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	STANDARD OPERATING PROCEDURE
	 Required

	
	LOCAL PROCEDURE
	Required for 104.01.05 

	
	
[image: image2.png]



Thomas J. Stickrath, Director:


I.       Policy Provisions  

It is the policy of the Ohio Department of Youth Services that all staff shall have access to training and development opportunities as limited by budgetary considerations and the need to maintain safety and security in institutional settings as well as workplace coverage to accomplish the agency mission. This includes, but is not limited to, a Pre-Service program that adequately prepares the new employee for independent functioning; In-Service training that allows each employee to gain knowledge and skills necessary to improve job performance and meet the requirements for any licensing or certifications that they must have as a requirement for their job; and other job related or career-enhancing training that shall be available both on the job or through benefits programs associated with their employment.  
The Training Academy Director, who also serves as the Bureau Chief of Staff Development, plans, coordinates and supervises all of personnel, volunteers, programs and activities connected with the training academy. The Training Academy Director provides oversight and identifies departmental training needs to assure training is available to all divisions in a wide range of areas, and assists the Director in defining agency staff development goals and objectives. (1-CO-1D-01, 4-JCF-6E-01) 
II. Applicability

This policy applies to all Ohio Department of Youth Services personnel. 

III. Definitions

Training- An organized, planned, and evaluated activity designed to achieve specific learning objectives. Training shall occur on-site, at an academy or training center, at an institution of higher learning, through contract service, at professional meetings, or through closely supervised on-the-job training.  It shall contain a suitable curriculum with learning objectives, applicable tests, and an evaluation process.   

Training Officer/Coordinator- The employee, by job description or assignment, who oversees the development, delivery, monitoring and documentation of training. This shall be a person assigned to act for or in place of the Training Officer/Coordinator. 

IV. Procedures

A. The Department’s employee training programs shall be planned, coordinated and supervised by each site’s Training Officer/Coordinator who shall be qualified in the performance of these duties (refer to Standard Operating Procedure 104.01.10, “Standards for Training Personnel”). The Training Officer/Coordinator responsible for coordinating the staff development program for his/her site shall receive specialized training for that position. (4-JCF-6E-01, 2-7048, 2-7049) 

1. At a minimum, full-time training personnel shall complete a forty-hour training-for-trainers course. Refer to Standard Operating Procedure 104.01.08, “Instructor Development Training”. 
2. The Training Officer/Coordinator shall develop, coordinate and monitor the site’s Annual Training Plan (refer to Standard Operating Procedures 104.01.05, “Annual In-Service Training” and 104.01.10, “Standards for Training Personnel”). The Annual Training Plan shall be developed, evaluated, and updated based on an annual assessment that identifies current job-related training needs. (4-JCF-6E-02, 2-7049-1) 
3. The Annual Training Plan shall provide for an ongoing formal evaluation of all Pre-Service, In-Service and specialized training programs which shall be reported in an annual written report. (4-JCF-6E-04, 2-7050)
4. All training programs shall be presented by persons who are qualified in the areas in which they conduct training (refer to Standard Operating Procedures 104.01.05, “Annual In-Service Training”, 104.01.07, “Instructor Trainer Training”, 104.01.08, “Instructor Development Training” and 104.01.10, “Standards for Training Personnel”). (4-JCF-6E-04)
B. A comprehensive five phase Pre-Service training program, which consists of New Employee Orientation/Shadowing, Basic Academy, Site Specific Orientation, KIDs Week (Keeping Interaction De-escalated), and On-The-Job training, shall be provided prior to commencing work assignment to all new permanent part-time, full-time and interim employees or employees who have been on leave for more than one (1) year and have subsequently returned to employment. (2-CO-1D-05; 4-JCF-6E-07, 4-JCF-6E-08, 4-JCF-6E-09, 4-JCF-6E-11, 4-JCF-6E-12; 2-7054) Refer to Standard Operating Procedures 104.01.01, “New Employee Orientation and Basic Academy Training”, 104.01.02, “Site Specific Orientation Training” and 104.01.03, “On-The-Job Training”. The only exemption from participation in any phase of the Pre-Service training program is a letter of exemption approved by the Agency Director submitted to the Training Academy Director. The letter shall be maintained at the Training Academy with a copy forwarded to be included in the employee’s training file. 

C. Further, prior to rendering services to the agency, all non-full time/non-permanent employees shall participate in a Pre-Service program, set forth by the Bureau of Staff Development. (4-JCF-6E-13, 2-7056)  Refer to Standard Operating Procedure 104.01.04, “Training for Non-Full Time, Non-Permanent Employees”.

D. All Departmental employees shall participate annually in a minimum of forty (40) hours of job related In-Service training to enhance employee professionalism, proficiency, and development. Training is appropriate to administrative and managerial staff duties and responsibilities. (4-JCF-6E-07, 4-JCF-6E-08, 4-JCF-6E-10, 4-JCF-6E-11, 4-JCF-6E-12; 2-7055) Refer to Standard Operating Procedure 104.01.05, “Annual In-Service Training”. 
E. Departmental guidelines provide a standard process for employees seeking to attend any Agency sponsored training. These guidelines establish that all employees are selected to attend training based upon objective criteria and in accordance with Equal Employment Opportunity standards. Refer to Standard Operating Procedure 104.01.06, “Trainee Selection”. 

F. Special Skills classes taught for Department personnel shall only be delivered by Special Skills Instructors who have met all instructor certification and re-certification requirements as established by the Training Academy. Refer to Standard Operating Procedures 104.01.07, “Instructor Trainer Training” and 104.01.08, “Instructor Development Training”. 

G. Training Officers/Coordinators shall compile and maintain reports of all training activities as well as individual training files for all department employees. The Training Officer/Coordinator shall also maintain current proficiency lists for special skill areas requiring certification and re-certification. Further, the Training Officer/Coordinator shall maintain on file copies of approved lesson plans for Pre-Service Training and all courses taught at the site. Refer to Standard Operating Procedures 104.01.12, “Lesson Plan Development” and 104.01.13, “Training Record Keeping”. 

H. The Training Officer/Coordinator shall ensure that appropriate safety standards and instructor ratios are adhered to by all instructors and trainees participating in training. Refer to Standard Operating Procedure 104.01.14, “Training Resources and Safety Procedures”. 

I. The Department utilizes appropriate resources in planning and carrying out staff training including resource library and reference services that are available to complement the training and staff development program. This includes the use of other public and private agencies, private industries, colleges, universities, and libraries as needed. (2-CO-1D-04, 4-JCF-6E-05, 2-7051) Refer to Standard Operating Procedures 104.01.05, “Annual In-Service Training” and 104.01.14, “Training Resources and Safety Procedures”. 

J. The Department makes available the necessary space and equipment for the training and staff development program. (4-JCF-6E-06, 2-7052)  Refer to Standard Operating Procedures 104.01.05, “Annual In-Service Training” and 104.01.14, “Training Resources and Safety Procedures”.   

K. The budget allocation of the Department includes funds to reimburse staff for his/her time when training occurs during off-duty hours. Agency employees are also encouraged to continue their education. Providing administrative leave and/or reimbursement; as possible with current agency budget guidelines and the maintenance of efficiency, safety and security; for staff to attend approved educational programs, professional meetings, seminars and similar work related activities encourages staff development. (2-CO-1D-09, 4-JCF-6E-14, 2-7057, 2-7058) Use of paid leave and reimbursement for expenses connected with these activities shall be approved by the Site Manager as funds are available. Refer to Standard Operating Procedures 104.01.05, “Annual In-Service Training” and 104.01.14, “Training Resources and Safety Procedures”. 

L. The Department encourages employees to become members of criminal justice and allied professional associations. (2-CO-1D-10) Meetings of professional associations shall be considered training when there is clear evidence of specific learning objectives relative to the employee’s career track.

M. All employee performance reviews shall include goals and documentation of progress toward those goals. This shall include personal and professional development of the employee. Supervisors shall encourage career and professional development as an ongoing initiative. Where performance problems are referenced in the employee’s evaluation, there shall be corresponding notation, as appropriate, of what training is to be provided the employee to assist in reaching the desired level of performance. 

N. The Site Manager shall annually assess personnel needs and plan for recruitment, training, and staff development. (2-7053)
O. The Training Academy shall set the staff development standards for the employees of the department and ensure quality programs are delivered. Refer to Standard Operating Procedure 104.01.09, “Role of the Training Academy”.  The Training Academy Director shall review, provide technical assistance on and approve all ODYS training plans, programs and activities for all personnel and volunteers prior to their implementation.
P. This policy requires that all persons identified in the applicability section shall receive training on the approved policy, to include any revisions made to any part of this policy, prior to the policy effective date.
V. Attachments 

None
VI. Monitoring

The Deputy Director, Division of Human Resources, and Bureau Chief of Staff Development shall monitor and conduct annual review of this Standard Operating Procedure. 
VII. Reference 

· SOP 104.01.01 New Employee Orientation and Basic Academy Training

· SOP 104.01.02 Site Specific Orientation Training

· SOP 104.01.03 On-The-Job Training

· SOP 104.01.04 Training for Non-Full Time, Non-Permanent Employees
· SOP 104.01.05 Annual In-Service Training

· SOP 104.01.06 Trainee Selection

· SOP 104.01.07 Instructor Trainer Training

· SOP 104.01.08 Instructor Development Training

· SOP 104.01.09 Role of the Training Academy
· SOP 104.01.10 Standards for Training Personnel

· SOP 104.01.11 Training Advisory Council

· SOP 104.01.12 Lesson Plan Development

· SOP 104.01.13 Training Record Keeping

· SOP 104.01.14 Training Resources and Safety Procedure
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