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Learn the skills you need, during times that fit your busy schedule. We offer up-to-date and innovative training programs to 
address the current and future needs of those in law enforcement, corrections, probation officers, private detectives and 
security personnel. Our knowledgeable instructors are experienced in teaching adult learners and law enforcement 
personnel, and our courses meet the requirements of Peace Officer Standards and Training (POST) continuing education. 
 
Join our Slot Program and get the best value for your money! 

• Purchase 1-5 slots at $795/slot and 6+ slots at $525/slot. 
• Each slot purchased allows you to send one full-time, licensed law enforcement officer or dispatcher to any course 

in the catalog for an entire year. 
• Slots are assigned to an agency, not an individual. 

 
Thank you for your continued support and partnership. 
 
Member Agencies 
 
Police Departments 

• Canadian Pacific Police Services 
• Hastings 
• Hudson 
• Lakes Area 
• Lino Lakes 
• Mounds View 
• New Brighton 
• North St. Paul 
• Oak Park Heights 
• St. Paul 
• St. Paul Park 
• Stillwater 
• White Bear Lake 
• Woodbury 
• Wyoming 

 
County Agencies/Departments 

• Chisago County Jail Division 
• Hennepin County Property Services  
• Ramsey County Sheriff’s Department 
• Washington County Sheriff’s Department 

 
 

Minnesota State Agencies 
• Department of Human Services, Office of Special 

Investigations 
• Minnesota State Patrol 
• Department of Corrections including Correctional 

Facilities 
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COURSE DESCRIPTIONS 
 

Basic Investigative Techniques (9250-0415) 
This course is designed for the investigator (new or experienced) who wants to sharpen his/her skills in 
investigations. Officers will learn what solves cases and how to successfully “read” crime scenes to obtain 
evidence (both physical evidence and behavioral evidence). We will consider traditional investigative 
techniques, along with new and innovative techniques for solving crimes. 
 
Instructor: Dan Craft 
4 POST credits 
 
Fri, Jan 20, 2017 (East Campus room 2313) 
8:30 am – 12:30 pm 
Class ID: 20175-002118 
 
Basic Report Writing (9250-0750) 
Though it may not be your favorite task, writing reports is a critical part of your duties. With a little 
guidance and practice, you can learn to write polished reports that convey the necessary information and 
are easy to understand.  In this session, you will discover the characteristics of a well-written report, learn 
basic steps to help you write clearly, and get tips on how to choose the right words to convey your meaning 
accurately. 
 
Instructor: Doug Holtz 
4 POST credits 
 
Wed, Feb 15, 2017 (East Campus room 2561) 
8:30 am – 12:30 pm  
Class ID: 20175-002120 
 
Shaping Perspective: Rookie Cops in Changing Times (9250-0728) 
You will examine the ever-changing role of law enforcement in an evolving society and examine the need to 
balance militaristic, officer-safety based training with the real-life applications of interpersonal 
communication. Further, you will discuss historic obligations of police to communities/society based on 
social contract theory, while examining challenges to successful implementation in an increasingly 
adversarial environment. Topics of diversity, ethics, and communication will be discussed in depth. 
 
You will learn: 

• To identify the police role based on social contract theory 
• Methods to implement and continue reinforcing the standards of policing 
• To understand the implications of diversity in communication 
• To develop skills to balance training and real-world application 

 
Instructor: Peter Butte 
4 POST credits 



century.edu /training |  651.779.3341 3 

Tues, Feb 21, 2017 (East Campus room 2313) 
8:30 am – 12:30 pm 
Class ID: 20175-000006 

School Shooter/Workplace Violence (9250-0620) 
Be prepared for an 'active shooter' scenario.  Learn to act, and not merely react.  The school shooter and the 
workplace shooter are the same personality.  They are often suicidal and see themselves as 'victims' 
(bullied, rejected, teased--real or imagined) so they become 'avengers.' 
This class will help you recognize the warning signs and the different negotiation strategies for each of the 
4 types of threats (direct, indirect, veiled and conditional).  Learn debriefing techniques to enable you to 
cope and recover after the incident.  We will also cover the Four Agreements for successful stress 
management. 

Instructor: Dan Craft 
4 POST credits 

Thu, Apr 27, 2017 (East Campus room 2311) 
8:30 am – 12:30 pm 
Class ID: 20175-002121 

Occupational Stress and the Law Enf/Corrections/Security Professional (9250-0730) 
You will learn what occupational stress is, how to identify stress-related symptoms, and how to manage 
stress and identify resources when necessary. 

Topics covered include: 
• Responding to scene of fatal car accidents
• Stress related disorders and symptoms such as PTSD, Acute Stress Disorder, burnout, anxiety and

depression
• Work-related stress and family life spillover such as police suicide, domestic abuse, alcohol use

and abuse and shift work disorder
• Communication and emotional competence
• Psychological aspects of police work
• Maintaining emotional and mental wellbeing
• Safe driving practices

Instructors: Chief Shane Mikkelson and LeAnne Renteria 
4 POST credits 

Tues, Feb 7, 2017 (East Campus room 2313) 
8:30 am –12:30 pm 
Class ID: 20175-000005 
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The Psychology of Criminal Conduct (9250-0578)  
Criminals commit crimes to satisfy certain needs, and understanding those needs will enable the 
investigator to narrow down the suspect pool.  By taking an in-depth look at how a criminal thinks, you can 
learn to read the crime scene and, based on the behavior displayed, determine what is most likely 
motivating the criminal.   Sometimes, for example, the motivation is the need for power, domination and 
control; sometimes the motive is sexual, even though it may not be a sex crime.  
 
This course will also help the investigator to use insight into the criminal mind to formulate the proper 
questions in conducting interrogations. 
 
Instructor: Dan Craft 
4 POST credits 
 
Thu, Mar 2, 2017 (East Campus room 2311) 
8:30 am – 12:30 pm 
Class ID: 20175-002119 
 
Law Enformcement Stategies in Working with Individuals with Mental Illness (9250-0807) 
Law enforcement personnel are encountering individuals with mental illness issues at greater frequency.  
This seminar will equip attendees to identify the signs of mental illness, better understand and identify type 
of mental illness, gain insight into the underlying basis of observed actions and comments, and understand 
how to interact with individuals with mental illness so the situation can be resolved with the best outcome 
possible. 
 
Instructor: Dr. Ernie Boswell   
4 POST credits 
 
Wed, Apr 5, 2017 (East Campus room 2313) 
8:30 am – 12:30 pm 
Class ID: 20175-002125 
 
Police, Firefighters and First Responders: Psychological Healing for Those Who Help (9250-0808) 
Empirical data documents that first responders are subject to psychological stressors on a chronic basis.  
This course will equip attendees to identify the signs and symptoms of psychological stress inherent in their 
occupation, provide insight regarding how to handle stress related psychological issues, review quick but 
effective strategies that can create effective change and enhance resiliency in first responders. 
 
Instructor: Dr. Ernie Boswell   
4 POST credits 
 
Wed, Apr 19, 2017 (East Campus room 2311) 
8:30 am – 12:30 pm  
Class ID: 20175-002127 
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Drafting and Defending Search Warrants (9250-0658) 
Learn the essential elements of all search warrants including the legal items necessary, when a warrant 
may be executed, and by whom. We will analyze defense theories of attacking warrants in court as well as 
provide an overview of the civil liability issues inherent in drafting and executing warrants. A review of all 
search warrant appellate cases from Minnesota and the Eighth Circuit Court of Appeals for recent years 
will also be presented. 
 
Instructor: Siv Yurichuk, Washington County Attorney’s Office 
4 POST credits 
 
Tues, Apr 11, 2017 (East Campus room 2311) 
8:30 am - 12:30 pm 
Class ID: 20175-002020     
 
Warrantless Searches and Seizures (9250-0707) 
Back by popular demand, a local county attorney will be sharing constitutional requirements for warrantless 
searches and seizures. 
 
You will examine the: 

• Seven constitutional exceptions that allow the warrantless search of a motor vehicle 
• Warrantless search of the individual and the procedural requirements upon a warrantless arrest 

Warrantless entries of homes including: 
• Issues surrounding consent 
• Hot pursuit into a residence 
• Emergency warrantless entry into residence 
• Warrantless searches of residences to prevent the destruction of evidence 
• Protective sweeps of dwellings 

 
Instructor: Siv Yurichuk, Washington County Attorney’s Office 
4 POST credits 
 
Tues, Mar 7, 2017 (East Campus room 2311) 
8:30am – 12:30pm 
Class ID: 20175-002019 
 
Reading the Crime Scene & Taking it into the Interrogation room- Getting to “Yes” (9250-0597) 
Crimes happen because of the way people think.  Learn how the criminal thinks, how he or she expresses 
anxiety, whether their behavior was organized or unorganized.  Apply the 4 criteria used to assess behavior 
at the crime scene.  Discern whether they were acting out of control, anger or remorse and use that 
information effectively in the interrogation room.  This class is unlike any you have ever had on the art of 
interview and interrogation.  Master the technique of getting a person to listen to you, to agree with you, 
and to tell you the truth. 
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Instructor: Dan Craft 
4 POST credits 
 
Thu, May 11, 2015 (East Campus room 2313) 
8:00 am – 4:30 pm 
Class ID: 20175-002122 
 
Forensic Evidence and Medical Exam: Handling Sexual Assault Cases (9250-0692) 
Forensic and medical evidence is critically important especially in a sexual assault case.  Learn the tools 
that you need to effectively communicate with the victim of a sexual assault, obtain and/or preserve 
evidence and understand the forensic reports.  We will examine the benefits to both the victim and the 
legal system when a sexual assault victim receive a medical/forensic exam performed by a Sexual Assault 
Nurse Examiner (SANE). 
    You will learn to: 
`Maximize the amount of evidence available for the victim, suspect and scene 
`Start by Believing to set the tone of interactions between the victim and law enforcement 
`Interview the victim of sex assault using communication techniques that encourage trust 
`Identify components of the medical exam that focus on the concerns of the sexual assault victim 
`Identify the intersection of roles between medical professionals, advocates and law enforcement in 
regards to victims of sexual assault 
`Identify the two biggest fears that prevent many sexual assault victims from reporting to law enforcement 
 
Instructor: Ellen Johnson, Health Partners   
4 POST credits 
 
Tue, May 2, 2017 (East Campus room 2311) 
8:30 am – 12:30 pm 
Class ID: 20175-002123 
 
Tactics of De-escalation in Potentially Volatile Situations (9250-0810)  
The law enforcement community often encounters potentially volatile, even deadly, situations.  There is 
also increased scrutiny on police actions in such situations.   
A growing body of literature provides a paradigm from which offers can protect themselves and yet 
deescalate the situation so a favorable outcome can be obtained.  This seminar will provide law 
enforcement personnel with insight and tactics to engage individuals in a compassionate but professional 
manner.  Attendees will learn how to analyze situations, decode language, respond to threats and form a 
collaborative framework with individuals where possible. 
 
Instructor: Dr. Ernie Boswell   
4 POST credits 
 
Wed, May 3, 2017   (East Campus room 2561) 
8:30 am – 12:30 pm 
Class ID: 20175-002126 
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Law Enforcement and PTSD: Recognizing the Signs in Others and Yourself (9250-00809) 
The impact of high level, chronic stress, can result in changes in motivation, sleep difficulties, interpersonal 
difficulties, substance abuse and emotional burnout.  This seminar will address the Posttraumatic Stress 
Disorder (PTSD) as it applies to the work within law enforcement.  Attendees will learn to identify the signs 
and symptoms of PTSD, as well as an array of other psychological issues.  Participants will learn how to 
manage psychological responses, identify triggers associated with stress, and how to have a more 
satisfying life. 
 
Instructor: Dr. Ernie Boswell   
7.5 POST credits 
 
Wed, May 17, 2017    (East Campus room 2313) 
8:30 am – 4:30 pm 
Class ID: 20175-002128 
 
Better Work through Interpersonal Communication (9250-0769) 
Each of us is unique. Not only does this make communication interesting, it makes communication 
frustrating! There is a simple reason; we all have a preferred communication style. Find out why other 
people don’t communicate like you do, why it drives you crazy, and what you can do about it. REQUIRED 
TEXTBOOK: People Styles at Work . . . And Beyond: Making Bad Relationships Good and Good 
Relationships Better.  Included in cost and provided the morning of class.  
 
You will learn how to: 
• Identify assertiveness and responsiveness behaviors 
• Determine a communication preference 
• Understand your communication preferences 
• Identify the communication preferences of others 
• Recognize when and why we fight back 
• Manage difficult interactions 
• Adapt your communication style to improve relationships and productivity 
 
Instructor: Jeannette Grace  
7.5 POST credits 
 
Wed, Mar 1, 2017 (East Campus room 2313) 
8 am – 4 pm 
Class ID: 20175-002021 
 
Verbal Judo (9250-0590) 
Being an effective communicator under stress is a skill that can be invaluable in both personal and 
professional situations. Yet for many, dealing with tense situations is an area full of trepidation. One 
practical tool that has been around for years, and that can provide immediate techniques to help de-
escalate a tense situation is Verbal Judo.  Verbal Judo is a simple and effective verbal method to reduce 
the possibility of increasing negative emotion or violence while remaining professional and in control. This 
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class will introduce you to the practical and powerful techniques that you can use in any situation. These 
techniques can help you decrease stress, gain control and remain professional, no matter what you are 
facing.  
 
Instructor: Lisa Lynn    
4 POST credits 
 
Tues, Mar 7, 2017 (East Campus room 2313) 
8am – 12 noon 
Class ID: 20175-002022 
 
Effective Business Writing, Part I (9250-0787) 

This workshop will help you write clear, concise, effective correspondence that reflects your 
professionalism. Through engaging, hands-on practice, you will sharpen your business writing skills and 
gain the confidence you need to be a more effective writer in any situation.  

 
You will learn how to: 

• Assess the audience before beginning to write 
• Focus and clarify the purpose of the document you are writing 
• Use formal or informal writing style appropriately 
• Eliminate unnecessary and confusing words and phrases  
• Compose clear, concise sentences and paragraphs to convey the intended message 
• Organize documents for maximum clarity and impact 
• Write professional emails that get read 
• Design aesthetically pleasing documents 
• Apply proofreading tips 
• Overcome confusing words 

 
Instructor: Jeannette Grace 
7.5 POST credits 
 
Wed, Apr 12, 2017 (East Campus room 2313) 
8 am – 4 pm 
Class ID: 20175-002023 
 
 
Effective Business Writing, Part II (9250-0788) 
This workshop focuses on advanced writing skills. Learn to organize your documents and write persuasively 
so your audience reads what you write, likes it, and takes action. Prerequisite: Effective Business Writing 
Part 1.  
  
You will learn how to: 
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• Use four phases or writing 
• Frame issue persuasively 
• State view confidently 
• Acknowledge the other sides 
• Provide solid evidence 
• Make strong recommendations 
• Communicate a call to action 
• Avoid jargon and legalese 
• Create comprehensive, persuasive proposals 
• Format business letters, research memos, and business briefs 
• Overcome confusing words 

 
Instructor: Jeannette Grace 
7.5 POST credits 
 
Tues, Apr 25, 2017 (East Campus room 2313) 
8 am – 4 pm 
Class ID: 20175-002024 
 
Punctuation and Grammar Can Be Your Friend, Part I (9250-0789) 
Ugh! ... Grrrr ... Aaaah! These are often words which escape our mouths when we write professionally. No 
need to fear! Whether it's been awhile since you learned the basics in school or you are looking to sharpen 
what you already know, this class is for YOU. This class is a deep dive into the practice of grammar and 
punctuation.  
 
You will learn how to: 

• Use punctuation correctly 
• Understand and use the eight parts of speech: adjective, adverb, conjunction, interjection, noun, 

preposition, pronoun and verb 
• Understand independent and dependent clauses 
• Write with verb-subject agreement 
• Understand subordination, predication, and coordination 

 
Instructor: Jeannette Grace 
4 POST credits 
 
Mon, Mar 20, 2017 (East Campus room 2313) 
8 am – 12 noon 
Class ID: 20175-002025 
 
Punctuation and Grammar Can Be Your Friend, Part II (9250-0790) 
Ugh! ... Grrrr ... Aaaah! These are often words which escape our mouths when we write professionally. No 
need to fear! Whether it's been awhile since you learned the basics in school or you are looking to sharpen 
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what you already know, this class is for YOU. This class is a deep dive into the practice of grammar and 
punctuation. Prerequisite: Punctuation and Grammar Can Be Your Friend Part I  
 
You will learn: 

• Test skills from Part 1 
• Modify nouns with articles 
• Understand, choose, and write in passive or active voice appropriately 
• Avoid common spelling errors 
• Follow number rules 
• Avoid double negatives 
• Use parallel structure 

 
Instructor: Jeannette Grace 
4 POST credits 
 
Mon, Apr 3, 2017 (East Campus room 2313) 
8 am – 12 noon 
Class ID: 20175-002026 
 
Advanced Conflict Management: Being a Conflict Competent Leader (9250-0770)      
Some types of conflict can be productive and are at the very heart of creative ideas and innovative 
approaches. Other conflict can be destructive if not handled effectively. The challenge is to know the 
difference and build on our productive conflict competence. As part of this course, you will complete an 
assessment to provide you with insight into how you currently approach conflict and offers suggestions for 
becoming more conflict competent. REQUIRED ASSESSMENT: This class includes a self-
assessment. Please provide email address when enrolling so the Conflict Dynamics Profile may 
be emailed to you prior to class.    
 
You will learn to: 

• Define the value of conflict 
• Identify constructive and destructive conflict behaviors when dealing with conflict 
• Describe specifics actions you can take to demonstrate more constructive behaviors 
• Establish team norms for handling conflict by creating the right climate for discussing issues 
• Respond to conflict situations with more confidence and better outcomes 

 
Instructor: Nan Gesche 
4 POST credits  
 
Tues, Apr 11, 2017 (East Campus room 2313) 
8 am – 12 noon 
Class ID: 20175-002027  *Registration will close on March 28 
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Confronting the Tough Stuff: Outside My Comfort Zone (9250-0655)       
Unfortunately, we can experience a great deal of discomfort in workplace situations. After all, we spend a 
large part of our waking hours working with people very different from ourselves, to achieve goals that may 
or may not be clear or realistic. It's no wonder that situations emerge that we feel are outside of our 
comfort zones to address or solve. Discuss some of the most common (and most dreaded) examples of such 
situations and discover practical ways to approach each. Leave the class with a new repertoire of 
responses that will expand your comfort zone and give you increased confidence as an employee, 
supervisor, or manager.  
 
Instructor: Mark Lambertson 
4 POST credits 
 
Tues, Mar 28, 2017 (East Campus room 2311) 
8 am – 12 noon 
Class ID: 20175-002028 
 
Critical Thinking in the Workplace (9250-0642)       
Take a step back and look from the outside in with an open and rational mind-this is the impetus of a 
critical thinker. So often our perspective is skewed by unintentional bias. Being able to recognize bias and 
look at a situation with multiple perspectives is a method used to break through thinking limitations.  
 
You will learn to: 

• Apply DeBono’s Six Thinking Hats 
• Use questioning techniques for the right purpose 
• Gather and assess useful information 
• Develop criteria to measure interpretations 
• Understand implications and consequences of interpretations 
• Generate productive ideas based on a foundation of critique 

 
Instructor: Jeannette Grace 
4 POST credits 
 
Thurs, Feb 16, 2017 (East Campus room 2313)  
8 am – 12 noon 
Class ID: 20175-002029 
 
Developing Powerful Presentations, Part I (9250-0791) 
It has been said that more people fear public speaking than fear death. Yet to succeed in today's highly 
competitive business environment, you need to communicate well and present yourself successfully in a 
variety of settings. The ability to overcome nerves and deliver messages to a variety of audiences is crucial. 
If you want to develop more skill and confidence developing the message and speaking in front of others, 
this workshop is for you.  
 
You will learn how to: 
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• Drive presentation design with clear objectives 
• Analyze and connect with your audience 
• Capture attention with an opening 
• Organize in a way that makes sense 
• Use storytelling to illustrate and persuade 
• Write a powerful closing 
• Overcome anxiety 
• Present in small groups 

 
Instructor: Jeannette Grace  
4 POST credits 
 
Tues, Jan 10, 2017 (East Campus room 2313) 
8 am – 12 noon 
Class ID: 20175-002030 
 
Developing Powerful Presentations, Part II (9250-0792) 
This course focuses on application of learning from Part 1. In addition, you will learn how to take your 
presentation to the next level by actively managing your audience and building tools which enhance your 
overall message. Prerequisite: Developing Powerful Presentations Part I. 
You will: 

• Present a prepared presentation 
• Apply learning through evaluation and feedback 
• Learn how to use props and handouts for impact 
• Manage difficult audience members 
• Handle question and answer sessions with confidence and finesse 
• Enhance presentations with PowerPoint 

 
Instructor: Jeannette Grace 
4 POST credits 
 
Thurs, Jan 19, 2017 (East Campus room 2313) 
8 am – 12 noon 
Class ID: 20175-002031 
 
Effective Decision Making: Avoiding the Abilene Paradox (9250-0768)        
Has fear lead you to say "yes" to a proposed endeavor when "no" was your true response? It is a common 
dilemma and the reason many individual, team, department and organizational efforts fail. This class 
examines the Road to Abilene where deeply held, logical values fall victim to group dynamics. It's a bumpy 
ride culminating in meaningless outcomes and blame, but you can skip the trip if you know how to read the 
road signs. Employees will often "go along to get along" if they have any doubt at all about what will 
happen if they present opposition. Leaders and employees alike must create a workplace where people are 
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free to disagree and are encouraged to voice their true opinions. This class will show you how to spot and 
avoid the Road to Abilene.  
 
Instructor: Lisa Lynn 
4 POST credits 
 
Tues, Apr 4, 2017 (East Campus room 2313) 
8 am – 12 noon 
Class ID: 20175-002032 
 
Exceeding Customer Expectations! (9250-0643)       
Is the customer always right? Customer service is not about meeting the needs of customers, but exceeding 
their expectations. The question of what makes good customer service is best answered from the point of 
view of the customer, and in order to grasp that, we must first understand who the customer is and why I 
need to pay attention to our relationship. In this class, participants will craft a practical definition of 
customer service specifically tailored to their own workplace/industry. We'll also explore a variety of 
approaches to building relationships and identify and develop skills that will enable you to take customer 
service to the next level.  
 
Instructor: Terry Miller 
4 POST credits 
 
Mon, May 1, 2017 (East Campus room 2313) 
8 am – 12 noon 
Class ID: 20175-002033 
 
Lead, Listen and Build: Creating Success through Coaching (9250-0547)     
Coaching is one of the most powerful one-on-one management techniques for getting the best out of every 
employee. As a manager or supervisor, you need to sharpen your coaching skills if you want your 
employees to achieve high performance. This session will demonstrate what you can do to develop 
employees and help them meet, and exceed, organizational expectations.  
 
You will learn how to: 

• Identify coaching styles and their consequences 
• Recognize what it takes to be a great coach/leader 
• Understand why coaching is critical in today's work environment 
• Incorporate a simple coaching process for successful interactions 
• Communicate expectations in a way that makes others want to follow through 
• Learn barriers to effective coaching and how to deal with them 

 
Instructor: Andrew Thelander 
4 POST credits 
 
Thurs, Feb 9, 2017 (East Campus room 2313)  
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8 am – 12 noon 
Class ID: 20175-002034 
 
Leading at the Next Level (9250-0765)      
Designed for people who have been promoted, or are soon to be, this highly interactive workshop explores 
the leadership mindset and how to take it your leadership to the next level. You will gain tools and insights 
along with specific behaviors to pick up and let go of that will help you succeed as you move forward in 
your organization or your career.  
 
Instructor: Terry Miller 
4 POST credits 
 
Tues, Feb 7, 2017 (East Campus room 2311) 
8 am – 12 noon 
Class ID: 20175-002035 
 
Legal Considerations: What Every Supervisor Needs to Know (9250-0549)    
Employment law can seem complicated and intimidating. As a supervisor you need to understand and 
follow the law: you can't afford not to! This course will help you gain a basic understanding of employer 
and employee rights, and be ready to address them in your own situation.  
 
You will learn how to: 

• Recognize and address sexual harassment issues, including hostile environment; quid pro quo; 
same-sex sexual harassment; and harassment by third parties 

• Understand disability discrimination and accommodations 
• Avoid negligent hiring and negligent retention 
• Deal with objectionable behavior 
• Use effective and legal discipline 
• Handle employee grievances 

 
Instructor: Richard Hodsdon 
4 POST credits 
 
Wed, Apr 19, 2017 (East Campus room E2313) 
8am-12 noon 
Class ID: 20175-002036 
 
Managing During Change (9250-0781)    
Do you feel under pressure to get more work done, of better quality, with fewer people, in less time, in new 
ways, with a smaller budget, in constantly changing conditions? If so, you are not alone! Change has 
become a way of life in most organizations, and the most effective leaders are learning how to adapt. 
While some organizations flourish on routine and the status quo, it's more likely that today's leaders are 
required to embrace change as a fact of life.  
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You will learn how to: 
• Use proven tips and techniques for leading change 
• Minimize resistance and stress among your team 
• Anticipate failure and mitigate risks 
• Thrive on change as a path to success 

 
Instructor: Nan Gesche 
4 POST credits 
 
Tues, Jan 31, 2017 (East Campus room 2313) 
8 am – 12 noon 
Class ID: 20175-002037 
 
Mindfulness:  Staying on Course When You Feel Overworked and Overwhelmed (9250-0793) 
With everything you’re trying to accomplish, clearing out an overflowing inbox, juggling a calendar that’s 
racked and stacked, deadlines, bosses, employees, customers, family commitments, personal care, running 
your household, the list goes on, it’s no wonder you feel overwhelmed. Because of the demands of a do-
more-with-less environment and a hyper-connected way of life, more and more leaders find themselves in a 
chronic state of fight or flight. The effects of that can be devastating, for your professional and personal 
effectiveness and satisfaction. During this session, we will review: What happens when you're overworked 
and overwhelmed and how practical, easy-to-do mindful exercises can help you feel less stress and show 
up at your best. 
 
Instructor: Lisa Lynn 
4 post CREDITS 
 
Thurs, Apr 27, 2017 (East Campus room 2313) 
8 am – 12 noon 
Class ID: 20175-002038 
 
NeuroLeadership: Using Your Brain More Effectively (9250-0794) 
NeuroLeadership is focused on bringing neuroscientific knowledge in to the areas of leadership 
development, management training, change management, education, consulting and coaching.  Learn new 
tools and strategies to transform your performance and the performance of others. Leave this class with 
new practical methods to lead and work more effectively.  
 
Instructor: Lisa Lynn 
4 POST credits  
 
Thurs, Jan 26, 2017 (East Campus room 2313)  
8 am – 12 noon 
Class ID: 20175-002039 
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Performance Management and Performance Review (9250-0795) 
A sound and effective system or performance evaluations not only improves productivity and morale but is a 
major way employers minimize liability for poor performance or misconduct. The lack of a sound, effective 
system or one that does not consider the employees’ perspective can be problematic. If you are looking to 
understand the ins and outs of performance evaluations, this class is for you!  
 
You will learn: 

• Why we do performance evaluations 
• How to properly handle personnel data and records concerning performance evaluation 
• How to do effective, measurable evaluations and goal setting 
• Avoid common errors and mistakes in conducting evaluations 

 
Instructor: Richard Hodsdon 
3 POST credits 
 
Wed, Feb 15, 2017 (East Campus room 2313) 
9 am – 12 noon 
Class ID: 20175-002040 
 
Personnel Data and Data Practice Security (9250-0796) 
A major source of liability for employers and managers is how personnel data and records are handled or 
sometimes mishandled. If you are in need of a refresher or are new to personnel data as a manager, 
employer or human resources professional, this course is for you!  
 
You will learn: 

• What personnel data is and what it includes 
• The classifications of different types of personnel data 
• How to handle data on applicants, volunteers, employees and former employees 
• Discipline records and data 
• Background and reference checks 

 
Instructor: Richard Hodsdon 
4 POST credits 
 
Thurs, Mar 23, 2017 (East Campus room 2313) 
8 am – 12 noon 
Class ID: 20175-002041 
 
Professionalism at Work (9250-0626)     
Are you looking for ways to move your career forward? In today’s work world, it's not enough to be 
competent at what you do, it's critical to present yourself and your skills in a professional manner. Self-
presentation is one of three critical skills for career success. This course will help you fine tune your self-
presentation abilities so that you're ready for the next career advancement opportunity!  
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Instructor: Mark Lambertson 
4 POST credits 
 
Tues, Jan 24, 207 (East Campus room 2311)  
8 am – 12 noon 
Class ID: 20175-002044 
 
Responding to Conflict: Strategies for Improved Communication (9250-0572)    
It's time to manage conflict rather than have it manage you! Conflict is a normal by-product of working with 
others. How you deal with conflict and differing perspectives impacts your ability to manage people and 
enjoy your work.  
 
You will learn how to: 

• Recognize the types of conflict 
• Practice strategies for dealing with differences 
• Build skills for positively resolving differences 

 
Instructor: Nan Gesche 
4 POST credits 
 
Tues, Feb 28, 2017 (East Campus room 2313) 
8 am – 12 noon 
Class ID: 20175-002045 
 
Situational Leadership (9250-0797) 
In times where resources are limited, change and growth are occurring and effectiveness is crucial, leaders 
need to ensure they are performing at their best. Now more than ever, leaders need to ensure they are 
effective at both getting the job done and also, working as effectively and efficiently as possible. The 
Situational Leadership Model is an essential tool for assessing the needs of the workplace and responding 
to the needs of others in the most effective and efficient manner. This model is proven, practical, and has 
been thoroughly updated to meet today's business challenges and benefit today's leaders. This eye-opening 
experience can result in fast professional development.   
 
Instructor: Lisa Lynn    
4 POST credits 
 
Mon, Feb 13, 2017 (East Campus room 2313)  
8 am – 12 noon 
Class ID: 20175-002046 
 
 
Skills for New Managers and Supervisors (9250-0767) 
New managers and supervisors will explore key practices of successful leaders during this workshop. You 
will learn strategies to: 
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• Build personal power and decision-making skills, 
• Set clear plans, benchmarks, and accountability measures, 
• Improve communication (within and across teams/organization), and  
• Get others to act (deliver on outcomes). 

  
You will gain comfort and confidence in the above skills and understand what you can do to support your 
teams moving forward.  
 
Instructor: Laura LaCroix-Dalluhn 
 
Thu, Mar 2, 2017 (East Campus room 2313) 
8 am – 12 noon 
Class ID: 20175-002047 
 
Think Like a Strategist (9250-0686)   
It is difficult for an individual or a company to progress if where you are and where you have been is not 
first understood. An evaluation of mission, goals, and strategies can provide discoveries that define a 
revised or new course of action. It isn't enough in a competitive marketplace to depend on gut feelings or 
on doing what has worked in the past. To move to the next level, individuals and companies need to 
analyze first, plan second, and execute last.  
 
You will learn to:  

• Assess your current strategy 
• Determine the helpful and non-helpful practices of the past 
• Stimulate necessary change and build employee support 
• Prioritize strategic efforts in parallel with the big picture 
• Incorporate company/department culture in roll out of revised or new strategy 
• Execute a strategy after careful analysis and planning 

 
Instructor: Andrew Thelander 
4 POST credits 
 
Thurs, Apr 6, 2017 (East Campus room 2313) 
8 am – 12 noon 
Class ID: 20175-002048 
 
Toxic Leadership (9250-0771)     
When you work for a toxic supervisor, the work environment can become a dreaded treacherous place, 
feeling like there are land mines and grenades ready to explode all around you. Surviving in this type of 
environment can take its toll. But there are things you can do to survive if not thrive in this type of 
environment but also, ensure you do not take on the traits of toxic leadership. This session will focus on 
defining toxic leadership, developing a strategy to deal with or survive working within a toxic environment, 
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and how to mitigate any behaviors that correlate with toxicity so others don’t describe you as a toxic leader 
or fellow employee.  
 
Instructor: Lisa Lynn      
4 POST credits 
 
Mon, Mar 27, 2017 (East Campus room 2313) 
8 am – 12 noon 
Class ID: 20175-002049 
 
What Effective Managers Do Differently (9250-0779) 
Have you ever wondered what great managers and supervisors do differently? Does it ever puzzle you why 
one task may engage, inspire, and motivate one person, but quickly drain another? Managing people can be 
complex; but there is a science behind it. If you want to become a great manager, or understand what great 
management looks like when interviewing for your next position, be sure to attend this high-energy, highly 
interactive session!  
 
You will learn: 

• How to motivate, lead, and inspire a team 
• The theory behind management and its intended purpose 
• Why teamwork is beneficial to an organization and how teams are formed 
• How to quickly understand and communicate with different personality styles 

 
Instructor: Anthony Warren 
4 POST credits 
 
Tues, Mar 21, 2017 (East Campus room 2313) 
8:00 am – 12:00 pm 
Class ID: 20175-002050 
 
Foundations of Project Management (9250-0798) 
This class is designed to be an overview of key concepts in Project Management. We will explore Project 
Management processes, key tools and leadership principles. The class is designed to correspond to the 
PMBOK®, the Project Management Body of Knowledge published by the Project Management Institute. If 
you are new to project management or are an experienced project manager but have never had a course in 
project management, then this class is for you! 
 
Learning Objectives: 
• To build a solid understanding of the underlying principles in project management 
• To develop knowledge of key project management concepts and terms 
• Understand the role of the project manager 
• To describe the inter-‐relationships between the ten PMBOK® knowledge areas 
• Applying hard-‐won lessons learned from an experienced project manager 
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Instructor: John Kaman 
5.5 POST credits 
 
Wed, Feb 22, 2017 (East Campus room 2313) 
9am – 3pm 
Class ID: 20175-002051 
 
Influencing Without Authority (9250-0799) 
Many times when we are asked to lead a major project or complete a significant task involving numerous 
people, we lack explicit supervisory/management authority. This class will explore numerous ways in order 
to have a positive influence on the people you are working with to achieve your work objectives.  We will 
explore topics such as: the difference between a group vs. a team; the latest research on motivation; 
leadership vs. management; the importance of mission statements; the typical dysfunctions of a team and 
how to address them. 
 
You will learn how to: 
• Develop a high performing team 
• Motivate the people you are working with 
• Correct typical dysfunctions of a team 
• Use a leadership style that positively influences your team 
 
Instructor: John Kaman 
5.5 POST credits 
 
Wed, Mar 22, 2017 (East Campus room 2311) 
9am-3pm 
Class ID: 20175-002052 
 
Risk Management (9250-0800) 
In this class we will explore the concept of risk and the activity of risk management. You will gain an 
understanding of how to do a risk management plan and will actually have an opportunity to create a risk 
management plan. We will also explore the advantages of developing a risk management plan during the 
planning stages of any project or work endeavor.  Finally, we will learn how to monitor the status of a risk 
management plan during task execution and take corrective actions. 
 
You will learn how to: 
• Assess the numerous risks associated with any project or major task 
• Analyze and prioritize risks 
• Develop a risk management plan 
• Track, implement, and modify the risk plan as work progresses 
 
Instructor: John Kaman 
5.5 POST credits 
Tues, May 2, 2017 (East Campus room 2313) 
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9am-3pm 
Class ID: 20175-002053 

Developing Critical Thinking (9250-0780) 
How many times have you responded too quickly to a message or made a hasty decision, only to find that 
you needed to correct yourself later because you didn’t think it all the way through? This type of scenario 
happens to the best of employees, especially in a work environment that is constantly changing and 
employees are trying to accomplish more with less. Positive intentions don’t always equate to successful 
outcomes. Critical thinking is simply defined as the ability to remove all emotion from an issue and observe 
the facts objectively to make a logical decision. This class will review simple and practical steps to use 
critical thinking skills in daily situations that lead to enhanced outcomes resulting in saved time and 
resources. Demonstrating critical thinking can lead to enhanced leadership, influence, creative thinking, 
better solutions, greater buy-in and more successful outcomes.  

Instructor: Lisa Lynn 
4 POST credits 

Mon, Apr 10, 2017 (East Campus Room E2313) 
8:00 am – 12:00 pm 
Class ID: 20175-002096 

Principles of Supervision: People Reading for Leaders (9250-0569) 
As a supervisor, you work with all personality types, but one style of communication does not fit all people. 
Learn the key principles to help you people read, supervise, and easily communicate with different 
personalities. Reduce your people stress and build your likeability factor to gain respect and cooperation. 
Tailor your conversation, email, delegation, and presentations to each of the four distinct personality types. 
You will learn how to:  
• Understand and work with people as they are
• Develop your leadership and likeability skills
• Discover the concept of tailoring your communication using the platinum rule

Instructor: Michael Kiefer 
4 POST credits 

Thu, Feb 23, 2017 (East Campus room 2313) 
8:00am – 12:00pm 
Class ID: 20175-002099 

Basic Accounting (9250-0785) 
Learn the basics of accounting including the users accounting information and the accounting cycle. You 
will learn debit/credit theory, journal entries, posting to the ledger, adjustments and the trial balance.  
Bring a calculator to class. 
Instructor: Sandra Copa 
7 POST credits 
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Wed, Mar 22, 2017 (East Campus room 2313) 
8:30 am - 4:00 pm 
Class ID: 20175-002054 

Intermediate Accounting (9250-0784) 
Building on basic accounting principles, you will learn how to prepare financial statements and how the 
items are interrelated. We will prepare the income statement, statement of earnings, balance sheet, and 
statement of cash flows. Bring a calculator to class. 
Prerequisite: Basic Accounting.  

Instructor: Sandra Copa 
7 POST credits 

Wed, Mar 29, 2017 (East Campus room 2313) 
8:30 am - 4:00 pm 
Class ID: 20175-002055 

Advanced Accounting (9250-0783) 
Take your accounting knowledge to the next level by learning to use financial statements to drive better 
business decisions. We will do a detailed analysis of local company financial statements, including ratio 
analysis, vertical analysis, and horizontal analysis. Bring a calculator to class. 
Prerequisite: Basic and Intermediate Accounting.  

Instructor: Sandra Copa 
7 POST credits 

Wed, Apr 5, 2017 (East Campus room 2311) 
8:30 am - 4:00 pm 
Class ID: 20175-002056 

QuickBooks (9250-0786) 
Learn to use this popular small business accounting package.  Set up a company and create lists, enter 
inventory, create invoices, process payments, enter and pay bills.  Work with bank accounts, including 
writing checks, using registers, reconcile accounts and transfer funds.  
REQUIRED TEXTBOOK: Get Going with QuickBooks 2015.  

Learn how to: 
• Set up a new company
• Manage inventory
• Process sales and payments
• Enter and pay bills
• Work with bank accounts
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Instructor: Sandra Copa 
12 POST credits 

Wed, Apr 12 & 19, 2017 (East Campus room 2312) 
8:30 am - 2:30 pm 
Class ID: 20175-002057 

Microsoft Office 2016 Access Level 1 (9250-0777) 
Learn to get started with Access 2016, build and use queries, use forms, use reports, and modify the 
database structure. REQUIRED TEXTBOOK: Microsoft Office Access 2016 Intro.   

Instructor: Donna Seys 
7.5 POST credits  

Mon, January 23, 2017 (East Campus room 2312) 
8 am – 4 pm 
Class ID: 20175-002058 

Microsoft Office 2016 Access Level 2 (9250-0774) 
Learn to create multiple tab queries, enhance forms, analyze data with reports, import and export data, 
analyze data design using Northwind, and create advanced queries. REQUIRED TEXTBOOK: Microsoft 
Office Access 2016 Intermediate.  Prerequisite: Microsoft Office 2016 Access Level 1.  

Instructor: Donna Seys 
7.5 POST credits 

Thurs, Feb 2, 2017 (East Campus room 2312) 
8 am – 4 pm 
Class ID: 20175-001769 

Microsoft Office 2016 Access Level 3 (9250-0778) 
Learn to create advanced reports, build a database interface, create macros, create modules and VBA, and 
maintain the database. REQUIRED TEXTBOOK: Microsoft Office Access 2016 Advanced.  Prerequisite: 
Microsoft Office 2016 Access Levels 1 and 2.  
Instructor: Donna Seys 
7.5 POST credits 

Thurs, February 9, 2017 (East Campus room 2312) 
8 am – 4 pm 
Class ID: 20175-002059 
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Microsoft Office 2016 Excel Level 1 (9250-0804) 
Learn to get started with Excel 2016, work with formulas and functions, format a worksheet, work with 
charts, and analyze data using formulas. REQUIRED TEXTBOOK: Microsoft Office Excel 2016 Intro. 

Instructor: Debra Lehr 
7 POST credits 

Thurs, January 19, 2017 (Afton 116) 
8 am – 3:30 pm 
Class ID: 20175-002060 

Instructor: Donna Seys 
7 POST credits 

Tues, March 28, 2017 (Afton 116) 
8am- 3:30pm 
Class ID: 20175-002061 

Microsoft Office 2016 Excel Level 2 (9250-0805) 
Learn to manage workbook data, use tables, analyze table data, automate worksheet tasks, enhance charts, 
and use “what if” analysis. REQUIRED TEXTBOOK: Microsoft Office Excel 2016 Intermediate. 
Prerequisite: Microsoft Office 2016 Excel Level 1.  

Instructor: Debra Lehr 
7 POST credits 

Mon, February 6, 2017 (Afton 116) 
8 am – 3:30 pm 
Class ID: 20175-002062 

Instructor: Donna Seys 
7 POST credits 

Wed, April 19, 2017 (Afton 116) 
8 am – 3:30 pm 
Class ID: 20175-002063 

Microsoft Office 2016 Excel Level 3 (9250-0806) 
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Learn to analyze data with pivot tables, exchange data with other programs, share Excel files and 
incorporate web information, customize Excel and advanced worksheet management and program with 
Excel.    REQUIRED TEXTBOOK: Microsoft Office Excel 2016 Advanced.  Prerequisite: Microsoft 
Office 2016 Excel Levels 1 and 2.  

Instructor: Donna Seys 
7 POST credits 

Wed, February 15, 2017 (East Campus room 2312)  
8 am – 3:30 pm 
Class ID: 20175-002065 

Thurs, April 27, 2017 (East Campus room 2312) 
8 am – 3:30 pm 
Class ID: 20175-002066 

Microsoft Office 2016 Excel Level 4 (9250-0782) 
Take control of data with Excel’s business analytics tools! Broaden your knowledge of the familiar Excel 
features such as pivot tables, slicers, charts and formulas by exploring Excel's powerful BI (Business 
Intelligence) tools. Looking to build appealing visual dashboards to track key performance indicators, 
activity trends, custom calculated fields, geospatial mapping or sophisticated data models? Then this is the 
class for you. REQUIRED TEXTBOOK: Excel 2016: Pivot Table Data Crunching.  Prerequisite: Microsoft 
Office 2016 Excel Levels 1, 2, and 3.  

You will learn how to: 
• Use Power Query for Excel to bring all data together and start analyzing in seconds
• Enhance business data and pull together sophisticated data models with Power Pivot
• Create powerful Pivot Tables and Pivot Charts
• Perform geospatial explorations of your data using Power MapCreate Dashboards with Power BI to

visualize data, share discoveries, and collaborate

Instructor: Donna Seys 
7 POST credits 

Wed, February 22, 2017 (East Campus room 2312) 
8 am – 3:30 pm 
Class ID: 20175-002067 

Thurs, May 4, 2017 (East Campus room 2312) 
8 am – 3:30 pm 
Class ID: 20175-002068 
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Microsoft Office 2016 PowerPoint Level 1 (9250-0775) 
Learn to create a presentation in PowerPoint 2016, modify a presentation, inserting objects into a 
presentation, finish a presentation, and work with advanced tools and masters. REQUIRED TEXTBOOK: 
Microsoft Office PowerPoint 2016 Intro. 

Instructor: Debra Lehr 
7 POST credits 

Thurs, February 16, 2017 (East Campus room 2312) 
8 am – 3:30 pm 
Class ID: 20175-002069 

Microsoft Office 2016 PowerPoint Level 2 (9250-0776) 
Learn to enhance charts, insert illustrations, objects and media clips, and use advanced features. 
REQUIRED TEXTBOOK: Microsoft Office PowerPoint 2016 Advanced. Prerequisite: Microsoft 
Office 2016 PowerPoint Level 1.  

Instructor: Debra Lehr 
7 POST credits 

Thurs, March 2, 2017 (East Campus room 2312) 
8 am – 3:30 pm 
Class ID: 20175-002070 

Microsoft Office 2016 Word Level 1 (9250-0801) 
Learn how to create documents with Word 2016, edit documents, format text and paragraphs, format 
documents and create and format tables. REQUIRED TEXTBOOK: Microsoft Office Word 2016 Intro. 

Instructor: Donna Seys 
7 POST Credits 

Wed, January 18, 2017 (East Campus room 2312) 
8am – 3:30 pm 
Class ID: 20175-002071 

Microsoft Office 2016 Word Level 2 (9250-0802) 
Learn to illustrate documents with graphics, work with themes and building blocks, merge Word 
documents, work with styles and templates, develop multipage documents, and work with references. 
REQUIRED TEXTBOOK: Microsoft Office Word 2016 Intermediate.  Prerequisite: Microsoft Office 2016 
Level 1.  

Instructor: Donna Seys 
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7 POST Credits 

Wed, March 8, 2017 (East Campus room 2312) 
8 am – 3:30 pm 
Class ID: 20175-002072 

Microsoft Office 2016 Word Level 3 (9250-0803) 
Learn to integrate Word with other programs, explore advanced graphics, build forms, collaborate with co-
workers, and customize Word. REQUIRED TEXTBOOK: Microsoft Office Word 2016 Advanced.   
Prerequisite: Microsoft Office 2016 Word Levels 1 and 2.  

Instructor: Donna Seys 
7 POST Credits 

Thurs, March 23, 2017 (East Campus room 2312) 
8 am – 3:30 pm 
Class ID: 20175-002073 
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Please fill out all information completely.  

Legal Name ____________________________________________Date of Birth___/___/___ 

Preferred Name (if different than above) _________________________________________ 

Home Address_______________________________________________________  

City______________________________________State______Zip_____________ 

Business Name ______________________________________________________  

Business Address ____________________________________________________  

City______________________________________State______Zip_____________ 

Home Phone (_____)_______________ Business Phone (_____)_______________  

E-mail address_______________________________________________________  

Social Security No.* ________-_________-______________ Male____ Female____  

(*To be used in registration system as your Student ID.) 

Course Number Course Name Course Fee 

1. 

2. 

3. 

4. 

 Total Course Fees: $________________ 

 Check(s) Enclosed  

Please write a separate check for the exact amount of each course, payable to Century College.  

 Business purchase order attached  

 Please charge to my:  VISA   MasterCard   Discover  

Account No. _ _ _ _ - _ _ _ _ - _ _ _ _ - _ _ _      [use proper number of spaces, separated by -] 

Cardholder’s Name______________________________ Exp. Date________________ 

Century College 
Continuing Education and Customized Training 

3300 Century Avenue N., White Bear Lake, MN 55110 
Phone: 651.779.3341 Fax: 651.779.5802 

Continuing Education Registration Form


	Social Security No.* ________-_________-______________ Male____ Female____
	(*To be used in registration system as your Student ID.)

