Minneapolis Public Works Department 

Training & Career Development Resource Guide

The Public Works Department is committed to developing and maintaining a highly productive, diverse and professional workforce, and to create a work environment that promotes professional development and respect.
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Public Works Training and Career Development Philosophy
The Public Works Department is committed to providing training opportunities to all employees. Training enhances morale, personal and job-related skills, promotional opportunities and facilitates an efficient work environment.  The City, the Department and employees all benefit from appropriate training.  Every effort should be made to inform all employees of available training opportunities. 

Training Goals and Tracking Progress

Every employee should work toward a goal of allocating about 5% of their time to training or about 100 hours per year.  Training data is now being stored in the City’s Human Resources Information System (HRIS).  Employees can update their own training records via the “My Learning” page in HRIS.  To learn more about how to update your training record or sign up for City sponsored training please see the Human Resources (HR) web-page on CityTalk located here: http://citytalk/training/howdoi.asp.   
Employee Development Plans

Part of an employee’s Performance Appraisal should include an employee training and development plan that is agreed to by the employee and the supervisor.  The plan can identify the skills or knowledge needed by the employee to either improve his/her current job performance, or advance in the organization and in his/her own career path.  It can also outline the strategies which will be used to help the employee receive the training, mentoring, coaching and experience desired and needed.    

I. Training & Career Development Guidelines for Public IWorks Employees 
A. Ensuring Equitable Training Opportunities  

The Public Works Department is committed to providing training opportunities to all employees. Training enhances morale, personal and job-related skills, promotional opportunities and facilitates an efficient work environment.  The City, the Department and employees all benefit from appropriate training.

There must be a balance between the training desires of individual employees and what the Department deems appropriate and affordable. All decisions regarding training opportunities and funding should be made by considering what is fair and reasonable as well as what meets the Department's business needs. Managers must use discretion in selecting individuals for training opportunities since budgets and staffing are limited.

Furthermore, in 1995, the City entered into a Settlement Agreement and Consent Decree as a result of a class action discrimination suit.  All Public Works and Finance employees are covered by the terms of this Agreement.  The Agreement includes the following language regarding training and educational opportunities:

When specific training or educational opportunities arise in any division of Public Works, whether or not such training or education includes paid time off, announcements of such opportunities must be posted and maintained throughout the division for at least two weeks prior to the designated application deadline.

Division supervisors shall make reasonable efforts to inform employees in their division that such opportunity is available. The supervisor with the authority to make the selection shall have no discretion either to limit the field of applicants or to pre-select any individual.

All qualified applicants must be given equal opportunity for divisional training and education opportunities during their employment.

The City shall make its best efforts affirmatively to inform all Public Works employees of the availability of all training opportunities.  The City's Management and Training Office is available to answer questions regarding skills related to supervisory positions.
B.  Definition of Training 

Training includes academic training, classroom training, on-the-job training, mentoring, one-on-one coaching, job shadowing, computer/on-line courses, workbooks and video sessions.  

All requests for department-paid training need to be reviewed and supported by your immediate supervisor and Division Director.  Requests for tuition reimbursement need to be reviewed and supported by your supervisor, division director AND  the Public Works Department’s Tuition and Education Committee. 
C.  Funding for Training & Career Development in Public Works 
1) Required Training: The Public Works Division will pay the full cost of the following professional training resources that are required in an employee’s current position

1. Specialized training for all members of a particular job classification or work unit (ex.,E2K,  )
2. Any training or course where the Division Director or the immediate supervisor requires the employee to attend, including training required as a result of disciplinary action.

3. Training which has been identified by Public Works as an in-service training requirement for all employees in the particular job classification (ex. specific equipment training)

 2) Optional Training:  Using the guidelines below, the Public Works Division shall be authorized, but not required, to pay the full cost of the following professional resources that are either strongly related to an employee’s current position or are strongly related to that employee’s Public Works career path.  Division budgetary limitations will require Directors to ensure equitable distribution of resources and opportunity among all division employees.

· Professional Associations related to Public Works such as APWA, MPWA and AWWA will be paid by the department based on grade level, classification and benefit to the department and City of Minneapolis. 
· Publications that are not part of a public works professional association membership, but are strongly related to the employee’s work.

· Conferences and seminars provided through a public works professional association, so long as there is broad availability among all appropriate employees to attend and a business need to send employee(s). 

· Conferences and seminars which are not part of a public works professional association, shall be paid as funding is available.

· Professional certification includes both classes to obtain certification and continuing education courses to keep the certification current.

· Academic courses:  Academic courses may be approved for tuition reimbursement by the Tuition Reimbursement Committee for courses that are strongly related to an employee’s current position or would assist them in getting a promotion. 
3) Tuition Reimbursement:  


1). Preference:  First preference for Tuition Reimbursement funds is given to 


employees in the following categories:
a). Those taking local educational courses to meet the minimum requirements for a Public Works Department job where the job requirements have increased in the past 4 years. 

b). Those taking local educational courses outside of normal work hours for the Division.
c). Those taking local education courses at the undergraduate or vocational level.



2). Course Qualification:  Educational courses which are either directly related 


to an employee’s current position or help the employee qualify for a 



promotional job at the City of Minneapolis.

· Directly related means either that the course would improve a job skill that is: a). mentioned in the employee’s job description; or b) is NOT mentioned in the job description, but the skill has been included in a departmental training curriculum or noted on the employee’s performance evaluation as an area which needs improvement AND the employee’s immediate supervisor agrees that improvement is needed.

· Educational courses means a class given in Minnesota. Classes 
attended outside the state of Minnesota need to be approved for 
overnight travel.

· Non-credit training may also be requested. These courses include local 
educational courses, seminars and conferences not directly related to 
an employee’s current position, but which help qualify the employee for 
a promotional job in the City of Minneapolis.
II. Training and Career Development Resources for Employees
A. Employee Mentor Program

The Public Works Employee Mentoring Program works to foster professional development, improve internal communication and help employees form an additional support network with their colleagues.
Employees who enroll in the program will be listed in the Mentor Resource Directory and categorized by the expertise they can offer.  The Mentor Resource Directory can assist employees to connect with a colleague who can help develop or enhance particular skill sets. The partnership is driven by the needs of the mentee and up to the pair to decide how often to communicate or meet in person.  Training and open discussion forums are held throughout the year for participants and interested employees.  
Information regarding the Mentor Program can be found on the Public Works CityTalk web-site here:  http://citytalk/depts/public-works/public-works-mentoring-home.asp
For additional questions regarding participation in the Mentor Program, please contact Public Works Administration at 612-673-3147 or Gianna Bari Lassiter by telephone at 612-269-8242 or e-mail at Gianna_BL@msn.com.  
B. Public Works Tuition Reimbursement Program
The Public Works Department is committed to providing training opportunities to all employees. Training enhances morale, personal and job-related skills, promotional opportunities and facilitates an efficient work environment.
How does the Public Works Tuition Reimbursement program work? 
· The program provides reimbursement for pre-approved courses up to $2,000 per calendar year per employee.  

· All permanent Public Works Department employees who have passed probation are eligible for the program.  

· This is a reimbursement program, so employees must first pay all course costs at the time required by the provider.

· Priority: Funding is intended for local educational courses which either make Public Works employees more qualified for promotional jobs or enable them to perform in their current job better. 

· Reimbursement covers tuition or course costs only; books or academic fees are not included. 

· Employee requests are reviewed by the Division Directors (serving as the PW Tuition and Education Committee).  
Pre-approval process:  Make a request prior to beginning a class.  Pre-approval is required to ensure the course meets the eligibility requirements for reimbursement.  
· Write a memo to the PW Director of Administration summarizing the purpose of the 
request and indicating the amount of money requested for reimbursement. 

· Complete the Public Works Tuition Reimbursement form:
http://citytalk/depts/public-works/Tuition-Reimb-Flyer.doc (This form provides 
information about the course and your career goals which are needed in order to 
review the request. 

· Send the memo and the Tuition Reimbursement form to Public Works 

Administration, Room 203 City Hall.  

The Director of Administration will respond in writing with the outcome of the request and the process for receiving reimbursement.  Your reimbursement will come on your bi-weekly paycheck.
C. Training and Development Catalogue

Public Works maintains a Training Course Catalogue for employees.  You can access that resource on our CityTalk web-page here: http://citytalk/depts/public-works/Training%20Compendium.pdf   
D. Job and Career Development Information

If you have any questions regarding training or development please call Public Works Administration at 612-673-3564.  
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