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Welcome
The Department of Citywide Administrative Services (DCAS) offers professional development
and training opportunities for City of New York employees through DCAS Citywide Learning
and Development (Citywide L&D). This catalog contains descriptions and schedules of
available workshops and educational programs currently offered.

Who We Are
DCAS Citywide L&D is the central resource for citywide training and development for City
of New York employees. We offer a wide range of courses, educational programs, and
professional development opportunities that help build skills and improve service delivery.

DCAS Citywide Training Program Difference
Our workshops and programs differ from other training available in several important ways
• More than 100+ courses that cover a variety of essential development needs
• Programs and workshops developed specifically for City of New York employees
• Experienced instructors familiar with working with public sector employees
• Convenient payment through a simple inter-agency charge-back agreement
• Rapid course development and deployment
• Emphasis on quality
International Association for Continuing Education and Training
(IACET) recognizes DCAS Citywide L&D courses for quality and
training effectiveness.
Our programs are also recognized by:

How to Use This Catalog
The courses and programs in this catalog are organized in six portfolios or professional
development subject areas: executive development, management & supervision, no cost
learning, NYC-specific programs, personal development, and technology.
Please explore all the available learning opportunities that match your professional
development needs and work with your manager and agency training liaison to complete
your application.
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Portfolios

Portfolios
To help you select courses and programs that best meet your personal and professional
development needs, the training in this catalog is organized into six portfolios or sections.

Executive Development - 5
This portfolio offers training opportunities that prepare emerging and experienced leaders
to become more capable and better equipped to deliver immediate results. Our flagship
programs are the Leadership Institute and the Management Academy. Other executive
development opportunities include Executive Coaching and individual open-enrollment
courses such as Intentional Leadership, Organizational Design for Leaders, Promoting
Psychological Safety to Improve Performance, and Leadership and Influence for Executives.

Management & Supervision - 15
This portfolio offers a broad range of development opportunities primarily for managers and
supervisors. Programs link to the core competencies necessary to manage in the publicsector and include navigating within the civil service framework.

No Cost Learning - 43
The No Cost Learning portfolio provides City agencies with several different ways they can
train their workforce with minimal expenditures. DCAS Citywide L&D offers free mandated
and non-mandated online and in-person training opportunities. Employees can participate
at no cost in various technology courses offered by Microsoft and/or other free courses such
as Disability Awareness and Etiquette, Online Records Management, and many more.

New York City-Specific Portfolio - 61
Programs in this portfolio offer a variety of training and development opportunities that
are specific to working for the City of New York. Trainings offered in this category include
professional practice programs such as energy, audit, IT, HR, procurement, etc.; cultural
awareness & inclusivity programs, and non-DCAS opportunities conducted by agency
partners such as the Office of Labor Relation’s Work Well, Small Business Services, etc.

Cultural Awareness & Inclusivity - 64
The programs in this section are mandated and non-mandated. The courses offered
will help to build a more diverse and inclusive workforce, also meeting the requirements
of the New York City Charter. The broad range of training opportunities will help your
workforce learn about representation or the make-up of an organization and how well
the contributions, presence, and perspectives of different groups of people are valued
and integrated into a working environment.
DCAS L&D Fall 2022 Course Catalog
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Professional Practices - 78
These courses and programs are designed for specific communities-of-practice to allow
for continuity in networking, collaboration, and knowledge sharing. Whether you are in
the energy, audit, procurement, or IT community, or are an HR professional, you can find
programs geared specifically to your field of expertise.

Non-DCAS Opportunities - 101
DCAS Citywide L&D has partnered with City agencies to present programs that provide
resources and knowledge that are specific to all City of New York agencies in areas such
as emergency management, conflicts of interest, M/WBE purchasing, and customer
service.

Personal Development - 107
Programs in this portfolio provide a full spectrum of options to enhance personal/professional
development, including: creative thinking, written and oral communication, analysis and
decision-making skills, time management skills, cultural competency, project management
knowledge, and achieving enhanced work-life balance.

Technology - 121
The technology portfolio has a full compilation of software offerings, including Microsoft
Office products, Adobe products, IT certifications, and others.
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Executive Development Portfolio
This portfolio offers training opportunities that prepare emerging and experienced leaders
to become more capable and better equipped to deliver immediate results. Our flagship
programs, the Leadership Institute and Management Academy, are offered once per
year in the Fall and Spring. Other executive development opportunities include Executive
Coaching and individual open-enrollment courses which are scheduled based upon
demand. (See page 13 for instructions to apply for on demand Executive Development
courses.)

Leadership Institute............................................................................. 6
Management Academy..................................................................... 7
Executive Coaching........................................................................... 8
Individual Open-Enrollment Executive Development Courses...... 9
Intentional Leadership for Executives......................................................... 9
Organizational Design for Executives....................................................... 10
Promoting Psychological Safety to Improve Performance.................... 11
Leadership and Influence for Executives................................................. 12
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Leadership Institute*
The Leadership Institute is an intensive, multi-session training program for outstanding mid- to
senior level City managers designed to develop their strategic change management skills
and abilities. This competitive annual cohort program provides participants with a deeper
understanding of the tools and techniques required to spearhead organizational change
initiatives.

Objectives:
At the completion of this program, participants will be able to:
• Identify a process framework for leading change initiatives
• Diagnose the internal and external factors that drive change
• Build an approach for identifying and influencing key stakeholders
• Devise strategies for overcoming resistance and leading groups through the change
process
• Develop a plan to sustain long-term change initiatives
Applications for the Leadership Institute are available through agency personnel offices and
the DCAS website during the annual recruitment period.
* This information is intended for informational purposes. The Leadership Institute has been
filled for the 2023 session.

DCAS L&D Fall 2022 Course Catalog
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Management Academy
The Management Academy is a multi-session competitive cohort training program for
emerging leaders that provides them with a fundamental grounding in state-of-the-art
managerial principles and practices. Through a series of workshops presented by expert
consultants and New York City content experts, the program will stimulate participant’s
analytical and creative abilities to better meet daily service-delivery challenges.

Objectives:
At the completion of the Management Academy, participants will be able to more
effectively:
• Develop and utilize skills to build and manage relationships and communicate skillfully
• Understand and use emerging technology to analyze and evaluate existing programs
and processes and engage in on-going process improvement
• Navigate municipal systems in our fast-paced and changing work environment
Applications for the Management Academy are available through agency personnel offices
and the DCAS website during the annual recruitment period. Look for announcements for
the Spring 2023 session this Winter!
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Executive Coaching
DCAS L&D Executive Coaching initiatives are personalized development experiences
designed to advance leadership skills through a structured program that includes one-onone interaction with an executive coach. An executive coaching experience is designed to:
• achieve behavioral change that will make the leader more successful by improving
communication, leadership, and teamwork skills and abilities
• provide the leader with insight about their behavior, and how it may be perceived by
others, to help develop success strategies.
The best results from executive coaching occur when applicants are willing to embrace
challenges, seek genuine personal and professional growth, and are ready to think in new
ways about themselves and their contributions at work.

How to Apply for Executive Coaching and Feedback
To apply for an executive coach, Agency Personnel Officer’s or designated Training Liaisons
should contact DCAS L&D at 212-386-6406. (Individual employee requests for executive
coaching are not accepted.) DCAS L&D will explain the executive coach selection process
to ensure that the right coach is selected for the right leader’s individual professional
development needs.

DCAS L&D Fall 2022 Course Catalog

8

Executive Development Portfolio

Individual Open-Enrollment Executive Development
Courses
The following courses will be scheduled based upon demand. Applications will be retained
until such time a class can be scheduled. We will notify participants when course dates have
been determined.

Intentional Leadership for Executives
Great leaders achieve performance goals by being intentional in every move they make.
If teams are led with intentionality they achieve better and more predictable outcomes.
Without intentional leadership, teams can lose confidence in their organization’s goals and
become less effective, feeling like the person in charge has no plan. The purpose of this
program is to help participants understand the value of intentional leadership and the steps
to follow to become an intentional leader.

Objectives:
At the end of this program, participants will be able to:
• Understand what intentional leadership is
• Shift their mindset from ‘management professional’ to an ‘intentional leader’
• Become more self-aware by identifying their own performance behaviors that may limit
them from becoming intentional leaders
• Use their knowledge of who they are and what they stand for as navigation tools for
others in uncertain situations
• Create the cultural infrastructure needed to support positive business outcomes and
results
• Establish an intentional leadership framework based on consistency, predictability,
and accountability for themselves and their team to help achieve agency goals and
objectives

Course Code

Days of
Training

Dates

Cost

Credits

C9667

1

Scheduled based upon
demand

$250

.6CEUs/8CPEs
6PDCs
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Executive Development Portfolio

Organizational Design for Executives
Designing for agility and flexibility - “Built for Change”
This course will help you and your fellow participants get “real” about the pitfalls of poorly
designed organizations and the challenges in determining the right fit for an organization’s
strategy. It is designed to show how organizational structures enable or prevent information
flow, responsiveness, and innovation.
Topics covered include: the theory and tools of organization design work (including
organizational strategic alignment), a language for organizational roles and relationships,
the tests of good organization design and tools for defining decision responsibilities.
Special focus would also be placed on the process of organization redesign and change
– the steps of good analysis and decision making, who should be involved and when,
how long it should take and the relationship to effectiveness, how change should be
communicated, and the roles involved in the process.

Objectives:
Participants will gain an understanding of:
• Design concepts and principles of organizing structures
• Design concepts and principles of design thinking
• Design concepts and principles of design processes
• Design concepts and principles of frameworks linking organizational structures and
processes to organizational purpose
• Organizational design theory and methodologies
• Design concepts and principles of organizing a restructure or redesigning a project

Course Code

Days of
Training

Dates

Cost

Credits

C9668

2

Scheduled based upon
demand

$500

1.2CEUs/16CPEs
12PDCs

DCAS L&D Fall 2022 Course Catalog
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Promoting Psychological Safety to Improve
Performance
This session explores the concept of psychological safety -- its components and benefits,
and how it influences engagement in teams, work groups, and organizations. We will link
this concept to creativity and learning, and leaders’ roles in promoting both. We will identify
factors that influence our “inner work life,” the mix of emotions, motivations, and perceptions
we have throughout a workday, and ways to make work more meaningful and impactful.
We will then tie our insights to organizational culture, to create and sustain conditions that
promote performance and growth.

Objectives:
• Distinguish between managing and leading in your roles and contexts
• Explore “psychological safety” in teams or work groups, its components and benefits
and their effect on members’ engagement
• Identify ways to promote progress on meaningful work, to catalyze and nourish it, for
increased motivation and satisfaction
• Explore links among psychological safety, creativity, and learning from mistakes, and
ways to promote them through positive team/organizational culture

Course Code

Days of
Training

Dates

Cost

Credits

C9665

1

Scheduled based upon
demand

$250

.60CEUs/8CPEs
6PDCs
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Leadership and Influence for Executives
This session is designed to help participants understand their roles as leaders or change
agents, as distinct from their managerial roles, and what is required of them to inspire
colleagues and promote change. We will explore ways to navigate conflict to foster more
collaborative relationships. We will also explore three levers for influence -- Head, Heart and
Hands -- and how to integrate your approach to increase your impact with the individuals
and groups you need to engage.

Objectives:
• Distinguish between managing and leading in your roles, both formal leadership and
emergent
• Explore approaches to influence and persuasion when your authority over others is
limited
• Identify your preferred negotiation style and those of others, to promote your ability to
resolve differences together
• Apply these tools to current challenges and inspire engagement in positive change

Course Code

Days of
Training

Dates

Cost

Credits

C9666

1

Scheduled based upon
demand

$250

.60CEUs/8CPEs
6PDCs

DCAS L&D Fall 2022 Course Catalog
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How to Apply for
Open-Enrollment
Executive Development
Courses
Open-enrollment Executive Development
courses are scheduled based upon demand.
Please complete the standard application with
the appropriate course code. Staff will contact
you when course dates are scheduled.

13

DCAS Citywide Learning & Development

Management
& Supervision
Portfolio

Management & Supervision Portfolio
This portfolio offers a broad range of development opportunities primarily for managers and
supervisors. Programs link to the core competencies necessary to manage in the publicsector and include navigating within the civil service framework.

Chaos Containment: Executing Plans Despite Chaos and Disruption
........................................................................................................... 17
Data Analytics for Managers........................................................... 18
Deliver Feedback and Conduct Performance Reviews that
Motivate............................................................................................. 19
Engaging Teams Through Turbulent Times...................................... 20
Essential Skills for Leaders................................................................. 21
Excel for Data Analysis I................................................................... 22
Fundamentals of Supervision........................................................... 23
GIS for Data Analysis I....................................................................... 24
Giving Feedback and Getting Results............................................ 25
Initiating and Managing Difficult Conversations............................ 26
Intentional Leadership...................................................................... 27
Lean Six Sigma: Introduction to Process Improvement
(White Belt Certificate) ..................................................................... 28
15
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Lean Six Sigma: Process Improvement Initiatives
(Green Belt Certificate) ................................................................... 29
Managerial Effectiveness................................................................. 30
Managing Change in Changing Times........................................... 31
Managing for Excellence................................................................. 32
Modern Day Leadership with Impact.............................................. 33
Organizational Design for Leaders.................................................. 34
Project Management........................................................................ 35
Psychological Dimensions of Leading and Supervision................ 36
Python for Data Analysis I................................................................. 37
R for Data Analysis I........................................................................... 38
Strategic Delegation: Leading a Team to Success........................ 39
The Manager as Performance Coach............................................. 40
The Personalities of Teams................................................................ 41

DCAS L&D Fall 2022 Course Catalog
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Chaos Containment: Executing Plans Despite Chaos
and Disruption
We dream of a world with predictability. We live in a world of chaos and unknowns. We offer
strategies to navigate the chaos. Both manage the crises and embrace the opportunity.
This workshop offers tactics and analysis approaches that enable you to gain perspective
managing unknowns. In a two-sided approach, you’ll learn about managing repeated crises
and performing root cause work to reduce the number of crises. Use root cause analysis and
process mapping to create chaos-reducing strategies and then plan for implementation
using change management, communications and influence. Gain hands-on experience
applying tools for setting priorities and adjusting to shifting demands with greater clarity.

Objectives:
• Explore chaos in a world of market disruption
• Identify costs of chaos to work and staff
• Rate and rank what you can control and can’t control
• Apply tools for planning priorities
• Identify root causes of problems/issues
• Apply basic change management to implement the root cause fixes
• Use influence and communications to build out a chaos-reducing net
• Improve communications to reduce surprises
• Develop back-to-work strategies specific to your workplace needs
Target Audience: Managers, Supervisors, Project/Program Leaders, and Employees who are
performing a leadership or project role

Course Code

Days of
Training

Dates

Cost

Credits

C8053

2

Oct 13-14

$500

1.2CEUs/16CPEs
12PDCs
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Data Analytics for Managers
This course introduces participants to the concept of data-driven decision-making and
management. Participants will learn how to better use data for setting goals and defining
objectives while identifying the proper metrics for those objectives and the elements
of meaningful management dashboards. Participants will also learn to assess the right
analytical tools to manage projects, processes, and analytic staff within their departments.

Objectives:
• Using data to meet departmental and organizational goals
• Understanding what data/information is needed for effective planning and decision
making
• Benchmarking as it relates to project development
• Visualizing data for informative reports and presentations
• Identify root causes of problems/issues
• Working to achieve measurable outcomes
• Identify the concerns and opportunities of working with open government data
Target Audience: Managers, Supervisors, and Team Leaders involved in data analysis

Course Code

Days of
Training

Dates

Cost

Credits

C4311

1

Jan 10

$250

.6CEUs/8CPEs
6PDCs

DCAS L&D Fall 2022 Course Catalog
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Deliver Feedback and Conduct Performance Reviews
that Motivate
Critical feedback is a healthy and important tool for improving performance on both
individual and organizational levels. Yet, many managers shy away from sharing unfavorable
feedback with their direct reports.
This high-energy workshop helps professionals at all levels of management deliver even the
most critical evaluations to their staff. Participants learn how to use a powerful framework to
constructively share difficult feedback; they also learn how to:
• protect employee relationships
• raise levels of engagement
• increase productivity
• reduce turnover, and
• improve outcomes

Objectives:
• Raise critical feedback with employees
• Use performance reviews as an opportunity to motivate workers and improve
performance
• Uncover the underlying contributors to a suboptimal context
• Improve communication with and among staff
• Manage differences more effectively and productively
Target Audience: Managers (Any level)

Course Code

Days of
Training

Dates

Cost

Credits

C8138

1

Nov 4

$250

.6CEUs/8CPEs
6PDCs
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Engaging Teams Through Turbulent Times
Change is occurring at unprecedented rates – it is happening faster, more frequently, and
with increased complexity. Organizations call upon employees not just to carry on but to
remain engaged and highly productive amidst constant changes. Human beings naturally
prefer consistency and predictability and, thus, tend to resist change. Yet it’s in everyone’s
interest to be able to see the opportunities inherent in change. Now, more than ever before,
employees need to develop skills to cope effectively with uncertainty by managing change.
This highly practical and experiential workshop will allow you to reflect on, assess and plan
for current or anticipated changes that are top-of-mind for you. It will give you the skills
to recognize your, and others’, reactions to change. It will help you model and facilitate
productive behaviors despite environmental uncertainty and turbulence, and do so without
losing sleep or slowing down. Managers will acquire a practical set of tools to apply with
their direct reports to maintain trust, productivity and quality of work under constantly
changing organizational conditions. Your hands-on learning will occur through selfassessment, interactive exercises, group discussions and action planning.

Objectives:
• Assess your personal disposition toward change, and learn to anticipate others’
reactions to change
• Build confidence in your personal ability to thrive during constant change
• Understand the key distinction between the operational and human sides of change;
acquire skills to effectively navigate both
• Learn how to identify, manage and, ultimately, overcome resistance to change
• Identify practical strategies to maintain employee engagement
Target Audience: Managers, Supervisors and Team Leaders

Course Code

Days of
Training

Dates

Cost

Credits

C8116

1

Dec 7

$250

.6CEUs/8CPEs
6PDCs

DCAS L&D Fall 2022 Course Catalog
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Essential Skills for Leaders
Effective leaders are critical to an organization’s success. This interactive workshop will
provide emerging, new and/or seasoned leaders with the tools necessary to lead your
team to success. We’ll cover Setting Expectations, Goal Setting, Delegation and Productive
Feedback. There’ll be several experiential exercises where you can use real-life examples
and leave with answers to some of your most pressing employee issues. Participants will leave
energized and excited to lead with confidence!

Objectives:
• New leaders will receive a foundation of necessary skills to be successful
• Gain strategies and tools to use to connect with your team, gain trust and build rapport
• Develop or enhance skills learned to dramatically increase the performance of your
team
Target Audience: Managers, Directors, Supervisors and Professionals

Course Code

Days of
Training

Dates

Cost

Credits

C8062

1

Jan 25

$250

.6CEUs/8CPEs
6PDCs
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Excel for Data Analysis I
(formerly ‘Excel Tools: Summarizing Data’)
This course will address one of the most significant challenges managers face today: making
sense of the data they already have. Being able to quickly and efficiently summarize and
analyze information is essential to making better business decisions. Using Excel, participants
will practice some of the most effective techniques of summarizing and displaying data to
extract actionable intelligence quickly and accurately.

Objectives:
• Basic functions
• Specific functions: Average, Count, Round, If Then, Nested If, Concentrate, PMT, Using
Ranges, VLookup and Time and Date functions
• Specific Excel features: Sorting, Consolidating, Eliminating of Duplicates, multiple sheet
references, and Using Basic Pivot Tables
Target Audience: Managers, Supervisors, and Team Leaders involved in data analysis

Course Code

Days of
Training

Dates

Cost

Credits

C9659

1

Jan 12

$250

.6CEUs/8CPEs
6PDCs

Prerequisites: Basic math skills, Excel Part 1

DCAS L&D Fall 2022 Course Catalog
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Fundamentals of Supervision
This workshop offers participants an introduction to the issues, challenges, and typical
situations related to supervising “frontline” employees. Participants will learn basic skills
and be introduced to the key techniques that they will need to function effectively in their
supervisory role. Emphasis will be placed on the supervisor as part of a management team
committed to developing excellence in government.

Objectives:
• Recognize the challenges of public sector supervision
• Propose strategies to work with a diverse workforce effectively
• Communicate performance objectives for effective staff performance
• Develop leadership practices that encourage commitment and teamwork
• Employ delegation as a work method that benefits both the supervisor and subordinate
• Coach staff members for top performance
• Master conflict management skills
Target Audience: All Supervisors

Course Code

Days of
Training

Dates

Cost

Credits

C1044

2

Oct 25 & 27

$500

1.2CEUs/16CPEs
12PDCs
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GIS for Data Analysis I
A one-day class teaching the basics needed to leverage a geographic information system
(GIS) to clean, process, and visualize data. The class will introduce key concepts and skills
necessary to use a GIS for data analysis, reinforcing the problem ideation and process
mapping skills taught in “Developing the Data-Driven Mindset” and “Data Analytics for
Managers”. Working collaboratively in small groups, participants will develop an analytical
question they explore throughout the class, presenting their data story at the end of class for
constructive feedback.

Objectives:
• Introduce key concepts necessary for working with geographic information systems
(GIS)
• Demonstrate advanced techniques with GIS for data analysis
• Reinforce and practice best practices in exploratory data analysis
• Reinforce brainstorming, problem ideation, and process mapping skills introduced in
previous classes
• Practice presenting true and compelling data stories to peers
• Cultivate an attitude of curiosity to foster a culture of data-driven inquiry

Key Takeaways:
• Participants will be familiar with the key concepts of a geographic information system
(GIS)
• Participants will be experienced in the key steps of exploratory data analysis using GIS
• Participants will be familiar with the techniques of advanced data analysis with GIS
• Participants will be practiced in using the techniques of brainstorming, problem
ideation, and process mapping to scope and execute an analytical question
• Participants will be practiced presenting analytical findings and describing the key steps
in their analysis to their peers
• Participants will have an increased curiosity about how data can be leveraged for
operational awareness and program success
Target Audience: Individuals in an analyst (or similar) position

Course Code

Days of
Training

Dates

Cost

Credits

C8757

1

Dec 2

$250

.6CEUs/8CPEs
6PDCs

DCAS L&D Fall 2022 Course Catalog
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Giving Feedback and Getting Results
This course is a one-day practicum devoted to helping managers and supervisors practice
the skill of providing feedback to employees. Using a variety of “real-life” scenarios,
participants will engage in multiple role plays to provide descriptive, effective feedback
to an employee. Participants will receive ongoing “feedback” from their peers on their
coaching abilities.

Objectives:
• Identify positive feedback as a performance improvement mechanism
• Apply various types of feedback approaches
• Coach employees when poor performance is a problem
• Give feedback in a descriptive, specific, timely and clear manner
• Engage in difficult conversations with employees
• Develop employees by implementing the coaching process
Target Audience: Supervisors, Managers and Team Leaders

Course Code

Days of
Training

Dates

Cost

Credits

C2704

1

Jan 24

$250

.6CEUs/8CPEs
6PDCs
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Initiating and Managing Difficult Conversations
This course will allow participants to practice the communication skills and techniques
needed for handling difficult work issues with candor, tact, and sensitivity. It explores
complex situations such as addressing performance problems, dealing with tensions among
team members, and enforcing agency policies.

Objectives:
• Identify the interests of each party in a complex situation
• Utilize methods of positive, direct phrasing
• Recognize ‘triggers’ that can upset positive conversations
• Explore a model to initiate, conduct, and end a ‘hard conversation’
Target Audience: Managers, Supervisors, and Team Leaders who must initiate “difficult”
conversations

Course Code

Days of
Training

Dates

Cost

Credits

C9013

1

Dec 8

$250

.6CEUs/8CPEs
6PDCs

DCAS L&D Fall 2022 Course Catalog
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Intentional Leadership
Great leaders achieve performance goals by being intentional in every move they make.
If teams are led with intentionality they achieve better and more predictable outcomes.
Without intentional leadership, teams can lose confidence in their organization’s goals and
become less effective, feeling like the person in charge has no plan. The purpose of this
program is to help participants understand the value of intentional leadership and the steps
to follow to become an intentional leader.

Objectives:
At the end of this program, participants will be able to:
• Understand what intentional leadership is
• Shift their mindset from ‘management professional’ to an ‘intentional leader’
• Become more self-aware by identifying their own performance behaviors that may limit
them from becoming intentional leaders
• Use their knowledge of who they are and what they stand for as navigation tools for
others in uncertain situations
• Create the cultural infrastructure needed to support positive business outcomes and
results
• Establish an intentional leadership framework based on consistency, predictability,
and accountability for themselves and their team to help achieve agency goals and
objectives
Target Audience: Agency Leaders eager to understand and implement intentional
leadership that will influence organizational behavior

Course Code

Days of
Training

Dates

Cost

Credits

C8170

1

Nov 30

$250

.6CEUs/8CPEs
6PDCs
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Lean Six Sigma: Introduction to Process Improvement
(White Belt Certificate)
Are you feeling the pressure of getting more done with less time and resources?
Achieving excellent results daily is a challenge. Often, employees and managers are
stretched beyond full capacity. In this seminar, participants will develop an understanding of
proven methods for being more creative and resourceful when performing daily tasks. These
methods, including eliminating wasteful task steps, reducing errors and improving efficiency,
will result in improved productivity.
Lean Six Sigma provides tools and techniques to streamline work processes, improve time
management, and produce higher quality work while delighting internal and external
customers. These tools are now widely used in many government agencies and institutions.
At the completion of this program, participants will earn a Lean Six Sigma White Belt
certificate.

Objectives:
• Identify the history, purpose, and goals of Lean Six Sigma
• Develop Process Mapping and Value Stream Mapping Skills
• Perform a Root Cause Analysis to solve problems at work
• Improve methods of achieving higher productivity and reducing errors
• Use new streamlined methods of accomplishing tasks and projects
Target Audience: Managers, Supervisors, Project leaders and Employees who are performing
a leadership role

Course Code

Days of
Training

Dates

Cost

Credits

C7784

2

Dec15-16;
Jan 4-5

$500

1.2CEUs/16CPEs
12PDCs

DCAS L&D Fall 2022 Course Catalog
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Lean Six Sigma: Process Improvement Initiatives
(Green Belt Certificate)
Lean Six Sigma provides tools and techniques to streamline work processes, improve time
management, and produce higher quality work while delighting internal and external
customers. These tools are now used in many government agencies and institutions.
Participants will be able to create strategies for Leading Lean Six Sigma Teams and
implementing Lean Six Sigma projects. Applying the tools can result in reducing errors,
improving efficiency and better teamwork. Participants will design and present a plan for
implementing a Lean Six Sigma Project.
At the completion of this program, participants will earn a Lean Six Sigma Green Belt
certificate.

Objectives:
• Identify the history, purpose and goals of Lean Six Sigma
• Develop Process Mapping and Value Stream Mapping Skills
• Perform a Root Cause Analysis to solve problems at work
• Improve methods of achieving higher productivity and reducing errors
• Master key Lean Six Sigma tools including Project Management, Charge Management,
Customer Needs Assessments, Risk Analysis, and other tools
• Identify key drivers and develop metrics and evaluate cost savings
• Successfully lead and motivate project teams
• Design and implement Lean Six Sigma Projects
Target Audience: Managers, Supervisors, Project Leaders and Employees who are performing
a leadership role

Course Code
C7785

Days of
Training
4

Dates
Jan 10,11,17 & 18;
Jan 23, 25, 26 & 27

Cost

Credits

$1000

2.4CEUs/32CPEs
24PDCs

Prerequisite: Lean Six Sigma: Introduction to Process Improvement (White Belt Certificate)
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Managerial Effectiveness
Coaching Staff For New Expectations and Performance
The practice of management has moved from directive, authoritative styles to collaborative,
coaching styles. In this class, learn coaching skills to set new expectations and coach your
staff to higher performance.
You will learn how to build common ground with staff, to practice collaborative leadership,
how to engage staff in shared prioritization, problem-solving and decision-making. You will
create a personal action plan to guide you as you apply your new skills going forward.

Objectives:
• Understand the concept of collaborative leadership
• Discover coaching as an approach to managing effectively
• Build the capability to coach and engage others in prioritizing, resolving problems and
making decisions
• Understand new approaches to enhance relationships with staff
Target Audience: Experienced and New Managers, Supervisors, Team Leaders

Course Code

Days of
Training

Dates

Cost

Credits

C8120

1

Nov 9

$250

.6CEUs/8CPEs
6PDCs
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Managing Change in Changing Times
Organizations are facing bigger, faster, and more complex challenges and increasing
demand to deliver results. As such, change management can no longer be the work of
a special committee or task force. Most recently, managing transitions has evolved as a
major organizational function and will continue to carve out a permanent place within
organizations as we deal with the historic changes thrust upon us over the last 20 months.
Change management is hard. It will continue to be hard. But done well, it is an unmatched
opportunity to motivate people and create a positive future for an agency. Envision
hundreds (thousands) of employees having a transformative experience, arriving together
at a predetermined place, and feeling respected and appreciated, with the knowledge
and skills to continue to be successful. That is what the institutionalization of the change
management function and best practices across and throughout an agency will do.
This course is designed to help human capital leaders develop the competencies necessary
to make change management the norm throughout the agency, resulting in successful
change implementation. This interactive session will help those responsible for managing
transitions to develop the confidence and skill set to be effective change agents.

Objectives:
• Change management theory and practice
• The process of change management
• How to identify changes that are likely to have the greatest impact on their specific
agency
• To understand their own position and comfort with a change initiative
• The importance of proactive planning in change management
• How to determine team roles based on the type and structure of change
• The importance of engaging stakeholders, and
• How to manage resistance to change
Target Audience: Leaders and Managers

Course Code

Days of
Training

Dates

Cost

Credits

C9661

1

Dec 14

$250

.6CEUs/8CPEs
6PDCs
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Managing for Excellence
This class is designed to provide the fundamental skills required to successfully transition
from an individual contributor to an effective manager. The workshop introduces key
management practices and provides participants with the tools and techniques needed to
ensure optimal performance.

Objectives:
• Communicate clearly, motivate people, and build trust
• Delegate effectively
• Provide balanced feedback
• Create a positive work environment
• Learn how to motivate different generations in the workplace
• Manage performance gaps
• Evaluate performance: define expectations, set performance standards and goals
• Create a personal action plan
Target Audience: Managers and Supervisors

Course Code

Days of
Training

Dates

Cost

Credits

C8122

1

Dec 15

$250

.6CEUs/8CPEs
6PDCs
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Modern Day Leadership with Impact
Do you have what it takes to lead into the future?
For generations, traditional leaders have been celebrated for using their power to take
charge, make decisions, tell others what to do, and determine who needs to know what.
While effective in some instances, these command-and-control practices do not position
modern day leaders for success, especially when considering the diverse needs of today’s
workforce and the complexity of today’s workplace and the world at large.
This training focuses on core leadership principles and practices that will help you create
deeper professional connections and sustained results and impact as a leader.

Objectives:
• Explore the current landscape and your role as a leader
• Envision a new perspective for leading into the future
• Learn key leadership principles to deepen connections and create impact
• Learn and apply best practices to drive personal and organizational change
• Create a personal commitment and call to action
Target Audience: Team Leaders, Supervisors, Managers

Course Code

Days of
Training

Dates

Cost

Credits

C9664

1

Dec 6

$250

.6CEUs/8CPEs
6PDCs
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Organizational Design for Leaders
Designing for agility and flexibility - “Built for Change”
This course will help you and your fellow participants get “real” about the pitfalls of poorly
designed organizations and the challenges in determining the right fit for an organization’s
strategy. It is designed to show how organizational structures enable or prevent information
flow, responsiveness, and innovation.
Topics covered include: the theory and tools of organization design work (including
organizational strategic alignment), a language for organizational roles and relationships,
the tests of good organization design and tools for defining decision responsibilities.
Special focus would also be placed on the process of organization redesign and change
– the steps of good analysis and decision making, who should be involved and when,
how long it should take and the relationship to effectiveness, how change should be
communicated, and the roles involved in the process.

Objectives:
Participants will gain an understanding of:
• Design concepts and principles of organizing structures
• Design concepts and principles of design thinking
• Design concepts and principles of design processes
• Design concepts and principles of frameworks linking organizational structures and
processes to organizational purpose
• Organizational design theory and methodologies
• Design concepts and principles of organizing a restructure or redesign project
Target Audience: Supervisors, Managers and Team Leaders

Course Code

Days of
Training

Dates

Cost

Credits

C8125

2

Oct 17-18

$500

1.2CEUs/16CPEs
12PDCs
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Project Management
This workshop will cover the structures and practices of Project Management with the overlay
of engagement and collaboration strategies. The focus will be on identifying and defining
project objectives, efficiently and effectively coordinating project tasks, and applying the
right processes and tools for managing a project team.

Objectives:
• Understand project management terms and knowledge areas
• Create a Project Charter that incorporates a project scope, a project plan with
deliverables, time frames, resources, and risk analysis
• Incorporate tools from other methodologies such as: appreciative inquiry, storytelling,
open space, and world café
• Utilize tools that facilitate workflow and accountability
• Communicate project-related information accurately and effectively
• Discover techniques for making project management meetings more dynamic and
participatory
• Leverage collaboration to get projects done better, faster, cheaper, and greener
• Explore creative methods for effective problem solving
Target Audience: Professionals responsible for leading project initiatives

Course Code

Days of
Training

Dates

Cost

Credits

C7756

1

Nov 7

$250

.6CEUs/8CPEs
6PDCs
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Psychological Dimensions of Leading and Supervision
This course is intended for employees in leadership and supervisory roles – or for high
potentials who already carry responsibility and who seek to advance into such roles.
Through presentation, group discussion and reflective exercises, participants acquire a
deeper understanding of latent group dynamics that can inhibit, or support, group cohesion.
One of the functions of leadership is to motivate people to accept responsibility and to be
more autonomous in pursuing shared goals and in meeting their own, and others’, needs in
the workplace. Participants gain insight into how to recognize and manage psychological
aspects of group functioning to reduce the negative effects of deep emotions, such as fear,
on group and individual behavior and workplace performance. They gain self-awareness
and practice articulating and advocating for themselves and others. In doing so, they learn
how to recognize, and avoid, counterproductive behaviors (e.g., blaming, scapegoating)
that can disrupt cooperative efforts to achieve shared aims.

Objectives:
• Understand how unconscious individual and group processes influence motivation and
decision-making in the workplace
• Understand the psychological defense of projection and how it plays into group
dynamics, such as scapegoating
• Identify aggressive and passive (e.g., fight vs. flight) approaches to handling workplace
challenges and faulty group processes
• Learn ways to facilitate inclusiveness to gain the benefits of group synergy
• Gain insight and skills to manage workplace conflict constructively
Target Audience: Managers and Supervisors

Course Code

Days of
Training

Dates

Cost

Credits

C8072

1

Dec 28

$250

.6CEUs/8CPEs
6PDCs
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Python for Data Analysis I
(formerly ‘Data Analysis with Python’)
This full-day course covers the fundamental concepts of how to leverage the Python
programming language for data analysis. The course will include the basic syntax of Python
as it relates to performing basic exploratory data analysis, as well as how to create impactful
charts, graphs, and other information visualizations using NYC Open Data for operational
decision-making.

Objectives:
• Define what Python is and why it is useful
• Explore how Python structures data and the difference between Python and Excel
• Open a dataset in Python and shape it into a usable structure for analysis
• Create a visualization and calculate summary statistics of a dataset in Python
• Download and open data from the NYC Open Data Portal
• Conduct a simple data analysis using NYC Open Data
• Demonstrate how Python can be used to build a data-driven culture in the workplace
Target Audience: Analysts with basic programming knowledge and/or experience
performing advanced analysis in Excel (nested formulas with conditionals, pivot tables, and
macros)

Course Code

Days of
Training

Dates

Cost

Credits

C9662

1

Jan 13

$250

.6CEUs/8CPEs
6PDCs

37

DCAS Citywide Learning & Development

Management & Supervision Portfolio

R for Data Analysis I
A full-day course covering the key concepts of how to leverage the R programming
language for data analysis. The course will cover the basic syntax of R as it relates to
performing basic exploratory data analysis and how to create impactful charts, graphs, and
other information visualizations using NYC Open Data for operational decision-making.

Objectives:
• Introduce and practice key steps in exploratory data analysis
• Provide hands-on experience using R to clean and summarize data
• Cover the foundations of visualizing data
• Cultivate an attitude of curiosity to foster a culture of data-driven inquiry

Key Takeaways:
• Participants will understand what R is and why it’s useful
• Participants will understand how R structures data and why that’s important
• Participants will learn how to open a dataset and shape it into a usable structure for
analysis
• Participants will calculate summary statistics and visualizations of a dataset in R
• Participants will be exposed to elementary programming concepts and supplementary
packages in R
• Participants will apply skills to conduct a simple analysis of a dataset with open data
Target Audience: Individuals in an analyst (or similar) position

Course Code

Days of
Training

Dates

Cost

Credits

C8413

1

Jan 11

$250

.6CEUs/8CPEs
6PDCs
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Strategic Delegation: Leading a Team to Success
Understanding how to delegate appropriately for team success is a management skill many
organizational leaders lack. Leaders are more productive, their teams experience more
wins, and their agencies experience optimal performance when those at the helm delegate
appropriately. This class is designed to help leaders both understand the importance of premeditated delegation for time management and agency success and to enable leaders to
identify their own strengths & weaknesses, allowing them to delegate strategically and better
manage their time. It will help leaders identify the strengths of their team members—learning
to whom they should delegate what for greatest productivity. Through a thoroughly handson learning experience, participants will begin to master the science of strategic delegation,
(what, when, to whom, how).

Objectives:
• Gain a general understanding of their individual productivity
• Obtain perspective on the quality of their daily time management and learn ways to
improve it
• An awareness of the importance of prioritizing and delegation for success
• A deeper understanding of the science and practice of delegation
• Identify three types of authorities you can delegate
• Major reasons why leaders find delegation challenging
• How to harness the ability to delegate using trust, empowerment, and motivation as
tools in the delegation process
Target Audience: Leaders and Managers looking to increase individual and team
productivity by leveraging existing human resources

Course Code

Days of
Training

Dates

Cost

Credits

C8074

1

Nov 16

$250

.6CEUs/8CPEs
6PDCs
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The Manager as Performance Coach
People don’t quit their jobs, they quit their managers. How do you reverse that and become
the manager everyone wants to work for?
Coaching focuses on the employee. Coaching is a way of leading and managing, a way
of thinking and of treating people. It enables you to empower the employee to do the
work and to realize the benefits of self-confidence, self-belief, pride, certainty of personal
strengths, unleashing of potential, increased decision-making and leadership skills, dignity of
partnership, and increased adaptability to a changing world. You may also be preparing
them for the next promotion.
Coaching employees leads to greater engagement, innovation, and productivity. This
reduces the costs associated with employee attrition, unmet project timelines, and budget
excesses. Your department meets its performance goals and is an energizing happy
workplace. This is truly a win-win situation and you as the manager are the key. This 2-day
course prepares your mindset and gives you practice in being an effective coach manager
and unlocking your team’s potential.

Objectives:
• Understand the benefits of being a manager who coaches
• Learn the 4 stages of the Performance Curve and how coaching makes a difference
• Learn an 8-step coaching model and basic coaching skills
• Become familiar with what coaching sounds/looks like
• Identify the various situations when coaching can be used
• Learn best practices and the basic skills
• Explore the non-verbal aspects of coaching
• Explore communication styles and how they impact the coaching conversation
• Create a detailed implementation plan to use with your own direct reports
Target Audience: Managers, Supervisors, anyone with direct reports, and those who will soon
move into those roles

Course Code

Days of
Training

Dates

Cost

Credits

C8128

2

Nov 28-29

$500

1.2CEUs/16CPEs
12PDCs
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The Personalities of Teams
This course focuses on strengthening team relationships and enhancing team effectiveness.
The sum of individual team member personalities, the tasks the team is charged with, along
with the work environment and context in which the team functions all play a role in a
team’s personality. Participants will develop an understanding of the key characteristics of
effective teams and learn to recognize the style of leadership needed at different stages in a
team’s life cycle to drive productivity.
The goal of this course is to provide managers, supervisors and team leaders with the tools to
drive high team performance and build a positive team personality.

Objectives:
• Understand principles of teams
• View teams within an organizational context
• Understand the framework coined by Patrick Lencioni, Five Dysfunctions of a Team
• Be able to recognize what stage a team is in
• Understand strategies to guide teams based on a team’s current stage
• Understand productive versus disruptive conflict
• Be able to diagnose and strengthen characteristics that enable teams to be high
functioning
Target Audience: Managers, Supervisors and Team Leaders

Course Code

Days of
Training

Dates

Cost

Credits

C8077

1

Nov 22

$250

.6CEUs/8CPEs
6PDCs
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No Cost Learning Portfolio
The No Cost Learning portfolio provides City agencies with several different ways they
can train their workforce with minimal expenditures. DCAS Citywide L&D offers free
mandated and non-mandated online and in-person training opportunities. Employees
can participate at no cost in various technology courses offered by Microsoft and/
or other free courses such as Disability Awareness and Etiquette, Online Records
Management, and many more. These courses at no charge are found in additional
portfolios throughout the catalog:

CCHR Overview of the City Human Rights Law.............................. 44
Civil Service Overview...................................................................... 45
Disability Awareness and Etiquette................................................. 46
Online Records Management.......................................................... 48
Mandated Training............................................................................ 49
Everybody Matters: EEO and Diversity & Inclusion for
NYC Employees.......................................................................................... 49
LGBTQ: The Power of Inclusion.................................................................. 50
Sexual Harassment Prevention.................................................................. 52
Conflicts of Interest..................................................................................... 54
Corruption Prevention Awareness............................................................ 54

Microsoft Office 365 Applications.................................................... 55
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CCHR Overview of the City Human Rights Law
This workshop educates city employees on the legal protections and obligations under the
NYC Human Rights Law (City Human Rights Law). It provides city agencies and employees
with the skills and resources necessary to recognize and report discrimination, harassment,
and bias. The workshop covers protections under the City Human Rights Law in employment,
housing, and public accommodations, as well as discriminatory harassment, and bias-based
profiling by law enforcement.
It reviews protection categories under the City Human Rights Law, such as race, gender,
religion, disability, and many others. It also provides city employees with resources available
at the Commission to better serve and assist clients and members of the public who seek
services. A detailed description of how to file a complaint is covered, as well as information
about retaliation as a violation of the City Human Rights Law, and penalties and remedies
under the law.

Objectives:
• Acquire a general understanding of protections against discrimination afforded under
the City Human Rights Law
• Recognize the NYC Commission on Human Rights as a venue to file a discrimination
case
• Better assist clients and members of the public
• Identify and be aware of discrimination, harassment, bias, and retaliation when they
occur in the context of protections afforded under the City Human Rights law
• Be better equipped to navigate the Commission’s Complaint process and better guide
members of the public as to this process, and how to report discrimination
Target Audience: Staff at all levels

Course Code

Days of
Training

Dates

Cost

Credits

C8164

2 hrs

Oct 20; Dec 15
(10:00am-12:00pm)

N/C

.2CEUs/3CPEs
2PDCs
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Civil Service Overview (Live Webinar)
This course is designed to answer the most frequently asked questions about the Civil
Service process. Topics will include: the difference between permanent and provisional
appointments, types of titles and classifications, and other civil service related topics. DCAS’
Human Capital staff will lead the discussion on how to navigate the Civil Service system.

Objectives:
• The history of the Civil Service process
• Types of titles
• The test taking process
• What to expect post examination
• Navigating Civil Service careers
Target Audience: Staff at all levels

Course Code

Days of
Training

Dates

Cost

Credits

C8172W

2 hrs

Oct 20; Dec 15; Jan 19
9:30am-11:30am)

N/C

.2CEUs/2.4CPEs
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Disability Awareness & Etiquette (Live Webinar)
This training will review strategies and best practices for creating an inclusive environment for
people with disabilities. Participants will be educated about various myths or misconceptions
about the disabled community and develop competencies in interacting with persons with
various disabilities.

Objectives:
• To guide how to appropriately communicate with and engage people with disabilities,
including employees, job applicants and members of the public
• To promote the most current information about the disabled community to prevent
incorrect/biased assumptions
Target Audience: Staff at all levels

Course Code

Days of
Training

Dates

Cost

Credits

C8022W

1 ½ hr

Oct 11
(10:30am-12:00pm)

N/C

.15CEUs/2CPEs
1.5PDCs
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Disability Awareness & Etiquette (eCourse)
This eCourse covers awareness and etiquette surrounding people with disabilities in the
workplace. Throughout this training, we will cover laws protecting people with disabilities,
how to best assist people with disabilities, information on the different types of disabilities as
well as accommodations for each type of disability.
Upon completion of the training, you should have:
• An understanding on the different kinds of disabilities
• The confidence in knowing when and how to assist people with disabilities
• Awareness for how to be an ally inside and outside of the workplace for people with
disabilities
Target Audience: Staff at all levels

Access

Cost

This eCourse may be taken at any time from a work location.
Contact Citywide Compliance: (Ccompliance@dcas.nyc.gov)
to request access to the training.

N/C
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Online Records Management (eCourse)
The Department of Records & Information Services (DORIS) “Online Records Management
Training” is an introduction to records management that covers basic information and key
definitions you will need to understand records management. City employees are expected
to complete this training to learn about best practices for records management and how to
work with records throughout their life cycle

Objectives: Participants will learn:
• Why records management is important
• What is and is not considered a record
• What is involved in records management
• How to work with records throughout their life cycle
• Records management “Best Practices”
• How to name digital files
• Where to go with questions
Target Audience: : Staff at all levels

Access

Cost

This eCourse may be taken at any time from a work location.
Contact Citywide Compliance: (Ccompliance@dcas.nyc.gov)
to request access to the training.

N/C
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MANDATED TRAINING
Everybody Matters: EEO & Diversity & Inclusion for NYC
Employees (eCourse)
This training course supports the mandated under Local Law 121 in the City Charter and
provides all City employees with a framework to understand the importance of diversity and
inclusion and how to develop the skills needed to create an inclusive environment where
all employees, clients, vendors, and visitors are included. This course covers the City’s Equal
Employment Opportunity Policy, who is protected, what constitutes discrimination and who is
entitled to an accommodation

Objectives:
This eCourse is provided as four modules:
Module 1: Introduction to EEO Principals covers the City’s Equal Employment
Opportunity Policy, who is protected, what constitutes discrimination and who is entitled
to an accommodation.
Module 2: Workplace Harassment and Discrimination covers the City’s Equal 		
Employment Opportunity Policy, who is protected, what constitutes discrimination and
who is entitled to an accommodation
Module 3: Diversity & Inclusion covers the City’s Equal Employment Opportunity
Policy, who is protected, what constitutes discrimination and who is entitled to an
accommodation.
Module 4: Racial Equality covers the City’s Equal Employment Opportunity Policy, who is
protected, what constitutes discrimination and who is entitled to an accommodation.
Target Audience: Staff at all levels

Access

Cost

Requirement

This eCourse may be taken at any time from a
work location. Contact Citywide Compliance:
(Ccompliance@dcas.nyc.gov) to request
access to the training.

N/C

All City employees are
required to take the training
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LGBTQ: The Power of Inclusion
This training will facilitate awareness of the emotional impact of being a member of the
LGBTQ community and provide best practices and guidance for how to create/promote
an open and inclusive environment for this community. Participants will also receive specific
guidance as to the correct and inclusive terminology related to the transgender community,
City agencies’ responsibilities under the Mayor’s Executive Order 16 (EO 16) regarding the
legal right of transgender and gender non-conforming persons to freely access the single-sex
facilities owned/operated by the City that most closely aligns with their gender expression or
identity, as well as examples of behaviors that may violate EO 16.

Objectives:
• Educate participants on the correct terminology and legislation regarding the LGBTQ
community and employees in the workplace
• Understand relevant issues, such as appropriate terminology, stages of transition, and
inclusive workplace practices for the LGBTQ community
• Educate participants on the requirements under Executive Order 16 regarding access to
the City’s single-sex facilities
Target Audience: Staff at all levels

Course Code
C7787

Days of
Training
1/2

DCAS L&D Fall 2022 Course Catalog

Dates

Cost

Credits

Oct 18; Jan 11
(1:30pm-5:00pm)
Dec 7
(9:00am-12:30pm)

N/C

.3CEUs/4CPEs
3PDCs
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LGBTQ: The Power of Inclusion (eCourse)
This training will facilitate awareness of the emotional impact of being a member of the
LGBTQ community and provides guidance for how to create/promote an open and inclusive
environment for this community. Participants will also receive specific guidance as to the
correct and inclusive terminology related to the transgender community, City agencies’
responsibilities under the Mayor’s Executive Order 16 (EO 16) regarding the legal right of
transgender and gender non-conforming persons to freely access the single-sex facilities
owned/operated by the City that most closely aligns with their gender expression or identity,
as well as examples of behaviors that may violate EO 16.

Objectives:
• Educate participants on the correct terminology and legislation regarding the LGBTQI+
community and employees in the workplace
• Understand relevant issues, such as appropriate terminology, stages of transition, and
inclusive workplace practices for the LGBTQ community
• Educate participants on the requirements under Executive Order 16 regarding access to
the City’s single-sex facilities
Target Audience: Staff at all levels

Access

Cost

Requirement

This eCourse may be taken at any time from a
work location. Contact Citywide Compliance:
(Ccompliance@dcas.nyc.gov) to request
access to the training.

N/C

All City employees are required
to take the training
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Sexual Harassment Prevention (Live Webinar)
This mandated training under Local Law 92 will facilitate awareness of the City’s prohibition
on sexual harassment in its workplaces under applicable laws and the City’s Equal
Employment Opportunity (EEO) Policy. Participants will learn definitions of sexual harassment,
relevant legislation, prevention techniques, and a procedure for filing a complaint. This
course will help the participants create an environment free from sexual harassment.

Topics included:
• Definitions and examples of sexual harassment
• How sexual harassment is a form of unlawful discrimination under federal, state, and
local law
• The role of the New York City Commission on Human Rights (NYC CHR), the New York
State Division of Human Rights (NYS DHR), and the United States Equal Employment
Opportunity Commission (US EEOC), and the complaint procedures
• The complaint process for employees, managers, and supervisors
• The prohibition of retaliation
• The importance of bystander intervention
Target Audience: : Staff at all levels
IMPORTANT NOTE: A Course Certificate is a proof that you’ve met all course requirements.
To receive a Course Certificate for Sexual Harassment Prevention, you must complete the
webinar as an online, on-camera participant. Course Certificates will not be generated for
learners who only call in or participate in the program by telephone.

Course Code

Days of
Training

Dates

Cost

Credits

C7965W

2 hrs

Daily Based on Demand

N/C

N/A
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Sexual Harassment Prevention (eCourse)
This mandated training under Local Law 92 will facilitate awareness of the City’s prohibition
on sexual harassment in its workplaces under applicable laws and the City’s Equal
Employment Opportunity (EEO) Policy. Participants will learn definitions of sexual harassment,
relevant legislation, prevention techniques, and a procedure for filing a complaint. This
course will help the participants create an environment free from sexual harassment.

Topics included:
• Definitions and examples of sexual harassment
• How sexual harassment is a form of unlawful discrimination under federal, state, and
local law
• The role of the New York City Commission on Human Rights (NYC CHR), the New York
State Division of Human Rights (NYS DHR), and the United States Equal Employment
Opportunity Commission (US EEOC), and the complaint procedures
• The complaint process for employees, managers, and supervisors
• The prohibition of retaliation
• The importance of bystander intervention
Target Audience: Staff at all levels

Access

Cost

Requirement

This eCourse may be taken at any time from a
work location. Contact Citywide Compliance:
(Ccompliance@dcas.nyc.gov) to request
access to the training.

N/C

All City employees are required
to take the training
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The following courses should be completed during the same time period:

Conflicts of Interest (eCourse)
DCAS Citywide Learning & Development has partnered with the Conflicts of Interest Board
(COIB) to provide this mandatory Conflicts of Interest eTraining to all City employees. All city
employees are mandated to receive training in Chapter 68 of the NYC City Charter (the
City’s conflict of interest law.) Successful completion of this eCourse fulfills that mandate. This
course covers:
• Information about the Conflicts of Interest Board, the agency that administers and
enforces the Conflicts of Interest Law.
• The big picture principles at work in the Conflicts of Interest Law.
• The basic restrictions set forth in the Conflicts of Interest Law
Target Audience: Staff at all levels

Access

Cost

Requirement

This eCourse may be taken at any time from a
work location. Contact Citywide Compliance:
(Ccompliance@dcas.nyc.gov) to request
access to the training.

N/C

All City employees are required
to take the training

Corruption Prevention Awareness (eCourse)
DCAS Citywide Learning & Development has partnered with the Department of Investigation
(DOI) to provide this mandatory Corruption Prevention Awareness eTraining to all City
employees. This training is required for all City employees, as per Chapter 34 of the NYC City
Charter and Executive Order 16 (signed in 1978), who have a responsibility in helping to fight
corruption, fraud, waste, and wrongdoing. Successful completion of this eCourse fulfills that
mandate.
Target Audience: Staff at all levels

Access

Cost

Requirement

This eCourse may be taken at any time from a
work location. Contact Citywide Compliance:
(Ccompliance@nyc.gov) to request access
to the training.

N/C

All City employees are required
to take the training
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New! Microsoft Office 365 Applications
Free On-Demand Recorded Instructor-Led Training
On-demand Microsoft training classes for Office 365 are now available to all city employees.
The recorded trainings range from the introductory to advanced levels. These non-credit
bearing training sessions do not have specific dates.
Agencies can access these recordings on CityShare.

Objectives:
• Create new Booking’s calendar and customize your service offerings
• Understand the difference between OneDrive for Business and SharePoint Online
• Learn effective strategies for creating, structuring and managing Teams and
collaborating on files
• Create forms, quizzes and polls
• Navigate OneNote and organize content across notebooks and pages
• Create and organize a plan; assign tasks and learn how to use specialized views of your
plan
• Streamline repetitive tasks and paperless processes with Power Automate
• Learn the building blocks for creating interactive dashboards with Power BI
• Get started with chat and meeting in Teams
• Understand how to create and manage data with Lists
• Review advanced course for SharePoint Online, Teams and Outlook
Target Audience: Employees who wish to establish a foundational understanding of Office
365 and Teams
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Course Name

Duration of Training

Cost

Video Link

Bookings

60 mins

N/C

Click here

Cloud Storage

60 mins

N/C

Click here

Collaboration in Files and
Meetings

60 mins

N/C

Click here

Forms

60 mins

N/C

Click here

Lists

60 mins

N/C

Click here

OneNote

60 mins

N/C

Click here

Outlook – Advanced

60 mins

N/C

Click here

Planner

60 mins

N/C

Click here

Power Automate

60 mins

N/C

Click here

Power BI

60 mins

N/C

Click here

SharePoint Online – Advanced

60 mins

N/C

Click here

Teams – Advanced

60 mins

N/C

Click here

Teams - Getting Started

60 mins

N/C

Click here

Teams - Meetings Deep Dive

60 mins

N/C

Click here
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Free Live Instructor-Led Training
These non-credit bearing courses are delivered by Microsoft instructors and offered in a
group setting online. A minimum of 20 students per class is required to schedule a class.
Contact your Agency Training Liaison to schedule training for your team.

Meetings, Chat & Document Collaboration
Objectives:
• Learn how to use Microsoft Teams for meetings, chat and document collaboration
• Learn how to work with documents and content in SharePoint Online & OneDrive for
Business
Target Audience: Agency with 20+ End Users with an Office 365 license
Course Name
Bookings Level 100
OneDrive for Business Level 100

Duration of
Dates
Training
60 mins
TBD
60 mins
TBD

Cost

Credits

N/C
N/C

N/A
N/A

OneDrive for Business & SharePoint Online
Level 100

60 mins

TBD

N/C

N/A

SharePoint OnlineLevel 100
SharePoint Online Level 200
Teams Level 100
Teams Level 200
Teams Breakout Rooms Level 100
Teams Channels & Files Level 100
Teams Chat & Meetings Level 100
Teams Live Event (Attendee) Level 100
Teams Live Event (Organizer) Level 100
Teams Meetings Level 100

60 mins
60 mins
60 mins
60 mins
60 mins
60 mins
60 mins
60 mins
60 mins
60 mins

TBD
TBD
TBD
TBD
TBD
TBD
TBD
TBD
TBD
TBD

N/C
N/C
N/C
N/C
N/C
N/C
N/C
N/C
N/C
N/C

N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A

Prerequisite: Basic knowledge of computer applications
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Free Live Instructor-Led Training
These non-credit bearing courses are delivered by Microsoft instructors and offered in a
group setting online. A minimum of 20 students per class is required to schedule a class.
Contact your Agency Training Liaison to schedule training for your team.

Other Office 365 Applications
Objectives:
• Learn how to use your various Office 365 applications more effectively
Target Audience: Agency with 20+ End Users with an Office 365 license
Course Name

Duration of Training Dates

Cost

Credits

Excel Level 100

60 mins

TBD

N/C

N/A

Excel Level 200

60 mins

TBD

N/C

N/A

Forms Level 100

60 mins

TBD

N/C

N/A

Lists Level 100

60 mins

TBD

N/C

N/A

OneNote Level 100

60 mins

TBD

N/C

N/A

Outlook Level 100

60 mins

TBD

N/C

N/A

Planner Level 100

60 mins

TBD

N/C

N/A

Power Apps Level 100

60 mins

TBD

N/C

N/A

Power Automate
Level 100

60 mins

TBD

N/C

N/A

Power BI Level 100

60 mins

TBD

N/C

N/A

Power BI Desktop
Level 200

60 mins

TBD

N/C

N/A

PowerPoint Level 100

60 mins

TBD

N/C

N/A

PowerPoint Level 200

60 mins

TBD

N/C

N/A

Stream Level 100

60 mins

TBD

N/C

N/A

Tasks in Microsoft 365
Level 100

60 mins

TBD

N/C

N/A

To Do Level 100

60 mins

TBD

N/C

N/A

Whiteboard Level 100

60 mins

TBD

N/C

N/A

Word Level 100

60 mins

TBD

N/C

N/A

Word Level 200

60 mins

TBD

N/C

N/A

Prerequisite: Basic knowledge of computer applications
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Free Live Instructor-Led Training
These non-credit bearing courses are delivered by Microsoft instructors and offered in a
group setting online. A minimum of 20 students per class is required to schedule a class.
Contact your Agency Training Liaison to schedule training for your team.
Microsoft 365 Accessibility

Objectives:

• Learn how to set up and navigate the settings within Windows 10 and Microsoft 365
desktop applications including Microsoft Teams
• Understand how to create accessible content
• Learn about accessibility tools and features for people who are color blind or have low
vision
• Learn about features for those who are hard of hearing, have hearing loss, or have
deafness
• Learn about tools to make the digital world more accessible for those who live with
dyslexia, seizures, autism, or other cognitive differences

Target Audience: Agency with 20+ End Users with an Office 365 license.

Course Name
Accessibility: Creating Accessible Content
Level 100
Accessibility: Hard of Hearing Level 100
Accessibility: Low Vision Level 100
Accessibility: Neurodiversity Level 100

Duration of Training

Dates Cost Credits

60 mins

TBD N/C

N/A

60 mins
60 mins
60 mins

TBD N/C
TBD N/C
TBD N/C

N/A
N/A
N/A

Prerequisite: Basic knowledge of computer applications
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*Mandated Citywide Trainings

New York City-Specific Portfolio
Programs in this portfolio offer a variety of training and development opportunities that
are specific to working for the City of New York. Trainings offered in this category include
professional practice programs such as energy, audit, IT, HR, procurement, etc.; cultural
awareness & inclusivity programs, and non-DCAS opportunities conducted by agency
partners such as the Office of Labor Relation’s Work Well, Small Business Services, etc.

Writing in Plain Language and Clinic
(Located in Personal Development Portfolio)........................................ 119

Cultural Awareness & Inclusivity
The programs in this section are mandated and non-mandated. The courses offered
will help to build a more diverse and inclusive workforce, also meeting the requirements
of the New York City Charter. The broad range of training opportunities will help your
workforce learn about representation or the make-up of an organization and how well
the contributions, presence, and perspectives of different groups of people are valued
and integrated into a working environment.

Building an Inclusive Culture: Understanding Unconscious Bias........... 64
Can We Talk? The Power of Words............................................................ 65
Disability Awareness & Etiquette............................................................... 66
Everybody Matters: EEO and Diversity & Inclusion Training for NYC
Employees*................................................................................................. 68
From Microaggressions to Microaffirmations........................................... 69
LGBTQ: The Power of Inclusion*................................................................. 70
Managing the Multi-Generational Workforce: Leveraging the
Talents of 5 Generations............................................................................ 72
Reasonable Accommodation Procedural Guidelines........................... 73
Sexual Harassment Prevention*................................................................ 74
Structured Interviewing and Unconscious Bias....................................... 76
Structured Interviewing: Utilizing Follow-Up and Probing Questions..... 77
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Professional Practices
These courses and programs are designed for specific communities-of-practice to allow
for continuity in networking, collaboration, and knowledge sharing. Whether you are in
the energy, audit, procurement, or IT community, or are an HR professional, you can find
programs geared specifically to your field of expertise.

Audit Professionals.......................................................................... 78
Audit Evidence and Documentation........................................................ 78
Data Analytics: Tools and Techniques for Auditors................................. 79
Enterprise Risk Management (ERM) Seminar........................................... 80
Presentation Skills for Auditors................................................................... 81

Energy Management Professionals............................................... 82
Air to Air Energy Recovery Fundamentals............................................... 82
Air to Air Energy Recovery Applications: Best Practices........................ 83
Building Operator Certification Level 1 (BOC-1)..................................... 84
Building Operator Certification Level 2 (BOC-2)..................................... 86
Certified Energy Manager......................................................................... 88
Fundamentals of Building Systems Blackboard Pilot.............................. 90
Guideline 36: Best in Class HVAC Control Sequence (ASHRAE)............ 91
High-Performance Building Design: Applications
& Future Trends (ASHRAE).......................................................................... 92
Improving Existing Building Operations (ASHRAE).................................. 93
Load Management Training & Coaching................................................ 94
Renewable Energy 101.............................................................................. 96

IT Professionals (Located in the Technology Skills Portfolio)...... 121
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Procurement Professionals ............................................................ 97
Conflicts of Interest Seminar for Procurement Professionals ................. 97
Small Business Services M/WBE Courses ................................................. 98
Best Practices for Incorporating the M/WBE Program into the
Procurement Process................................................................................. 98
Best Practices for M/WBE Goal Setting .................................................... 99
Best Practices for M/WBE Networking and Outreach .......................... 100
M/WBE Program Overview & Resources ............................................... 100

Non-DCAS Opportunities
DCAS Citywide L&D has partnered with City agencies to present programs that provide
resources and knowledge that are specific to all City of New York agencies in areas such as
emergency management, conflicts of interest, M/WBE purchasing, and customer service.

CCHR Overview of the City Human Rights Law .................................... 101
Civil Service Overview ............................................................................ 102
Conflicts of Interest* ................................................................................ 103
Corruption Prevention Awareness*......................................................... 103
Online Records Management................................................................. 104
*Mandated Citywide Trainings
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CULTURAL AWARENESS & INCLUSIVITY
Building an Inclusive Culture: Understanding
Unconscious Bias
This training will examine the importance of understanding the unconscious or hidden
biases that inform our behaviors and decisions at work. Participants will learn the difference
between conscious (explicit) and unconscious/hidden (implicit) bias, understand the
different levels of bias, and how we interpret and make decisions using our individual
lenses, layers and legacies. The training will examine several types of bias, which influence
workplace relationships and inadvertently privilege some and exclude others.

Objectives:
• Educate all employees as to how perceptions, personal beliefs, and opinions can lead
to stereotyping and biased employment practices in the workplace
• Provide employees with tools to identify such beliefs, determine whether such beliefs
are adversely impacting their working relationships and decisions, and how to course
correct such actions
Target Audience: Staff at all levels

Course Code

Days of
Training

C1078

1/2

DCAS L&D Fall 2022 Course Catalog

Dates

Cost

Credits

Nov 2; Jan 24
(9:00am-12:30pm)
or (1:30pm-5:00pm)

N/C

.3CEUs/4CPEs
3PDCs
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Can We Talk? The Power of Words
Uncomfortable, yet courageous conversations about systemic racism, equity, and social
injustice, have highlighted how words can serve as an enabler or barrier to common
understanding, equity, and inclusion. This course will heighten our awareness of the implicit/
explicit power that words carry and provide participants with the tools to engage in effective
and intentional communication.

Objectives:
• Learning the art of communication
• Discussing the impact of bias in communications
• Exploring Emotional Intelligence (EQ) as a key enabler to inclusive communications
• Creating a personal commitment
Target Audience: Staff at all levels

Course Code

Days of
Training

Dates

Cost

Credits

C8691

1

Nov 1

N/C

.6CEUs/8CPEs
6PDCs
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Disability Awareness & Etiquette (Live Webinar)
This training will review strategies and best practices for creating an inclusive environment for
people with disabilities. Participants will be educated about various myths or misconceptions
about the disabled community and develop competencies in interacting with persons with
various disabilities.

Objectives:
• To guide how to appropriately communicate with and engage people with disabilities,
including employees, job applicants and members of the public
• To promote the most current information about the disabled community to prevent
incorrect/biased assumptions
Target Audience: Staff at all levels

Course Code

Days of
Training

Dates

Cost

Credits

C8022W

1 ½ hr

Oct 11
(10:30am-12:00pm)

N/C

.15CEUs/2CPEs
1.5PDCs
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Disability Awareness & Etiquette (eCourse)
This eCourse covers awareness and etiquette surrounding people with disabilities in the
workplace. Throughout this training, we will cover laws protecting people with disabilities,
how to best assist people with disabilities, information on the different types of disabilities as
well as accommodations for each type of disability.
Upon completion of the training, you should have:
• An understanding on the different kinds of disabilities
• The confidence in knowing when and how to assist people with disabilities
• Awareness for how to be an ally inside and outside of the workplace for people with
disabilities
Target Audience: Staff at all levels

Access

Cost

This eCourse may be taken at any time from a
work location. Contact Citywide Compliance:
(Ccompliance@dcas.nyc.gov) to request access to the
training.

N/C
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Everybody Matters: EEO & Diversity & Inclusion for NYC
Employees (eCourse)
This training course supports the mandated under Local Law 121 in the City Charter and
provides all City employees with a framework to understand the importance of diversity and
inclusion and how to develop the skills needed to create an inclusive environment where all
employees, clients, vendors, and visitors are included. The curriculum for this fundamental
course covers an introduction to EEO principles, workplace harassment and discrimination,
including harassment and discrimination based on age, diversity & inclusion, and racial
equity.

Objectives:
This eCourse is provided as four modules:
Module 1: Introduction to EEO Principals covers the City’s Equal Employment
Opportunity Policy, who is protected, what constitutes discrimination and who is entitled
to an accommodation.
Module 2: Workplace Harassment and Discrimination covers the City’s Equal
Employment Opportunity Policy, who is protected, what constitutes discrimination and
who is entitled to an accommodation.
Module 3: Diversity & Inclusion covers the City’s Equal Employment Opportunity
Policy, who is protected, what constitutes discrimination and who is entitled to an
accommodation.
Module 4: Racial Equality covers the City’s Equal Employment Opportunity Policy, who is
protected, what constitutes discrimination and who is entitled to an accommodation.
Target Audience: Staff at all levels

Access

Cost

Requirement

This eCourse may be taken at any time
from a work location. Contact Citywide
Compliance: Ccompliance@dcas.nyc.gov)
to request access to the training.

N/C

All City employees are required
to take the training
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From Microaggressions to Microaffirmations
How social stereotypes influence behaviors and actions and what to do about them
Microaggressions are the everyday verbal and non-verbal exchanges, whether intentional
or unintentional, that communicate hostile, derogatory, or negative messages to target
persons based solely upon their membership in a marginalized/underrepresented group,
(e.g., race/ethnicity, nationality, sexual orientation, gender identity, religion). While
microaggressions may appear harmless or even seem like a compliment, e.g., telling a
person of color “you are so articulate”, they contain demeaning hidden messages that often
stem from unconscious biases. Employees who are frequent targets of microaggressions can
experience health problems, burnout, and other negative effects of what has been called a
“death by a thousand cuts.”
This workshop focuses on creating awareness of the negative impact that subtle or
unintentional comments or actions towards members of marginalized groups can have on
these individuals and others, and the workplace. As part of our comprehensive approach
to behavior-based Diversity, Equity & Inclusion (DE&I) training, this course features examples
of case scenarios, behaviors and interactive assessments that promote a more inclusive,
respectful, and engaging workplace.

Objectives:
• Learn how to define and describe microaggressions
• Understand the negative impact of microaggressions on individuals, groups, and
organizations
• Learn and practice strategies for responding to microaggressions with microaffirmations
in a positive and effective manner
Target Audience: Staff at all levels

Course Code

Days of
Training

Dates

Cost

Credits

C9580

1/2

Nov 3
(9:00am-12:30pm)

N/C

.3CEUs/4CPEs
3PDCs
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LGBTQ: The Power of Inclusion
This training will facilitate awareness of the emotional impact of being a member of the
LGBTQ community and provide best practices and guidance for how to create/promote
an open and inclusive environment for this community. Participants will also receive specific
guidance as to the correct and inclusive terminology related to the transgender community,
City agencies’ responsibilities under the Mayor’s Executive Order 16 (EO 16) regarding the
legal right of transgender and gender non-conforming persons to freely access the single-sex
facilities owned/operated by the City that most closely aligns with their gender expression or
identity, as well as examples of behaviors that may violate EO 16.

Objectives:
• Educate participants on the correct terminology and legislation regarding the LGBTQI+
community and employees in the workplace
• Understand relevant issues, such as appropriate terminology, stages of transition, and
inclusive workplace practices for the LGBTQ community
• Educate participants on the requirements under Executive Order 16 regarding access to
the City’s single-sex facilities
Target Audience: Staff at all levels

Course Code
C7787

Days of
Training
1/2

DCAS L&D Fall 2022 Course Catalog

Dates

Cost

Credits

Oct 18; Jan 11
(1:30pm-5:00pm)
Dec 7
(9:00am-12:30pm)

N/C

.3CEUs/4CPEs
3PDCs
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LGBTQ: The Power of Inclusion (eCourse)
This training will facilitate awareness of the emotional impact of being a member of the
LGBTQ community and provides guidance for how to create/promote an open and
inclusive environment for this community. Participants will also receive specific guidance
as to the correct and inclusive terminology related to the transgender community, City
agencies’ responsibilities under the Mayor’s Executive Order 16 (EO 16) regarding the legal
right of transgender and gender non-conforming persons to freely access the single-sex
facilities owned/operated by the City that most closely aligns with their gender expression or
identity, as well as examples of behaviors that may violate EO 16.

Objectives:
• Educate participants on the correct terminology and legislation regarding the LGBTQ
community and employees in the workplace
• Understand relevant issues, such as appropriate terminology, stages of transition, and
inclusive workplace practices for the LGBTQ community
• Educate participants on the requirements under Executive Order 16 regarding access to
the City’s single-sex facilities
Target Audience: Staff at all levels

Access

Cost

Requirement

This eCourse may be taken at any time
from a work location. Contact Citywide
Compliance: (Ccompliance@dcas.nyc.gov
to request access to the training.

N/C

All City employees are required
to take the training
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Managing the Multi-Generational Workforce:
Leveraging the Talents of 5 Generations
Currently, five generations are working side by side. This melding of generations in the
workplace has brought both benefits and challenges. With each generation comes a
distinct set of skills and different expectations that must be managed. Working remotely
(during a pandemic) has also required us to become more nimble as an employer and to
redefine ways to hold employees accountable.
This course will evaluate how our multi-generational workforce has reacted to the changed
environment caused by the pandemic and how they can work together to leverage each
other’s talents. In addition, it will guide leadership on how they can tap into this and still
maximize productivity across the different generations they are managing.

Objectives:
• Learning the facts and nuances about the five generations in the workplace
• Discovering potential challenges when interacting with the different generations and
ways to foster respectful communication
• Addressing stereotypes and learning best practices to confront age bias
• Developing an action plan to connect to all generations in your workplace
Target Audience: Staff at all levels

Course Code

Days of
Training

Dates

Cost

Credits

C8606

1/2

Jan 10
(1:30pm-5:00pm)

N/C

.3CEUs/4CPEs
3PDCs
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Reasonable Accommodation Procedural Guidelines
This training will review the City’s Reasonable Accommodation Procedural Guidelines (the
“Guidelines”). Participants will become familiar with the reasonable accommodation review
process under the City’s Guidelines and the roles and responsibilities of relevant parties in the
review process, as well as develop competencies in applying the Guidelines.

Objectives:
• Understand the four bases for accommodation and the specific options for
accommodation for each
• Understand the City’s Reasonable Accommodations policy and the role of the
Reasonable Accommodations (R/A) Guidelines
• Articulate all phases of the interactive/cooperative process and the importance of
determining whether a reasonable accommodation exists
• Apply a uniform and consistent process for reviewing R/A requests
Target Audience: EEO Officers, Agency Personnel Officers and Disability Rights Coordinators

Course Code
C7788

Days of
Training
1/2

Dates

Cost

Credits

Oct 27; Dec 6
(9:00am-12:30pm) or
(1:30pm-5:00pm)

N/C

.3CEUs/4CPEs
3PDCs
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Sexual Harassment Prevention (Live Webinar)
This mandated training under Local Law 92 will facilitate awareness of the City’s prohibition
on sexual harassment in its workplaces under applicable laws and the City’s Equal
Employment Opportunity (EEO) Policy. Participants will learn definitions of sexual harassment,
relevant legislation, prevention techniques, and a procedure for filing a complaint. This
course will help the participants create an environment free from sexual harassment.

Topics Included:
• Definitions and examples of sexual harassment
• How sexual harassment is a form of unlawful discrimination under federal, state, and
local law
• The role of the New York City Commission on Human Rights (NYC CHR), the New York
State Division of Human Rights (NYS DHR), and the United States Equal Employment
Opportunity Commission (US EEOC), and the complaint procedures
• The complaint process for employees, managers, and supervisors
• The prohibition of retaliation
• The importance of bystander intervention
Target Audience: Staff at all levels
IMPORTANT NOTE: A Course Certificate is a proof that you’ve met all course requirements.
To receive a Course Certificate for Sexual Harassment Prevention, you must complete the
webinar as an online, on-camera participant. Course Certificates will not be generated for
learners who only call in or participate in the program by telephone.

Course Code

Days of
Training

Dates

Cost

Credits

C7965W

2 hrs

Daily Based on Demand

N/C

N/A
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Sexual Harassment Prevention (eCourse)
This mandated training under Local Law 92 will facilitate awareness of the City’s prohibition
on sexual harassment in its workplaces under applicable laws and the City’s Equal
Employment Opportunity (EEO) Policy. Participants will learn definitions of sexual harassment,
relevant legislation, prevention techniques, and a procedure for filing a complaint. This
course will help the participants create an environment free from sexual harassment.

Topics Included:
• Definitions and examples of sexual harassment
• How sexual harassment is a form of unlawful discrimination under federal, state, and
local law
• The role of the New York City Commission on Human Rights (NYC CHR), the New York
State Division of Human Rights (NYS DHR), and the United States Equal Employment
Opportunity Commission (US EEOC), and the complaint procedures
• The complaint process for employees, managers, and supervisors
• The prohibition of retaliation
• The importance of bystander intervention
Target Audience: Staff at all levels

Access

Cost

Requirement

This eCourse may be taken at any time
from a work location. Contact Citywide
Compliance:(Ccompliance@dcas.nyc.gov)
to request access to the training.

N/C

All City employees are required
to take the training
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Structured Interviewing and Unconscious Bias
This training will examine the impact of unconscious bias on the employee interview and
selection process. Participants will learn how to identify unconscious biases, the impact
of bias on decision making, tools for making fair employment decisions and best practice
guidance in this area, including a review of the Uniform Guidelines on Employee Selection
Procedures (UGESP).

Objectives:
• Develop inclusive behaviors that will create an environment where all employees feel
valued, included, and engaged
• Utilize your skill set to better serve the vast diversity of all NYC communities
• Draw upon personal experiences to gain insight into inclusion
Target Audience: Hiring Managers, EEO Professionals and HR Professionals who work with
prospective candidates

Course Code

Days of
Training

C7790

1/2
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Dates

Cost

Credits

Nov 9; Jan 19
(9:00am-12:30pm) or
(1:30pm-5:00pm)

N/C

.3CEUs/4CPEs
3PDCs
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Structured Interviewing: Utilizing Follow-Up and Probing
Questions
Structured Interviewing is a best practice that ensures organizations can identify the most
qualified candidates. However, it can be challenging to use structured interviewing to
evaluate a candidate’s abilities. The purpose of this session is to help participants feel more
comfortable with an interactive interview conversation. Participants will gain increased
competency in conducting interviews according to structured interviewing protocols and
will deepen their understanding of methods for asking probing follow-up questions, as well as
engaging interviewees objectively to understand the range of skills they bring to the position.
This half-day interactive session will include role plays and case scenarios to practice
applicable skills.

Objectives:
• Obtain an overview of Structured Interviewing and the City’s Interview Process
• Learn how to use Structured Interviewing practices in the context of unique situations to
ask: Probing questions, and pertinent follow-up questions and to engage interviewees

Prerequisite: Structured Interviewing and Unconscious Bias
Target Audience: Hiring Managers, EEO Professionals and HR Professionals who work with
prospective candidates

Course Code

Days of
Training

C8047

1/2

Dates

Cost

Credits

Oct 19; Nov 17; Jan 31
(9:00am-12:30pm) or
(1:30pm-5:00pm)

N/C

.3CEUs/4CPEs
3PDCs
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PROFESSIONAL PRACTICES
Audit Evidence and Documentation
Government Auditing Standards require performance auditors to ensure that findings
and recommendations are supported by sufficient, relevant and competent evidence
documented in working papers. Analyze the types of evidence and the tests that evidence
must meet. Learn methods for collecting and documenting types of evidence needed
to support your reports and to meet professional standards. Discover the benefits of
referencing and how your audit objectives and design strategy affect the data required to
conduct the audit.

Objectives:
• Identify and apply the government auditing standards that pertain to audit evidence
and documentation
• Describe the types, tests and sources of evidence, how evidence is collected and how
it can be documented
• Apply appropriate methods in collecting and recording evidence to assure the
competence of the evidence
• Design an audit to identify and obtain sufficient, relevant evidence that will satisfy the
audit’s objectives using a step-by-step process and a matrix to document the design
• Describe the purpose, types and forms, basic principles and information elements of
audit documentation
• Explain reasons and demonstrate methods for indexing, safeguarding and crossreferencing audits
• Describe responsibilities for supervisory review of audit documentation and the benefits
of referencing the audit report to the documentation
Target Audience: New and intermediate Auditors with limited exposure to the subject will
benefit

Course Code

Days of
Training

Dates

Cost

Credits

A7011

2

Oct 13-14

$680

1.2CEUs/16CPEs
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Data Analytics: Tools and Techniques for Auditors
This seminar is a condensed, quick-paced overview of the principles, tools, techniques and
applications of data analytics within a contemporary audit environment. Large amounts
of electronic data present an enormous challenge and opportunity to identify trends,
correlations, levels of compliance, activity, risks, possible fraud, errors, and otherwise hidden
causes and effects in financial, performance and operational activity.
This seminar will demonstrate the application of software and a case study to demonstrate
the power of available tools to extract, sort and identify specific information from databases
and the cloud. This seminar will also explore approaches to using data to identify risks and
outliers, monitor activity and display and chart results for reporting and presentation, as well
as current industry data trends and threats.

Objectives:
• Explain the importance of data analytics in auditing
• Identify patterns and outliers quickly to make decisions on what to analyze
• Describe the difference between structured and unstructured data
• Use the Data Analysis Maturity Model and identify your organization’s maturity
• Practice on multiple case studies analyzing with an audit-specific data analysis tool
• List common data analysis tools that can be used in auditing
• Explain various trends in data analysis, data architecture, and data governance and
their implications on auditing
Target Audience: Managers, Leaders, Auditors, Analysts, Evaluators and Investigators

Course Code

Days of
Training

Dates

Cost

Credits

A9509

1

Nov 3

$420

.6CEUs/8CPEs
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Enterprise Risk Management (ERM) Seminar
This seminar is designed for managers, auditors, analysts and executives responsible for
mission and mission support risk assessment over financial and performance activities,
including implementing the Federal Manager’s Financial Integrity Act and OMB Circular
A-123. It is also designed for auditors and evaluators who need to understand the
application and role of risk management and assessing internal control in sustaining
organizational performance, efficiency, effectiveness, and accountability.
Seminar topics are based on a combination of the GAO Green Book, Standards for Internal
Control, the COSO Standards for ERM and the award-winning and best-selling textbook,
“Enterprise Risk Management: A Guide for Government Professionals.” The seminar provides
discussion, real-life case study examples and application exercises.

Objectives:
• Explain the need for ERM
• Describe risk in government
• Explain leadership accountability for enterprise risk management
• Identify strategies for building a risk culture
• Use ERM to define risk to strategic goals
• Articulate the role of ERM in the budget environment
Target Audience: Executives, Managers, Analysts and Auditors responsible for mission and
mission support risk assessment over financial, operational and performance activities

Course Code

Days of
Training

Dates

Cost

Credits

A9512

1

Nov 29

$420

.6CEUs/8CPEs
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Presentation Skills for Auditors
Presentation Skills for Auditors is designed to help auditors assess and improve their ability
to make clear, well-structured and convincing presentations. Auditors at all levels must use
the power of clear communication and the power of persuasion to give effective formal
and informal presentations, including briefings to audit management, budget committees,
auditees and others.
An effective presentation requires a focused message that addresses the concerns of
the audience and is well organized and skillfully delivered. This is a practical course where
participants will prepare, give and critique several presentations with the opportunity for selfassessment, coaching and improvement.

Objectives:
• Analyze your audience
• Organize your presentation effectively
• Deliver your message skillfully
• Handle audience questions
• Use visuals to help convey your message
• Manage the tensions related to public speaking
Target Audience: Auditors and related Staff who want to learn new skills and seasoned
presenters who want to continue to sharpen existing skills through practice and coaching

Course Code

Days of
Training

Dates

Cost

Credits

A8533

1

Jan 11

$420

.6CEUs/8CPEs
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Energy Management Professionals
Air to Air Energy Recovery Fundamentals
***This cohort is online. Please see the next page for the list of minimum technology
requirements.***
Course Structure:
Air-to-air energy recovery provides one of the most cost-effective and efficient ways to
recycle waste energy and create superior indoor environments. This course introduces
recommendations in the latest ASHRAE and AHRI standards, codes and guidelines with
respect to air-to-air energy recovery technology to help determine where and when energy
recovery is mandated and why. This course also provides a detailed overview of the most
popular commercially available technologies on the market today and explores their
construction, psychrometrics, thermodynamic theory of operation, and important operations
and maintenance considerations for long life and consistent performance.
Engineers, designers and other professionals who are interested in learning all about air-toair energy recovery and receiving practical guidance on where and when to use different
technologies for different applications should attend this course. By the end of the course,
participants will be able to better evaluate the performance of these devices and will be
able to identify the advantages of each technology to help solve practical problems in
meeting ventilation requirements while delivering optimal performance.
Target Audience: This course is open to building operators, facilities management staff, and
other relevant energy management staff in City buildings.
Learning Path:
This course is mapped to the foundational training category relative to EMI’s suggested
learning paths. The time commitment to course (TCC) is LOW.
***To enroll, potential students should apply through the online registration portal at bit.ly/
EMI-Registration***
Course Overview:
Term:			
Fall 2022
Days:			Wednesday
Training Date:
11/9
Hours:			
12:00pm-3:00pm
Location:		
Virtual via Zoom
DCAS L&D Fall 2022 Course Catalog
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Air to Air Energy Recovery Applications: Best Practices
***This cohort is online. Please see the next page for the list of minimum technology
requirements.***
Course Structure:
Air-to-air energy recovery is a very cost-effective and efficient way to recycle waste energy
and create superior indoor environments. This course will review real-world examples of
where and how air-to-air energy recovery technologies are integrated into some of the
most commonly used commercially available systems. Particular configurations that are
most commonly used in high-performance buildings and how they can best be used to
meet stretch goals for IEQ and energy efficiency and thermal comfort will be examined with
respect to established performance metrics, peak performance results and annual energy
savings.
A variety of different dedicated outdoor air systems, neutral air systems and enhanced
dehumidification strategies (with single and multiple heat exchangers) will be examined in
detail, along with the advantages and important considerations for using air-to-air energy
recovery in many different applications. Best practices for mechanical design, exchanger
selection and control strategies will be discussed throughout. Participants who should attend
this course are interested in learning how to evaluate different DOAS systems incorporating
air-to-air energy recovery and how to avoid common errors in equipment design while
simultaneously being able to evaluate these systems beyond just peak performance.
Target Audience: This course is open to building operators, facilities management staff, and
other relevant energy management staff in City buildings.
Learning Path:
This course is mapped to the trades-focused training category relative to EMI’s suggested
learning paths. The time commitment to course (TCC) is LOW.
***To enroll, potential students should apply through the online registration portal at bit.ly/
EMI-Registration***
Course Overview:
Term:			
Fall 2022
Days:			Wednesday
Training Date:
11/16
Hours:			
12:00pm-3:00pm
Location:		
Virtual via Zoom
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Building Operator Certification Level 1 (BOC-1)
***This course is hybrid, meaning some days are in person. Please see the next page for the
location and the list of minimum technology requirements.***
Course Structure:
BOC-1 is the foundational energy efficiency course for building operators working in City
facilities. It is designed to help building operators identify opportunities to make their
facilities more energy efficient so they can contribute to meeting City energy and emissions
reductions goals. BOC-1 provides an overview of building systems and equipment, including
electrical systems, mechanical systems, lighting technologies, and building controls. It
also introduces students to energy data management and analysis and operational
improvements that can improve energy efficiency and occupant comfort.
BOC-1 consists of 12 sessions taught by subject matter experts over a four-month (18 weeks)
period, complemented by 14 self-paced online modules. To successfully complete the
course, students must attend all live online and in person sessions and complete all online
modules; take and pass four module-specific exams; and submit four practical project
assignments focused on applying concepts learned in class to the facilities where they work.
Students who do so can pursue the BOC-1 certification from the Northwest Energy Efficiency
Council (NEEC). CUNY SPS and NEEC work together to assist City staff in completing their
paperwork for the credential and taking the certification exam.
Target Audience: BOC-1 is open to building operators, facilities management staff, and other
energy management staff working in City buildings. The course is especially well-suited to the
following:
• Building operators who may have limited formal building systems training, but have
substantial on-the-job experience with building systems
• Energy management staff who have received some energy efficiency training and are
seeking to deepen their understanding of building system and equipment concepts. Energy
management staff are encouraged to take the Fundamentals course before enrolling in
BOC-1
• In most cases, the Fundamentals course is a prerequisite for non-building operators who
seek to complete BOC-1
Learning Path:
This course is mapped to the foundational training category relative to EMI’s suggested
learning paths. The time commitment to course (TCC) is LOW.
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***To enroll, potential students should apply through the online registration portal at bit.ly/
EMI-Registration***
Course Overview:
Term:			

Fall 2022

Days:			Thursdays
Training Dates:
		

9/29 (in-person), 10/6, 10/13, 10/20, 10/27, 11/3, 11/10, 11/17, 12/1 (offsite), 		
12/8, 12/15 (offsite), 12/22, 1/5 (offsite), 1/12, 1/19 (offsite), 1/26

Hours:			

9:00am-4:00pm

Location:		

For Fall: 24th Floor, Citywide Training Center, 1 Centre St, New York, NY 		
10007 and virtual via Zoom

			

For Spring: Local 891 Training Center at the Brooklyn Navy Yard, Building 		
292, Suite 401, Unit 358
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Building Operator Certification Level 2 (BOC-2)
***This course is hybrid, meaning some days are in person. Please see the next page for the
location and the list of minimum technology requirements.***
Course Structure:
BOC-2 offers advanced training to City staff who meet the enrollment prerequisites and
want to further their building energy management skills. BOC-2 is comprised of six core
modules: (1) Best Practices for High-Performance Operations and Maintenance; (2) Sensors,
Calibration, and Transmitters; (3) HVAC Controls Optimization; (4) Energy Strategies: Control
Sequences of Operation; (5) Electrical Maintenance and Troubleshooting; and (6) Boiler
Plant and Hydronic System High-Performance O&M.
BOC-2 consists of 22 synchronous online + in-person sessions taught by subject matter experts
over a seven-month (30 weeks) period, complemented by 10 self-paced online modules. The
course also includes activities guided by subject matter experts and learning coaches. To
successfully complete the course, students must attend all sessions and complete all online
modules; take and pass module-specific exams; and submit practical project assignments
focused on applying concepts learned in class to the facilities where they work. Students
who do so can pursue the BOC-2 certification from the Northwest Energy Efficiency Council
(NEEC). CUNY SPS and NEEC work together to assist City staff in completing their paperwork
for the credential and for taking the certification exam. See the course syllabus here.
Target Audience: BOC-2 is designed for students who have previous intensive energy
management training or experience. Specifically, it is meant for students who have
successfully completed BOC-1 and/or are Certified Building Operators (CBOs), Certified
Energy Managers (CEMs), Certified Building Commissioning Professionals (CBCPs), or Certified
Energy Auditors (CEAs). On a case-by-case basis, students may be able to substitute other
advanced training or experience for these credentials; please reach out to CUNY SPS to
request enrollment permission.
Learning Path:
BOC-1 is mapped to the building operations category relative to EMI’s suggested learning
paths. The time commitment to course (TCC) is HIGH (up to 15 hours a week over multiple
weeks, or, courses that include a certification exam that requires further subject matter
study).
***To enroll, potential students should apply through the online registration portal at bit.ly/
EMI-Registration***
(see next page for Course Overview)
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Building Operator Certification Level 2 (BOC-2) (cont.)
Course Overview:
Term:			

Fall 2022

Days:			Fridays
Training Dates:
			

10/28 (in-person), 11/18 (in-person), 12/2, 12/9, 12/16, 1/6 (in-person), 1/13,
1/20, 2/3, 2/10, 2/17, 3/3 (in-person), 3/10, 3/17, 3/31, 4/21 (in-person), 		
4/28, 5/5, 5/12, 6/2 (in-person), 6/9

Project Work Weeks: 11/4, 12/23, 1/27, 2/24, 3/31, 5/12
Hours:			

9:00am-4:00pm

Location:		
24th Floor, Citywide Training Center, 1 Centre St, New York, NY 10007 and
			virtual via Zoom
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Certified Energy Manager
***This course is online via Zoom. Please see the next page for the list of minimum technology
requirements.***
Course Structure:
This course enables students to obtain the Certified Energy Manager (CEM) credential by
preparing and registering them for the CEM certification exam, offered by the Association
of Energy Engineers (AEE). CEM operates as a standard for qualifying energy professionals in
the United States and abroad. It is recognized by the U.S. Department of Energy, the Office
of Federal Energy Management Programs, and numerous state energy offices, utilities,
corporations, and energy service companies.
The course consists of four instructional sessions taught by subject matter experts and a fullday comprehensive certification exam. The five-day course is offered over a one-week
period. To successfully complete the course, students must meet the stated eligibility criteria;
attend all instructional sessions; submit an exam application form before sitting for the exam;
(provided during the prep period); and pass the four-hour, written, open-book CEM exam.
Target Audience: CEM is designed for students who have previous intensive energy
management training or experience. DEM will give preference to students who have
successfully completed both BOC-1 and BOC-2, but accommodate other qualified students
as space permits. Students seeking to substitute other advanced training or experience for
BOC-1 or BOC-2 should reach out to CUNY SPS to request enrollment permission. All students
must meet AEE’s combined education-experience eligibility requirements summarized on the
next page (i.e., they can qualify under any one of the six qualification pathways).
Learning Path:
CEM is mapped to the AEE certification category relative to EMI’s suggested learning paths.
The time commitment to course (TCC) is HIGH (up to 15 hours a week over multiple weeks, or,
courses that include a certification exam that requires further subject matter study).
***To enroll, potential students should apply through the online registration portal at bit.ly/
EMI-Registration***
(see next page for Course Overview)
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Certified Energy Manager (cont.)
Course Overview:
Term:				

Fall 2022

Days:				Monday to Thursday
Training Dates: 		

12/5-12/8

Project Work Weeks:

11/4, 12/23, 1/27, 2/24, 3/31, 5/12

Hours:				

8:00am-5:00pm

Location:			

Virtual via Zoom
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Fundamentals of Building Systems Blackboard Pilot

***This cohort is hybrid, meaning some days are in-person. This cohort is also a new platform
pilot / test course. Please see the next page for the location and the list of minimum
technology requirements.***
Course Structure:
Fundamentals is designed to provide foundational energy management knowledge for
City staff. It provides an overview of critical building systems and equipment, including
their relationship to energy consumption; explains electrical and mechanical engineering
concepts pertinent to building operations; and introduces best practices for energy
efficiency in City buildings. The course prepares students without a technical background to
succeed in BOC-1.
Fundamentals consists of a half-day introductory session, followed by ten self-paced online
modules, and then a half-day wrap-up session which closes out the online modules to
ensure understanding. The online modules cover: (1) the building envelope; (2) the science
of building systems; (3) HVAC, plumbing, and electrical building systems; (4) building
controls; (5) occupant controls; (6) maintenance; (7) risks; (8) codes, zones, and regulatory
requirements; (9) environmental factors; and (10) a wrap-up module. To successfully
complete the course, students must attend the one in-person and one online sessions; finish
all self-paced modules; and take pre- and post- learning assessments given during the first
and final classes.
Target Audience: Fundamentals is designed for City energy management staff who are not
building operators and do not have a technical background. Students enrolled in this course
should not have primary job responsibility for managing building operations at their facility
and/or extensive working knowledge of building systems and equipment. In most cases,
Fundamentals is a pre-requisite for non-building operators who seek to complete BOC-1.
Learning Path:
Fundamentals is mapped to the foundational category relative to EMI’s suggested learning
path. The time commitment to course (TCC) is LOW (up to seven hours a week, or, courses
only run for one day).
***To enroll, potential students should apply through the online registration portal at bit.ly/
EMI-Registration***
Course Overview:
Term:			

Fall 2022

Days:			Tuesday
Training Dates:

10/18 & 11/1

Hours:			9:00am-3:00pm
Location:		
24th Floor, Citywide Training Center, 1 Centre St, New York, NY 10007 and
			virtual via Zoom
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Guideline 36: Best in Class HVAC Control Sequence
(ASHRAE)
***This cohort is online. Please see the next page for the list of minimum technology
requirements.***
Course Structure:
ASHRAE Guideline 36, High-Performance Sequences of Operation for HVAC Systems, was
created to develop and maintain best-in-class standardized HVAC control sequences. This
guideline is all about the concept of “less is more.” It allows engineers to reduce engineering
time by adapting standard sequences already proven to perform. It minimizes programming
and commissioning time for contractors. ASHRAE Guideline 36 reduces energy consumption,
cost, and system downtime with more resilient systems, control sequence compliance,
and diagnostic software. The guideline also promotes communication between specifiers,
contractors, and operators by creating a language of common terms.
This course introduces the current version of ASHRAE Guideline 36. The discussion will include
the research underlying the current sequences and ongoing and planned future research
intended to develop additional advanced sequences for other HVAC system types. In
this course, attendees will learn about the ASHRAE Guideline 36 sequences and how they
improve energy efficiency, thermal comfort, and indoor air quality. Attendees will also learn
how to specify sequences for this guideline.
Target Audience: This course is open to building operators, facilities management staff, and
other relevant energy management staff in City buildings.
Learning Path:
This course is mapped to the trades-focused training category within EMI’s suggested
learning paths. The time commitment to course (TCC) is LOW.
***To enroll, potential students should apply through the online registration portal at bit.ly/
EMI-Registration***
Course Overview:
Term:			

Fall 2022

Days:			Tuesday
Training Dates:

9/20

Hours:			

8:00am-12:00pm

Location:		

Virtual via Zoom
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High-Performance Building Design: Applications &
Future Trends (ASHRAE)
***This cohort is online. Please see the next page for the list of minimum technology
requirements.***
Course Structure:
The High-Performance Building Design: Applications and Future Trends course presents
the applications of new technologies and design concepts to help to achieve highperformance buildings, including net-zero / nearly net-zero buildings, as well as future trends
in store (e.g., smart grid, smart buildings, “future proofing” design, resiliency). Along with
the technical aspects of high-performance buildings, the course will also examine highperformance building design from both a technical perspective and from the perspective
of investors, allowing for a more well-rounded understanding of all the different players
involved. Finally, the course will delve into the future of high-performance buildings and how
ASHRAE Standards address these important themes.
The course consists of a three-hour online workshop taught by ASHRAE instructors.
Target Audience: This course is designed for those with a background in energy
management. Beyond this, it is also available for individuals with experience as such
technicians, design engineers, facility managers, and building operators.
Learning Path:
High-Performance Building Design is mapped to the building operations training category
for facility managers and building operators within EMI’s suggested learning paths. The time
commitment to course (TCC) is LOW as it is a course that only runs for half a day.
***To enroll, potential students should apply through the online registration portal at bit.ly/
EMI-Registration***
Course Overview:
Term:			

Fall 2022

Days:			Thursday
Training Dates:

9/22

Hours:			

9:00am-12:00pm

Location:		

Virtual via Zoom
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Improving Existing Building Operations (ASHRAE)
***This cohort is online. Please see the next page for the list of minimum technology
requirements.***
Course Structure:
The Improving Existing Building Operations course offers a well-rounded knowledge of the
proper operation and maintenance of existing HVAC systems. The course focuses on the
importance of proper operation and maintenance of existing HVAC systems to increase
building performance, with a strong emphasis on meeting multiple ASHRAE standards and
guidelines (e.g., ASHRAE Standard 100, 105, 14). This training equips attendees with the
techniques to assess existing building performance to make their facilities operate more
efficiently and economically.
The course consists of three half-day online sessions (totaling 12 hours), taught by ASHRAE
Fellows and instructors.
Target Audience: The intended audience for this course includes building operators, facility
and energy managers, and design engineers.
Learning Path:
Building Operation’s is mapped to the building operations training category for facility
managers and building operators within EMI’s suggested learning paths. The time
commitment to course (TCC) is MEDIUM.
***To enroll, potential students should apply through the online registration portal at bit.ly/
EMI-Registration***
Course Overview:
Term:			

Fall 2022

Days:			

Monday to Wednesday

Training Dates:

10/25-10/27

Hours:			

8:00am-12:00pm

Location:		

Virtual via Zoom
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Load Management Training & Coaching
***This cohort is online via zoom. Please see the next page for the list of minimum technology
requirements.***
Course Structure:
Load Management Training and Coaching (LMTC) is designed to provide building operators
with hands-on support in implementing Load Management (LM) measures at your buildings
to optimize HVAC system efficiencies. LMTC teaches operators how to utilize their real-time
metering data, trending data from your Building Automation Systems and/or data loggers
to apply Building Re-tuning (BRT) practices that are specific to their building. While LMTC is
relatively new offering, on average, students who have participated in a similar training have
achieved total energy consumption savings of 10% at their buildings.
The LMTC course consists of eight sessions over the course of four months (~19 weeks) taught
by subject matter experts. The first three sessions consist of lecture and discussion, where the
instructor brings together LM and BRT concepts. The following sessions consist of hands-on
virtual coaching, during which the CUNY Building Performance Lab coaches and the DEM
Load Management team work closely with students to identify and implement operational
improvements at their specific buildings. Support for the completion of the assignments will
be provided by BPL and DEM LM engineers.
Target Audience: LMTC is open to interested energy management staff, building operators,
and facilities management staff at City buildings where the following is encouraged but not
required:
• Have successfully completed BOC-1.
• Are assigned to and/or are responsible for at least one agency building where major
equipment can be controlled.
• Can access trend logging functions in a BAS/BMS throughout the duration of the course.
Learning Path:
This course is mapped to the load management category relative to EMI’s suggested
learning paths. The time commitment to course (TCC) is MEDIUM (up to seven hours a week,
or, courses that only run for one day).
***To enroll, potential students should apply through the online registration portal at bit.ly/
EMI-Registration***
(see next page for Course Overview)
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Load Management Training & Coaching (cont.)
Course Overview:
Cohort: 		

Cohort A-DCAS

Term:			

Fall 2022

Days:			Thursdays
Training Dates:

9/1, 9/15, 9/29, 10/13, 10/27, 11/10, 12/1, 12/15

Hours:			

9:00am-12:30pm

Location:		

Virtual via Zoom

Cohort: 		

Cohort B-CUNY

Term:			

Fall 2022

Days:			

Monday to Wednesday

Training Dates:

9/7, 09/21, 10/5, 10/19, 11/2, 11/16, 12/7, 12/21

Hours:			

8:00am-12:30pm

Location:		

Virtual via Zoom
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Renewable Energy 101
***This cohort is hybrid, meaning some days are in-person. Please see the next page for the
location and the list of minimum technology requirements.***
Course Structure:
Renewable Energy 101 provides City staff with an introduction to renewable energy
technologies in the context of the City’s clean energy goals. As the City prepares to meet
the 100 MW solar installation goal as set forth in “One City: Built To Last” as well as the recent
passage of Local Law 92 and 94 which requires green roofs or solar photovoltaic (PV) systems
on the City’s new construction and renovation projects, City agencies must be prepared
to have a well-informed workforce that can provide operations and maintenance support
for current and upcoming renewable energy installations. This introductory course will
equip interested employees with the knowledge to advocate for, implement and maintain
renewable energy technologies, especially on solar PV.
The course covers an overview of renewable energy technologies and policies; solar site
scoping, installation and O&M fundamentals; as well as new technologies and battery
storage. It consists of three(3) online instructor-led and two (2) in-person sessions facilitated
by subject matter experts, which includes lecture, activities, a hands-on lab and a field trip to
a local solar installation. Participants who complete the course will receive 18 NABCEP CEUs
towards PV Associate or PV Installation Professional exams.
Target Audience: This course is open to building operators, facilities management staff,
and other relevant energy management staff in City buildings who support the installation,
maintenance, and monitoring of solar PV and other renewable energy systems.
Learning Path:
This course is mapped to the specialized training category relative to EMI’s suggested
learning paths. The time commitment to course (TCC) is MEDIUM (up to 10 hours a week, or,
courses that only run for one week).
***To enroll, potential students should apply through the online registration portal at bit.ly/
EMI-Registration***
Course Overview:
Term:			

Fall 2022

Days:			

Monday to Friday

Training Dates:

10/17, 10/18, 10/19, 10/20 (in-person), 10/21 (in-person)

Hours:			

9:00am-4:00pm

Location:		

Virtual via Zoom
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PROCUREMENT PROFESSIONALS
Conflicts of Interest Seminar for Procurement
Professionals
While conflicts between public duties and private interests can occur for any public servant,
procurement professionals are thought to encounter them with somewhat more frequency
because of the nature of their work. This 2 and ½ hour class will take a deep dive into
Chapter 68 of the City charter, the New York City Conflict of Interest Law, with a focus on
the kinds situations a procurement professional is likely to face. Participants will work on a
wide variety of hypotheticals, examining restrictions on receipt of gifts, attending sponsored
events, job offers and job seeking, outside employment, confidential information, misuse of
position, and post-employment. Participants who complete the course fulfill the biennial
mandate to undergo Conflict of Interest Training once every two years.

Objectives:
• Understand the Conflicts of Interest Law (including but not limited to: accepting gifts,
reporting misconduct by others, post-employment restrictions)
• Determine to whom the law applies
• Know when to seek an opinion from COIB
Target Audience: Procurement personnel employed by the City of New York

Course Code

Days of
Training

Dates

Cost

Credits

P4002

2 1/2 hrs

Oct 19 (9:30am-12:00pm)

N/C

.25CEUs
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Small Business Services M/WBE Courses
Best Practices for Incorporating the M/WBE Program into
the Procurement Process (Live Webinar)
This course will provide an overview of the M/WBE Program and discuss checkpoints in the
procurement process to incorporate M/WBEs.

Objectives:
• Understand the M/WBE Program requirements, checkpoints to incorporate M/WBE
participation

Course Code

Days of
Training

Dates

Cost

Credits

P9041S

1/2

Dec 8 (1:30pm-4:30pm)

N/C

.3CEUs
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Best Practices for M/WBE Goal Setting (Live Webinar)
This course will provide an overview of the City’s M/WBE Program, guidance for navigating
the Online Directory of Certified Businesses, information on the City’s certification programs,
agency and vendor resources, and best practices for M/WBEs goal setting and identifying
opportunities for M/WBEs.

Objectives:
• Understand the City’s M/WBE Program requirements and how to increase an agency’s
M/WBE utilization
• Recognize how to fill out the goal setting worksheet (GSW)
Target Audience: Appropriate for procurement analysts, procurement officers, contract
officers, project managers, and ALL new procurement staff across all purchasing areas

Course Code

Days of
Training

Dates

Cost

Credits

P9042S

1/2

Nov 10 (1:30pm-4:30pm)

N/C

.3CEUs
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Best Practices for M/WBE Networking and Outreach
This course will provide an overview of the City’s M/WBE Program, with a focus on the best
networking and outreach.

Objectives:
• Understand the M/WBE Program requirements, procurement, and best practices for
networking and outreach
Target Audience: Appropriate for procurement analysts, procurement officers, contract
officers, project managers, and ALL new procurement staff across all purchasing areas

Course Code

Days of
Training

Dates

Cost

Credits

P9034S

1/2

Oct 13 (1:30pm-4:30pm)

N/C

.3CEUs

M/WBE Program Overview & Resources
This course will provide an overview of the City’s M/WBE Program, compliance body, New
York City’s M/ WBE certification programs, and vendor resources.

Objectives:
• Understand New York City’s M/WBE Program resources
Target Audience: Appropriate for procurement analysts, procurement officers, contract
officers, project managers, and ALL new procurement staff across all purchasing areas

Course Code

Days of
Training

Dates

Cost

Credits

P9030S

1/2

Jan 12 (1:30pm-4:30pm)

N/C

.3CEUs
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NON-DCAS OPPORTUNITIES
CCHR Overview of the City Human Rights Law
This workshop educates city employees on the legal protections and obligations under the
NYC Human Rights Law (City Human Rights Law). It provides city agencies and employees
with the skills and resources necessary to recognize and report discrimination, harassment,
and bias. The workshop covers protections under the City Human Rights Law in employment,
housing, and public accommodations, as well as discriminatory harassment, and bias-based
profiling by law enforcement.
It reviews protection categories under the City Human Rights Law, such as race, gender,
religion, disability, and many others. It also provides city employees with resources available
at the Commission to better serve and assist clients and members of the public who seek
services. A detailed description of how to file a complaint is covered, as well as information
about retaliation as a violation of the City Human Rights Law, and penalties and remedies
under the law.

Objectives:
• Acquire a general understanding of protections against discrimination afforded under
the City Human Rights Law
• Recognize the NYC Commission on Human Rights as a venue to file a discrimination
case
• Better assist clients and members of the public
• Identify and be aware of discrimination, harassment, bias, and retaliation when they
occur in the context of protections afforded under the City Human Rights law
• Be better equipped to navigate the Commission’s Complaint process and better guide
members of the public as to this process, and how to report discrimination
Target Audience: Staff at all levels

Course Code

Days of
Training

Dates

Cost

Credits

C8164

2 hrs

Oct 20; Dec 15
(10:00am-12:00pm)

N/C

.2CEUs/3CPEs
2PDCs
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Civil Service Overview (Live Webinar)
This course is designed to answer the most frequently asked questions about the Civil
Service process. Topics will include: the difference between permanent and provisional
appointments, types of titles and classifications, and other civil service related topics. DCAS’
Human Capital staff will lead the discussion on how to navigate the Civil Service system.

Objectives:
• The history of the Civil Service process
• Types of titles
• The test taking process
• What to expect post examination
• Navigating Civil Service careers
Target Audience: Staff at all levels

Course Code

Days of
Training

Dates

Cost

Credits

C8172W

2 hrs

Oct 20; Dec 15; Jan 19
(9:30am-11:30pm)

N/C

.2CEUs/2.4CPEs

DCAS L&D Fall 2022 Course Catalog

102

New York City-Specific Portfolio
The following courses should be completed during the same time period:

Conflicts of Interest (eCourse)
DCAS Citywide Learning & Development has partnered with the Conflicts of Interest Board
(COIB) to provide this mandatory Conflicts of Interest eTraining to all City employees. All city
employees are mandated to receive training in Chapter 68 of the NYC City Charter (the
City’s conflict of interest law.) Successful completion of this eCourse fulfills that mandate. This
course covers:
• Information about the Conflicts of Interest Board, the agency that administers and
enforces the Conflicts of Interest Law
• The big picture principles at work in the Conflicts of Interest Law
• The basic restrictions set forth in the Conflicts of Interest Law
Target Audience: Staff at all levels

Access

Cost

Requirement

This eCourse may be taken at any time
from a work location. Contact Citywide
Compliance:(Ccompliance@dcas.nyc.gov)
to request access to the training.

N/C

All City employees are required
to take the training

Corruption Prevention Awareness (eCourse)
DCAS Citywide Learning & Development has partnered with the Department of Investigation
(DOI) to provide this mandatory Corruption Prevention Awareness eTraining to all City
employees. This training is required for all City employees, as per Chapter 34 of the NYC City
Charter and Executive Order 16 (signed in 1978), who have a responsibility in helping to fight
corruption, fraud, waste, and wrongdoing. Successful completion of this eCourse fulfills that
mandate.
Target Audience: Staff at all levels

Access

Cost

Requirement

This eCourse may be taken at any time
from a work location. Contact Citywide
Compliance: (Ccompliance@nyc.gov) to
request access to the training.

N/C

All City employees are required
to take the training
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Online Records Management (eCourse)
The Department of Records & Information Services (DORIS) “Online Records Management
Training” is an introduction to records management that covers basic information and key
definitions you will need to understand records management. City employees are expected
to complete this training to learn about best practices for records management and how to
work with records throughout their life cycle.

Objectives:
• Why records management is important
• What is and is not considered a record
• What is involved in records management
• How to work with records throughout their life cycle
• Records management “Best Practices”
• How to name digital files
• Where to go with questions
Target Audience: Staff at all levels

Access

Cost

This eCourse may be taken at any time from a
work location. Contact Citywide Compliance:
(Ccompliance@dcas.nyc.gov) to request access to the
training.

N/C
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Personal Development Portfolio
Programs in this portfolio provide a full spectrum of options to enhance personal/
professional development, including: creative thinking, written and oral communication,
analysis and decision-making skills, time management skills, cultural competency,
project management knowledge, and achieving enhanced work-life balance.

Business Grammar........................................................................... 108
Citywide Standardized Customer Service.................................... 109
Creating and Delivering Powerful Presentations.......................... 110
Effective Business Writing................................................................ 111
Expanding Your Learning, Decision-Making and
Communication Potential............................................................... 112
Handling Stress in the Workplace.................................................. 113
Influencing Without Authority......................................................... 114
Managing Chaos Workshop: Setting Priorities and
Making Decisions Under Pressure.................................................. 115
Process Mapping for Process Improvement................................. 116
Quick and Easy Brain Hacks for Reducing Emotional Stress....... 117
Writing Effective and Efficient Email............................................... 118
Writing in Plain Language and Clinic............................................ 119
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Business Grammar
Your writing says a lot about you. Weak writing can be a sign that you lack professionalism
and credibility. Strong writing conveys that you are skilled and trustworthy. This practical
1-day course comes packed with in-class exercises and offers immediate feedback to help
you quickly develop this crucial skill. Learn a simple process for crafting a clear and concise
message and get hands-on practice writing for the results you want—in the correct tone—
and with complete clarity and precision. You’ll also review correct grammar, punctuation
and spelling, and learn to avoid common problems in business communications.

Objectives:
• Write Grammatically Correct Business Documents
• Produce Clear and Concise Sentences
• Edit for Agreement Between Parts of Speech Within a Sentence
• Employ Simple, Memorable Tips for Proper Grammar, Usage, and Punctuation
• Proofread Business Documents for Grammatical Correctness
• Apply Rule of Standard English to Critique Your Own Writing
• Select the Appropriate Grammar to Suit the Business Situation
• Identify Excellent Print and Electronic Grammar Resources
Target Audience: All Professionals who want to learn and practice a fast and proven
approach to essential and effective business writing

Course Code

Days of
Training

Dates

Cost

Credits

C8736

1

Dec 14

$250

.6CEUs/8CPEs
6PDCs
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Citywide Standardized Customer Service
This workshop will help to enhance your value as an individual delivering vital services to
the customers of New York City. The workshop will reinforce the importance and value of
delivering courteous and effective customer service. Finally, you will be provided with the
tools to empower you to deliver and manage the highest standards of customer service.

Objectives:
• Identify the important role that you play in the City of New York
• Recognize the impact that your effective communications, personal accountability,
knowledge, and professional demeanor have on customers and your career
• Diagnose customers’ needs, goals, and expectations
• Examine how the four stages of competence influence your personal development and
interaction with others
• Assess your customer service effectiveness in-person and on the telephone
• Apply the Four-Step Customer CARE Process for managing customers and providing
outstanding service
• Say “No” in a way that does not result in a negative reaction from customers
• Motivate customers to answer sensitive questions
• Practice the skills and attitudes of quality telephone service
• Handle challenging customers in person and on the telephone with less stress and more
confidence
• Create an action list of Dos and Don’ts for customer service excellence
Target Audience: Employees at all levels

Course Code

Days of
Training

Dates

Cost

Credits

C7816

1

Dec 13

$250

.6CEUs/8CPEs
6PDCs
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Creating and Delivering Powerful Presentations
This course is for managers, supervisors, and professionals who, in their leadership roles, must
make important presentations. Participants will receive one-on-one coaching and develop
a skill set for speaking with confidence and projecting the best possible image of themselves
and the agency. Emphasis will be on developing and cultivating a conversational tone
when speaking and formulating clear and logical presentation points to attain the desired
audience reaction.

Objectives:
• Understand the importance of “image” and how to use it to positively influence every
audience
• Structure the presentation for clarity, impact, and persuasiveness
• Capture the audience’s attention from the beginning - and keeping it
• Use visual materials – including PowerPoint – to reinforce the power of your presentation
• Respond to challenging questions and statements with confidence, authority, and
understanding
• Close the presentation with impact
Target Audience: Managers, Supervisors, and Professionals who make presentations

Course Code

Days of
Training

Dates

Cost

Credits

C9041

2

Nov 14-15

$500

1.2CEUs/16CPEs
12PDCs
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Effective Business Writing
As so much work-related communication is done via email and other written channels, it
is vital that all can do it well. Effective Business Writing is a single-day workshop that covers
the essentials of clear, efficient writing. With a comprehensive framework that begins with
planning to proofreading the near-finished product, Effective Business Writing can serve as
a refresher for experienced employees or as an orientation to those who are new to the
workforce and can benefit with help transitioning from academic or creative writing to a
discipline driven by clarity, conciseness, and quality.
The Effective Business Writing program includes a workbook for all participants for notetaking, exercises, and future reference. Teaching methods encompass short lectures,
discussions, hands-on exercises, and mini quizzes throughout to reinforce learning. A resource
list for further study is included.

Objectives:
• Learn the Five Cs of Business Writing
• Purpose and Planning: What needs to be said?
• Identify your Audience: Who will receive and read your writing?
• Learn Sentence Structure and Paragraph Flow
• Proofreading and Rewriting: Understand the Differences
• Learn how to cut word count for conciseness
• Identify common spelling and word choice errors
• Discover grammar essentials
• Efficiency Tips: Templates and Proofreading Tactics
Target Audience: Supervisory or Non-Supervisory Employees who write as part of their core
roles. The more you are required to write, the more valuable this class will be.

Course Code

Days of
Training

Dates

Cost

Credits

C6989

1

Dec 21

$250

.6CEUs/8CPEs
6PDCs
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Expanding Your Learning, Decision-Making and
Communication Potential
Each of us has a most comfortable style of learning, of making decisions and of
communicating with others. These vary widely from individual to individual. Our different
styles can create significant hurdles in the work between colleagues, between managers
and supervisees, and between staff and clients served. We’ll address the different styles in
all three areas, and what we need to understand and pay attention to, so we can interact
most effectively with others.

Objectives:
• Gain an understanding of various learning, decision-making and communication styles
• Gain awareness of your own predominant style(s) and the styles of others
• Understand the 3 dimensions of thinking and how these dimensions influence your
decision-making and that of others
• Become conscious of how you communicate based on your predominant style(s)
• Explore how to be more effective in communicating information or decisions
Target Audience: Staff at all levels

Course Code

Days of
Training

Dates

Cost

Credits

C8756

1

Dec 6

$250

.6CEUs/8CPEs
6PDCs

DCAS L&D Fall 2022 Course Catalog

112

Personal Development Portfolio

Handling Stress in the Workplace
In this workshop, we will discuss the causes of stress, what can be done to address them and
methods of coping with stress. This interactive workshop offers concrete techniques on how
to recognize when you are becoming stressed and provides training on how to reduce stress.

Objectives:
• To help you to realize when and how you are experiencing stress
• Provide solid information on types of stress and how it impacts the individual
• Learn realistic, doable exercises to reduce stress
Target Audience: Staff at all levels

Course Code

Days of
Training

Dates

Cost

Credits

C8755

1

Nov 2

$250

.6CEUs/8CPEs
6PDCs
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Influencing Without Authority
This workshop is designed to help participants learn how to use their influencing skills in
situations where they may have minimal power or authority. This course is especially useful
for members of a team and those who need to influence their superiors and subordinates.
Participants will learn to identify the power they do have and learn how to utilize this power
so that they can accomplish their goals.

Objectives:
• Establish credibility to influence
• Examine effective and ineffective influence strategies
• Identify personal power and influence styles
• Discover negotiation strategies that result in win-win situations
• Develop strong alliances to accomplish goals
• Create a collaborative work environment to achieve results
Target Audience: Professionals who want to enhance their influencing skills

Course Code

Days of
Training

Dates

Cost

Credits

C4020

1

Jan 17

$250

.6CEUs/8CPEs
6PDCs
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Managing Chaos Workshop: Setting Priorities and
Making Decisions Under Pressure
In this workshop you’ll discover how you can harness the energy of a dynamic, though often
chaotic, work environment and avoid feeling overwhelmed when things start to spin out of
control. You’ll learn a variety of tools that will help you re-think the way you approach chaos
and enable you to leverage resources to help you tackle challenging situations as they
arise. Gain hands-on experience applying tools for setting priorities and adjusting to shifting
demands with greater clarity. Practice techniques for analyzing and resolving problems and
learn to strategically communicate your solutions. You’ll leave confident and ready to apply
the most appropriate techniques to clarify, alleviate and eliminate chaos within your control.

Objectives:
• Reduce, Clarify, and Eliminate Chaos Within One’s Control
• Identify, Analyze, and Prioritize Workday Tasks
• Use a Daily Action Plan to Allocate Time and Energy
• Stay Focused and Act More Decisively When Priorities Shift
• Become More Assertive and Strategic When Communicating
• Manage Interruptions and Conflicts with Greater Ease
• Use the Right Tools to Balance and Manage Tough Choices
Target Audience: Anyone facing expanding workloads, shifting priorities, complex
organizational dynamics, organizational restructuring and increased uncertainty

Course Code

Days of
Training

Dates

Cost

Credits

C8745

1

Jan 31

$250

.6CEUs/8CPEs
6PDCs
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Process Mapping for Process Improvement
Everyone in any job has processes to follow in order to do their job. This session will help
anyone who wants to improve those processes so that their jobs are accomplished better,
faster or easier. Process Mapping is the foundational tool of all Process Improvement
programs, including both Lean and Six Sigma. It is also a fundamental tool of ISO 9000
certification, the international quality management standard for organizations. This session
describes the different types of process maps, when to use each, and how to use them to
identify improvement opportunities in work processes. This course is also a good intro to our
white belt Six Sigma class.

Objectives:
• Learn how process mapping leads to business process improvement
• Discover how to identify business opportunities in your organization
• Choose the appropriate type of map
• Learn Do’s and Don’ts of effective mapping
• Learn how to use your new skills to get immediate results
Target Audience: Anyone involved with any work process that could use improving

Course Code

Days of
Training

Dates

Cost

Credits

C8615

1

Dec 14

$250

.6CEUs/8CPEs
6PDCs
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Quick and Easy Brain Hacks for Reducing Emotional
Stress
Emotional stress is everywhere these days. Fears about health and safety… worries about
loved ones… conflicts with family members or even team members! These problems are a
distraction from productivity. Advice such as “put it out of your mind” or “focus on work”
don’t really create the desired results.
There is a new, simple self-help method that can be mastered in one day and then easily
used in 15 minutes to reduce your emotional stress level and clarify your thinking. You can
practice it yourself in complete privacy.
This new method takes advantage of recent discoveries in neuroscience, activating specific
and surprising brain patterns to unleash the individual’s own abilities. These patterns have to
do with coordination between the right – and left-brain hemispheres; others have to do with
the emotional brain. Luckily, these patterns are easy to master and to implement.
In this one-day program, you will learn what these patterns are, and you will master practical
exercises that will empower you to reduce your stress in minutes while restoring your clarity
of thinking. You will experience immediate improvements in your ability to stay calm, regain
focus and continue with your work projects.
You will evaluate your levels of calm and distress at the program’s beginning and end to
measure your improvements. You will also do “before” and “after” assessments with each
activity so that you can measure your improvements throughout the day.

Objectives:
•
•
•
•
•
•

Understand what emotions really are
Learn what the most cutting-edge neuroscience says about how the brain works
Identify specific functions related to emotional reactions
Understand the single underlying reason behind all distress
Understand the role of your emotions in all of your activities
Master targeted activities that bring your emotions into balance, synchronize the brain
hemispheres, and coordinate all three parts of the brain
• Create a detailed implementation plan to use daily to manage your emotions,
eliminate stress and make better decisions
Target Audience: Staff at all levels

Course Code

Days of
Training

Dates

Cost

Credits

C8616

1

Jan 19

$250

.6CEUs/8CPEs
6PDCs
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Writing Effective and Efficient Email
This workshop focuses on the process used by professionals to fulfill their email needs. Through
real-time email exercises on computers networked with other classmates in the workshop,
the course enables participants to create clear, concise, complete, courteous, and correct
email. You will reap the benefits of using this efficient, user-friendly mode of communication
for your intended purpose.

Objectives:
• Define the purpose of your email message
• Distinguish among the necessary details to support your purpose without overloading
your readers
• Develop techniques for checking the tone of your email
• Revise and edit email for completeness, clarity, and conciseness
• Manage your email system effectively: attaching, copying, filing, responding, and more

Requirements: Registered participants should bring email samples for professional
feedback. Confidentiality guaranteed.

Target Audience: Professional Staff who write frequent internal and external emails as part of
their daily work routine

Course Code

Days of
Training

Dates

Cost

Credits

C4260

1

Jan 9

$250

.6CEUs/8CPEs
6PDCs
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Writing in Plain Language and Clinic
The Federal Plain Language Writing Act of 2010 requires government employees to write
in a plain language that is “simple and easy to understand, with the goal of minimizing
uncertainty and litigation “. The one-day workshop and half-day clinic are designed
to provide you with the tools to write in plain language while maintaining a level of
professionalism reflective of your position and agency. You will have many opportunities to
practice the course principles through writing, revising, editing, and proofreading activities.
The workshop covers all the course content. You may bring to the seminar a work-related
writing sample for a confidential review by the course leader. Between the workshop and
half-day clinic, approximately one month later, you will have an opportunity to write a new
work-related assignment and e-mail it to the course leader. During the clinic, you will again
receive confidential feedback on your writing development based on plain language
principles. It is a computer-assisted course to reflect the way you write on the job.

Objectives:
• Organize ideas effectively
• Use visual design to reinforce the content
• Edit sentences for fluency
• Use active and passive voice effectively
• Maintain conceptual and grammatical consistency in sentence structure
• Employ techniques to reduce verbiage and highlight key ideas
• Proofread messages for correct grammar and proper diction
Target Audience: Professional Staff who need to convey complex language in simple terms
to enhance readability

Course Code
C7833

Days of
Training
1½

Dates

Cost

Credits

Jan 5 (workshop: 1 day)
and
Jan 31 (clinic: half-day,
9:00am-12:30pm)

$485

.9CEUs/12CPEs
9PDCs

119

DCAS Citywide Learning & Development

Technology
Portfolio

L&D Summer 2022 Course Catalog

120

Technology Portfolio
The technology portfolio has a full compilation of software offerings, including Microsoft
Office products, Adobe products, IT certifications, and others.

Microsoft Office Products — Access for Office 365..................... 124
Access for Office 365, Part 1.......................................................... 124
Access for Office 365, Part 2.......................................................... 125
Microsoft Office Products — Excel for Office 365......................... 126
Excel for Office 365, Part 1.............................................................. 126
Excel for Office 365, Part 2.............................................................. 127
Excel for Office 365, Part 3 ............................................................. 128
Excel for Office 365, Data Analysis with Pivot Tables................... 129
Microsoft Office Products — Outlook for Office 365.................... 130
Outlook for Office 365, Part 1......................................................... 130
Outlook for Office 365, Part 2......................................................... 131
Microsoft Office Products — PowerPoint for Office 365............... 132
PowerPoint for Office 365, Part 1.................................................... 132
PowerPoint for Office 365, Part 2.................................................... 133
Microsoft Office Products — Visio Professional 2016................... 134
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Visio Professional 2016, Part 1........................................................ 134
Visio Professional 2016, Part 2........................................................ 135
Microsoft Office Products - Word for Office 365........................... 136
Word for Office 365 Part 1............................................................... 136
Word for Office 365, Part 2.............................................................. 137
Word for Office 365, Part 3.............................................................. 138
Microsoft Office 365 Applications.................................................. 139
Free On-Demand Recorded Instructor-Led Training............................ 139
Free Live Instructor-Led Training:
Meetings, Chat & Document Collaboration.......................................... 141
Other Office 365 Applications................................................................. 142
Accessibility.............................................................................................. 143

Adobe Illustrator CC....................................................................... 144
Adobe InDesign CC........................................................................ 145
Adobe Photoshop CC..................................................................... 146
IT Professional & Certification Courses.......................................... 147
Crystal Reports 2016, Part 1............................................................ 147
Crystal Reports 2016, Part 2............................................................ 148
Tableau Desktop Level 2: Intermediate........................................ 149
Information Security Expertise (Security+ Certification).............. 150
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Certified Information Security Systems Professional (CISSP)....... 151
Implementing and Administering Cisco Solutions
(CCNA) v1.0..................................................................................... 152
PMI: Project Management Professional (PMP)............................. 153
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Microsoft Office Products – Access for Office 365
Access for Office 365, Part 1
In this introductory course, you will discover the capabilities of Microsoft Access, a relational
database application that can help you and your organization manage your complex data.

Objectives:
• Get to know the layout of Access for Office 365
• Work with table data
• Query a database
• Create advanced queries
• Generate reports
• Customize the Access environment
• Design a relational database
• Join tables
• Organize a database for efficiency
• Share data across applications
• Explore advanced reporting
Target Audience: Employees who wish to establish a foundational understanding of Access

Course Code

Days of
Training

Dates

Cost

Credits

T4075

2

Nov 9-10

$300

1.2CEUs/16CPEs

Prerequisite: Basic knowledge of computer applications
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Microsoft Office Products – Access for Office 365
Access for Office 365, Part 2
In this course, you will expand your knowledge of relational database design; promote
quality input from others; improve database efficiency, promote data integrity, and
implement advanced features in tables, queries, forms, and reports.

Objectives:
• Restructure data into proper tables to ensure data dependency and minimize
redundancy
• Write advanced queries to analyze and summarize data
• Create macros
• Customize reports by using various Access features
• Maintain your database using Access tools
Target Audience: Database administrators or prospective database administrators who have
experience working with Access for Office 365 and need to learn advanced skills

Course Code

Days of
Training

Dates

Cost

Credits

T4076

2

Dec 8-9

$300

1.2CEUs/16CPEs

Prerequisite: Access for Office 365, Part 1
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Excel for Office 365, Part 1
This course aims to provide participants with a foundation for Excel knowledge and skills,
which they can eventually build upon to become an expert in data manipulation.

Objectives:
• Get to know the layout of Excel
• Perform calculations
• Change and format a worksheet
• Manage and print workbooks
Target Audience: Employees who wish to gain a foundational understanding of Excel
necessary to create and work with an electronic spreadsheet

Course Code

Days of
Training

Dates

Cost

Credits

T3084

1

Nov 15, Dec 1, Jan 6

$150

.6CEUs/8CPEs

Prerequisite: Basic knowledge of computer applications
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Excel for Office 365, Part 2
This course builds upon the knowledge presented in the Excel for Office 365, Part 1 course
and helps participants down the road to create advanced workbooks and worksheets.

Objectives:
• Work with functions
• Work with lists
• Analyze data
• Visualize data with charts
• Examine data with Pivot Tables and Pivot Charts
Target Audience: Employees who already have a foundational knowledge of Excel and
want to take advantage of some of the higher-level Excel functionality to analyze and
present data

Course Code

Days of
Training

Dates

Cost

Credits

T3085

1

Nov 21, Jan 19

$150

.6CEUs/8CPEs

Prerequisite: Excel for Office 365, Part 1
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Excel for Office 365, Part 3
This course builds off the foundational and intermediate knowledge presented in Excel for
Office 365 Part 1 and 2. This interactive class will help you get the most out of your Excel
experience. The ability to collaborate with colleagues, automate complex or repetitive tasks,
and use conditional logic to construct and apply elaborate formulas and functions will put
the full power of Excel right at your fingertips. The more you learn about how to get Excel
to do the hard work for you, the more you will be able to focus on getting the answers you
need from the vast amounts of data your organization generates.

Objectives:
• Work with multiple worksheets and workbooks
• Perform calculations
• Share and protect workbooks
• Automate workbook functionality
• Use Lookup function and formula auditing
• Forecast data
• Create Sparkline and map data
Target Audience: Employees who already have a foundational knowledge of Excel and
want to take advantage of some of the higher-level Excel functionality to analyze and
present data

Course Code

Days of
Training

Dates

Cost

Credits

T3086

1

Dec 12, Jan 27

$150

.6CEUs/8CPEs

Prerequisite: Excel for Office 365, Part 2
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Excel for Office 365, Data Analysis with Pivot Tables
Analyzing data and gaining insight is important. You have experience creating Pivot Tables,
but Excel can do more. In this course, participants will learn how to organize data for
meaningful presentation to others.

Objectives:
• Prepare data and create Pivot Tables
• Analyze data using Pivot Tables
• Working with Pivot Charts
Target Audience: Employees taking this course are experienced Excel users who are looking
to advance their data analysis capabilities by using Pivot Tables

Course Code

Days of
Training

Dates

Cost

Credits

T3087

1

Oct 12, Dec 16, Jan 31

$150

.6CEUs/8CPEs

Prerequisite: Participants should have experience working with Excel for Office 365 and
Pivot Table
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Microsoft Office Products — Outlook for Office 365
Outlook for Office 365, Part 1
In this course, participants will use Outlook to send, receive, and manage email messages,
manage their contact information, schedule appointments and meetings, create tasks and
notes, and customize the Outlook interface to suit their working style.

Objectives:
• Compose, read, and respond to emails
• Schedule appointments and meetings
• Manage contact information
• Create notes and schedule tasks
• Customize message response options and organize your mail
• Attach files and insert illustrations to the message
• Use flags, categories, and folders to organize the message
• Work with contacts
Target Audience: Employees who need to know how to use Outlook as an email client
to manage their communications, appointments, contact information, and other
communication tasks

Course Code

Days of
Training

Dates

Cost

Credits

T7077

1

Jan 13

$150

.6CEUs/8CPEs

Prerequisite: Basic knowledge of computer applications
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Microsoft Office Products — Outlook for Office 365
Outlook for Office 365, Part 2
In this course, participants will customize command sets, configure mail accounts, set global
options, perform advanced searches, apply filters to intercept mail and control spam, create
rules to automate many management tasks within Outlook.

Objectives:
• Modify messages and set global options
• Organize, search, and manage messages
• Manage your mailbox
• Automate message management
• Work with calendar settings
• Create groups and manage contacts
• Plan your activities with tasks and notes
• Share workspaces with others
• Configure Outlook data file
Target Audience: Employees who want to know how to use Outlook’s advanced features
to manage their email communications, calendar events, contact information, search
functions, and other communication tasks

Course Code

Days of
Training

Dates

Cost

Credits

T7078

1

Jan 20

$150

.6CEUs/8CPEs

Prerequisite: Outlook for Office 365, Part 1
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Microsoft Office Products — PowerPoint for Office 365
PowerPoint for Office 365, Part 1
Participants will use PowerPoint to create engaging, dynamic multimedia presentations in
this course.

Objectives:
• Get to know the layout of PowerPoint
• Develop a PowerPoint presentation
• Perform advanced text editing
• Add graphical elements, tables, and charts to your presentation
• Modify objects in your presentation
• Prepare to deliver the presentation
Target Audience: Employees who wish to gain the foundational understanding of PowerPoint
that is necessary to create and develop an engaging multimedia presentation

Course Code

Days of
Training

Dates

Cost

Credits

T6067

1

Nov 2, Jan 3

$150

.6CEUs/8CPEs

Prerequisite: Basic knowledge of computer applications
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Microsoft Office Products — PowerPoint for Office 365
PowerPoint for Office 365, Part 2
In this course, participants will enhance their presentation by using features that transform it
into a powerful means of communication. They will customize the PowerPoint interface to
suit the requirements and use features to create presentations.

Objectives:
• Customize the PowerPoint environment
• Tailor a design template
• Add SmartArt graphics and special effects to your presentation
• Modify a slide show
• Collaborate on a presentation
• Secure and distribute a presentation
Target Audience: Employees who have a foundational working knowledge of PowerPoint,
who want to take advantage of the application’s higher-level usability, security,
collaboration, and distribution functionality

Course Code

Days of
Training

Dates

Cost

Credits

T6068

1

Dec 6, Jan 12, Jan 26

$150

.6CEUs/8CPEs

Prerequisite: PowerPoint for Office 365, Part 1
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Microsoft Office Products — Visio Professional 2016
Visio Professional 2016, Part 1 (Live Virtual Training)
Participants will learn to create a professional-looking visual product, using various shapes in
Visio Professional, including workflows and flowcharts.

Objectives:
• Get to know the layout of Visio
• Create a workflow diagram
• Create an organization chart
• Make a floor plan
• Create a cross-functional flowchart
• Create a network diagram
• Style a diagram
Target Audience: Employees who are new to Visio and who will use this application to create
basic workflows and perform end-to-end flowcharting

Course Code

Days of
Training

Dates

Cost

Credits

T6450W

1

Dec 2

$150

.6CEUs/8CPEs

Prerequisite: General computer proficiency and knowledge of Windows 10 and above to
access programs, files, and folders
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Microsoft Office Products — Visio Professional 2016
Visio Professional 2016, Part 2 (Live Virtual Training)
Participants will learn the advanced features of Visio Professional 2016 to create
sophisticated graphics and illustrations that may be linked to an external data source and
may be inserted into other Microsoft Office files.

Objectives:
• Enhance the look of a drawing
• Create shapes, stencils, and templates
• Connect drawings to external data
• Leverage development tools
• Share drawings
Target Audience: Graphic designer, subject matter specialist, or other employees with basic
Visio skills who need to use this application to create sophisticated graphics and illustrations
that may be linked to external data sources

Course Code

Days of
Training

Dates

Cost

Credits

T6451W

1

Jan 11

$150

.6CEUs/8CPEs

Prerequisite: Visio Professional 2016, Part 1
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Microsoft Office Products — Word for Office 365
Word for Office 365 Part 1
In this course, participants will learn how to use Word to create and edit simple documents,
format documents, add tables and lists, add design elements and layout options, and proof
documents.

Objectives:
• Navigate and perform everyday tasks in Word
• Format text and paragraphs
• Perform repetitive operations
• Enhance lists
• Create and format tables
• Insert graphic objects
• Control page appearance
• Proof a document
• Customize the Word environment
Target Audience: Employees who want to learn about Word to improve the appearance
and accuracy of document content

Course Code

Days of
Training

Dates

Cost

Credits

T2085

1

Dec 29

$150

.6CEUs/8CPEs

Prerequisite: Basic knowledge of computer applications
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Microsoft Office Products — Word for Office 365
Word for Office 365, Part 2
In this course, participants will learn the new features which enable them to create complex
documents with a consistent look and feel. Participants will also learn how to automate
tedious tasks such as preparing a letter to send to every customer of your organization.

Objectives:
• Create and modify complex documents
• Organize content using tables and charts
• Customize formats using styles and themes
• Insert content using Quick Parts
• Use templates to automate document formatting
• Control the flow of a document
• Simplify and manage long documents
• Create letters, envelopes, and labels by using mail merge
Target Audience: Employees who want to learn about Word to improve the appearance
and accuracy of document content.

Course Code

Days of
Training

Dates

Cost

Credits

T2086

1

Jan 9

$150

.6CEUs/8CPEs

Prerequisite: Word for Office 365, Part 1
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Microsoft Office Products — Word for Office 365
Word for Office 365, Part 3
In this course, participants will learn a lot of the new features of Word. Participants will explore
advanced image manipulation tools, collaboration, cross-referencing and linking tools, entry
forms and data collection, security features, and tools for automation.

Objectives:
• Use images in a document and create custom graphic elements
• Collaborate on a document, and add reference marks and notes
• Secure a document, create, and manipulate forms, automate tasks
Target Audience: Employees who want to use advanced capabilities in Word

Course Code

Days of
Training

Dates

Cost

Credits

T2087

1

Jan 24

$150

.6CEUs/8CPEs

Prerequisite: Word for Office 365, Part 2
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NEW! Microsoft Office 365 Applications
Free On-Demand Recorded Instructor-Led Training
On-demand Microsoft training classes for Office 365 are now available to all city employees.
The recorded trainings range from the introductory to advanced levels. These non-credit
bearing training sessions do not have specific dates.
Agencies can access these recordings on CityShare.

Objectives:
• Create new Booking’s calendar and customize your service offerings
• Understand the difference between OneDrive for Business and SharePoint Online
• Learn effective strategies for creating, structuring and managing Teams and
collaborating on files
• Create forms, quizzes and polls
• Navigate OneNote and organize content across notebooks and pages
• Create and organize a plan; assign tasks and learn how to use specialized views of your
plan
• Streamline repetitive tasks and paperless processes with Power Automate
• Learn the building blocks for creating interactive dashboards with Power BI
• Get started with chat and meeting in Teams
• Understand how to create and manage data with Lists
• Review advanced course for SharePoint Online, Teams and Outlook
Target Audience: Employees who wish to establish a foundational understanding of Office
365 and Teams
(Continued on next page.)
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NEW! Microsoft Office 365 Applications
Free On-Demand Recorded Instructor-Led Training (cont.)
Course Name

Duration of
Training

Cost

Video Link

Bookings

60 mins

N/C

Click here

Cloud Storage

60 mins

N/C

Click here

Collaboration in Files and Meetings

60 mins

N/C

Click here

Forms

60 mins

N/C

Click here

Lists

60 mins

N/C

Click here

OneNote

60 mins

N/C

Click here

Outlook – Advanced

60 mins

N/C

Click here

Planner

60 mins

N/C

Click here

Power Automate

60 mins

N/C

Click here

Power BI

60 mins

N/C

Click here

SharePoint Online – Advanced

60 mins

N/C

Click here

Teams – Advanced

60 mins

N/C

Click here

Teams - Getting Started

60 mins

N/C

Click here

Teams - Meetings Deep Dive

60 mins

N/C

Click here
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NEW! Microsoft Office 365 Applications
Free Live Instructor-Led Training - Meetings, Chat & Document
Collaboration
These non-credit bearing courses are delivered by Microsoft instructors and offered in a
group setting online. A minimum of 20 students per class is required to schedule a class.
Contact your Agency Training Liaison to schedule training for your team.

Objectives:
• Learn how to use Microsoft Teams for meetings, chat and document collaboration
• Learn how to work with documents and content in SharePoint Online & OneDrive for
Business
Target Audience: Agency with 20+ End Users with an Office 365 license

Course Name

Duration of
Training

Dates

Cost

Credits

Bookings Level 100

60 mins

TBD

N/C

N/A

OneDrive for Business Level 100

60 mins

TBD

N/C

N/A

OneDrive for Business & SharePoint Online
Level 100

60 mins

TBD

N/C

N/A

SharePoint Online Level 100

60 mins

TBD

N/C

N/A

SharePoint Online Level 200

60 mins

TBD

N/C

N/A

Teams Level 100

60 mins

TBD

N/C

N/A

Teams Level 200

60 mins

TBD

N/C

N/A

Teams Breakout Rooms Level 100

60 mins

TBD

N/C

N/A

Teams Channels & Files Level 100

60 mins

TBD

N/C

N/A

Teams Chat & Meetings Level 100

60 mins

TBD

N/C

N/A

Teams Live Event (Attendee) Level 100

60 mins

TBD

N/C

N/A

Teams Live Event (Organizer) Level 100

60 mins

TBD

N/C

N/A

Teams Meetings Level 100

60 mins

TBD

N/C

N/A

Prerequisite: Basic knowledge of computer applications
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NEW! Microsoft Office 365 Applications

Free Live Instructor-Led Training - Other Office 365 Applications
These non-credit bearing courses are delivered by Microsoft instructors and offered in a
group setting online. A minimum of 20 students per class is required to schedule a class.
Contact your Agency Training Liaison to schedule training for your team.

Objectives: Learn how to use your various Office 365 applications more effectively.
Target Audience: Agency with 20+ End Users with an Office 365 license

Course Name

Duration of
Training

Dates

Cost

Credits

Excel Level 100

60 mins

TBD

N/C

N/A

Excel Level 200

60 mins

TBD

N/C

N/A

Forms Level 100

60 mins

TBD

N/C

N/A

Lists Level 100

60 mins

TBD

N/C

N/A

OneNote Level 100

60 mins

TBD

N/C

N/A

Outlook Level 100

60 mins

TBD

N/C

N/A

Planner Level 100

60 mins

TBD

N/C

N/A

Power Apps Level 100

60 mins

TBD

N/C

N/A

Power Automate Level 100

60 mins

TBD

N/C

N/A

Power BI Level 100

60 mins

TBD

N/C

N/A

Power BI Desktop Level 200

60 mins

TBD

N/C

N/A

PowerPoint Level 100

60 mins

TBD

N/C

N/A

PowerPoint Level 200

60 mins

TBD

N/C

N/A

Stream Level 100

60 mins

TBD

N/C

N/A

Tasks in Microsoft 365 Level 100

60 mins

TBD

N/C

N/A

To Do Level 100

60 mins

TBD

N/C

N/A

Whiteboard Level 100

60 mins

TBD

N/C

N/A

Word Level 100

60 mins

TBD

N/C

N/A

Word Level 200

60 mins

TBD

N/C

N/A

Prerequisite: Basic knowledge of computer applications
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NEW! Microsoft Office 365 Applications
Free Live Instructor-Led Training - Accessibility
These non-credit bearing courses are delivered by Microsoft instructors and offered in a
group setting online. A minimum of 20 students per class is required to schedule a class.
Contact your Agency Training Liaison to schedule training for your team.

Objectives:
• Learn how to set up and navigate the settings within Windows 10 and Microsoft 365
desktop applications including Microsoft Teams
• Understand how to create accessible content
• Learn about accessibility tools and features for people who are color blind or have low
vision
• Learn about features for those who are hard of hearing, have hearing loss, or have
deafness
• Learn about tools to make the digital world more accessible for those who live with
dyslexia, seizures, autism, or other cognitive differences
Target Audience: Agency with 20+ End Users with an Office 365 license

Duration of
Training

Dates

Cost

Credits

60 mins

TBD

N/C

N/A

Accessibility: Hard of Hearing Level 100

60 mins

TBD

N/C

N/A

Accessibility: Low Vision Level 100

60 mins

TBD

N/C

N/A

Accessibility: Neurodiversity Level 100

60 mins

TBD

N/C

N/A

Course Name
Accessibility: Creating Accessible
Content Level 100

Prerequisite: Basic knowledge of computer applications
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Adobe CC Products
Adobe Illustrator CC (Live Virtual Training)
In this course, designers will create illustrations, logos, advertisements, or other graphic
documents. The objectives covered in this class will help them prepare for the Adobe
Certified Associate (ACA) exam.

Objectives:
• Get to know the layout of Adobe Illustrator CC
• Create documents containing basic shapes and customized paths
• Work on graphics containing customized text
• Customize objects and basic shapes
• Prepare documents for deployment
Target Audience: Designers, Publishers, Pre-press professionals, Marketing communication
professionals, or Employees switching to a design job or taking on design responsibilities

Course Code

Days of
Training

Dates

Cost

Credits

T7423W

2

Nov 14-15

$300

1.2CEUs/16CPEs

Prerequisite: Basic knowledge of computer applications
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Adobe CC Products
Adobe InDesign CC (Live Virtual Training)
In this course, participants will learn to design, and publish a broad range of documents
in print, online, and mobile devices with this desktop publishing tool. They will create and
deliver eye-catching professional page layouts and designs for documents by identifying
and customizing InDesign Interface components.

Objectives:
• Get to know the layout of Adobe InDesign CC
• Design a document
• Customize a document
• Work with page elements
• Build tables and prepare a document for delivery
Target Audience: Employees who want to use the basic tools and features of InDesign for
creating professional page layouts and designs

Course Code

Days of
Training

Dates

Cost

Credits

T6335W

2

Nov 17-18

$300

1.2CEUs/16CPEs

Prerequisite: Basic knowledge of computer applications
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Adobe CC Products
Adobe Photoshop CC (Live Virtual Training)
In this course, participants, who may be photographers or are interested in working toward
obtaining Adobe Photoshop CC certification, will focus on some of the basic features of
Photoshop that allow them to navigate the environment using Photoshop tools to work with
photographic images.

Objectives:
• Get to know the layout of Adobe Photoshop CC
• Create basic images
• Manage selections and layers
• Adjust and refine images
• Manage files in a production workflow
Target Audience: Employees switching to a photographer job or taking on the responsibilities
of such, who want to use the robust features of Photoshop to enhance, modify, and organize
the images and photo reproductions

Course Code

Days of
Training

Dates

Cost

Credits

T6746W

2

Dec 12-13

$300

1.2CEUs/16CPEs

Prerequisite: Basic knowledge of computer applications

DCAS L&D Fall 2022 Course Catalog

146

Technology Portfolio

IT Professional & Certification Courses
Crystal Reports Products – Crystal Reports 2016
Crystal Reports 2016, Part 1 (Live Virtual Training)
In this course, participants, who may be photographers or are interested in working toward
obtaining Adobe Photoshop CC certification, will focus on some of the basic features of
Photoshop that allow them to navigate the environment using Photoshop tools to work with
photographic images.

Objectives:
• Explore the Crystal Reports interface
• Work with reports
• Use formulas in reports
• Build parameterized reports
• Group report’s data
• Enhance a report
• Create a report from Excel data
• Distribute data
Target Audience: Employees who need to build the advanced reports from a database.

Course Code

Days of
Training

Dates

Cost

Credits

I5531

2

Oct 17-18

$600

1.2CEUs

Prerequisite: Basic knowledge of computer applications
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IT Professional & Certification Courses
Crystal Reports Products – Crystal Reports 2016
Crystal Reports 2016, Part 2 (Live Virtual Training)
In this course, students will create complex reports and data sources using the tools in Crystal
Reports 2016. Participants will create more complex reports, including sub-reports and
crosstabs and increase their speed and efficiency using Crystal Reports.

Objectives:
• Explore the Crystal Reports interface
• Create and work with complex reports
• Use formulas in reports
• Enhance a report
• Put together sub-reports and crosstabs
Target Audience: Employees who need to build advanced reports from a database

Course Code

Days of
Training

Dates

Cost

Credits

I5532

2

Oct 25-26

$600

1.2CEUs

Prerequisite: Crystal Reports 2016, Part 1
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IT Professional & Certification Courses
Business Intelligence and Data Visualization Tools
Tableau Desktop Level 2: Intermediate (Live Virtual Training)
In this intermediate level course, the user will learn to master Tableau by exploiting many new
features introduced in Tableau 10.
This course provides learners with valuable methods utilizing advanced calculations to solve
complex problems. These techniques include using different types of calculations, such as
row-level, aggregate-level, and more. The user will be armed with an arsenal of advanced
chart types and techniques to present information to a variety of audiences using clear,
efficient, and engaging dashboards.
Target Audience: Individuals with experience with the fundamental concepts of Tableau
who want to take their skills to the next level or want to prepare themselves to be a Tableau
power user

Course Code

Days of
Training

Dates

Cost

Credits

I8502

2

Nov 16-17

$924

1.2CEUs
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IT Professional & Certification Courses
Information Security Expertise
CompTIA Security+ Certification (Live Virtual Training)
CompTIA Security+ is the primary course you will need to take if your job responsibilities
include securing network services, devices, and traffic in your organization. You can also
take this course to prepare for the CompTIA Security+ certification examination. In this
course, you will build on your knowledge of and professional experience with security
fundamentals, networks, and organizational security as you acquire the specific skills required
to implement basic security services on any computer network.
Target Audience: This course is targeted toward the information technology (IT) professional,
who has networking and administrative skills in Windows®-based Transmission Control
Protocol/Internet Protocol (TCP/IP) networks; familiarity with other operating systems, such as
Mac OS X®, Unix, or Linux; and who wants to further a career in IT by acquiring foundational
knowledge of security topics; prepare for the CompTIA Security+ certification examination;
or use Security+ as the foundation for advanced security certifications or career roles

Course Code
I551N

Days of
Training

Dates

Cost

Credits

5

Oct 17-21, Oct 31-Nov 4,
Nov 14-18, Nov 28-Dec 2,
Dec 12-16, Jan 23-27

$1800

3.0CEUs

Exam Code

Dates

Cost*

Credits

SY0601

When applying, enter your selected date
and time.
It must be between Monday to Friday
from 10AM to 3PM.

TBD

N/A

Prerequisite: Basic knowledge of computer applications

*The price of the exam is subject to change.
Certification and Exams: The Security+ certification candidates must pass one exam.
Although not required, it is strongly recommended that candidates have their A+
Certification and Network+ certification or equivalent on-the-job experience.
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IT Professional & Certification Courses
Certified Information Security Systems Professional (CISSP)
CISSP: Certified Information Systems Security Professional
(Live Virtual Training)
The CISSP has become the key certification for security professionals. Corporations are
demanding experienced information security professionals with the certifications to prove it,
to protect their information and assets.
(ISC)2 CISSP is more than just the best way to refresh and review your knowledge base for
the CISSP certification exam. It’s also the best way to maintain your access to the latest news
regarding information system security issues, concerns, and countermeasures. This course
is your best bet for making sure you’re adequately prepared to take on the challenges
inherent in a world of constantly evolving information.
Target Audience: The CISSP certification program is targeted at professionals with at least
four years of experience in two domains and a college degree, or five years’ experience in
two domains without a college degree

Course Code

Days of
Training

Dates

Cost

Credits

I9022

5

Dec 19-23

$2241

3.0CEUs

151

DCAS Citywide Learning & Development

Technology Portfolio

IT Professional & Certification Courses
Cisco CCNA Certification
Implementing and Administering Cisco Solutions (CCNA) v1.0
(Live Virtual Training)
This course gives you a broad range of fundamental knowledge for all IT careers. You will
learn how to install, operate, configure, and verify basic IPv4 and IPv6 networks through
a combination of lectures, hands-on labs, and self-study. The course covers configuring
network components such as switches, routers, and wireless LAN controllers, managing
network devices, and identifying basic security threats. The course also gives you a
foundation in network programmability, automation, and software-defined networking.
Target Audience: This course is intended for Entry-level network engineers, Network
Administrators, Network support technicians and Help desk technicians

Course Code

Days of
Training

Dates

Cost

Credits

I1006

5

Dec 5-9

$2241

3.0CEUs

Cost*

Credits

TBD

N/A

Exam Code
200301

Dates
When applying, enter your selected date
and time.
It must be between Mondayto Friday from 10AM to 3PM.

*The price of the exam is subject to change.
Certification and Exams: The Cisco CCNA requires a single exam.
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IT Professional & Certification Courses
Project Management Expertise
PMI: Project Management Professional (PMP) (Live Virtual
Training)
The Project Management Professional (PMP)® Certification program is led by the industry’s
top PMP instructors, who prepare you to pass the PMP® exam, earning one of the most
valued credentials.
The PMP® exam content is focused on A Guide to the Project Management Body of
Knowledge - Seventh Edition (PMBOK® Guide) and other sources. This program features a
wide variety of proven learning tools and study aids.
What you will receive:
• Expert-led lectures
• Real-life examples
• 35 PMI PDUs (Based on course delivery & assignment hours)
• Tips and tricks to conquer the exam
• Assistance with the PMI application process
To become a certified Project Management Professional, a student must have:
• A bachelor’s degree and 4,500 hours of Project Management experience, and 35
hours of classroom instruction that relates to project management objectives (United
Training’s PMP training satisfies this requirement) - OR - a High School diploma or
equivalent and 7,500 hours of Project Management experience
• Supporting documentation is required for the above qualifications
• Pass the PMP exam, which consists of 200 multiple-choice questions to be completed in
4 hours. United Training’s Project Management Professional (PMP) Certification course
will prepare you for this exam
Target Audience: Project Managers, Associate Project Managers, Project Coordinators,
Project Analysts, Project Leaders, Senior Project Managers, Team Leaders, Product
Managers, Program Managers, and Project team members seeking the PMP certification

Course Code

Days of
Training

Dates

Cost

Credits

I445

5

Oct 17-21, Nov 14-18,
Dec 5-9, Jan 30-Feb 3

$2200

3.0CEUs
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Center Schedule
Phone: 212.386.0005 or 212.386.6425

Email: citywidetrainingcent@dcas.nyc.gov

Fax: 212.313.3439

Website: www.nyc.gov/ctc

Unless noted, open enrollment classes are held from 9:00am to 5:00pm

Executive Development Portfolio
Course Title

Code

Credits

Days

Dates

Cost

See Course Catalog, page 5 for details and/or
call Executive Development Programs at 212-386-0004.

Management & Supervision Portfolio
Course Title

Code

Credits

Days

Dates

Cost

Chaos Containment:
Executing Plans
Despite Chaos and
Disruption

C8053

1.2CEUs/16CPEs
12PDCs

2

Oct 13-14

$500

Data Analytics
for Managers

C4311

.6CEUs/8CPEs
6PDCs

1

Jan 10

$250

C8138

.6CEUs/8CPEs
6PDCs

1

Nov 4

$250

C8116

.6CEUs/8CPEs
6PDCs

1

Dec 7

$250

Essential Skills for
Leaders

C8062

.6CEUs/8CPEs
6PDCs

1

Jan 25

$250

Excel for Data
Analysis I

C9659

.6CEUs/8CPEs
6PDCs

1

Jan 12

$250

Deliver Feedback
and Conduct
Performance
Reviews that
Motivate
Engaging Teams
Through Turbulent
Times
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Course Title

Code

Credits

Days

Dates

Cost

Fundamentals of
Supervision

C1044

1.2CEUs/16CPEs
12PDCs

2

Oct 25 & 27

$500

GIS for Data Analysis I

C8757

.6CEUs/8CPEs
6PDCs

1

Dec 2

$250

Giving Feedback and
Getting Results

C2704

.6CEUs/8CPEs
6PDCs

1

Jan 24

$250

Initiating and
Managing Difficult
Conversations

C9013

.6CEUs/8CPEs
6PDCs

1

Dec 8

$250

Intentional Leadership

C8170

.6CEUs/8CPEs
6PDCs

1

Nov 30

$250

C7784

1.2CEUs/16CPEs
12PDCs

Lean Six Sigma:
Introduction to Process
Improvement (White
Belt Certificate)
Lean Six Sigma:
Process Improvement
Initiatives (Green Belt
Certificate)
Managerial
Effectiveness
Managing Change in
Changing Times
Managing for
Excellence
Modern Day
Leadership with
Impact
Organizational Design
for Leaders
Project Management
Psychological
Dimensions of Leading
and Supervision
Python for Data
Analysis I
R for Data Analysis I

C7785

C8120
C9661
C8122
C9664
C8125
C7756
C8072
C9662
C8413

2.4CEUs/32CPEs
24 PDCs
.6CEUs/8CPEs
6PDCs
.6CEUs/8CPEs
6PDCs
.6CEUs/8CPEs
6PDCs
.6CEUs/8CPEs
6PDCs
1.2CEUs/16CPEs
12PDCs
.6CEUs/8CPEs
6PDCs
.6CEUs/8CPEs
6PDCs
.6CEUs/8CPEs
6PDCs
.6CEUs/8CPEs
6PDCs
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2

4

Dec 15-16;
Jan 4-5
Jan 10, 11, 17 &
18;
Jan 23, 25, 26 &
27

$500

$1000

1

Nov 9

$250

1

Dec 14

$250

1

Dec 15

$250

1

Dec 6

$250

2

Oct 17-18

$500

1

Nov 7

$250

1

Dec 28

$250

1

Jan 13

$250

1

Jan 11

$250
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Course Title

Code

Credits

Days

Dates

Cost

Strategic
Delegation: Leading
a Team to Success

C8074

.6CEUs/8CPEs
6PDCs

1

Nov 16

$250

The Manager as
Performance Coach

C8128

1.2CEUs/16CPEs
12PDCs

2

Nov 28-29

$500

The Personalities
of Teams

C8077

.6CEUs/8CPEs
6PDCs

1

Nov 22

$250

No Cost Learning Portfolio
Course Title

Code

Credits

Days

Dates

Cost

CCHR Overview
of the City
Human Rights
Law

C8164

.2CEUs/3CPEs
2PDCs

2 hrs

Oct 20; Dec 15
(10:00am-12:00pm)

N/C

N/C

Civil Service
Overview

C8172W

.2CEUs/2.4CPEs

2 hrs

Oct 20; Dec 15;
Jan 19
(9:30am-11:30am)

Disability
Awareness &
Etiquette

C8022W

.15CEUs/2CPEs
1.5PDCs

1 ½ hrs

Oct 11
(10:30am-12:00pm)

N/C

Disability
Awareness &
Etiquette

This eCourse may be taken at any time from a work location.
Contact Citywide Compliance:(Ccompliance@dcas.nyc.gov)
to request access to the training.

N/C

Online Records
Management

This eCourse may be taken at any time from a work location.
Contact Citywide Compliance:(Ccompliance@dcas.nyc.gov)
to request access to the training.

N/C

Mandated Training
Everybody
Matters: EEO
& Diversity &
Inclusion for NYC
Employees
LGBTQ: The
Power of
Inclusion

This eCourse may be taken at any time from a work location.
Contact Citywide Compliance:(Ccompliance@dcas.nyc.gov)
to request access to the training.

C7787

.3CEUs/4CPEs
3PDCs
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1/2

Oct 18; Jan 11
(1:30pm-5:00pm)
Dec 7
(9:00am-12:30pm)

N/C

N/C
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Course Title
LGBTQ: The
Power of
Inclusion
Sexual
Harassment
Prevention
Sexual
Harassment
Prevention

Code

Credits

Days

Dates

This eCourse may be taken at any time from a work location.
Contact Citywide Compliance(Ccompliance@dcas.nyc.gov)
to request access to the training.
C7965W

Conflicts of
Interest
Corruption
Prevention
Awareness

N/A

Daily Based on
Demand

2 hrs

This eCourse may be taken at any time from a work location.
Contact Citywide Compliance:(Ccompliance@dcas.nyc.gov)
to request access to the training.
This eCourse may be taken at any time from a work location.
Contact Citywide Compliance:(Ccompliance@dcas.nyc.gov)
to request access to the training.
This eCourse may be taken at any time from a work location.
Contact Citywide Compliance:(Ccompliance@dcas.nyc.gov)
to request access to the training.

Cost
N/C
N/C
N/C
N/C
N/C

Microsoft Office 365 Applications
See Course Catalog, page 139 for details

NYC Specific Portfolio
Course Title

Writing in Plain
Language and Clinic

Code

C7833

Credits
.9CEUs/12CPEs
9PDCs

Days

Dates

Cost

1½

Jan 5 (workshop: 1
day)
and
Jan 31 (clinic:
half-day, 9:00am12:30pm)

$485

Cultural Awareness and Inclusivity
Building an
Inclusive Culture:
Understanding
Unconscious Bias

C1078

.3CEUs/4CPEs
3PDCs

1/2

Nov 2; Jan 24
(9:00am-12:30pm)
or (1:30pm-5:00pm)

N/C

Can We Talk? The
Power of Words

C8691

.6CEUs/8CPEs
6PDCs

1

Nov 1

N/C

Disability Awareness
& Etiquette

C8022W

.15CEUs/2CPEs
1.5PDCs

1 ½ hr

Oct 11
(10:30am-12:00pm)

N/C
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Course Title
Disability Awareness
& Etiquette
Everybody Matters:
EEO and Diversity &
Inclusion Training for
NYC Employees*
From
Microaggressions to
Microaffirmations
LGBTQ: The Power
of Inclusion*
LGBTQ: The Power
of Inclusion*
Managing the
Multi-Generational
Workforce:
Leveraging
the Talents of 5
Generations
Reasonable
Accommodation
Procedural
Guidelines
Sexual Harassment
Prevention*
Sexual Harassment
Prevention*
Structured
Interviewing and
Unconscious Bias
Structured
Interviewing: Utilizing
Follow-Up and
Probing Questions

Code

Credits

Days

Dates

Cost

This eCourse may be taken at any time from a work location.
Contact Citywide Compliance: (Ccompliance@dcas.nyc.
gov) to request access to the training.

N/C

This eCourse may be taken at any time from a work location.
Contact Citywide Compliance: (Ccompliance@dcas.nyc.
gov) to request access to the training.

N/C

.3CEUs/4CPEs
3PDCs

C9580

Nov 3
(9:00am-12:30pm)

1/2

Oct 18; Jan 11
(1:30pm-5:00pm)
C7787
1/2
Dec 7
(9:00am-12:30pm)
This eCourse may be taken at any time from a work location.
Contact Citywide Compliance: (Ccompliance@dcas.nyc.
gov) to request access to the training.
.3CEUs/4CPEs
3PDCs

C8606

.3CEUs/4CPEs
3PDCs

N/C

N/C

N/C

1/2

Jan 10
(1:30pm-5:00pm)

N/C

C7788

.3CEUs/4CPEs
3PDCs

1/2

Oct 27; Dec 6
(9:00am-12:30pm) or
(1:30pm-5:00pm)

N/C

C7965W

N/A

2 hrs

Daily Based on Demand

N/C

This eCourse may be taken at any time from a work location.
Contact Citywide Compliance: (Ccompliance@dcas.nyc.
gov) to request access to the training.
Nov 9; Jan 19
.3CEUs/4CPEs
C7790
1/2
(9:00am-12:30pm) or
3PDCs
(1:30pm-5:00pm)
.3CEUs/4CPEs
3PDCs

C8047

1/2

Oct 19; Nov 17; Jan 31
(9:00am-12:30pm) or
(1:30pm-5:00pm)

*Mandated Citywide Trainings
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N/C
N/C

N/C
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Course Title

Code

Credits

Days

Dates

Cost

Professional Practices
Audit
Evidence and
Documentation
Data Analytics:
Tools and
Techniques for
Auditors
Enterprise Risk
Management
(ERM) Seminar
Presentation Skills
for Auditors

A7011

1.2CEUs/16CPEs

2

Oct 13-14

$680

A9509

.6CEUs/8CPEs

1

Nov 3

$420

A9512

.6CEUs/8CPEs

1

Nov 29

$420

A8533

.6CEUs/8CPEs

1

Jan 11

$420

Energy Management Professionals:

see Course Catalog, pages 82-96 for details

IT Professionals (located in the Technology Portfolio):

See Course Catalog, pages 141(courses) and 161 (schedule) for details

Procurement Professionals
Conflicts of
Interest Seminar
for Procurement
Professionals

P4002

.25CEUs

2 ½ hrs

Oct 19 (9:30am12:00pm)

N/C

Procurement Professionals: Small Business Services M/WBE Courses
Best Practices
for Incorporating
the M/WBE
Program into the
Procurement
Process

P9041S

.3CEUs

1/2

Dec 8 (1:30pm4:30pm)

N/C

Best Practices
for M/WBE Goal
Setting

P9042S

.3CEUs

1/2

Nov 10 (1:30pm4:30pm)

N/C

Best Practices
for M/WBE
Networking and
Outreach

P9034S

.3CEUs

1/2

Oct 13 (1:30pm4:30pm)

N/C
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Course Title

Code

Credits

Days

Dates

Cost

M/WBE Program
Overview &
Resources

P9030S

.3CEUs

1/2

Jan 12 (1:30pm4:30pm)

N/C

Oct 20; Dec 15
(10:00am-12:00pm)

N/C

Non-DCAS Opportunities
CCHR Overview
of the City Human
Rights Law
Civil Service
Overview
Conflicts of
Interest*
Corruption
Prevention
Awareness*
Online Records
Management

.2CEUs/3CPEs
2PDCs

C8164

2 hrs

Oct 20; Dec 15;
C8172W
2 hrs
Jan 19
(9:30am-11:30am)
This eCourse may be taken at any time from a work location.
Contact Citywide Compliance:(Ccompliance@dcas.nyc.gov)
to request access to the training.
This eCourse may be taken at any time from a work location.
Contact Citywide Compliance:(Ccompliance@dcas.nyc.gov)
to request access to the training.
This eCourse may be taken at any time from a work location.
Contact Citywide Compliance:(Ccompliance@dcas.nyc.gov)
to request access to the training.
.2CEUs/3CPEs
2PDCs

N/C
N/C
N/C
N/C

*Mandated Citywide Trainings

Personal Development Portfolio
Course Title

Code

Credits

Days

Dates

Cost

Business Grammar

C8736

.6CEUs/8CPEs
6PDCs

1

Dec 14

$250

Citywide
Standardized
Customer Service

C7816

.6CEUs/8CPEs
6PDCs

1

Dec 13

$250

Creating and
Delivering Powerful
Presentations

C9041

1.2CEUs/16CPEs
12PDCs

2

Nov 14-15

$500

Effective Business
Writing

C6989

1

Dec 21

$250
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Course Title

Code

Credits

Days

Dates

Cost

C8756

.6CEUs/8CPEs
6PDCs

1

Dec 6

$250

Handling Stress in the
Workplace

C8755

.6CEUs/8CPEs
6PDCs

1

Nov 2

$250

Influencing Without
Authority

C4020

.6CEUs/8CPEs
6PDCs

1

Jan 17

$250

C8745

.6CEUs/8CPEs
6PDCs

1

Jan 31

$250

C8615

.6CEUs/8CPEs
6PDCs

1

Dec 14

$250

C8616

.6CEUs/8CPEs
6PDCs

1

Jan 19

$250

C4260

.6CEUs/8CPEs
6PDCs

1

Jan 9

$250

1½

Jan 5 (workshop: 1 day)
and
Jan 31 (clinic: half-day,
9:00am-12:30pm)

$485

Expanding Your
Learning, DecisionMaking and
Communication
Potential

Managing Chaos
Workshop: Setting
Priorities and Making
Decisions Under
Pressure
Process Mapping
for Process
Improvement
Quick and Easy Brain
Hacks for Reducing
Emotional Stress
Writing Effective and
Efficient Email

Writing in Plain
Language and
Clinic

C7833

.9CEUs/12CPEs
9PDCs

Technology Skills Portfolio
Course Title

Code

Credits

Days

Dates

Cost

Nov 9-10

$300

Microsoft Office Products
Access for Office
365, Part 1

T4075

1.2CEUs/16CPEs
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Course Title
Access for Office
365, Part 2
Excel for Office 365,
Part 1
Excel for Office 365,
Part 2
Excel for Office 365,
Part 3
Excel for Office 365,
Data Analysis with
Pivot Tables
Outlook for Office
365, Part 1
Outlook for Office
365, Part 2
PowerPoint for
Office 365, Part 1
PowerPoint for
Office 365, Part 2
Visio Professional
2016, Part 1
Visio Professional
2016, Part 2
Word for Office 365
Part 1
Word for Office 365,
Part 2
Word for Office 365,
Part 3

Code

Credits

Days

Dates

Cost

T4076

1.2CEUs/16CPEs

2

Dec 8-9

$300

T3084

.6CEUs/8CPEs

1

Nov 15, Dec 1,
Jan 6

$150

T3085

.6CEUs/8CPEs

1

Nov 21, Jan 19

$150

T3086

.6CEUs/8CPEs

1

Dec 12, Jan 27

$150

T3087

.6CEUs/8CPEs

1

Oct 12, Dec 16,
Jan 31

$150

T7077

.6CEUs/8CPEs

1

Jan 13

$150

T7078

.6CEUs/8CPEs

1

Jan 20

$150

T6067

.6CEUs/8CPEs

1

Nov 2, Jan 3

$150

T6068

.6CEUs/8CPEs

1

Dec 6, Jan 12,
Jan 26

$150

T6450W

.6CEUs/8CPEs

1

Dec 2

$150

T6451W

.6CEUs/8CPEs

1

Jan 11

$150

T2085

.6CEUs/8CPEs

1

Dec 29

$150

T2086

.6CEUs/8CPEs

1

Jan 9

$150

T2087

.6CEUs/8CPEs

1

Jan 24

$150

Microsoft Office 365 Applications
Free On-Demand Recorded Instructor-Led Training
see Course Catalog, page 139 for details
Free Live Instructor-Led Training - Meetings, Chat & Document Collaboration
see Course Catalog, page 141 for details
Free Live Instructor-Led Training - Other Office 365 Applications
see Course Catalog, page 142 for details
Free Live Instructor-Led Training – Accessibility
see Course Catalog, page 143 for details
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Course Title
Adobe Illustrator
CC
Adobe InDesign
CC
Adobe
Photoshop CC

Code

Credits

Days

Dates

Cost

T7423W

1.2CEUs/16CPEs

2

Nov 14-15

$300

T6335W

1.2CEUs/16CPEs

2

Nov 17-18

$300

T6746W

1.2CEUs/16CPEs

2

Dec 12-13

$300

IT Professional & Certification Courses
Crystal Reports
2016, Part 1

I5531

1.2CEUs

2

Oct 17-18

$600

Crystal Reports
2016, Part 2

I5532

1.2CEUs

2

Oct 25-26

$600

Tableau
Desktop Level 2:
Intermediate

I8502

1.2CEUs

2

Nov 16-17

$924

$1800

CompTIA
Security+
Certification
CISSP: Certified
Information
Systems Security
Professional
Cisco CCNA
Certification
PMI: Project
Management
Professional
(PMP)

I551N

3.0CEUs

5

Oct 17-21, Oct 31Nov 4,
Nov 14-18, Nov 28Dec 2,
Dec 12-16, Jan 23-27

I9022

3.0CEUs

5

Dec 19-23

$2241

I1006

3.0CEUs

5

Dec 5-9

$2241

I445

3.0CEUs

5
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Oct 17-21, Nov 14-18,
Dec 5-9,
$2200
Jan 30-Feb 3
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Training Logistics
What You Can Expect
How to Apply for Citywide Online Training
To apply for classes, participants must complete the DCAS Citywide Training Center (DCAS
CTC) application located at the back of this catalog or on our website at
www.nyc.gov/ctc. Applicants can use one form to apply for multiple courses.
Applications must be e-signed or electronically approved via email transaction by an
immediate supervisor and submitted to your agency’s designated agency training
liaison. Please get in touch with your agency personnel officer for the name and contact
information of the training liaison at your agency.
You may apply for courses offered by the Citywide L&D by following a few simple steps:
Step 1: Complete the required fields on the DCAS CTC Application at the end of this
catalog. Please fill out the Training Applicant Information and Selected Course
Information sections.
Step 2: Forward your completed DCAS CTC Application to your supervisor for approval/
authorization.
Step 3: Once your supervisor approves your application, they must forward it to your
agency’s training liaison, who then must submit the completed training request
to the DCAS Citywide Training Center. (Note: The DCAS CTC will process training
applications it receives from training liaisons under the assumption that liaisons
have obtained all permissions needed for you to participate in the selected
course(s), including your agency fiscal officer’s approval if required).

After You Submit Your Training Application
Shortly after you submit your training application, you will receive a confirmation from your
training liaison that your training request has been processed.
You will also receive instructions via email, including steps to log in, specific audio
and computer requirements, and other relevant information from either your agency
representative or the DCAS CTC and/or the vendor hosting the program.
The DCAS CTC will not process any applications sent directly from an individual employee
and/or submitted without the required authorizing signatures.
The DCAS CTC will send confirmations for training to agency liaisons in advance of the
course(s). Agency training liaisons are responsible for notifying employees about the
classes and dates of training that have been confirmed.
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Employees should not attend any class for which they did not receive a written confirmation.
Please contact your agency training liaison if you have questions about class confirmations.

Information for Training Liaisons
Mayoral and Non-mayoral agencies with access to NYCAPS must register staff for training
through the NYCAPS training module.
Agencies that do not have access to NYCAPS may complete the CTC application and
submit it via email to citywidetrainingcent@dcas.nyc.gov.
• Mayoral agencies must establish an Intra-City Budget Modification (MOD) with DCAS.
Checks are not accepted from mayoral agencies. We advise all agencies to anticipate
training needs and expenses at the beginning of each fiscal year and set up budget
modifications with DCAS at that time. Once granted, invoices are sent to agencies, and
your agency establishes the budget MOD. CTC draws down upon the allocated funds.
• Non-mayoral agencies must pay by check. Checks must be made payable to DCAS/
Citywide Training Center. Agency training liaison and/or the agency fiscal officer are
responsible for ensuring that payment is made to DCAS before training.

Cancellation Policy
DCAS Citywide L&D must receive requests for cancellations or schedule changes in writing at
least seven business days before the start of a confirmed class. Our IT classes [where a course
code starts with the letter I] require at least 10 days advance notice. This may be provided
via email to citywidetrainingcent@dcas.nyc.gov.
Requests received without the required notice will result in a full-course fee charge. Agencies
may designate a qualified participant for substitution up to the start of the class without
penalty and must notify the DCAS CTC of the replacement in advance.
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Course Formats
Open Enrollment Courses
DCAS CTC’s open enrollment courses include participants from multiple agencies. Open
enrollment courses are ideal for agencies that want to enroll one or more staff in a course
rather than a specific agency class. Please note that course times will vary depending upon
modality. Most webinars are offered in ½ day formats.
Agency-Specific Courses
To help agencies meet their unique training needs, the DCAS CTC can schedule catalog
courses as agency-specific offerings upon request. In addition, if there are topics of interest
to your agency, whether inside the catalog or not, that you would like developed into
courses conducted exclusively for a group (10+) of your agency’s employees, the DCAS CTC
would be happy to speak with you about how we can help. For a nominal fee, agencies
may request dedicated and/or customized workshops, scheduled at their convenience,
for a group of employees. DCAS CTC’s professional staff and facilitators are able and
eager to develop and deliver new courses to achieve workforce training and professional
development goals and objectives. If an agency has an appropriate training facility, the
DCAS CTC, upon request, can deliver programs at on-site agency locations.
Please contact DCAS Citywide L&D at 212-386-0004 for information about the agencyspecific course customization and fees or email us at citywidetrainingcent@dcas.nyc.gov.

Instructors
All DCAS CTC courses are led by highly qualified consultants from the government,
academia, and the private sector. DCAS CTC in-house facilitators may also provide select
learning content. Practitioners of the skills they teach, all DCAS CTC trainers bring a wealth
of knowledge and experience in training City personnel that address City-specific issues
and challenges. Instructors may not solicit sales or payments for books, articles, documents,
or other materials in which they may have a proprietary interest, directly from any City of
New York employee or agency/client during any activities related to a DCAS CTC program
delivery.

Class Sizes
Some online courses have limited enrollment (20-25 participants maximum), similar to
the enrollment caps in small, in-person sessions. Limited enrollment keeps class size to
a manageable level for instructors and helps ensure a positive learning experience for
program participants. For most online programs, registration is on a first-come, first-served
DCAS L&D Fall 2022 Course Catalog
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basis, and the DCAS CTC will send course registration confirmations to agency training
liaisons in advance of the course(s). We recommend that you register early and contact your
agency training liaison if you have questions about your course confirmation status.

Virtual Training (Live Webinars)
Although the DCAS CTC can support various platforms, our preferred virtual training platforms
are Microsoft Teams and Zoom.
Differences Between Virtual and On-Site Training
Many things that make you successful in an online training program or class are the same
things that make you successful in a traditional on-site class: participate and ask questions,
listen, remain focused throughout the session, and complete course assignments. To
participate successfully in online training, be sure to:
• Check that your computer and internet connection are working properly before the
session begins.
• Read any pre-class instructions carefully regarding log-in and participation.

eCourses
An eCourse is Computer Based Training (CBT) that may be taken during an employee’s own
time onsite at a city work location. The courses are available at any time. Training Liaisons
interested in eCourses for their staff should contact the DCAS CTC at
citywidetrainingcent@dcas.nyc.gov for assistance with account set-up and eCourse
deployment.

Transcripts and Certificates
DCAS CTC does not replace lost or damaged training certificates. Instead, a training
participant can request a personal transcript with a list of courses they have taken.
City employees interested in personal transcripts of courses they’ve taken at the DCAS CTC
can contact us at citywidetrainingcent@dcas.nyc.gov.
No food or beverages are permitted inside CTC classrooms.
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Directions to the Citywide Training Center
The David N. Dinkins
Municipal Building
1 Centre Street, 24th Floor (South Side)
New York, NY 10007
Closest Subway Lines:
• 4/5/6 to Brooklyn Bridge-City Hall
• J/Z to Chambers Street-Centre Street
• R to City Hall
• A/C to Chambers Street-Church Street
Closest Bus Routes:
• M22
• M15
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Accreditation
The DCAS CTC is an authorized provider of Continuing Education Units (CEUs) and
professional development credits from various accreditation associations:
International Association for Continuing Education and
Training (IACET)
DCAS NYC Citywide Training Center has been credentialed
as an Accredited Provider by the International Association
for Continuing Education and Training (IACET). In obtaining
this accreditation, the DCAS NYC Citywide Training Center
has demonstrated that it complies with the ANSI/IACET
Standard, which is recognized internationally as a standard
of good practice. Because of the Accredited Provider
status, DCAS NYC Citywide Training Center is authorized to
offer IACET CEUs for programs that qualify under the ANSI/
IACET Standard.

Society for Human Resources Management (SHRM)
New York City Department of Citywide Administrative
Services – Citywide Training Center is recognized by SHRM
to offer SHRM-CP or SHRM-SCP professional development
credits (PDCs). For more information about certification or
recertification, please visit shrmcertification.org.

Continuing Professional Education Credits (CPEs)
The DCAS Citywide Training Center is registered as a
sponsor of Continuing Professional Education Credits (CPEs)
with the New York State Board of Public Accountancy;
sponsor ID number: 002483. One CPE is earned for every 50
minutes of classroom instruction.

COIB Continuing Legal Education (CLE) Credits
In collaboration with the NYC Conflicts of Interest Board
(COIB), the Citywide Training Center offers a series of
workshops that focus on Chapter 68 of the New York
City Charter and the issues related to conflicts of interest.
Continuing legal education (CLE) credit for participation is
provided through the NYC Conflicts of Interest Board.
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Application Form
Contact the CTC at:
1 Centre Street, 24th Floor (South Side)
New York, NY 10007
212.386.0005 or 212.386.6425 - phone
212.313.3439 - fax
citywidetrainingcent@dcas.nyc.gov
www.nyc.gov/ctc
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NYC Department of Citywide Administrative Services | Citywide Training Center (CTC)

Application

DCAS CTC Office Use Only
Input Date

Initials

Training Applicant Information

Please complete all fields. The employee reference number can be found on your paystub. It is
not your social security number. First-time non-City applicants can leave this blank and will be
assigned a DCAS CTC ID number after registration. If you need help obtaining any information in
this section, please contact your training liaison for assistance.
Employee Reference
Number (See Paystub)

Employee Affiliation: (Check One)
City State Federal Non-Gov.

Last Name

First Name

Civil Service Title

Office Title

Agency Name

Middle Initial

I have changed agencies
within the last two years

Agency Code

Division/Work Unit

Today’s Date

Yes
No

Work Address (full)

Work Phone

Work Fax

Work Email

Personal Email

Optional Applicant Information
Gender
Female or Woman
Male or Man

Non-binary (not female/woman or male/man)

Unknown/I choose
not to disclose

Other (a gender not listed)

Are you Hispanic?

What is your race?
Asian
Black

Yes
No

I do not want to disclose
Two or more races

White

I do not want to disclose

American Indian or Alaskan Native

Selected Course Information

Please complete all fields. Courses selected should be from the current DCAS Citywide Training
Center Class Schedule. Contact your agency training liaison for additional course information.
Course Code
1
2
3
4

Course Title

Course Dates

Days

Cost

DCAS Citywide Training Center Confirmation/Cancellation Policy
1. Your agency training liaison will notify you of your confirmation to attend the class(es) for which you
have registered. You should not attend a class for which you have not received a confirmation. If
you have not received a confirmation, check with your liaison. No food or beverages are permitted
in classrooms.
2. Requests for cancellations or scheduling must be received in writing at least 7 business days prior
to the start of a confirmed class. Requests received without the required notice will result in a fullcourse fee charge. Agencies may designate a qualified participant for substitution up to the
commencement of the class without penalty.

Applicant Signature
___________________________________
Applicant Signature

___________________________________
Date

After Completing Application
1) Forward this completed application to your immediate supervisor for signature and authorization.
2) Your supervisor must then forward this completed application to the appropriate agency training
liaison for processing.
3) If the training is at a cost, the agency training liaison must then forward the application to the
agency fiscal officer or designee for fiscal authorization.
4) The agency training liaison must then sign and forward the completed and authorized application
to the DCAS CTC.
*Note: The DCAS CTC will process applications under the assumption that Training Liaisons have
obtained all necessary permissions.

Supervisor’s Authorization
Supervisor’s
Name (Print)
Work Phone

Title
Work Fax

Work Email

By my signature, I certify that this employee is authorized for training in the course(s) requested and
confirm that this employee has taken, where applicable, the prerequisite basic courses and/or has
demonstrated the skill necessary to participate successfully in advanced-level coursework.
Additionally, I understand that this employee is excused from normal work assignments during the
hours of training and is required to attend the training course(s), as scheduled, once DCAS CTC
registration confirmation is received by the Agency Training Liaison.
___________________________________ ___________________________________
Supervisor Signature
Applicant Signature

Fiscal Officer or Title Designee’s Authorization
Fiscal Officer or Title
Designee’s Name (Print)

Title

Work Phone

Work Fax

Work Email

By my signature, I certify that funding in the appropriate budget/object codes is available for the
training requested and that all training costs will be paid in accordance with DCAS Citywide Training
Center payment procedures.
___________________________________
Fiscal Officer Signature

___________________________________
Date

Agency Training Liaison Authorization
Agency Training
Liaison Name (Print)

Title

Work Phone

Work Fax

Work Email

By my signature, I certify that I have reviewed this for content and completeness.
___________________________________
Agency Training Liaison Signature

___________________________________
Date

Additional Information
The NYC Department of Citywide Administrative Services (DCAS) is committed to Equal Employment
Opportunity (EEO) and a policy of non-discrimination in the employment, development, advancement
and treatment of City employees.
DCAS will provide reasonable accommodations to employees with disabilities who need and request
such accommodations.
If you require accommodation or support service, please call us at (212) 386-0005 or email us at
citywidetrainingcent@dcas.nyc.gov.

DCAS Citywide Training Center
1 Centre Street, 24th Floor South | New York, NY 10007
Phone: 212-386-0005 | Email: citywidetrainingcent@dcas.nyc.gov
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