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PURPOSE:
Establish a comprehensive system for the training and education of civilian personnel assigned to the Naples Police and Emergency Services Department’s (PESD) Administrative Services Bureau, and delineate responsibilities for the implementation of that system.
SCOPE:
Administrative Services Bureau (ASB) Personnel

I.
DISCUSSION
A.
Background. Training and education (T&E) are important but different tools in the development of an effective employee and work team. While they are tightly interwoven and complimentary at every level of professional development, the early stages of an employee’s career are weighted more heavily toward training, with education dominating the later stages. Together, T&E constitute a continuum of learning.
B.
Terminology. See Annex A, T&E Glossary, for definitions used in ASB documents that address T&E issues.
C.
Recommendations concerning ASB T&E policy, plans, and programs are invited. Forward such recommendations to the Deputy Director, ASB, via the appropriate chain of command, unless otherwise specified by this memorandum.
II.
TRAINING PHILOSOPHY
A.
The Training Process

An organization cannot achieve and sustain proficiency on every task that it may be assigned. This is especially true in a unit with diverse functions and scores of tasks, some of which are rarely performed and are thus susceptible to atrophy. Therefore, it must focus its T&E efforts on the personnel knowledge and skills that directly impact upon accomplishment of the organization's mission.
1.
The first step is identification of all job-related tasks, then assessing and segregating those that are mission-essential tasks (METs) (that is, those crucial to overall success(from those that play a supporting role in accomplishing other non-essential functions.

2.
From the task listings, supervisors develop Task Performance Standards (TPS) that serve as the basis for the development, implementation, and evaluation of skills training and instruction. Supervisors use TPS to identify collective or individual proficiencies and deficiencies, select tasks to be trained, determine training methods, and evaluate the final result. SOP-075 addresses task lists and standards development in detail.
3.
Once tasks and their corresponding standards are catalogued, T&E plans shall strike an appropriate balance between METs and supporting tasks. The preponderance of T&E (>70%) shall consist of essential subjects training (EST), supported by job-related training as appropriate. Personnel shall attend professional education as available and appropriate to their positions.
B.
Training Aim, Goals and Objectives
The aim of the ASB T&E Program is to maintain high degrees of employee as well as team efficiency and effectiveness, thereby providing superior customer service to internal and external customers. To help focus training efforts, the T&E Program establishes the following standing goals, each with associated general objectives that serve as milestones.
1.
Goal: Catalogue all functional tasks (FTs) and their respective performance standards for each duty position.

a.
Objective: Maintain comprehensive task lists (CTLs) for each ASB division.
b.
Objective: Maintain Task Performance Standards (TPS) for each ASB division’s CTL.
2.
Goal: Implement high-quality training programs that provide ASB personnel with personal and professional growth.

a.
Objective: Provide formal, documented entry-level/new employee training programs.
b.
Objective: Provide formal, documented progressive career-focused training programs.
3.
Goal: Maintain a select corps of trained and certified bureau instructors, required for delivery of common bureau training programs/courses.
a.
Objective: Maintain at least one CPR instructor.
b.
Objective: Maintain at least two Communications Training Officers (CTOs).
4.
Goal: Sustain employees’ knowledge, skills, and abilities (KSAs) through structured in-service training.
a.
Objective: Complete at least two hours of monthly in-house T&E as scheduled by proper authority in monthly training bulletins.
b.
Objective: Complete at least one job-related formal course annually as offered through a professionally recognized training organization or an educational institution.
5.
Goal: Stay current with ever-evolving techniques, technologies, and standards that encompass public safety services and public administration.

a.
Objective: Division managers, supervisors, and at least one non-supervisory employee per division will participate annually in a conference in public safety services offered through a related agency (e.g. FDLE) or professional association (e.g. APCO, NENA).
b.
Objective: Ensure timely delivery of special training to employees whose duties are affected by changes in equipment usage, software applications, or operating procedures.
C.
Program Components
The ASB T&E Program consists of the seven components listed below. Each is explained in greater detail in Sections III and IV, or in its respective annex hereto.
1.
Comprehensive Task Lists (CTLs) that catalogue job-related tasks per division. See SOP-075.
2.
Task Performance Standards (TPS) that define each job task’s real-world conditions, sequential performance steps, and realistic measures and criteria. See SOP-075.
3.
Career Progression Programs designed to provide ASB personnel with personal and professional growth and learning opportunities as appropriate to their functional areas. Annex 74-B.
4.
Training Resources that consist of assets in all appropriation categories (i.e., personnel, funds, materials, facilities, research and development) that are available to PESD. See Section III.
5.
Planning Documents
a.
Annual T&E Plan that outlines each division’s T&E goals and objectives for the coming fiscal year, and projects formal course attendance by division personnel. Annex 74-C. Researched and developed during preliminary planning phase of bureau operating budget in the spring and published annually by 15 September.
b.
Monthly T&E Bulletins identify the T&E projected for the coming month. Annex 74-D.
6.
Evaluation System that provides feedback through the division managers to the Deputy Director, ASB on the utility and value of the varied forms of T&E courses and resources. See Section IV.C.
7.
Documentation System consisting of an electronic database and related paper files (as necessary) to maintain records of completed training, education, and evaluations. See Section IV.D.
III.
TRAINING AND EDUCATION RESOURCES

T&E Resources are available in several forms and from several sources. The Deputy Director, ASB will assist division managers in securing T&E resources. Division managers shall endeavor to employ all resources in a cohesive, complementary manner. The goal is to employ the most cost effective means for providing in‑service training to personnel while concurrently presenting T&E that truly enhances their job proficiencies and careers in public safety and public administration.
A.
Trainers. By virtue of role and responsibilities, a supervisor serves as teacher, role model and evaluator to subordinate personnel, employing practical experiences and knowledge to provide direction and some degree of informal T&E within a work team. However, certified trainers (i.e., those who earn instructor credentials based on a formal, recognized course of instructions) usually provide more skillful, focused, and legally-defensible instruction. The ASB shall employ both types of trainers as appropriate to the required area of instruction

1.
Each ASB division shall select and maintain certified trainers from among their personnel as appropriate to their respective functions. For example, the Communications Division shall maintain at least one CTO.
2.
Qualified police and fire personnel may also provide related training in their respective areas of expertise.
3.
External agencies (e.g. CCSO and FDLE), providers of products and services used by PESD (e.g. VisionAIR and GeoComm), and training institutions (e.g. FIOG and PowerPhone) may also provide their certified trainers for in-house T&E on topics and courses tailored to the needs of ASB personnel.
B.
Training Material may include audiovisual (AV) training equipment, training aids and devices that are used to assist learning, or to produce support material that will serve that purpose.
1.
The Communications Center maintains an AV training station. Records personnel may coordinate their use of the station with the Communications Manager.
2.
The Communications Manager maintains videos on varied public safety, management, and general education subjects in VHS and digital formats; they are available for check out or viewing on Communications Center AV equipment.
3.
Other training materials needed for specific training (e.g. lesson outlines and tests) shall be prepared and provided by division managers.
C.
Formal Courses. To stay abreast of the dynamic regulations, techniques and technologies that encompass public safety services, ASB personnel shall attempt to complete at least one formal programmed course of instruction per fiscal year. Courses are available from several sources:
1.
In-house courses, developed by division managers, are available as explained in Annex B.
2.
Professional associations and training agencies offer a variety of courses, most of which require funding. Division managers must carefully project, solicit funding and approval, and coordinate their personnel’s completion of such courses.
a.
Formal courses are usually offered at locations other than PESD and range from one to five days in duration.
b.
Self-paced courses are available on CD-ROM and online. Such courses usually provide ASB personnel greater flexibility in completion, and are less expensive than formal courses (some at no cost to PESD). 
D.
Funding may be used to purchase T&E materials, send personnel to off-site courses, or bring instructors to the PESD. Allocated funds should be spent as planned by end of fiscal year.
1.
Departmental funding is budgeted per fiscal year based on projections for off-site training and/or in-house training by external instructors, and other related training expenses.
2.
The Communications Manager shall request fiscal year funding support from the Collier County 9-1-1 Office for any T&E related to 9-1-1 matters.
IV.
PROCEDURES:

A.
Duties and Responsibilities
1.
Deputy Director, ASB: The Deputy Director, ASB retains oversight of the T&E Program, but delegates training management duties to division managers as explained in Sect III.A.2 herein.
a.
Develop and promulgate T&E policy, goals and objectives, and general procedures.
b.
Identify, validate, and allocate T&E support resource requirements.
c.
Review division-level T&E programs, plans, and schedules, and monitor employee compliance thereof.
d.
Review after-action reports on formal course and conference attendance.
e.
Represent the Chief of PESD in presenting and defining aspects of non-sworn public safety employee T&E policy, plans, and programs of common concern with other agencies.
2.
Division Managers: The division managers serve as the primary training managers for their respective division, but may delegate some duties to one or more subordinates. Responsibilities respective to their divisions include:
a.
Division CTL and TPS:
(1)
Assign subordinate personnel to serve on the division CTL and TPS development teams, and convene the team as necessary to develop and revise the CTL.
(2)
Coordinate and monitor division CTL and TPS development and revision.
(3)
Review, validate and promulgate the division CTL and TPS. Once published, reviewed annually and revised as necessary.
b.
Develop and publish standards-based training packages in support of T&E conducted by the division.
c.
Develop, coordinate, promulgate, monitor, and evaluate T&E programs, plans, and schedules.
d.
Solicit, coordinate, submit for approval, and monitor attendance at institutional training courses.
e.
Oversee and provide opportunity for timely satisfaction of job-required certifications and recertification.
f.
Periodically review and assess applicability and utility of on-hand T&E materials (e.g. videos, lessons, tests, etc).
g.
Maintain appropriate files on training completed by division personnel.
3.
All Supervisors
a.
Resolve task-related performance deficiencies through remedial/corrective training.
b.
Monitor the career progression of your assigned personnel; provide periodic counseling as necessary. As they approach promotion opportunity, ensure they comply with the advancement prerequisites.
4.
Certified Division Trainers
a.
Assist the division managers with the duties listed in paragraph IV.A.2, above.
b.
Advise respective division managers on technical aspects of public safety training, to include collective and individual training standards.
5.
All Personnel
a.
Comply with the provisions of this SOP and periodic training plans and bulletins, completing training as programmed.

b.
Monitor your job-related certifications and provide timely alert to your division chain of command for recertification before the credential expires.
B.
Training Nomination Process
1.
Upon determining an appropriate course for attendance by an ASB employee, the nominee’s division manager shall prepare a training nomination package. Use the Training Coordination Checklist (Annex E) as a guide. The package must include the following information:

a.
A complete Training Nomination Form (Annex 74-F) as the cover document.
b.
Course description with location and cost.
c.
A City of Naples Travel Report Form listing estimated costs directly related to the completion of assigned training. The training attendee must sign the form before the division manager forwards it as part of the training nomination package.
(1)
Compute costs under the “Estimated Total” column of the City of Naples Travel Report Form. It is essential for proper processing that the authorized travel and training dates and times are reported on the form accurately. The form must include supporting documentation for the estimates, such as:
(a)
A sample course/class registration form downloaded from provider’s website or faxed to PESD.

(b)
Printouts from travel agency websites that provide details about lodging and flight arrangement.
(c)
A printout from MapQuest website that indicates driving directions, distance and time from PESD to the training site.
(2)
T&E attendees may receive advance payment for per diem. The division managers will coordinate other typical advance expenses such as course registration and lodging arrangements noted above.
(3)
Reimbursement for reasonable expense incurred while attending required T&E in remote locations will be based upon actual costs incurred beyond those encountered in the performance of normal duties and upon maximum reimbursement levels set forth by the City of Naples. The attendee must provide receipts for all expenses except meals.
d.
A request for paid administrative leave signed by the employee and indicating the inclusive dates of absence from duty (i.e. travel and training).
e.
Other supporting documentation pertinent to the request.
2.
Submit the training nomination package to the Deputy Director, ASB for review. He may ask for additional information or clarifications if necessary, then forward it to the Chief of Department for approval. 

3.
Upon approval by the Chief:
a.
PESD Fiscal Services creates a tracking file for the nomination and forwards the package to City Finance for final review.

b.
The division manager continues coordination, to include securing course registration, lodging and transportation. Indicate progress on the Training Coordination Checklist (Annex E).
4.
Upon completion of travel, the division manager ensures the attendee returns credit cards, required documentation and receipts to PESD Fiscal Services for closure of the training package.
C.
An Evaluation System will provide feedback through the division managers to the Deputy Director, ASB on the degree to which personnel comprehend and assimilate the T&E, and on the applicability and utility of the varied forms of T&E courses and resources.
1.
Evaluation of Trainees
a.
Division managers shall develop and apply methods to gauge their employees’ grasp of the essential elements of T&E presented to them in-house. Such methods may include written and oral tests, and practical exercises.

b.
Probationary employees shall be evaluated daily by an appropriate supervisor or trainer, who will note the trainee’s progress on a Daily Evaluation Report (DER). Division managers may modify the sample DER in Annex 74-G as necessary.

c.
Evaluations must be linked to objective measures. Practical exercises should be tied to TPS, while written tests should be linked to lesson learning objectives.
2.
Evaluation of Lessons and Courses
Critiques are useful in evaluating the utility and value of T&E lessons and courses.
a.
Division managers shall develop written critiques to evaluate the utility and accuracy of in-house T&E, and encourage personnel to submit such critiques upon completion of T&E. 
b.
Personnel who attend formal T&E, including conferences, shall submit a written after-action report (AAR) via their division managers to the Deputy Director, ASB not later than two weeks (10 work days) after return from the corresponding event. Use the format in the example below: 
	USE PESD MEMORANDUM FORMAT

1.
General: [Provide your overall impression on the value of the T&E event]
2.
List of Topics: The following topics contain summaries of the more significant aspects of [T&E EVENT].
a.
TOPIC: [EX: Employee Hiring and Retention]

Discussion: [Provide information on the topic]

(1)
[Subparagraphs as appropriate]

Comment: [Attendee’s viewpoint on the topic]

(1)
[Subparagraphs as appropriate]
b.
TOPIC: [REPEAT ABOVE FORMAT AS NECESSARY]


3.
Division managers shall record the results of such evaluations and maintain appropriate files as required by Section IV.D, Documentation System.
D.
Documentation System
Each division shall create and maintain a documentation system consisting of an electronic database and supporting paper files as necessary to maintain records that reflect completed T&E and related evaluations.
1.
The T&E Database shall consist of the following minimum elements:
a.
Employees’ names and identification numbers (either SSN or as issued by PESD).

b.
Lesson/course title and number (as designated by PESD or provider).

c.
Dates employees completed assigned T&E.

2.
Paper Files provide legally defensible evidence of completed T&E. They shall consist of the following minimum elements to support information listed in the T&E database:
a.
A “Training Jacket” for each employee consisting of documentation of the employee’s entry-level training, MET certifications, applicable class/course certificates, and an annual printout of the employee’s record as maintained in the T&E database.
b.
Collective T&E folders, organized by calendar month, that contain copies of monthly training bulletins with their corresponding lesson/class/course attendance/sign-in sheets and tests.

3.
Updates to T&E database and files shall be conducted by the respective division manager as necessary, but not less than monthly.
4.
T&E Record Access and Use
a.
Employees may request to review or obtain a copy of their personal T&E records for any reasonable purposes.
b.
External requests for release of T&E records shall comply with Ch. 119, F.S. of the Florida Public Records Act. The Chief of Department must approve such requests.

5.
Retention of T&E records shall comply with Florida Department of State, Bureau of Archives and Records Management, General Records Schedule for Local Government Agencies (GS1-L)
E.
T&E Reviews
1.
Training Records: division managers will annually conduct or cause their subordinate supervisor to conduct reviews of employee T&E records jointly with the respective employee. This may be accomplished in conjunction with the employee's periodic or annual performance evaluation and provides management the opportunity to make corrections to records.
2.
Training Strategies: the division managers shall annually review training strategies and promulgate changes in their Annual Training Plans, outlining the goals and objectives that will maintain individual and collective (unit) proficiency for all METs for the coming fiscal year.
ANNEX 74-A
TRAINING AND EDUCATION GLOSSARY
Audiovisual (AV) Training Equipment: Items that generate or project audio and visual images to assist in training. Such items include computers used for CBT, Dictaphone equipment, slide and overhead projectors, televisions, and videocassette recorders.
Basic Skills Training (BST): A subcategory of entry-level training designed to impart the basic skills required to perform the tasks of the job description.
Collective Training: Training conducted to prepare two or more individuals (teams, shifts, etc.) to accomplish tasks required of the group as an entity.
Computer-Base Training (CBT): The application of computers to the delivery of instruction wherein there is an ongoing interchange of stimuli and reaction between computer and student.
Conditions: The real-world physical limitations and variables under which a task must be performed (e.g. stressful situations, with/without electrical power). To underscore "realism," a task identifies the conditions that most effect its accomplishment as it relates to a mission. When resources or safety requirements limit the conditions, this should be stated.
Education: The process of moral and mental development; the drawing out of students to initiate the learning process and bring their own interpretations and energies to bear--the product of which is creative mind.
Effectiveness measures the impact of individual and team effort in applying their skills and intellect to “do the right thing.”

Efficiency is the relative productivity ratio of services-to-resources in accordance with established directives, more commonly referred to as “doing things right.”

Entry-Level Training: The combination of orientation and basic skill training that prepares a new employee for an assigned job. Subcategories are: BST and Skill Progression Training
Essential Subjects Training: That training required for an employee to maintain proficiency in subjects derived from the mission-essential task list (METL). This proficiency, initially acquired in entry-level training, includes mission-oriented skills, prepares employees to function effectively in any telecommunicator position, and promotes the practice of those personal and professional traits that distinguish them as public safety telecommunicators.
Formal Course: A systematically derived, organized and managed sequence of learning events provided by an external institution for the purpose of fulfilling specific training needs.
Functional Task: A task that addresses a unit of work specifically required by a job-related function. For example, “Answer a 9-1-1 Call” is a functional task for a TC serving in a PSAP.
Functional Training: A subcategory of individual training that provides additional skills without changing the employee's primary specialty or skill level. Examples of functional training are communications training officer (CTO) and emergency medical dispatcher (EMD) training.
Individual Training: That type of training an employee receives, either in the institution/formal school or in the work environment that prepares him to perform specific duties and tasks related to an assigned duty position.

Managed on-the-Job Training (MOJT): A subcategory of individual training conducted in the work environment that uses a combination of classroom instruction and practical application. The CTO is also the work supervisor of the trainee. Evaluation of the trainees is based upon the capability to demonstrate specific performance standard.

Mission-essential Task (MET): A functional task that must be performed either collectively or individually to successfully accomplish the organization’s mission. Failure to accomplish a mission-essential task constitutes overall mission failure.
Mission-essential Task List (METL): A concise list of a unit’s mission-essential tasks; subset of the CTL.
Mission-Oriented Training: Training, both collective and individual, that provides an employee with the skills, knowledge, and attitudes necessary to execute mission-related requirements.
Mission Performance Standard (MPS): Mission-oriented collective performance standard that establish the minimum acceptable foundation for operational performance by a unit.
Performance Criterion: The second parameter of a performance standard, a criterion defines the degree of accuracy or limit that indicate acceptable levels of performance.

Performance Measure: The first parameter of a performance standard, a measure provides a common basis for determining how a standard will be evaluated. It is often addressed as time (e.g minutes, hours) or numerical range (e.g percentage, “less than/greater than”).

Performance Standard: Standards express the degree of proficiency to which a unit or individuals must perform a task under a specified set of conditions. A standard consists of two parameters: a measure and a criterion. A standard is inviolate: it is not guidance, but a very carefully worded statement.
Performance Steps specify actions required of a TC to accomplish an assigned task with the proficiency established by the standard. A task must contain at least two performance steps.

Proficiency describes the degree to which an individual or unit can perform assigned duties and tasks effectively and efficiently.

Related Training: Training which augments other categories of individual training conducted at the unit level. Related training includes, but is not limited to, personnel information, safety, and personal affairs training.
Skill Progression Training: A subcategory of entry-level training received subsequent to basic skill training that provides an employee with additional skills and knowledge required to perform in the same occupational field at a more skilled level.
Supporting Task: A task that must be performed either collectively or individually and whose accomplishment—while not necessarily critical—enhances the mission or enables the unit to complete other non-mission requirements.
Task: A clearly stated unit of work usually performed over a finite period of time that has a specific beginning and ending, can be measured, and is a logical and necessary unit of work. Tasks constitute the bases for design, development, implementation, and evaluation of all individual or collective training. As a minimum, a task consist of the condition under which it is to be performed, the performance standard that will be used to evaluate whether it is performed to a satisfactory level, and a summary of the corresponding performance steps.
Training is the conduct of instruction, discipline, or drill; the inculcation of information and procedures; and the progressive repetition of tasks--the product of which is skill development and proficiency.

Training Aid: any item (excluding AV equipment and training devices) used with the intent to assist in training. Examples include publications, guides, job aids, films, records, transparencies, graphics, and videotapes.
Training Devices: items of operational equipment used to support and/or simulate training that fall outside the definitions of AV equipment and training aids. Items include training phone sets and headsets.
ANNEX 74-B
CAREER PROGRESSION PROGRAMS
1.
Policy: PESD civilian employees will have reasonable opportunity for professional growth and development within the PESD’s operational and fiscal constraints. Prior to advancement within the PESD, an employee must successfully complete the program designed for the respective stage of advancement.

2.
Information. Division Managers shall develop respective Career Progression Programs structured in several progressive stages as generally described below.

a.
Stage 1, Entry-level Training (ELT) spans the new employee’s initial six-month probationary period and indoctrinates the employee through several phases:
(1)
Orientation (1 week) highlights includes: meeting key personnel; touring facilities; issuing uniforms and equipment; overview of division operations, policies and procedures; and familiarization with job-related equipment. It includes little training.
(2)
Managed OJT (as necessary) comprises the core ELT.
(a)
Focusing on Basic Skills Training (BST), this phase combines directed study (video and CBT lessons, practical exercises, and associated tests) closely tied to OJT. Milestones on specified training days (T-days) help mark the trainee’s progress. The BST provides the crucial foundation for the new employee’s professional development.
(b)
During ELT, a certified trainer (or seasoned employee) functions as the new employee’s primary trainer and mentor. The trainee receives a Daily Evaluation Report (Annex G) that reflects the trainee’s grasp of job-related tasks and activities, and application of knowledge, skills and abilities (KSAs).
(c)
Mandatory certifications e.g. FCIC operation will occur as soon as such training becomes available during the probationary period.

(3)
Task Certifications (1-2 weeks) during which the trainer formally observes and documents the trainee’s ability to correctly perform job-related tasks listed the division’s CTL.
b.
Stage 2, Sustainment Training spans the post-probationary employee’s tenure short of advancement to a higher classification within ASB. It enables an employee to maintain proficiency. It should consist of the following elements:
(1)
In-house Training: successful completion of monthly in-service goals as scheduled in respective division monthly training bulletins.

(2)
External Training: completion of refresher classes or courses on knowledge and skills learned during ELT, as offered through a professionally recognized organizations (e.g. FIOG, APCO, NENA, FDLE). The T&E may be completed in-house if offered by the provider via portable media (e.g. CD-ROM) or online.

(3)
Certifications: maintenance of all entry-level job-required certifications.

c.
Stage 3, Progression Training also spans the post-probationary employee’s tenure short of advancement to a higher classification within ASB and may overlap Sustainment Training, but focuses on providing progressive knowledge and skills that enhance the employee’s value to the agency. It should consist of the following elements:
(1)
An In-house Course designed by the respective division manager shall present selected aspects of the duties and responsibilities of the next higher position in the employee’s chain of command, and some basics in leadership and management.
(2)
External Training: completion of at least one course intended to broaden the employee’s perspective and understanding of public safety services offered through a professionally recognized T&E organization (as mentioned in¶2b(2), above).

(3)
Certifications: achievement of any additional job-related certifications that enhance the employee’s value to the agency (e.g. Emergency Medical Dispatcher for TCs).
d.
Stage 4, Advanced Training provides the newly-promoted employee with T&E in the duties and responsibilities of the higher classification or supervisory position within PESD, and should consist of the following elements:
(1)
An In-house Course, administered during the promotional probationary period (6 months), designed by the respective division manager to indoctrinate him in the duties and responsibilities of the new position, with an emphasis on leadership and management. It shall include initial certification on the job-related tasks listed the division’s CTL.
(2)
In-service Sustainment and Progression T&E, generally as explained in ¶2b and ¶2c, above, but as appropriate to the employee’s new position.

(3)
External Training: completion of at least one course to broaden the employee’s perspective and understanding of public safety services as appropriate to the classification, offered through a professionally recognized T&E organization (as mentioned in ¶2b(2), above).
(4)
Conferences: participation in one conference in public safety services per fiscal year sponsored by a professionally recognized organization (e.g. APCO, FDLE).

(5)
Certifications: achievement of any additional job-related certifications required by the new position.
ANNEX 74-C
ANNUAL TRAINING PLAN FORMAT
1.
Purpose. Outline the [Division] training and education (T&E) plan for Fiscal Year 20## (FY-##). 
2.
Information
a.
The Administrative Services Bureau (ASB) T&E SOP sets the groundwork for a comprehensive, systematic approach to enhance the efficiency and effectiveness of assigned personnel. Annex A (Glossary) of the ASB T&E SOP provides definitions used in ASB documents that address T&E issues.
b.
Annual T&E Goals and Objectives. Scheduled T&E shall strike a balance between the goals and objectives listed in Annex A hereto. Annex B reflects projected formal course attendance by division personnel.

3.
Action
a.
Supervisors/Designated Leaders
(1)
Comply with the provisions of this memorandum and SOP-074.
(2)
Assist the [DIVISION] Manager with the T&E duties as directed.
b.
All ASB Employees
(1)
Comply with the provisions of this memorandum and monthly training bulletins, completing training as programmed.
(2)
Monitor your job-related certifications and provide timely alert to your division chain of command whenever such certifications are due to expire.
4.
Coordinating Instructions
a. Monthly Training Bulletins that identify the T&E projected for the coming month shall be published by end of the month immediately preceding the month for which training is scheduled.

b. Training Feedback. Upon completion of T&E, be it an internal lesson or an external course, employees shall provide a critique as described in ¶IV.C.2 of SOP-074. The critique is due to the [DIVISION] Manager not later than two weeks (10 work days) after return from the corresponding event.
********** INSERT SECTION BREAK **********

SAMPLE “ANNEX A” TO ANNUAL TRAINING PLAN

ANNUAL GOALS AND OBJECTIVES SHOULD STEM FROM THE AIMS, GOALS AND OBEJECTIVES LISTED IN SOP-074, BUT MUST FOCUS ON THE PARTICULAR NEEDS OF THE AFFECTED DIVISION FOR THE COMING FISCAL YEAR. NUMBER THE GOALS SEQUENTIALLY, WITH THE FIRST TWO DIGITS INDICATING THE FISCAL YEAR; NUMBER THE OBJECTIVES PER THEIR CORRESPONDING GOALS. SOME EXAMPLES ARE:
Collective Goal 07.1: Enhance full-time employees’ skills and perspectives.
Objective 07.1.1: All TCs shall successfully complete at least one formal course for public safety telecommunicators offered through a professionally recognized training organization.
Objective 07.1.2: All TCs shall successfully complete at least one course offered by the Florida Institute of Government (FIOG).
Collective Goal 07.2: Selected personnel will participate in a conference offered through a professional association (e.g. APCO, NENA) to stay abreast of the techniques and technologies that encompass public safety telecommunications.
Objective 07.2.1: Communications Manager will attend the annual APCO, Int’l Conference and Expo.
Objective 07.2.2: At least one supervisor will attend the annual NENA, or the APCO/NENA Florida Chapters Conference.
Individual Goals:

Annual Training Hours: Each TC shall attempt to complete annual in-house training hours as identified below; actual monthly hours may be modified as situations dictate.
	Subject Area
	Applicable to
	Type
	Annual Hrs

	Call Classification
	All TCs
	EST
	5

	Call Processing
	All TCs
	EST
	5

	Interpersonal Communications
	All TCs
	EST
	3

	Radio Communications
	All TCs
	EST
	5

	Roles and Responsibilities
	All TCs
	EST
	3

	Stress Management
	All TCs
	EST
	2

	Technologies
	All TCs
	EST
	4

	Administrative
	All TCs
	Related
	2

	Legal Aspects
	All TCs
	Related
	1

	Personal Development
	All TCs
	Related
	1

	Public Safety Services
	All TCs
	Related
	2

	Total Planned Annual In-house Training Hours (All TCs)
	33

	Leadership & Management
	Supervisors
	
	6


Career Progression: Personnel shall complete in-house course as listed below:

	Employee
	Course
	Goal
	Time Frame

	[New TC]
	TC Basic Course
	Entry-level Indoc
	First 6 Months

	All Personnel
	IS-100
	ICS Orientation
	1st Qtr, FY07

	Smith, A.
	Advanced Course
	Career Progression
	Dec 2006

	Jones, E.
	IS-700
	NIMS Orientation
	Feb 2007

	Baker, S.
	Progression Course
	Career Progression
	2nd Qtr, FY07

	Farmer, L.
	Progression Course
	Career Progression
	3rd Qtr, FY07


ANNEX 74-D
MONTHLY TRAINING BULLETIN FORMAT
1.
Purpose: To promulgate the [Division’s] monthly training requirements.

2.
Information, published by end of the month immediately preceding the month for which training is scheduled
a.
In-house Training
(1)
Employees shall complete a battery of in-house lessons at the audio-visual training station as listed in Table 1. Some lessons are provided for familiarization only, while others require tests (T) or practical application (() to measure student understanding. A lesson shaded in gray is mandatory for supervisors, but optional for all others.

(a)
Video-based lessons (() are staged near the training station. Computer-based training (CBT) lessons indicated by a ( symbol are available in the L:\CBT Modules folder.

(b)
A ( symbol indicates textual handouts that the student must read to fully comply with the training requirement; handouts are located in Training Binder II.

	Subject Area
	Course #
	Course Title
	Media
	Time

	Administrative and Legal 
	CD-018.3
	Website Review: www.flash.org
	(
	
	1:00

	Radio Communications 
	SOP-_067
	Dispatch Functions
	(
	T
	1:00

	Roles and Responsibilities 
	CD-018.2
	EM Prep Directives Review
	(
	
	1:00


Table 1
(2)
Practical Application. [EXPLAIN AS APPLICABLE].

(3)
Tests
(a)
Access a CBT lesson test via the hyperlink imbedded in the final slide of the corresponding presentation. Access LETN lesson tests in the L:\CBT Modules\Lesson Tests\LETN subfolder.

(b)
Anyone who fails a lesson test will review the lesson material then take the corresponding re-test. Such re-testing will not occur on the same day as the initial test failure.

(c)
Return the completed test to the [DIVISION] Manager for grading.

b.
Course/Seminar Attendance. Table 2 reflects projected course/seminar attendance by division personnel. All courses and seminars are subject to last-minute cancellation.

	Dates
	Course / Seminar
	Provider
	Location
	Attendees

	1-5 May
	FL NENA Conference
	NENA
	Stuart, Fl
	A. Jones


- Table 2 -

3.
Action: Each TC will engage the in-house training systems as operations permit.

a.
All Personnel:

(1)
Complete all lessons listed above before [LAST DAY OF MONTH OR OTHER APPROPRIATE DATE]. Completion of one lesson per week is a reasonable training goal, but anyone may complete all lessons in one week if operational situations permit. No one will execute more than one lesson per workday.
(2)
Completion of each lesson becomes part of your training record. Indicate lesson completion by signing the appropriate block in the training record located in the front flap of Training Binder II.

(3)
Report system and lesson problems promptly to the [DIVISION] Manager.

b.
Supervisors: Ensure your personnel meet the monthly training goals on schedule and comply with the instructions herein.
ANNEX 74-E

TRAINING COORDINATION CHECKLIST

purpose:
Ensure timely, thorough coordination of matters pertinent to a specific training event.
Reference:
SOP-074, Training of Civilian Employees
Procedure:
Note progress on coordination. Comment as needed.



Event: ______________________
Provider: _________________________
Location: ___________________
Date
s: _____ - _____
Time
s: ________
Attendee(s): _____________________________________________________
	Pre-event Actions by Training Coordinator

	Item
	Status
	Date

	Comments

	Training Request Form
	 FORMDROPDOWN 

	     
	     

	Justification Latter
	 FORMDROPDOWN 

	     
	     

	Description of Training Event
	 FORMDROPDOWN 

	     
	     

	Travel Report Form
	 FORMDROPDOWN 

	     
	     

	Event Registration
	 FORMDROPDOWN 

	     
	     

	Lodging Registration
	 FORMDROPDOWN 

	     
	     

	Per Diem
	 FORMDROPDOWN 

	     
	     

	Ground Transport: Source 1
	 FORMDROPDOWN 

	     
	     

	Ground Transport: Source 2
	 FORMDROPDOWN 

	     
	     

	Gas/Mileage
	 FORMDROPDOWN 

	     
	     

	Air Transportation
	 FORMDROPDOWN 

	     
	     

	Admin Leave Request
	 FORMDROPDOWN 

	     
	     

	Pre-event Actions by Attendees

	Item
	Status
	Date

	Comments

	Sign Travel Report Form
	 FORMDROPDOWN 

	     
	     

	Sign Admin Leave Request
	 FORMDROPDOWN 

	     
	     

	Obtain Dept Car Keys from CID 
	 FORMDROPDOWN 

	     
	     

	Obtain Travel Packet from PESD Fiscal Services

	 FORMDROPDOWN 

	     
	     

	NOTE: If you cannot pick up keys or travel packet as directed, request Comm Mgr to do so for you.

	Post-event Actions by Attendees

	Item
	Status
	Date
	Comments

	Return Dept Car Keys to CID
	 FORMDROPDOWN 

	     
	     

	Return Travel Packet to PESD Fiscal Services 

	 FORMDROPDOWN 

	     
	     

	Submit receipts to Comm Mgr
	 FORMDROPDOWN 

	     
	     

	NOTE: If you cannot return keys or travel packet as directed, provide to Comm Mgr and explain via email.

	Post-event Actions by Training Coordinator

	Item
	Status
	Date

	Comments

	Copy receipts
	 FORMDROPDOWN 

	     
	     

	Forward receipts to Finance
	 FORMDROPDOWN 

	     
	     

	9-1-1 Reimbursement Request
	 FORMDROPDOWN 

	     
	     

	9-1-1 Reimbursement Check
	 FORMDROPDOWN 

	     
	     


ANNEX 74-F

TRAINING NOMINATION FORM

[image: image2.wmf] 

NAPLES POLICE AND EMERGENCY SERVICES

TRAINING AUTHORIZATION NOMINATION FORM


EMPLOYEE INFORMATION

	NAME:
	     
	SSA#  
	     
	ID #:  
	     

	EMPLOYMENT DATE
	     
	DIVISION / UNIT:
	     




COURSE INFORMATION

	TITLE OF CLASS:
	     

	TRAINING INSTITUTE:
	     

	COURSE DATES:
	     
	to
	     
	COURSE HOURS:
	      -
	    

	DATE OF SHIFT(S) AFFECTED:
	     
	to
	     
	

	PURPOSE (CHECK ALL THAT APPLY):
	ATTENDING WHILE:

	CAREER DEVELOPMENT
	 FORMCHECKBOX 

	
	ON DUTY
	 FORMCHECKBOX 


	SEMINAR
	 FORMCHECKBOX 

	
	OFF DUTY
	 FORMCHECKBOX 


	INCENTIVE
	 FORMCHECKBOX 

	
	

	MANDATORY TRAINING
	 FORMCHECKBOX 

	
	

	OTHER (EXPLAIN)
	 FORMCHECKBOX 

	     

	COMMENTS:
	     




ATTENDANCE APPROVAL
	
	APPROVED
	DISAPPROVED

	POLICE SGT / FIRE LT:
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	COMMENTS:
	     

	POLICE LT / FIRE BC:
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	COMMENTS:
	     

	TRAINING OFFICER:
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	COMMENTS:
	     

	COMMANDER:
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	COMMENTS:
	     

	DEPUTY CHIEF:
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	COMMENTS:
	     

	CHIEF:
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	COMMENTS:
	     


ANNEX 74-G

SAMPLE DALY EVALUATION REPORT

	     
	O-  
	
	     
	O-  
	
	     

	Trainee Name (L, F, MI)
	I.D. #
	
	CTO Name (L, F, Mi)
	I.D #
	
	Date


Instructions: Rate the trainee’s progress using the guidelines below. Objectively evaluate trainee’s performance of job-related tasks and activities, and application of knowledge, skills and abilities (KSAs).
	N
	Not observed
	Comments not appropriate.
	Amount of CTO assistance required on tasks & activities
	Comments Required?

	L
	Learning
	New subject matter; comment only if necessary.
	
	

	1
	Unsatisfactory
	Performs <70% of tasks to standard. Has difficulty applying KSAs.
	>40%
	Yes

	2
	Marginal
	Performs 70-80% of tasks to standard. Inconsistently applies KSAs.
	20-40%
	No

	3
	Satisfactory
	Performs 80-90% of tasks to standard. Usually applies KSAs.
	5-20%
	No

	4
	Excellent
	Performs 90-95% of tasks to standard. Consistently applies KSAs.
	In unusual situations (<5%)
	Yes

	5
	Outstanding
	Performs 95-100% of tasks to standard. On par with fully-trained TC
	Works independently of CTO
	Yes


EVALUATION AREAS
RATE
CTO COMMENTS (may continue on Pg 2)
	ATTITUDE
	
	

	1
	General Appearance
	 FORMDROPDOWN 

	     

	2
	Timeliness
	 FORMDROPDOWN 

	     

	3
	Attitude toward telecommunications work
	 FORMDROPDOWN 

	     

	4
	Acceptance of feedback from trainer
	 FORMDROPDOWN 

	     

	RELATIONSHIPS
	
	

	5
	With citizens in general
	 FORMDROPDOWN 

	     

	6
	With ethnic groups other than own
	 FORMDROPDOWN 

	     

	7
	With other department members
	 FORMDROPDOWN 

	     

	KNOWLEDGE reflected in verbal/written/simulation testing
	
	

	8
	Standard Operating Procedures
	 FORMDROPDOWN 

	     

	9
	Policies and practices
	 FORMDROPDOWN 

	     

	10
	Forms usage (accuracy and completeness)
	 FORMDROPDOWN 

	     

	11
	Telecommunications / Radio system
	 FORMDROPDOWN 

	     

	12
	CAD software program
	 FORMDROPDOWN 

	     

	13
	Supporting automated software programs
	 FORMDROPDOWN 

	     

	PERFORMANCE General, per stress level:
	Low
	Mod
	Hi
	

	14
	Control of call 
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     

	15
	Composure/poise
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     

	16
	Voice: clarity and diction
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     

	17
	Problem solving & decision-making
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     

	18
	Data entry: accuracy
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     

	19
	Data entry: grammar & spelling
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     

	20
	Usage of CJIS
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     

	TASK PERFORMANCE (Number and Description; abbreviate as appropriate)
	Type
	Purpose
	Passed?


	21
	00.0.00:      
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	22
	00.0.00:      
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	23
	00.0.00:      
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	24
	00.0.00:      
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	25
	00.0.00:      
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	26
	00.0.00:      
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 



Training Daily Evaluation Report

(back)

The most satisfactory area of performance today was Item Number   . Explain:

	     




The least satisfactory area of performance today was Item Number   . Explain:

	     




Other Comments on Performance

	Item Number 00. Explain:      

	Item Number 00. Explain:      

	Item Number 00. Explain:      

	Item Number 00. Explain:      

	Item Number 00. Explain:      




BOTH CTO AND TRAINEE SHALL SIGN PRINTED VERSION OF THIS FORM
_______________________________
__________________________________

Trainee Signature
CTO Signature



Reviewed by: __________________________
Date of Review: ________


Reviewer Comments: 
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