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Human resource development is a legitimate and important organizational responsibility. The
City recognizes the changing demographics of its community and its workforce, the economic
pressures it faces, and the increased pace and continual forces of change. Therefore, the City
invests in the improved knowledge, skills, motivation, and commitment of its employees and
work groups. Wherever possible, the City will establish and provide training and development
programs and processes consistent with the City's business/public service strategy and goals.
I. Purpose
A.

Further the City's business/public service strategy.

B.

Ensure employees understand the City's mission and goals and how their
individual jobs contribute to that mission. Transmit City policy, culture, and
organizational expectations.

C.

Ensure employees are equipped to do their jobs, especially when their jobs change
or require new knowledge and skills.

D.

Ensure City employees have the opportunity to improve, maintain, and develop
needed competencies and increase their level of contribution to the organization.

E.

Identify and respond to opportunities for improved performance,

F.

Develop the organization's supervisory, management, and leadership capacity.

G.

Ensure the organization as a whole is functioning effectively.

H.

Secure more cost effective training for employees than if training were obtained
on the open market.

II. Policy

A.

Training efforts shall be provided, as appropriate, to improve or develop technical
and functional competencies; supervisory, managerial, and leadership
competencies; and interpersonal and professional competencies of employees.
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B.

Wherever possible, training efforts designed consistent with this policy shall be
conducted on City time.

C.

The City shall actively encourage, and sometimes require, that training be taken,
and shall arrange schedules and work assignments that will facilitate attendance
wherever possible.

D.

Training will be planned, scheduled, and coordinated with respect for supervisors
and the work demands of the employee.

E.

Centralized training shall be the responsibility of, and training records shall be
maintained by, the Human Resources Department. As appropriate, other staff
departments may take primary responsibility for training in their area of
expertise, such as safety, affirmative action, or worker's compensation. The
Director of Affirmative Action shall be consulted with regard to City-wide
employee development programs and training programs developed under the
City's annual Affirmative Action Plan.

F.

Where feasible, technical and professional trainee or "bridge" positions may be
established to open avenues of advancement to individuals who may not currently
possess sufficient formal schooling or experience to fully qualify, but who have
the interest and appear capable of reaching that level. Such positions may be
filled through promotional rather than open examinations,
provided there is sufficient applicant pool.

Authority and Responsibility
A.

The City Manager shall have the authority to formally approve the establishment
of all City-provided training programs requiring City funds and/or conducted on
City time.

B.

It shall be the responsibility of the Human Resources Department to:
1.

Identify the competencies required of employees in various City
departments, clarify the training needs related thereto, and recommend the
development of training and development efforts to address those needs.

2.

Develop, plan, coordinate, and execute training programs where the
required competencies are citywide and interdepartmental in nature.
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C.

3.

Develop and maintain an annual training plan for the City, to include
courses to be offered, competencies to be developed through each course,
methodologies to be used, etc., and to keep such training plans current
and consistent with the changing needs of the City.

4.

Provide technical assistance to departments in the planning and execution
of functional or technical training where the competencies/training needs
are specific to that department.

5.

Provide career guidance for individual employees or groups of employees.

6.

Provide for appropriate record keeping and recognition by maintaining
records of city-sponsored training completed by each employee, and
issuing appropriate certificates or notices of completion.

7.

Serve as a clearinghouse for information on training and educational
programs and make available to departments and individual employees
such information and resources.

8.

Provide or assist in arrangements for facilities, equipment and training
aids.

9.

Evaluate the results of training completed, prepare and present related
reports, and revise and improve training on the basis of these findings,

The primary responsibility for recognizing needed competencies, and stimulating
and requiring employee development rests with Department Heads. It shall be
the responsibility and authority of each Department Head to:
1.

Select and assign an employee to serve on the Employee Development
Advisory Committee and thereby assist with developing and implementing
training programs should one be formed, in cooperation with the Human
Resources and Affirmative Action Departments.

2.

Systematically and periodically identify needed competencies to meet the
operating requirements of the department in the present and future, and
develop and implement a plan for improving such competencies either
through department-sponsored or city-wide training and development
efforts.
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E.

3.

Ensure employees are notified and attend required training; arrange work
assignments and schedules, whenever possible, such that employees may
participate in training; and authorize and approve employee attendance at
training.

4.

Maintain the management climate which encourages and supports prompt,
on the job application of learning.

5.

Keep records of in-service and departmental-sponsored training activities
and attendance, provide proper recognition to employees who complete
such activities, and provide information to the Human Resources and
Affirmative Action Departments such that appropriate centralized records
may be maintained.

6.

Maintain at least one qualified understudy to perform the work of any
. employee whose services are considered critical to the City'S operation.

It shall be the responsibility of the employee to:

1.

Strive for greater knowledge and skill and exert the effort necessary to
perform at a continuously improving level of achievement. .

2.

Attend training programs as required, and when optional but related to
one's job, and do one's best to participate and learn.

3.

Accept assignments to in-service training as part of the job responsibility
and make every effort to successfully complete the training.

4.

Accept constructive suggestions and feedback directed toward improving
one's competence on the job.

IV. Nature of Training and Development
A.

Efforts shall be directed toward addressing the following organizational needs:
1.

New employee orientation - introducing new employees to the City's
mission, goals, and values; to the organization's roles and services; and
to City policies and procedures.
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2.

Employee skill development, including improving existing technical or
functional capabilities and developing new ones required because of
changes in the job or advances in technology.

3.

Developing Supervisory or Management capacity, including:
a.

Programs for current managers and supervisors to serve as
refreshers to expose them to new ideas, policies, issues;

b.

Programs for newly promoted managers and supervisors to help
them make the transition from one level of responsibility to
another;

c.

Developmental programs for individuals who are likely to be or
are interested in being future managers and leaders of the
organization.

. 4.

Professional development, including individually focused programs
emphasizing development of new skills, learning of new concepts, and
professional advancement.

5.

Organization effectiveness, including assistance with improvement in the
human processes and systems that contribute to or interfere with
organization effectiveness

Programs and other training efforts may include the following types:
1.

New employee orientation

2.

Formal training programs provided both City-wide and within individual
departments

3.

Mentoring and counseling programs

4.

State-approved apprenticeship programs

5.

Informal, on-the-job training and coaching

6.

Technical and professional internships and cross-training assignments

7.

Employee exchange programs with other cities, organizations or
businesses.
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8.

Technical and managerial networks

9.

Newsletter articles on new ideas, technical knowledge, etc.

10.

Facilitation of group, interpersonal, or interorganizational problem-solving
or team development processes.

. . _.

