library 

Located on the first floor of Building 90 (Room 1024), the' Library contains off-site training information 
covering a wide variety of professions and fields. The Library also contains a number of books on management, 
career development and personnel administration as well as a wide selection of regional college and university 
catalogues"all of which are available for loan to interested employees. For further information, call the Employ
ee Development and Training Office at Ext. 4297. 

Audio-Cassette Library. 

As part of the Development and Training Office's effort to provide practical information on a variety of job
related subjects, a series of audio-cassette/workbook programs is available for short-term loan to LBL employ
ees. The cassette programs are designed to provide practical training on various topics including management 
theory, secretarial and administrative skills, time management, and stress reduction. 

For further information, call the Employee Developmentand Training Office at Ext. 4297. 

Career Counseling Service 

To assist LBL management and individual employees in planning for career growth and advancement, the 
Employee Development and Training Office provides career counseling services at its offices in Building 90, 
Room 1024. 

Additional 

D~velopment 

& Training 
Services 



Once a discussion has occyrred between supervisor and employee, further clarification of goals, interests and 
development plans may be pursued through career counseling by professional staff in the Training Office. Call 
the Employee Development Specialist at Ext. 5494 for further information and assistance. 

Consultation with Work Units 

The Employee Development and Training staff will provide assistance to managers, supervisors and their 
work units regarding effe~tive team performance that includes a collaborative approach to establishing goals 
and objectives, clarifying roles and responsibilities, setting procedures, and improving interpersonal relations. 

Inquiries regarding the scope of work unit consultation at LBL should be directed to the Employee Develop
ment Administrator at Ext. 5411. 

Personnel Notes 

Personnel Notes is a quarterly publication of the Personnel Department that is intended to clarify existing 
Laboratory personnel practices and policies, inform employees of new or impending changes, and clarify other 
personnel issues that arise out of recurring individual problems and questions. 

Personnel Notes is distributed to all Laboratory employees at their office addresses. Questions or suggestions 
regarding Personnel Notes should be directed to the Employee Development and Training Office at Ext. 5494. 
Additional copies are available on request. 
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. Clerical Handbook 

The Employee Development and Training Office is responsible for periodic updating of the Clerical Hand
book (PUB 3004). This loose-leaf reference volume is designed to assist clerical and secretarial/administrative 
staff in day-to-day operations and is intended to supplement other standard publications available in each 
department (i.e., Regulations and Procedures Manual, Appendix A, etc.). 

Suggestions for additions or corrections to the Clerical Handbook, and requests for additional copies, should 
be directed to: The Employee Development and Training Office, Ext. 4297. 

Film Series 

The Employee Development and Training Office periodically sponsors selected film presentations and series 
on various scientific and organizational related topics.' . 

. The first presentation will feature Connections. This ten-part film series examines how apparently unrelated 
events, people and situations produce the social and technological changes that have created the modern world. 
In each episode, host and narrator James Burke traces the path from several early discoveries, through many 
cultures and fields of knowledge, to an invention that dominates our lives today. This BBC production will be 
shown beginning September 8, 1981 to January 26, 1982. . 

'Film presentations will be shown' in the Building 50 auditorium. All presentations will begin promptly at 
12:05 p.m. Consult the calendar in this brochure and look for future presentations in Currents. 
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Employee Development and Training Staff 
, 

The Employee Development and Training Office is located in Building 90, Room 1024, Ext. 4297. 
Staff administrative coordinator Eleni Yatar should be contacted on questions regarding tuition aid requests, 

off-site training requests, employee development plans, tuition reimbursement, college catalogues and 
schedules, and information on off-site training literature. Eleni can be reached at Ext. 4297. 

Employee Development Specialist Doug Kreitz will assist with information relating to on-site training 
(courses, workshops, schedules, enrollment), career counseling, and policies relating to Employee Development. 
Doug can be contacted at Ext. 5494. 

Jim Coleman, Employee Development Administrator, should be contacted regarding information on perfor
mance appraisal, consultation to managers and work groups, and managerially defined training and develop
ment needs. For further information in these areas, contact Jim at Ext. 5411. 
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COURSE CALENDAR FY 1982 

Dates Course/Event 

Sept. 8 The Trigger Effect (Connections Series) 
22 Death in the Morning (Connections Series) 

Oct. 6 Distant Voices (Connections Series) 
20 Faith in Numbers (Connections Series) 
20 & 27 Successful Time Management (Two Sessions) 

Nov. 3 The Wheel of Fortune (Connections Series) 
3,4,5 Supervision Seminar 
10,11 Brogan Clear Technical Writing 
16,17,18 Better Office Skills and Services 
17 Thunder in the Skies (Connections Series) 

Dec. 1 The Long Chain (Connections Series) 
8,9 Proofreading 
15 Eat, Drink and Be Merry (Connections Series) 

Jan. 12 Countdown (Connections Series) 
12, 13, 14 Supervision Seminar 
26 Yesterday, Tomorrow and You .rConnections Series) 

March 24,25,26 Performance Appraisal Training 
29,30,31 

April 1,2 Performance Appraisal Training 
13, 14, 15 Supervision Seminar 
28 Writing Skills Development (Session 1) 

26 

Nomination 
Deadline 

Sept. 11 

Oct. 12 
Oct. 2 
Oct. 9 

Nov. 2 

Dec. 18 

Mar. 19 
Mar. 19 

Cancellation 
Deadline 

Sept. 18 

Oct. 8 
Oct. 15 

Nov. 6 

Mar. 26 
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Nomination Cancellation 
Dates Course/Event Deadline Deadline 

May 3,4,5 Professional Development for Secretaries Mar. 26 Apr. 1 
12 & 26 Writing Skills Development (Sessions 2 & 3) 

June 2,3,4 Management Institute May 10 
15& 22 Successful Time Management (Two Sessions) May 7 May 13 

July 20,21,22 Supervision Seminar June 29 
August 10,11 Assuming Responsibility: Beyond Policy and Procedures July 1 July 8 
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LBL TRAINING ACTIVITIES FY 1982 

OCT NOV DEC JAN FEB MAR APR MAY JUN JUL AUG SEPT 

Film: Film Performance 

The Wheel The Long Appraisal 

of Fortune'" Chain'" Training 

3 1 1.2 Management 
Professional Institute 

Film: Development 2.3.4 
Distant Supervision for Sectys 

Voices'" Seminar 3.4.5 

3.4.5 
Proofreading 
8.9 

Brogan Clear 
Technical Writing Skills Assuming 

Writing Film Development Responsibility 

10.11 Countdown'" (Session 2) 10.11 
12 12 

Film: Time 
Eat, Drink Supervision Management 

Better Office & Be Merry* Seminar (Session 1) 
Skills & Svcs 15 Supervision 13.14.15 15 
16.17.18 Seminar 

12.13.14 
Film: 

Thunder ill 
the Skies* 

Time Mgmt 17 
Supervision 

(Session 1) 
Seminar 

20 Time Mgmt 
20.21. 22 

(SeSSion 2) 

Film" 22 
Faith in Performance 

Numbers'" Appraisal 

20 Film Training 

Yesterday, 24. 25.26 Writing Skills Writing Skills 

Time Mgmt Tomorrow 29.30.31 Development Development 

(Session 2) and You* (Session 1) (Session 3) 

27 26 28 26 

OCT NOV DEC JAN FEB MAR APR MAY JIIN Jlli. AUG SEPT 

"'Film series "Connections' 
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This report was done with support from the 
Department of Energy. Any conclusions or opinions 
expressed in this report represent solely those of the 
author(s) and not necessarily those of The Regents of 
the University of California, the Lawrence Berkeley 
Laboratory or the Department of Energy. 

Reference to a company or product name does 
not imply approval or recommendation of the 
product by the University of California or the U.S. 
Department of Energy to the exclusion of others that 
may be suitable. 
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