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TRAINING REQUIREMENTS AND RECORDS
I.
PURPOSE

The Department strives to achieve a continuing high level of work productivity, efficient management/supervision, a professional and respectful work place, and effective services to the citizens of the state. The purpose of this policy is to lay the groundwork for identifying and developing individual competencies (knowledge, skills, abilities) needed for professional growth and for continuous learning for employees. Each employee has the responsibility to effectively use the training opportunities provided.

II.
SCOPE

Department wide.

III.
POLICY

This policy relates only to training offered by the Office of Human Resources (OHR) and to employees in benefit-eligible positions, and does not apply to program-related training.

The OHR Training Unit is responsible for the administration of this policy, including maintaining a tracking system, and assuring that all employees have access to information related to training.

A.
EMPLOYEE TRAINING REQUIREMENTS 
1.
Each new employee should attend New Employee Orientation within ninety (90) days of his/her hire date. (See also Administrative Policy 9.1)
2.
Annually, each Department employee will be required to complete the following training sessions on-line:




a.
Sexual Harassment Update



b.
Continuity of Operations




c.
Time Coding




d.
Fixed Assets

e.
Mandatory Reporting of Elder Abuse




f.
Celebrating Diversity in the Workplace

These training sessions are located on the DHSS Intranet under Training and Support/Office of Human Resources/Required On-Line Training (http://dhssnet/Training/index.html). At the end of each session, the employee will be asked to enter identifying information so that completion of the training may be recorded on the employee’s electronic training record.
B.
SUPERVISOR AND MANAGER TRAINING REQUIREMENTS


1.
Definitions




For purposes of this policy, the following definitions apply:

Manager:
an employee, in a broad banded classification or a comparable unclassified position, or above.
Supervisor: an employee who has responsibility for:

· approving/disapproving leave,

· preparing and presenting performance appraisals and work    plans,

· approving time accounting reports, and

· initiating disciplinary action when necessary.



2.
Management Training Rule
In accordance with Office of Administration’s (OA) Management Training Rule (MTR), supervisors and managers are required to:

· complete a minimum of forty (40) hours of training which includes core curriculum courses identified by the OHR Training Unit within their first (1st) year as a supervisor or manager; and

· complete sixteen (16) hours of ongoing management competency training annually thereafter.

Supervisors and managers are encouraged to select training curriculum that builds specific competencies (skills) needed to achieve success in their jobs, and may request assistance from their manager.

If a DHSS supervisor is promoted within the Department, and has met the forty (40) hour management training requirements, he or she is only asked to complete the sixteen (16) hours of ongoing management competency training.

During the first (1st) year in a supervisory/management position, all supervisors and managers are required to complete a core curriculum, which includes training in performance appraisals, diversity, and prevention of unlawful discrimination. Therefore, each new supervisor or manager must attend Basic Supervision and Performance Management and Documentation sessions, which will account for at least thirty-two (32) hours. In order to fulfill the remainder of the required forty (40) hours of training, supervisors and managers may choose from the following:

· Coaching and Difficult Conversations

· Structured Interviews: Hire Right the First Time

· Cultural Sensitivity (formerly titled:  Managing Diversity)
· Supervisory Style Challenges

· Generational Differences in the Workplace

· Dealing with Difficult People

If a supervisor or manager is unable to complete the core curriculum within their first (1st) year with DHSS, he or she should strive to complete the recommended management training as soon as possible. Completing the sixteen (16) hours of ongoing management competency training may not be substituted for the forty (40) hours core curriculum.

C.
EMPLOYEE TRAINING RECORDS
An employee may review his/her training record electronically at any time through the link located on the DHSS Intranet at “Training and Support”/Office of Human Resources “View Your Training Record”. If there are discrepancies with an employee’s training record, then he/she should contact the Office of Human Resources. Supervisors may view and are encouraged to review annually their employees’ training records through this link.
An employee may request that trainings received outside of the Department be added to his/her training record if the employee gained a new skill or knowledge as a result of the training. In order to request such, an employee must provide to OHR via email (HumanResourcesTraining@health.mo.gov) the training agenda showing length of training, learning objectives and the Training Record Request spreadsheet found on the DHSS Intranet under “Training and Support”. The spreadsheet will require the name of the training, name of the presenter, length of the session, date, employee’s name and employee’s user id.
If the employee is not requesting training credit under the MTR, he/she should complete the Training Record Request spreadsheet as directed and submit it along with the agenda and learning objectives to the email address above.
If the employee is requesting training credit under MTR, the employee should review the list of the MTR competencies and a description of each, which can be found on the DHSS Intranet under “Training and Support”. After review, the employee will decide which MTR competency best fits the training attended and provide a brief justification as to how the training fits under the selected MTR competency. The employee should complete the Training Record Request spreadsheet as directed and submit it along with the justification, agenda, and learning objectives to the email address above.

If a number of Department employees attend the same training session, please submit one spreadsheet with all attendees listed along with one agenda and learning objectives page, and MTR competency justification if needed. Do not submit PowerPoint presentations or certificates to OHR. 

Once the email is received in OHR, the Training Unit will review the request. If there are questions or concerns, a member of the Training Unit will contact the submitter for clarification. Once approved, the training will appear on the employee’s training record within two (2) weeks. 

Please note training credits will not be provided for staff/unit meetings, unless there is an outside presentation with defined learning principles or objectives. Any questions about this training record request process can be directed to the OHR Training Unit at 573-751-6058.
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