

Frequently Asked Questions About Training!
What is the process for determining what training I will have this year?
A training plan for each employee should be evaluated at the annual Performance Appraisal meeting.  You should look over the list of required courses by Job Classification, which is provided by your Training Officer and mark those that you need.  You should also make note of any classes that you wish to take that will enhance your career goals.  Then, when you have your Performance Appraisal, you and your Supervisor will discuss the training that you have noted, and what training you will be able to take in the upcoming year.  Even though a course is required for your job classification, does not mean you are required or able to take all the required courses in one year.  Prioritizing of these courses should be done by you and your supervisor.  Of course, there may be additional training that is offered during the year that is not on the list, and that must also be approved by your Supervisor. 
How are Training Courses for the year determined? 
Supervisors and employees can also make special recommendations on the appraisal form for specific training, during the performance appraisal process done 1 to 4 times a year.  Individual training plans may be submitted by the supervisor and/or employee to the training coordinator who will then make the desired training available when possible.  Through the Department HRMN System and the HRMN Performance Appraisal systems (Human Resources Management Network) development plans can be made by the supervisor and employee with an unlimited number if training objectives are reviewed through out the year.

How do I sign up for training now? 
For the time being, Department employees have many ways to request and sign up for desired training.  If they are interested in a Civil Service class, they can go directly to the Civil service websites and find out what is available.   We also have a similar website for computer classes with the contract with Information Technology Training. http://www.ptdtechnology.com/Training.html
How do I find out about upcoming training? 
When a training session is developed, a note from the training coordinator goes out via e-mail to employees or their supervisors asking for names of those that need or desire this training. 
How are training records gathered? 
When the training is completed, the training coordinator goes into the divisions existing
database and records the completion of this training.  I can only record the training I know about, so keep me well informed so I can get all your classes, workshops and professional seminars on your record.  The employee and/ or supervisor may request these records from the training coordinator at any time and it will be forwarded on.  

What is the New Department Database and how will it change the way I request training? 
The Department Training Advisory Team (TAT) has been busy working with the Department of Information of Technology (DIT) on the development of a Department wide training database and an on-line training request form.
The database will track all employees training records throughout their DNR career.  Employees will even be able to enter past training themselves via the on-line request form.  The database will help the divisions training coordinators determine what training is most popular and what future classes DNR employees would like.  When employees want to take a specific training session, they will go to the intranet and signup for that training on the on-line request form.  From there, an e-mail will be sent to the employee’s training coordinator and the supervisor, making them aware of the training request.  The training coordinator will then register the employee for the training and send the employee an e-mail confirming the registration.  When the employee fills out the on-line training request form, the class information automatically populates the database.  The training coordinator will be responsible for maintaining the database.  Reports and tables will also be available.
Eventually, employees will be able to go to the intranet and enter their employee ID and receive their training records.  For now, employees can request their training records from their training coordinator.  The TAT is also working on developing a training course catalog for the entire Department.  When the training course catalog is complete, it will be posted on the intranet for all employees to view.

When the training database, on-line request form, and course catalog are complete, the TAT plans to incorporate all programs into the development of a career path for employees.  Employees will be able to select specific classifications within the Department and see what specific classes are required for that position.  They will be able to view their current training records and compare them with specific classifications required classes and help them develop a training schedule that could help them be promoted to that classification.

What are the relevant Training policies? 
The Department has Personnel policy 10.04, located on the intranet at  http://dnrintranet/pdfs/divisions/humanresource/PersonnelManual/10.03.doc.  Forest, Mineral & Fire Management has #142 Policy on Personal Training and Development, located on the intranet at http://www.midnr.com/Publications/pdfs/ForestsLandWater/Policies_Procedures/142.pdfThere is a Training website for each division that gives information to employees on how to contact their training coordinator.
What are the Annual training reports? 

An annual training plan is submitted each year for each division and TAT.  This lists training sessions that the division thinks are needed for the following year and an approximate time of year that this training will be held if known.  The TAT provides additional multi-divisional training opportunities.  Professional conferences and seminars are encouraged at times when the Department training is not available.
How are fire courses tracked? 
The IQS National Database is used to record and track all Department employees’ fire training.  This database can provide the employees with their training histories and needed recertification.  (see Don Johnson)
.

What about Safety Training ? 
In the area of safety training and record keeping, the Department falls under the MIOSHA Act 154 of 1974.  The MIOSHA standards and records are kept at all facilities, plus the Right to Know information.  The Department has public safety policy #121 through 123 that deals with safety issues.
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