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Overview 
 
The Supervisor Refresher Course was designed to meet a federally-mandated recurring requirement for 
ongoing education for civilian supervisors.  Supervisors are required to have refresher training at least once 
every three years after completing the initial supervisory courses.  This course, hosted by the Air Force 
Personnel Professional Development School, provides a refresher in civilian personnel management 
fundamentals and key supervisory and management competencies.  There are 20 hours of curriculum with 
the majority of the work being self-directed.  There are two 60-90 minute instructor-led online webinars during 
the week and an optional 30-minute “check-in” webinar midway through the course.  Information contained in 
the presentations is critical to student success.  Readings and other course material are located on a Learning 
Management System which is available to the students 24/7.   
 
Home Station Learning Duty Status 
 
Students are required to coordinate class work and location with their supervisor.  As an official Air Force 
mandatory course, students are considered in a Home Station Learning duty status with course work 
authorized during official duty time.  AFI 36-807, Weekly and Daily Scheduling of Work and Holiday 
Observances, states “Supervisors may establish special tours of duty for educational purposes.”  Attachment 
3, section 2.3. of the same AFI provides the opportunity for establishing a “flexiplace” arrangement, whereby 
the approved location could be at home, the Education Center, or other locations where the work can be done 
uninterrupted.  Students can expect to spend approximately 8 hours per week on coursework.  Instructors 
monitor student participation and effort in the course through the Learning Management System.  The core 
requirements of the course are for students to participate in all coursework and display satisfactory 
participation. 
 
Topics 
Introduction and Orientation: 1 hour live webinar to socialize concepts and new technologies to prepare 
students for the robust course the following week.   
 
Day 1:  Initial Supervisory Skills/Knowledge Assessment 
Day 2:  Leadership and Management 
Day 3:  Taking Care of Your People 
Day 4:  Performance Management 
Day 5:  Capstone Assignment and Course Recap 
  
Each day will consist of a variation of these elements: 
1. Readings, Videos, and Interactive Exercises in a Learning Management System 
2. Discussion board scenarios where students discuss new skills/concepts with peers 
3. Students will have access to dedicated conference call lines where they can gather in their assigned teams 

to complete the required capstone project and discuss pertinent issues related to the course 
 
Note:  Live webinars are held on Monday, Wednesday, and Friday.  The webinars are instructor-led 
presentations delivered and recorded on a web conferencing platform.  Wednesday’s webinar is an optional 
period for students to gather in an instructor-facilitated setting to discuss the course materials and 
expectations.  This is also an opportunity for students to receive direction or clarity regarding the curriculum. 
 
Registration 
 
Registration is accomplished through the Air University Portal at 
https://www.my.af.mil/aurepmprod/auportal/welcome.AirUniversity (A CAC is required)  If you do not already 
have an Air University Portal account, you must create one from a .mil account before you can view/register 
for any of our online courses.  Contact our Course Support staff if you need any assistance.  They can be 
reached at (334) 953-9545/8944 or DSN 493-9545/8944, or via e-mail at 
eakercenter.ecpd.usafrc@us.af.mil. 
  


