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Readings and References
Overview For Planners and Potential Faculty
The Human Resources Management (HR) Fundamentals and Foundations curriculum is intended to provide basic information to court leaders actively leading judicial branch education within their states and trial courts.  

Concurrent with the development of the HR curriculum toolbox, NACM has developed another toolbox and a publication on How to Use the Core Competency Guidelines.  These work products are complimentary but not the same as the HR toolbox, primarily because they focus on the application and use of all ten competencies (How to Use the CCGs), while the HR addresses this Fundamentals and Foundations of this one specific Core Competency.  Both toolboxes are freely available to court leaders including judicial branch educators and designed to be adapted to diverse court systems, trial courts, faculty, and workshop participants.

The HR curriculum toolbox is organized into an overview, and a 2.5-day presentation.  The overview includes faculty qualifications, target audience, learning objectives, and a workshop overview.
Faculty Qualifications

Workshop faculty must be well versed in human resources management in courts of diverse sizes and jurisdictions.  They may be consultants, academics, court executives, experienced court human resources specialists, or, perhaps, a judge with an administrative and/or employment law background.  Faculty must be skilled in adult education with good presentation and facilitation skills.  

Use of faculty teams composed of HR experts with experienced court leaders can provide a powerful instructional experience.  It is imperative that the faculty (individually or as part of the team) have a good understanding of the unique aspects of human resources management in the courts and the role that judicial independence plays in court system HR.

Group exercises (e.g. case studies, problem solving, questionnaire development), and their debriefing are important workshop activities.  Therefore, both content expertise with respect to the HR core competencies, as well as facilitation skills expertise are a necessity.
Target Audience

The target audience includes all those court stakeholders in administrative positions or specifically assigned to the human resources function.  Included are elected and appointed court executives and managers, as well as administrative judges.
Learning Objectives

Upon completion of this workshop, participants will be able to:
· Describe the unique aspects of human resources management in the court environment.

· Identify major HR statutes, their requirements, the employers covered, and their implications for court management, 

· Identify the major trends in the labor force and their implications for court managers, 

· Effectively select and orient new employees

· Describe the important components of wage and salary administration

· Identify strategies for anticipating, preventing, and resolving problems likely to arise in a diverse workforce.

· Describe the basic determinants for individual and unit job performance

· Describe the basic principles arising from major theories of employee motivation

· Describe an approach to identifying and analyzing motivation problems

· Suggest possible "motivators" for court employees, given the reality of increased case loads, staff shortages, budget crunches, and flat organizational structures.

· More effectively conduct performance feedback sessions.

· Apply a seven step model for analyzing and solving employee performance and behavior problems

· Select appropriate corrective actions given an employee relations problem

· Identify appropriate strategies for handling common employee relations problems.

· Plan and conduct investigations of suspected disciplinary actions, given a fact scenario, 

· Prepare documentation following a disciplinary investigation.

· Prepare the kind of effective documentation that court managers must develop as a regular part of their job.
· Conduct investigations of employee complaints and grievances.
Workshop Overview  

The workshop begins with faculty introductions and an overview of the critical role of human resources in the court, given that the courts are a labor intensive, service oriented branch of government.  A competent, high performing staff is critical for the court to perform its mission and achieve its vision.  After a brief faculty introduction of the agenda, participant introductions will take place.  Different approaches are available for this (e.g. self introductions, introducing someone else, etc.), depending upon the mix of the group (e.g. everyone from the same court and, hence, well known to each other versus participants from many jurisdictions with little or no prior familiarity).  Participant introductions should include:

· Name

· Court

· Management and/or human resources experience

· Particular HR problems

· Objectives, relative to the issues included in the workshop agenda.

Following the introductions participants should be seated in round tables in groups of four to six members randomly assigned.  This seating will facilitate group exercises throughout the workshop. 

The two and half workshop moves through nine modules:

· Introductions, workshop organization and an overview of the critical issues in the court human resources management environment

· Human Resources and the Law

· The Changing Labor Force

· Employee Motivation

· Employee Selection, Mentoring, and Compensation

· Employee Performance Feedback and Development

· Dealing with Problem Employees

· Documentation

· Handling Employee Complaints and Grievances

Pre-Workshop Assignment

Prior to attending the seminar, participants will complete the assessment of their personal knowledge, skills and abilities with respect to the HR competency, and also assess their court.

1. Vision and Purpose
Courts that are managed effectively have a strategic vision that reflects enduring court purposes and responsibilities. The court’s strategic vision should resonate in Human Resources Management and all other court functions and processes.  Courts should be model employers with policies and practices that comply with state and federal employment laws and regulations and relevant ethical codes.  But legal requirements imposed by others must be integrated with judicial independence and the inherent powers doctrine. A competent judiciary is independent in philosophy, form, and practice.  It delivers justice from the bench but also on the phone, at the counter, and the bar of the court. When Human Resources reflects court purposes and is aligned with the courts strategic vision, it supports all other core competencies, particularly Leadership; Visioning and Strategic Planning; and Education, Training, and Development.

	
	Highest ranking = 1

 Lowest ranking = 10

Knowledge, Skills and Abilities
	 Your personal learning need and interest

1-10
	Importance to your court organization

1-10

	A
	Knowledge of the Purposes and Responsibilities of Courts Curriculum Guidelines and their application to Human Resources Management;
	
	

	B
	Knowledge of how Human Resources supports all other Core Competencies;
	
	

	C
	Knowledge of how judicial independence, the rule of law, and inherent powers doctrine and supporting case law guide Human Resources policy and practices;
	
	

	D
	Knowledge of the mission, vision, and values of the court and how to operate Human Resources in support of the vision;
	
	

	E
	Ability to develop a strategic vision for the court, if it is missing, and to apply it to Human Resource Management;
	
	

	F
	Ability to articulate how ethical standards, including the NACM Model Code of Conduct, the ABA Canons of Judicial Conduct,  and relevant state and federal ethical codes apply to Human Resource policies, procedures, and practices;
	
	

	G
	Skill in controlling and taking responsibility for Human Resources and ensuring that the court is a model employer;
	
	

	H
	Knowledge of how well-managed Human Resources contributes to a healthy work environment and productive and committed court employees;
	
	

	I
	Ability to articulate with respect, when necessary, to judges involved in Human Resources that judicial immunity does not extend to personnel policies, practices, and decisions;
	
	

	J
	Ability to ensure that court Human Resources is independent in philosophy, form, and practice.
	
	


2.  HR Fundamentals
For court leaders to manage and improve Human Resources, they must understand the fundamentals.  The fundamentals begin with job analysis to understand court jobs and duties, required competencies, and specific job environments.  Identifying, attracting and recruiting, and selecting good applicants for court positions, and compensating, developing and retaining them are critical Human Resources fundamentals.  Compensation refers, at a minimum, to the many forms of financial rewards and tangible services and benefits. Compensation flows from performance management, which includes but is more than performance appraisal. Employee relations and legal requirements are crucial.  Are court employees representative of the community?  Human Resources fundamentals are known to and skillfully managed by effective judicial leadership teams.
	
	Highest ranking = 1

 Lowest ranking = 28

Knowledge, Skills and Abilities
	Your personal learning need and interest

1-28
	Importance to your court organization

1-28

	A
	Ability to attract, develop, motivate, and retain competent court employees;
	
	

	B
	Ability to develop and to update Human Resources policies and regulations for the judicial branch;
	
	

	C
	Knowledge of Title VII of the Civil Rights Act of 1964; applicable affirmative action obligations; Fair Labor Standards Act; Family and Medical Leave Act; workplace injury and Workers Compensation laws, rules, and regulations; and other laws, rules, and regulations covering medical absences, other federal and state employment laws, sexual harassment, workplace privacy, grievances, discipline, at-will employment, and civil service legal issues;
	
	

	D
	Knowledge of American with Disabilities Act and needed accommodations for court employees and the public; 
	
	

	E
	Skill in Human Resources planning that comprehends community demographics and trends and anticipates future needs;
	
	

	F
	Knowledge of job analyses, the drafting of job descriptions, and skill in overseeing their use;
	
	

	G
	Ability to analyze the labor market, i.e. the area from which court employees can reasonably be recruited, and how to recruit and hire staff that are reflective of the community;
	
	

	H
	Ability to oversee recruitment and to manage the recruitment process, including yield ratios;
	
	

	I
	Ability to utilize appropriate selection methods, including interviews and assessment centers;
	
	

	J
	Skill in overseeing orientation processes for newly hired employees, including the purposes and responsibilities of courts, specific court values, and court structure;
	
	

	K
	Ability to oversee position classification and compensation through job evaluation that ensures internal equity;
	
	

	L
	Ability to oversee data gathering about compensation of employees outside the court that ensures external equity;
	
	

	M
	Knowledge of direct pay methods and trends, including base pay, merit pay, incentives, and cost-of-living adjustments;
	
	

	N
	Knowledge of indirect compensation components, including protection programs (e.g. pensions, health insurance, life insurance, disability insurance), pay for time not worked on the job (e.g. breaks, meal time), pay for time not worked off the job (e.g. vacations, holidays, leaves), and perquisites (e.g. on-site day care, attractive work place);
	
	

	O
	Knowledge of alternative workplace arrangements such as telecommuting and flex scheduling and their use in courts;
	
	

	P
	Knowledge of employee performance appraisal and performance management methods;
	
	

	Q
	Knowledge of how to define jobs,  set performance expectations, and  relate them to court and departmental goals and objectives;
	
	

	R
	Skill in overseeing performance monitoring and evaluation to identify organizational problems and to develop solutions to those problems;
	
	

	S
	Skill in overseeing evaluation of individual performance, reviews, and feedback;
	
	

	T
	Knowledge of the principles and methods for documenting performance and behavior problems and personnel actions;
	
	

	U
	Knowledge of how and when to counsel, discipline, transfer, and terminate problem court employees;
	
	

	V
	Skill in overseeing succession planning;
	
	

	W
	Skill in overseeing, when necessary, court workforce reduction using proper processes; 
	
	

	X
	Knowledge of principles of labor relations, including management rights, past practices, discipline in a unionized environment, and contract administration;
	
	

	Y
	Skill in negotiating contracts;
	
	

	Z
	Knowledge of alternative ways of resolving ”impasses” in labor negotiations;
	
	

	AA
	Knowledge of the purposes of employee wellness programs and how to oversee the creation and implementation of these programs in court settings;
	
	

	BB
	Knowledge of private sector Human Resource products that rela te to all of the above including testing, other software, and outsourcing Human Resource services.
	
	


3.  Context and Fairness
Fairness in court Human Resource ensures that the actions of court employees, particularly supervisors are acceptable. Concerning fairness, the court must be a model employer, which serves the court’s mission, and protects court stakeholders.  Among those stakeholders are court employees.  Court structure and organization, civil service rules, merit procedures, and collective bargaining agreements define the organizational context in which fair court Human Resource Management is situated.  Whatever the context, court Human Resource Management should be fair and impartial.

	
	Highest ranking = 1

 Lowest ranking = 10

Knowledge, Skills and Abilities
	 Your personal learning need and interest

1-10
	Importance to your court organization

1-10

	A
	Ability to convey to every court employee the court’s commitment to fair treatment of everyone that works in and comes to court, whatever the court’s structure or funding;
	
	

	B
	Knowledge of the governmental and organizational structure in which the court operates, the legal authority of court and other governmental leaders, and their implications for Human Resources;
	
	

	C
	Ability to apply federal and state affirmative action laws, cross cultural, ethnic, racial, religious, diverse life styles, and gender issues to Human Resources policies and practices;
	
	

	D
	Skill in recruiting and developing employees who are reflective of the community, particularly groups that are disadvantaged by income and other factors;
	
	

	E
	Knowledge of due process, fairness, equity, and consistency in managing Human Resources;
	
	

	F
	Ability to engender a court culture that is sensitive to and willing to report bias in the court, both between employees and court employees and the public;
	
	

	G
	Knowledge of effective complaint or grievance procedures and disciplinary investigations that balance the rights of accusers and those accused of bias and other misconduct affecting actual and perceived fairness;
	
	

	H
	Skill in responding to and properly resolving employee concerns, complaints, and grievances, including charges of sexual harassment;
	
	

	I
	Ability to convey to every court employee the courts’ commitment to fair treatment of everyone that works in and comes to court, whatever the courts’ structure or funding;
	
	

	J
	Knowledge of the governmental and organizational structure in which the court operates, the legal authority of court and other governmental leaders, and their implications for Human Resources.
	
	


4.  Management and Supervision
Skillful management and supervision is crucial to Human Resource Management in any organization, including courts. The Human Resources Management competency includes not only functions traditionally associated with “personnel,” but also knowledge, skills and abilities associated with leading, supervising, and managing a cohesive court.  It is axiomatic that leadership and management underpin Human Resource Management.  There is obvious overlap between this and the NACM Leadership Core Competency. Court leaders who oversee Human Resources must be skilled managers and supervisors.  Through their practices and conduct they model the values, attitudes, and behaviors that define a high performance court.  They understand the importance of consistency across the court. Human Resources is critical to creating a cohesive court and maintaining a high performance court culture.

	
	Highest ranking = 1

 Lowest ranking = 19

Knowledge, Skills and Abilities
	Your personal learning need and interest

1-19
	Importance to your court organization

1-19

	A
	Skill in establishing value-added Human Resource policies, procedures, and work rules that are aligned with the courts’ purposes and strategic vision;
	
	

	B
	Ability to keep Human Resource Management, Education, Training, and Development, and other court departments on the same page;
	
	

	C
	Skill in balancing the need for rules, structure, and consistency against the need for organizational cohesion and flexibility in dealing with court staff and Human Resource issues;
	
	

	D
	Skill in ensuring that Human Resource staff provide uniform and consistent service and support to other court departments, supervisors, and staff that do the work;
	
	

	E
	Skill in overseeing Human Resource staff and other court managers as they plan, work with, and for, court employees;
	
	

	F
	Skill in effective written and oral communication with employees about Human Resources and its fit in the court and the court’s strategic vision;
	
	

	G
	Ability to organize work and to assign it to the right employees;
	
	

	H
	Skill in delegating work to Human Resources and other court departments and staff;
	
	

	I
	Ability to oversee the recruitment, training, and management of volunteers;
	
	

	J
	Skill in modeling how to encourage, mentor, coach, counsel, and resolve employee problems;
	
	

	K
	Effective supervision skills, particularly providing necessary guidance and support without “micro-managing;
	
	

	L
	Skill in developing, energizing, and managing effective court teams;
	
	

	M
	Skill in providing timely and constructive feedback to individuals and court departments;
	
	

	N
	Skill in recognizing high performing individual and court departments;
	
	

	O
	Skill in motivating individuals and court departments to improve their performance including recognition, praise, and other rewards including financial compensation;
	
	

	P
	Ability to listen and collaborate with subordinates and to ensure that others in the court family do likewise;
	
	

	Q
	Ability to anticipate new challenges and to lead and manage change of the court and its Human Resources Management;
	
	

	R
	Skill in setting and maintaining the court’s governance structure and the role of Human Resources in that structure;
	
	

	S
	Ability to convey to court employees and other stakeholders that the court is an independent and accountable employer.
	
	


Faculty Notes and Suggested Readings

Faculty should have access to and be familiar with basic texts on human resources management such as the following:

Klingner, Donald E., and John Nalbandian. Public Personnel Management: Contexts and Strategies. 5th edition. New York: Prentice Hall, 2003 

Mathis, Robert L., and John H. Jackson, Human Resources Management, Cincinnati: 10th Edition, Thomson Southwestern, 2003

Kosek, Ellen. Ernst, and Richard N. Block (Eds.), Managing Human Resources in the 21st Century:  From Core Concepts to Strategic Choice, Cincinnati:  South Western College Publishing, 2000

Additionally, the websites of the Society for Human Resources Management (www.shrm.org) and the International Public Management Association for HR (www.ipma-hr.org) offer invaluable resources and the most current materials on the practice of human resources management.

Curriculum Evaluation
The National Association for Court Management and the Curriculum Development Advisory Committee are interested in feedback from faculty who use this curriculum.  Please return this form by facsimile, mail or email to:

Geoff Gallas, CCCG Program Director

444 Harvey Street

Philadelphia, PA 19144

215-951-2168; 215-951-2167 fax

gsgallas@aol.com
	Name of Faculty:
	

	Telephone No./Email:
	

	Date of Workshop(s):
	

	Workshop Court or Organization:
	

	Number of Participants:
	


In general, how useful and effective is the IT Fundamentals Curriculum for Court Leaders?

	1
	2
	3
	4

	Very useful and effective
	Moderately useful and effective
	Not very useful
	Not useful or helpful at all


Suggestions for curriculum organization and structure:

	

	


Please provide any comments or concerns about each of the following curriculum sections:

	Overview:

	

	

	1.5 Hour Workshop:

	

	

	Exercises:
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Human Resources Management

Fundamentals and Foundations for Court Leaders 

2.5 Day Workshop

Tab I

Summary, Schedule, Faculty, 

and Participants
National Association for Court Management

300 Newport Avenue

Williamsburg, Virginia 23185-4147
Summary

The Education, Training and Development Fundamentals and Foundations course is designed to provide participants with a working knowledge of the foundations and fundamentals of the NACM core competency on education, training, and development.  Key competencies are covered from each of the five curriculum guideline areas: context and vision, resource development, adult education fundamentals, program management, and evaluation with an eye to providing participants a sound educational experience encompassing best practices in adult education.  

This Workshop is intended for court leaders who oversee, fund, and plan judicial branch education or serve on Boards and Committees with responsibility for providing advice, assistance, and support to program planning, implementation, and evaluation efforts. The Workshop is also ideally suited as an introductory course for those who have responsibility for designing, developing, delivering, or evaluating training programs, including judicial educators, training coordinators, and human resource specialists.

Learning Objectives

The goal of this workshop is to develop participant’s knowledge, skills and abilities regarding the role of Education, Training, and Development in supporting trial court excellence and justice system performance.  After completing this course, participants will:

· understand the role of education, training and development within the overall purposes and responsibilities of courts,

· be able to align education, training and development activities to the courts strategic vision and mission,

· be able to communicate the importance education, training to justice system performance, 

· realize the potential of the courts as learning organizations and be able to inspire and sustain courts as learning organizations,

· skill in ensuring judicial branch education helps courts respond to it’s social context and to forces shaping the courts,

· understand and be able to apply fundamentals of adult education to more effectively oversee education, training and development activities,

· be able to communicate the link between education, training and development and employee performance and other human resource processes,
· know the strengths and weaknesses of alternative delivery mechanisms and ability to foster programs based upon sound curriculum, principles, 

· able to identify ways to improve teaching in judicial branch education in their states or organizations, 
· know of internal and external education resources, including national and state judicial education providers and state and federal funding sources,
· be able to collaborate with educator from other branches of government and adult education providers, generally, in developing entrepreneurial partnerships and building judicial branch education resources, and identify the most important problems and issues confronting judicial branch education in their states or organizations and develop strategies for dealing with them
Schedule

	 SEQ CHAPTER \h \r 1Day 1 

	8:00  - 8:30 a.m.
	REGISTRATION

	8:30 a.m. – 9:30 a.m.
	Opening and Introductions

Review Workshop Notebook and Schedule

Participant Concerns and Questions

HR Overview and Challenges in the Court Environment

Overview of the HR Competencies



	9:30 a.m. – 9:40 a.m.
	BREAK

	9:40 a.m. – Noon

(Ten minute break at midpoint)
	Human Resources and the Law

· Group exercise completing quiz as pre-test and interest builder

· Debriefing of quiz



	12:00 noon - 1:00 p.m.
	LUNCH

	1:00 p.m.  - 2:30 p.m.
	HR and the Law (Continued)



	2:30 p.m. – 2:40 p.m.
	BREAK


	2:40 p.m. - 3:40p.m.
	The Changing Labor Force  and Employee Motivation

	3:40 p.m. – 3:50 p.m.
	BREAK

	3:50 p.m. -4:30 p.m.
	The Changing Labor Force and Employee Motivation (Continued)



	After Class as needed
	Meeting with instructors for clarification of materials and to ensure understanding

	Day 2

	8:30 a.m. – 10:15 a.m.
	Day 1 Review 

Staffing, Mentoring, and Compensation



	10:15 - 10:30 a.m.
	BREAK

	10:30 a.m. – 12:00 p.m.
	GROUP EXERCISE: Developing interview questions



	12:00 p.m. – 1:00 p.m.

1:00 p.m. – 2:30 p.m. 

2:30 p.m. – 2:45 p.m.

2:45 p.m. – 4:30 p.m.

Day 3

8:30 am – NOON

(Fifteen minute break at midpoint)


	LUNCH 

Employee Performance Feedback and Development

BREAK

Dealing with Problem Employees

Day 2 Review

Dealing with Problem Employees (Continued)

Documentation

Handling Employee Complaint and Grievances

WORKSHOP CLOSE


Faculty Bio(s)

(IF DESIRABLE, INCLUDE FACULTY BIO(S) HERE)

This section is for the names and bios of workshop faculty. Court and/or court organization sponsors, staff, and others may be included here.

Participants List

(IF DESIRABLE, INCLUDE PARTICIPANT LIST HERE)

This section is for the names of workshop participants. Identifying participants by state, court, division, and/or title is often useful.  Organizing and identifying participants by table is also helpful.

Human resources Management

Fundamentals and Foundations for Court Leaders

2.5 Day Workshop

Tab II

Workshop Slides

The PowerPoint slide presentation together with the faculty notes for this 2.5-Day Human Resources Management Workshop is posted with this document.  These materials can be printed for faculty use when delivering this course.  A PDF version of these PowerPoint slides is also posted for your convenience.

Human Resources Management

Fundamentals and Foundations for Court Leaders

2.5 Day Workshop

Tab III

Group Exercise

National Association for Court Management

300 Newport Avenue

Williamsburg, Virginia 23185-4147
Pre-Workshop Assignment

Prior to attending the seminar, participants will complete the assessment of their personal knowledge, skills and abilities with respect to the HR competency, and also assess their court.

1. Vision and Purpose
Courts that are managed effectively have a strategic vision that reflects enduring court purposes and responsibilities. The court’s strategic vision should resonate in Human Resources Management and all other court functions and processes.  Courts should be model employers with policies and practices that comply with state and federal employment laws and regulations and relevant ethical codes.  But legal requirements imposed by others must be integrated with judicial independence and the inherent powers doctrine. A competent judiciary is independent in philosophy, form, and practice.  It delivers justice from the bench but also on the phone, at the counter, and the bar of the court. When Human Resources reflects court purposes and is aligned with the courts strategic vision, it supports all other core competencies, particularly Leadership; Visioning and Strategic Planning; and Education, Training, and Development.

	
	Highest ranking = 1

 Lowest ranking = 10

Knowledge, Skills and Abilities
	 Your personal learning need and interest

1-10
	Importance to your court organization

1-10

	A
	Knowledge of the Purposes and Responsibilities of Courts Curriculum Guidelines and their application to Human Resources Management;
	
	

	B
	Knowledge of how Human Resources supports all other Core Competencies;
	
	

	C
	Knowledge of how judicial independence, the rule of law, and inherent powers doctrine and supporting case law guide Human Resources policy and practices;
	
	

	D
	Knowledge of the mission, vision, and values of the court and how to operate Human Resources in support of the vision;
	
	

	E
	Ability to develop a strategic vision for the court, if it is missing, and to apply it to Human Resource Management;
	
	

	F
	Ability to articulate how ethical standards, including the NACM Model Code of Conduct, the ABA Canons of Judicial Conduct,  and relevant state and federal ethical codes apply to Human Resource policies, procedures, and practices;
	
	

	G
	Skill in controlling and taking responsibility for Human Resources and ensuring that the court is a model employer;
	
	

	H
	Knowledge of how well-managed Human Resources contributes to a healthy work environment and productive and committed court employees;
	
	

	I
	Ability to articulate with respect, when necessary, to judges involved in Human Resources that judicial immunity does not extend to personnel policies, practices, and decisions;
	
	

	J
	Ability to ensure that court Human Resources is independent in philosophy, form, and practice.
	
	


2.  HR Fundamentals

For court leaders to manage and improve Human Resources, they must understand the fundamentals.  The fundamentals begin with job analysis to understand court jobs and duties, required competencies, and specific job environments.  Identifying, attracting and recruiting, and selecting good applicants for court positions, and compensating, developing and retaining them are critical Human Resources fundamentals.  Compensation refers, at a minimum, to the many forms of financial rewards and tangible services and benefits. Compensation flows from performance management, which includes but is more than performance appraisal. Employee relations and legal requirements are crucial.  Are court employees representative of the community?  Human Resources fundamentals are known to and skillfully managed by effective judicial leadership teams.
	
	Highest ranking = 1

 Lowest ranking = 28

Knowledge, Skills and Abilities
	Your personal learning need and interest

1-28
	Importance to your court organization

1-28

	A
	Ability to attract, develop, motivate, and retain competent court employees;
	
	

	B
	Ability to develop and to update Human Resources policies and regulations for the judicial branch;
	
	

	C
	Knowledge of Title VII of the Civil Rights Act of 1964; applicable affirmative action obligations; Fair Labor Standards Act; Family and Medical Leave Act; workplace injury and Workers Compensation laws, rules, and regulations; and other laws, rules, and regulations covering medical absences, other federal and state employment laws, sexual harassment, workplace privacy, grievances, discipline, at-will employment, and civil service legal issues;
	
	

	D
	Knowledge of American with Disabilities Act and needed accommodations for court employees and the public; 
	
	

	E
	Skill in Human Resources planning that comprehends community demographics and trends and anticipates future needs;
	
	

	F
	Knowledge of job analyses, the drafting of job descriptions, and skill in overseeing their use;
	
	

	G
	Ability to analyze the labor market, i.e. the area from which court employees can reasonably be recruited, and how to recruit and hire staff that are reflective of the community;
	
	

	H
	Ability to oversee recruitment and to manage the recruitment process, including yield ratios;
	
	

	I
	Ability to utilize appropriate selection methods, including interviews and assessment centers;
	
	

	J
	Skill in overseeing orientation processes for newly hired employees, including the purposes and responsibilities of courts, specific court values, and court structure;
	
	

	K
	Ability to oversee position classification and compensation through job evaluation that ensures internal equity;
	
	

	L
	Ability to oversee data gathering about compensation of employees outside the court that ensures external equity;
	
	

	M
	Knowledge of direct pay methods and trends, including base pay, merit pay, incentives, and cost-of-living adjustments;
	
	

	N
	Knowledge of indirect compensation components, including protection programs (e.g. pensions, health insurance, life insurance, disability insurance), pay for time not worked on the job (e.g. breaks, meal time), pay for time not worked off the job (e.g. vacations, holidays, leaves), and perquisites (e.g. on-site day care, attractive work place);
	
	

	O
	Knowledge of alternative workplace arrangements such as telecommuting and flex scheduling and their use in courts;
	
	

	P
	Knowledge of employee performance appraisal and performance management methods;
	
	

	Q
	Knowledge of how to define jobs,  set performance expectations, and  relate them to court and departmental goals and objectives;
	
	

	R
	Skill in overseeing performance monitoring and evaluation to identify organizational problems and to develop solutions to those problems;
	
	

	S
	Skill in overseeing evaluation of individual performance, reviews, and feedback;
	
	

	T
	Knowledge of the principles and methods for documenting performance and behavior problems and personnel actions;
	
	

	U
	Knowledge of how and when to counsel, discipline, transfer, and terminate problem court employees;
	
	

	V
	Skill in overseeing succession planning;
	
	

	W
	Skill in overseeing, when necessary, court workforce reduction using proper processes; 
	
	

	X
	Knowledge of principles of labor relations, including management rights, past practices, discipline in a unionized environment, and contract administration;
	
	

	Y
	Skill in negotiating contracts;
	
	

	Z
	Knowledge of alternative ways of resolving ”impasses” in labor negotiations;
	
	

	AA
	Knowledge of the purposes of employee wellness programs and how to oversee the creation and implementation of these programs in court settings;
	
	

	BB
	Knowledge of private sector Human Resource products that rela te to all of the above including testing, other software, and outsourcing Human Resource services.
	
	


3.  Context and Fairness
Fairness in court Human Resource ensures that the actions of court employees, particularly supervisors are acceptable. Concerning fairness, the court must be a model employer, which serves the court’s mission, and protects court stakeholders.  Among those stakeholders are court employees.  Court structure and organization, civil service rules, merit procedures, and collective bargaining agreements define the organizational context in which fair court Human Resource Management is situated.  Whatever the context, court Human Resource Management should be fair and impartial.

	
	Highest ranking = 1

 Lowest ranking = 10

Knowledge, Skills and Abilities
	 Your personal learning need and interest

1-10
	Importance to your court organization

1-10

	A
	Ability to convey to every court employee the court’s commitment to fair treatment of everyone that works in and comes to court, whatever the court’s structure or funding;
	
	

	B
	Knowledge of the governmental and organizational structure in which the court operates, the legal authority of court and other governmental leaders, and their implications for Human Resources;
	
	

	C
	Ability to apply federal and state affirmative action laws, cross cultural, ethnic, racial, religious, diverse life styles, and gender issues to Human Resources policies and practices;
	
	

	D
	Skill in recruiting and developing employees who are reflective of the community, particularly groups that are disadvantaged by income and other factors;
	
	

	E
	Knowledge of due process, fairness, equity, and consistency in managing Human Resources;
	
	

	F
	Ability to engender a court culture that is sensitive to and willing to report bias in the court, both between employees and court employees and the public;
	
	

	G
	Knowledge of effective complaint or grievance procedures and disciplinary investigations that balance the rights of accusers and those accused of bias and other misconduct affecting actual and perceived fairness;
	
	

	H
	Skill in responding to and properly resolving employee concerns, complaints, and grievances, including charges of sexual harassment;
	
	

	I
	Ability to convey to every court employee the courts’ commitment to fair treatment of everyone that works in and comes to court, whatever the courts’ structure or funding;
	
	

	J
	Knowledge of the governmental and organizational structure in which the court operates, the legal authority of court and other governmental leaders, and their implications for Human Resources.
	
	


4.  Management and Supervision

Skillful management and supervision is crucial to Human Resource Management in any organization, including courts. The Human Resources Management competency includes not only functions traditionally associated with “personnel,” but also knowledge, skills and abilities associated with leading, supervising, and managing a cohesive court.  It is axiomatic that leadership and management underpin Human Resource Management.  There is obvious overlap between this and the NACM Leadership Core Competency. Court leaders who oversee Human Resources must be skilled managers and supervisors.  Through their practices and conduct they model the values, attitudes, and behaviors that define a high performance court.  They understand the importance of consistency across the court. Human Resources is critical to creating a cohesive court and maintaining a high performance court culture.
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Knowledge, Skills and Abilities
	Your personal learning need and interest
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	Importance to your court organization
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	A
	Skill in establishing value-added Human Resource policies, procedures, and work rules that are aligned with the courts’ purposes and strategic vision;
	
	

	B
	Ability to keep Human Resource Management, Education, Training, and Development, and other court departments on the same page;
	
	

	C
	Skill in balancing the need for rules, structure, and consistency against the need for organizational cohesion and flexibility in dealing with court staff and Human Resource issues;
	
	

	D
	Skill in ensuring that Human Resource staff provide uniform and consistent service and support to other court departments, supervisors, and staff that do the work;
	
	

	E
	Skill in overseeing Human Resource staff and other court managers as they plan, work with, and for, court employees;
	
	

	F
	Skill in effective written and oral communication with employees about Human Resources and its fit in the court and the court’s strategic vision;
	
	

	G
	Ability to organize work and to assign it to the right employees;
	
	

	H
	Skill in delegating work to Human Resources and other court departments and staff;
	
	

	I
	Ability to oversee the recruitment, training, and management of volunteers;
	
	

	J
	Skill in modeling how to encourage, mentor, coach, counsel, and resolve employee problems;
	
	

	K
	Effective supervision skills, particularly providing necessary guidance and support without “micro-managing;
	
	

	L
	Skill in developing, energizing, and managing effective court teams;
	
	

	M
	Skill in providing timely and constructive feedback to individuals and court departments;
	
	

	N
	Skill in recognizing high performing individual and court departments;
	
	

	O
	Skill in motivating individuals and court departments to improve their performance including recognition, praise, and other rewards including financial compensation;
	
	

	P
	Ability to listen and collaborate with subordinates and to ensure that others in the court family do likewise;
	
	

	Q
	Ability to anticipate new challenges and to lead and manage change of the court and its Human Resources Management;
	
	

	R
	Skill in setting and maintaining the court’s governance structure and the role of Human Resources in that structure;
	
	

	S
	Ability to convey to court employees and other stakeholders that the court is an independent and accountable employer.
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Tab IV

Readings and References

National Association for Court Management
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Williamsburg, Virginia 23185-4147

[List recommended participant readings.  Categorize and/or number the readings.]







NACM
1
PAGE  
2
NACM
Overview

