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EMPLOYEE TRAINING AND 
DEVELOPMENT  

 

PART 13 Lewis County Policy Manual 
 

Effective Date:  June 27, 2005 
 
Sections: 

I. Employee Training and Development Program  (Sec 13.1) 
II. Employee Orientation & Refresher Training Program  (Sec 13.2) 
III. Managers and Supervisors Training Program  (Sec 13.3) 
IV. Employee Technical/Job Specific Training & Development Program  (Sec 13.4) 

 
SECTION I.  (Sec. 13.1)  - Employee Training and Development Program  
 
A.  (13.1.1)  Introduction  
 

(13.1.1.1)  General Provision  
Working for Lewis County is meant to be an exciting and meaningful venture for its employees, 

with new opportunities and career developments potentials that will affect the county and its communities 
in the 21st century.  Choosing to embark upon a career with us provides an opportunity to have 
employment that makes a difference.  Lewis County wants and seeks leaders . . . dedicated individuals . . . 
committed men and women . . . who will contribute to the important decisions of tomorrow.   

 
In providing public service, the citizens of Lewis County expect professional and courteous 

service from employees who can satisfactorily address their questions or concerns, and perform the 
numerous services needed throughout the community. They expect all county employees to provide 
courteous customer service that is personal and business-like, not bureaucratic, when answering their 
questions and addressing their requests.  

 
To help guarantee that County employees meet overall management and public expectations on 

job performance and customer service, employees will be expected to complete certain predetermined 
training courses and sessions outlined to increase the overall level of their job skills and an improved 
understanding of functions and tasks in which the County is involved.  (These are identified as 
“Required” in the individual Employee Training and Development Programs.)  It is anticipated that 
employees who believe the organization is interested in their professional welfare will be more 
productive, loyal, responsive and able to solve problems at their level for the benefit of the citizens and 
the County.  

 
A better trained work force will help provide future County leaders and employees who are 

competent and empowered to make the ongoing decisions, at the lowest possible level, which are 
informed, right, cost effective, and beneficial to those served.  Trained and motivated employees are 
normally productive employees who know the County’s vision, mission, and values and who are better 
equipped to make decisions that are consistent with these values and with the County's management 
philosophy and guiding principles. An organization such as Lewis County is only as good as its 
employees, the people that work for and represent it to its citizens.   
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To this end, the leadership of Lewis County is committed to improving employee skills through 

various levels of training it has at its command: new employee hire and continuing refresher orientation, 
technical and specialized training, and management and leadership professional development training.  
These training elements focus on the skills necessary for employees to correctly perform their work and 
provide quality public service. The Employee Training and Development Program establishes core level 
training curriculum for all County employees.  It recognizes the need and requirement for the training to 
ensure a desired level of employee competency to lead and guide the County into the future.  
 
 Therefore, it is the policy of Lewis County to provide for and maintain the Employee Training & 
Development Program as an element of the County Strategic Plan’s overall Continuous Employee 
Improvement Initiative that offers employee training & development curriculum consistent with the 
County’s vision, mission, and values and with the County's management philosophy and guiding 
principles. 
 

(13.1.1.2)   Training Program Purpose  
Lewis County endeavors to provide the best possible work force for administering and operating 

the affairs of the County in its role of overseeing, protecting and providing for the health, safety and well 
being of its citizens and for the environment.  Therefore, the purpose of this Policy is to provide an 
approach and means for the County to: 

 
• Have a Continuous Employee Improvement Initiative for maintaining an efficient, effective, 

high-quality employee workforce, the elements of which are:  
o Employee Orientation & Refresher Training Program 

 Lewis County Employee Handbook 
o Managers and Supervisors Training Program 
o Employee Technical/Job Specific Training & Development Program 
o Employee Recognition Awards Program 
o Employee Suggestion /Incentive Awards Program 

• Develop and raise the overall skill and knowledge level of all County employees.  
• Recognize, train, and consistently develop the County’s entire workforce.  
• Provide for continued overall improvement to the County’s provision of public services [e.g., 

safety, increased productivity, legal and contractual efficiency (grievances, civil rights, 
negligence, union issues, etc.), and public administration] effectiveness through continued 
employee training and development.  

 
(13.1.1.3)   Training Program Intent 

By establishing this Policy, the Elected Officials of Lewis County express an intent that the 
County will serve as a model of effective organizational and programmatic stewardship to the citizens of 
Lewis County by providing a high quality, trained and qualified County staff.  Therefore, the intent of this 
Policy is to:  

• Increase the level of effectiveness and professionalism of county employees in performing their 
job,  

• Raise the overall skill and knowledge level of county employees,  
• Provide the county workforce with an increased awareness and understanding of the county’s 

organizational and management expectations, and of the numerous functions and tasks in which 
the County is involved,  

• Ensure that the citizens of Lewis County will receive increased professional and courteous public 
service from county employees,  
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• Provide an increased opportunity for employees to have meaningful employment with the county 
that makes a difference, and  

• Provide a better-trained workforce to help ensure future County leaders and employees who are 
competent to be empowered to make the ongoing decision.  

 
(13.1.1.4)   Training Program and the Lewis County Strategic Plan  

In order to provide a better trained, a more responsive, and accountable workforce, the Elected 
Officials of Lewis County establish the Employee Training & Development Program as an element of the 
overall Continuous Employee Improvement Initiative that addresses the Employee Enrichment And 
Empowerment Goal and the Professional Development for Employees Goal of the Lewis County 
Strategic Plan 2002-2004 and subsequent years:  
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Employee Enrichment And Empowerment. 

 
“To ensure that Lewis County employees can be responsive to customer needs, work to the 
highest professional standards possible, feel pride in their work, and be accountable for 
their actions.” 

 
(13.1.1.5)   Formal Employee Orientation & Refresher Training and Development  

The Employee Training and Development Program is a formal training program to improve the 
County’s workforce in order to increase organizational effectiveness and improve the quality of programs 
and services offered.  It is open to all county employees and has both mandatory and voluntary courses.  
All County training program courses are intended and directed to promote maximum effectiveness in the 
conduct of the County's programs, services and activities, to foster improved performance of official 
duties by all County employees, and to encourage and promote improved customer service to the 
residents of the County. 
 

It is recognized that employees at all levels must understand human nature and what motivates 
them and others to perform as they do, and that to be successful they must perform effectively and 
efficiently as a member of a well-functioning team, whether as team leader or as team member.  
Employees at all levels must know the nature of local government, its operations, and its processes to 
ensure that top level quality services are delivered internally and externally quickly at the lowest possible 
cost to the taxpayer.   
 

(13.1.1.6)   Formal Leadership and Professional Development Training 
The Employee Training and Development Program includes a formal Leadership and 

Professional Development Training segment entitled, Managers and Supervisors Training Program, that 
provides the County managers and supervisors who have the responsibility to lead other employees with 
required and voluntary specialized professional training. These training courses are selected and designed 
to prepare them for successful leadership in providing the services and activities of the County.   
 

In order to achieve quality public service for the community, the County provides investment and 
encouragement in developing the leadership and professional talents of its managerial and supervisory 
employees.  Such leadership and professional development can provide County staff with a strong 
potential for being greater leaders in the community. 
 

 (13.1.1.7)    County Training Policy Reference 
The Employee Training and Development Program is part of the County’s Personnel Policy and 

Procedures Manual to present and formalize its framework, guidelines, procedures, and related County 
expectations.  Following is a reference to the County’s Training Policy: 
 

PERSONNEL POLICIES AND PROCEDURES MANUAL 
PART 1 – PERSONNEL POLICIES AND PROCEDURES  

7.0 Training and Travel 
7.1  General Training Activities  
7.2  Authorized Travel and Conference Attendance 
7.3  Mandated and Required Training  
7.4  First Aid Training  
7.5  Employee Training and Development Policy 

PART 4 – SAFETY AND RISK MANAGEMENT  
4.5 Safety Education/Training  
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PART 13 – EMPLOYEE TRAINING AND DEVELOPMENT POLICY AND PROGRAM 
13.1  Employee Training and Development Program 
13.2  Employee Orientation & Refresher Training Program 
13.3  Managers and Supervisors Training Program 
13.4  Employee Technical/Job Specific Training & Development Program 

 
MANAGER’S PERSONNEL MANAGEMENT MANUAL 

4.0 Recruitment, Examination, Appointment, and Personnel Changes 
  4.5 Department Orientation 
 

(13.1.1.8)   Training Program Definitions 
1. "Training" within the meaning of this document shall have as its purpose the objective of improving 

the capacity of county officers and employees to perform the duties to which they have been assigned 
or to increase their capacity to assume broader responsibilities in connection with their employment 
within the county service. 

2. "Training Program" shall mean the program of study, instruction and training which has been 
formulated on the basis of needs of the county officers and employees and for which funds have been 
made available by the Board of County Commissioners. The program may include “on-the-job” or 
“off-the-job” training and shall be overseen by the Executive Steering Committee (ESC). 

3. "On-the-job training" is training made available during normal working hours as a planned interruption 
of the normal scheduled work period. 

4. "Off-the-job training" is training made available outside normal working hours or while on a leave of 
absence for training purposes. 

5. "Eligible County employee" shall be any county officer, appointive or elective, or county employee in 
the classified or unclassified service. 

6. “Employee Orientation Training” shall be that training provided and which is in most cases mandatory 
for employees especially those newly hired by the County. 

7. “Employee Technical/Job Specific Training” shall be that training provided to and received by county 
employees which is undertaken to enhance or certify their job function with the county. The outcome 
is job-related technical growth, which will enable these employees to advance their job knowledge 
and skills to perform the numerous functions and tasks required of them, to increase organizational 
effectiveness, and to improve the quality of programs and services in Lewis County. 

8. “Leadership and Professional Development Training” shall be training for mid and upper management, 
elected officials, and lead or Supervisors which serves as an advocacy program for promoting 
leadership and professional development throughout the County government. It is a training activity 
that enhances or strengthens a knowledge, skill or ability relevant to an elected, management or 
supervisory position, as a current or an aspired position. The outcome is job-related professional 
growth, which will enable these employees to advance their professional goals, increase 
organizational effectiveness and improve the quality of programs and services in Lewis County. 

9. “Leadership” is a complex process by which a person influences others to accomplish a mission, task, 
or objective and directs the organization in a way that makes it more cohesive and coherent.  A person 
carries out this process by applying their leadership attributes (belief, values, ethics, character, 
knowledge, and skills).   

10. “Professional Development” shall be any activity, which enhances or strengthens a knowledge, skill 
or ability relevant to your current position, or to an aspired position. The outcome is job-related 
professional growth, which will enable employees to advance their professional goals, increase 
organizational effectiveness and improve the quality of programs and services in Lewis County. 

 
B. (13.1.2)   Training Program Framework and Guidelines  
 

 (13.1.2.1)   Training Program Guidelines 
The following guidelines are intended to provide an effective County Employee Training and 

Development Program: 
• Employee Orientation & Refresher Training is required of all employees; however, part-

time or seasonal employees will be required to take only certain selected classes as noted 
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on the Employee Orientation & Refresher Training Program list, e.g., Drivers Training, 
Personnel Module, Safety Orientation, etc.;  

• Manager and Supervisor training is voluntary, however, 1) there are certain expectations 
of the County leaders that employee hire and advancement may depend on an employee 
taking and completing this training, and 2) this training may be mandatory if an elected or 
director has required it as part of the employee’s Annual Performance Evaluation;  

• Individual employee’s training and development will be coordinated within the 
employee’s Annual Performance Evaluation;  

• Specific required classes and instruction will be based on established County course 
requirements and standards; and  

• Specific classes of study will be determined between the employee and their supervisor 
during annual performance evaluation.   

 

(13.1.2.2)   Administration of Training Program 
The Employee Orientation & Refresher Training Program will be overseen by the Risk 

Manager’s Office.  This Office will maintain course curriculum lists of classes authorized and offered, 
facilitate and make arrange for classes, provide for their instruction, prepare the status of courses 
presented, and maintain a master list of the County employees and the classes they have attended and 
completed.  This Training Program will be coordinated with the individual County offices and 
departments 

 
The Managers and Supervisors Training Program will be overseen by the Human Resources 

Development Office and coordinated with the Risk Manager’s Office.  The Human Resources 
Development Office will maintain course curriculum list of classes authorized and offered, facilitate and 
make arrange for classes, provide for their instruction, and prepare the status of courses presented.  This 
Office also is responsible for accepting and approving alternative courses taken in lieu of those in the 
curriculum, which meet the original intent.   

 
The Risk Manager’s Office will maintain the master list of the County employees who attend and 

complete leadership classes and their progress toward gaining the Certificate of Program Completion.  
This list will be coordinated with the County offices and departments who have the primary responsibility 
to maintain the employee training lists of classes taken and completed for those employed within their 
office or department.    

 
For all orientation and leadership countywide level training courses, the Electeds and directors 

will maintain a current employee roster of classes taken by the employees within their office or 
department, and the status of the classes taken.  This status will be used to coordinate and verify the roster 
maintained by the Human Resources Office, and to be reviewed with employees in their Annual 
Performance Evaluation.  For managers and supervisors, this includes what leadership courses they have 
taken and their progress toward receiving the Manager & Supervisor Training Program Certificate of 
Program Completion.  Eligibility of individual employees who may take these courses will be determined 
by the Elected or director.   

 
The Employee Technical/Job Specific Training & Development Program will be administered 

and overseen by the Electeds and directors for the individual office or department in their Annual 
Employee Training and Development Program.  This includes maintaining the status of office and 
department level courses taken by their employees and used for review with the employees in their 
Annual Performance Evaluation.  The Risk Manager’s Office has responsibility to track and record those 
courses that are periodically required for certification in order for an employee to be certified to perform 
work within their Job Classification. 
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(13.1.2.3)   Training Program and County Collective Bargaining Agreements and 
Memorandums of Understanding  

The Employee Training and Development Policy within its principles, parameters, and elements, 
recognize and honor the established Collective Bargaining Agreements and Memorandum of 
Understanding between the County and its Unions.  The Employee Training and Development Program is 
not intended to infringe upon or supercede the County’s Union Agreements, but to recognize and honor 
the Union/Employer Relations and Rights established within these Contracts.  It is the intent of this Policy 
to provide the framework within which the County and its Unions can promote and obtain a harmonious 
employee training and development program to benefit both Employer and employees within the context 
of these Collective Bargaining Agreements. 
 

(13.1.2.4)   Training Program Levels 
The professional and technical development of employees is a continual process having a 

combination of formal and informal training.  Included herein are curriculum for the following program 
elements of the Employee Training and Development Program:  
 

Countywide Level Training – 
At a countywide level, all employees require initial training to understand and perform their jobs. 
Then, they require refresher training to keep their knowledge and skills sharp and new to meet the 
changing environment of local government.   

1. Employee Orientation & Refresher Training Program 
2. Managers and Supervisors Training Program 

(Leadership and Professional Development) 
 
Office/Department Level Training – 

At an office and department level, they need on-going technical and specialized training to meet 
periodic job certifications and the continual changing job environment and requirements. 

3. Employee Technical/Job Specific Training and Development Program 
 

(13.1.2.5)   Format of Employee Training  
The courses of the Employee Training Program are provided through several different formats.  

This will provide the ways and means for County employees including the managers and supervisors to 
obtain the needed training.  These include: 

1. In-house on the job training – Obtained through courses offered by the County using county or 
professional trainers. 

2. Off the job training – Obtained through colleges and universities, and other agencies and 
jurisdictions. 

3. Internet training – Obtained through on-line courses offered by the County at a locally provided 
training site or as offered by colleges and universities, and other agencies and jurisdictions. 

Units are given to each employee who completes a given curriculum course and/or who provides a 
certificate of course completion.   
 

(13.1.2.6)   Training Implementation Approach 
Although a majority of Lewis County training is “on-the-job” “in-house-training” provided by 

current County staff, there are a certain number of training courses that are available to employees in “off-
the-job-training” settings.  These can be obtained through local or statewide educational institutions 
(colleges and universities, and agencies), or through private businesses and professional organizations.  
These should be pursued individually or collectively through the County’s offices and departments.  

 
Most new hire and continuing orientation training is provided in an on-the-job settings using 

county staff.  Employee technical/job specific training and professional development training is being 
received in both “on-the-job” and “off-the- job” environments.  Employee leadership and professional 
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development training, to be effective, normally is and should be provided in “on-the-job” setting with 
their peers.  In all circumstances, “Train the Trainer” arrangements should be made to provide later, 
ongoing instruction in-house.   
 

The advantage of this dual “off-the-job” and “on-the-job-in-house-training” approach in the 
county is to have on-staff employees who are expert in training and are available to teach others.  With 
“on-the-job” staff trainers the benefit is continuously providing on-going up-to-date training for 
continuing costs-effective means of refreshing the skills of County employees.  With this approach the 
County can put its employees through the various training programs and then hold annual refresher 
training sessions to provide new and up-to-date information and provide for those who may have missed 
earlier training classes.   
 

For the Managers and Supervisors Training Program, which stresses leadership and professional 
development training, courses can be taught by in-house staff expertise or obtained from outside 
resources as state colleges, universities and technical schools who have training divisions, or business and 
management curriculum courses.  If receiving training from a state institution, the County can usually 
take advantage of reasonable rates and receive cost effective training.  Most institutions have specialized, 
technical, leadership, and professional development training, which can be retained to meet the County’s 
course needs.   
 

 (13.1.2.7)   Employee Training Implementation Parameters  
The following parameters are important to have a successful Employee Training and 

Development Program:  
• Approach for how program can best be delivered,  
• Developed training targets and objectives,  
• Training funds and necessary resources,  
• Established outcomes and benchmarks for achieving a successful program,  
• Training schedules and timeframes,  
• “Train the Trainer” sessions are to provide means whereby future classes will have in-house 

training which allows it to be taught in-house on a continuing basis thereafter, and  
• Other issues needed to be addressed (e.g., Union contacts, workplace impacts, etc.).  

 

(13.1.2.8)   Annual Performance Evaluation Program and Training Program 
Interrelationship  

The Employee Training and Development Program should be interrelated with the Annual Performance 
Evaluation Program.  An employee’s training program should be determined and monitored by the 
employee and their supervisor in the employee’s annual performance evaluation.  The results obtained in 
the employee’s training program can be an element in determining an employee’s performance; thus it 
can be a measure among others in documenting for approving or denying advancement to a manager and 
supervisor position. 
(Personnel Manual Sec. 10.0) 

 

(13.1.2.9)   Employee Technology Training Implementation Parameters  
Information Services offers a comprehensive technology training plan to offices and departments 

for their employees to be an integral part of the annual performance evaluations.  These can be used for 
discussion every year to: 1) identify required technology courses needed to be taken as part of their job 
responsibilities; 2) review the training that has taken place that previous year; and 3) suggestions further 
future training (this can include both individual technology training and that technical training necessary 
for the overall workplace).  
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SECTION II.  (Sec. 13.2) - Employee Orientation & Refresher Training 
Program  
 
A. (13.2.1)  General Provision  
 This Employee Orientation & Refresher Training Program is a Countywide Training Level 
Program and will be provided to New Employees at time of hire.  All courses as indicated will be required 
on a three year cycle with the exception of employees who are required to have a First Aid-CPR Card, 
who will be on a two year cycle.  Some positions may be exempt from a course requirement when those 
issues do not impact their area of work. 

County staff will teach these training classes unless indicated or determined otherwise.  The 
course training material will be taken from the Lewis County Employee Handbook plus other course 
material determined appropriate for this Program. 
 
B. (13.2.2)   Program Curriculum & Course Requirements 
 

See Employee Orientation & Refresher Training Program Guide
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SECTION III.  (Sec. 13.3) - Managers and Supervisors Training Program  
Leadership and Professional Development Training 

 
 (Begin At Time Of Hire, Refresher Every 2-3 Years;) 
 (Certificate of Completion = 30 Units indicating completion of all courses) 
 
A.  (13.3.1)   General Provision  
 The Managers and Supervisors Training Program is the County’s leadership and professional 
development training program that is at the Countywide Training Level.  It will be mandatory for all 
County Managers and Supervisors to take the “required” courses and highly desirable to take all courses 
within this Training Program.  Managers and Supervisors should begin taking these courses at time of 
hire, and then take a refresher course every two to three years thereafter when they are offered.  The 
Program Curriculum & Course Requirements consists of a 30 unit training program which when 
completed will have led the manager or supervisor to receiving a Certificate of Program Completion.  
Each course in this training program is based on a one 8-hour day training period.  Units are designed to 
indicate course completion.  The course instructor will provide roster to the Risk Manager’s Office and 
the Human Resources Development Office of those employees attending and completing each course.  
 

Training classes are taught by County office and department staff or contracted out to 
public/private training agencies/businesses, unless indicated or determined otherwise.  The course training 
is taken from special subject material for the Program Curriculum & Course Requirements as 
identified below, the Lewis County Employee Handbook, or any other course material determined 
appropriate for this Program. 
 
B. (13.3.2)   Formalized County Leadership Training Program  

To formally implement the Managers and Supervisors Training Program, the County will need to 
address the following annually:  

1) fund the “required” Program classes (modules 3, 4 and 8), however, it is desirable that as many 
modules as possible be funded annually, including encouraging offices and departments to fund 
credited classes in which all County managers and supervisors are invited to attend,   

2) incorporate as a required condition in the hiring process for manager and supervisor positions,  
3) require as a management tool in the Annual Performance Evaluation Program, and  
4) incorporate ways to provide monetary and non-monetary incentives for those employees who 

have taken accepted courses which qualify for this Program at their own expense and on their 
own time outside of normal work hours and have gained the Certificate of Program Completion; 
and for those who have received Professional Certifications as defined in job classifications.   

 
C. (13.3.3)   Leadership and Professional Development Training Participants 

The participants for this Leadership and Professional Development Training Program are, first, 
the managers and supervisors, and, second, potential managers and supervisors or special function 
position (especially those positions in customer relations and public involvement positions).   
 

Office and department managers and supervisors are encouraged to begin attending the Managers 
and Supervisors Training Program when the Program is offered.  Electeds and directors monitor the 
participants’ performance and continue to stress the county’s organizational and management 
expectations and the ideals taught in this Training Program.  Office or department managers and 
supervisors who have been newly hired or newly selected are expected to begin attending and pursuing 
the Training Program certification within the first year of employment. 
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The focus of leadership and professional development is identified and stressed in the Program 

curriculum. However, special emphasis will be on consideration the organizational level of the 
participants, leadership skills required, cost management or budget operations needs and requirements, 
employment practices desired, role of the unions/union contracts, employee recognition/disciplinary 
procedures/practices, efforts to improve employee morale, public/customer service practices preferred, 
and special community needs (e.g., economic development, public safety, disaster preparedness, etc.).  
 
D.  (13.3.4)   Program Intent 

It is the intent of the County to develop and maintain motivated, productive managers and 
supervisors who are well equipped to perform and make decisions that are consistent with the vision, 
mission, and values; and the management philosophy, expectations, and guiding principles of the County.  
It is also the intent of the County to enhance the leadership and professional development talents of its 
managerial and supervisory employees to be better trained, more responsive, and accountable to 
efficiently and effectively lead the employees for whom they are responsible.   
 
E.  (13.3.5)   Program Framework and Guidelines 
 

(13.3.5.1)   Expectations of the County Leaders 
Even though the Managers and Supervisors Training Program is voluntary and not mandatory, there are 
certain expectations of the County Electeds and Department Directors to recognize this as an opportunity 
for those employees wishing to be considered for advancement into manager and supervisor positions. 
This would be required for them to put themselves in a position of consideration.  It is desirable and 
beneficial to pursue the goals and intent of the Training Program by taking the full course work.  This 
includes the work necessary to receive the Certificate of Program Completion ideally in the prescribed 2-
year period.  However, courses can have been completed over the previous five years or should be 
completed in the following three-year period.  Each manager or supervisor having completed the required 
30 units of the training program will receive a Certificate of Program Completion presented to them by 
the board of County Commissioners. 
 
Those employees not working toward receiving a Manager/Supervisor training certificate in this Program 
would be expected to take the required courses as well as take the course work related to the required 
duties of their employment.  Electeds and directors may, however, make this Program, or any of its 
courses, a requirement within their office or department. 
 

(13.3.5.2)   Managers and Supervisors Encouraged to Take Part in Voluntary Program  
Elected Officials may opt-in or opt-out of this program.  If an Elected Official opts-in then it is voluntary 
or mandatory to the degree determined by that Elected Official.  However, being a signatory to this 
program implies that they will allow their employees to participate and will encourage them to do so. 
 
Even though the Program is voluntary and not mandatory of employees, it is highly desirable and 
encouraged that current managers & supervisors, those being considered for hire, and those current 
employees preparing to be appointed to manager & supervisor positions attend leadership and 
professional development training courses.  The Program in its entirety is not mandatory of employees, 
but certain priority modules and courses, which address areas that could place the County in a liable 
position, are required of those employees in leadership positions and those being considered or those 
seeking to be advanced into manager and supervisor positions.  These areas of study include personnel 
management, human development and relations, customer services and customer relations, and safety. 
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(13.3.5.3)   Selecting, Training, Evaluating, and Advancing Employees 
The Managers and Supervisors Training Program can be an important element in the County’s approach 
to selecting, training, evaluating, and advancing employees into County leadership positions.  As such, 
the Program can be highly beneficial to both individual employees and the County.  However, having 
attended the entire Managers and Supervisors training program and having received the Certificate of 
Program Completion does not in itself mean or guarantee automatic position advancement.  This is a 
matter between the individual Manager or Supervisor and the Elected or Director. 
 

 (13.3.5.4)   Employees Seeking Hire by the County 
Those potential employees seeking hire by the County into a manager and supervisor position will need to 
have completed an accepted list of equivalent courses, or agree to pursuing the Managers and Supervisors 
Training Program and receiving a Certificate of Program Completion within 3-years as a condition of hire 
for County employment.  This requirement will be noted in the Job Description, Job Notification and 
News Release documents for all manager and supervisor positions approved for hire. 
 

(13.3.5.5)   Program Overview By Elected and Directors 
The Electeds and Directors will coordinate with the Human Resources Office and the Risk Manager’s 
Office on status of the courses taken by their managers and supervisors and those having completed the 
course work of this Program.   
 

(13.3.5.6)   Interrelationship of Office and Department to the Training Program 
Electeds and directors should develop their office and department training program around the Managers 
and Supervisors Training Program to improve the overall leadership/management skills of their office or 
department.  However, the Managers and Supervisors Training Program will be directed toward an 
organizational strategic level to include the County's Vision, Mission, Goals, Strategies, Initiatives, 
County ‘best management practices,’ and an understanding of the public/customers the County serves.  
 

(13.3.5.7)   Certain Managers and Supervisors are Exempt From Some Program Courses  
Not all current managers and supervisors will be required to undertake these courses to gain the Program 
Certificate. It is recognized that those employees nearing retirement will not have this requirement, but 
will need to complete all courses identified as required.  It is also recognized that certain County 
employees are satisfied with their job, work environment, and work quality, but are not seeking 
advancement beyond their current position.  These employees are free to follow this practice or course of 
action, however any employee seeking or being considered for advancement will be expected to make this 
personal effort.  This will be decided and agreed to in the supervisor-employee discussions of the Annual 
Performance Evaluation. 
 

 (13.3.5.8)   Training Program Certificate of Completion 
A Certificate of Program Completion or Program Diploma is given each manager, supervisor, or other 
County employee who completes and receives the 30 Units of the Program.  The Certificate of Program 
Completion will be presented to those employees who have “graduated from the Managers and 
Supervisors Training Program” by the board of County Commissioners at the County’s quarterly 
Employee Recognition ceremony. 
 

(13.3.5.9)   Certificate of Program Completion and Required Refresher Courses 
After completion of Program, employees would then be required to take refresher courses every two or 
three years of employment thereafter.  The refresher courses would consist of the pertinent, important 
elements of a course as well as new developments or recent new legislation affecting the material of the 
course.  Those having not received the Program Certificate would still be required to take the refresher 
courses for courses they had taken earlier. 
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F.  (13.3.6)   Program Curriculum & Course Requirements 
 

See Managers and Supervisors Training Program Guide
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SECTION IV. (Sec. 13.4) -Employee Technical/Job Specific Training 
Program 
 
A. (13.4.1)   General Provision  
 The County Offices and Departments are encouraged to maintain an Annual Employee Training 
and Development Program and that is coordinated with the County’s overall Employee Training and 
Development Program. 
 
 This Employee Technical/Job Specific Training Program is at the Office/Department Training 
Level and is taken by County employees as needed and required in their work and as determined by the 
employee and their supervisor in the Annual Performance Evaluation.  Requirements to retake a course 
depend on office/ department/ union/ certification requirements. 
 

Training classes are taught by County office/department staff or contracted out to public/private 
training agencies/businesses, unless indicated or determined otherwise.  The course training will be taken 
from the Program Curriculum & Course Requirements as identified below, the Lewis County 
Employee Handbook, plus other course material determined appropriate for this Program. 
 
B. (13.4.2)   Program Framework and Guidelines 
 
(13.4.2.1)   County Office and Department Employee Training Program 
In conjunction with the countywide employee training program, each County office and department 
should identify their office or department training needs and develop an Annual Employee Training 
Program.  These programs should concentrate on the skills and knowledge needs of their office or 
department and their employees. These program courses should be periodically reviewed with the 
countywide training program courses to determine if they should be included in the Countywide 
Employee Orientation & Refresher Training Program.  If a Technical/Job Specific Training Program 
course addresses the training needs of several offices/departments it should become a countywide taught 
course.  All training classes should have a “Training the Trainer emphasis.” 
 
 (13.4.2.2)   Based On Individual Employee Training Needs 
All office and department employees should participate in annual employee training based on their 
individual training needs.  Employee training classes should be based on individual employee training 
needs and identified and made part of each employee’s Annual Performance Evaluation.  All employees 
should have an individual training and development plan that focuses on their training and improvement 
needs.  The plan should be developed during annual employee/supervisor Performance Evaluation 
sessions.  The immediate supervisor needs to assess the results of the individual’s training plan for each 
supervised employee. 
 
(13.4.2.3)   Office and Department Training Needs and Requirements 
Specific training programs conducted by an office or department supervisor should focus on that office’s 
or department’s overall training needs and requirements.  Office and department level employee training 
may include more than one office or department.  Following are examples of office/department 
technical/job Specific training and development classes that are normally customized training, area 
specific, having special office/department need: 
 

C. (13.4.3)   Job Specific Program Curriculum & Course Requirements 
 

See Employee Technical/Job Specific Training Program Guide
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Employee Orientation & Refresher Training Program Guide 
 

Program Curriculum & Course Requirements  -   
See SECTION II B (Section 13.2.2) of the Employee Training & Development Policy  

 

Courses Presented On A Monthly Basis  
 
DAY ONE 

 
Risk is Responsible for arranging for instructors. – Some employees may be exempt 

1.  (13.2.2.1)   Drivers’ Training  (Policies and Procedures related to County owned vehicles)    
Required – Three-year repeat if employee drives county cars or equipment. 
This is a four-hour course with a Class Size Maximum of 16 
Two sessions offered on Day One (one each morning and afternoon) to accommodate more students. . 
 

2.  (13.2.2.2)   First Aid – CPR  
Attendance as required by county policy  – Two-year repeat for required employees who according to 

program certifications requirements. 
This is a four-hour course with a Class Size Maximum of 16. 
Two sessions offered Day One (one each morning and afternoon) to accommodate more students.  
 

DAY TWO 
 

Risk Management and Human Resources is responsible for providing for or arranging for 
instructors. 

3.  (13.2.2.3)   Personnel Module    
Required – Three-year repeat cycle – Four-hour class with a size of 20-40. 

• County Policies and Procedures (Including Public Records and Public Disclosure 
requirements) 

• Personnel Policies and Procedures 
o Union vs. Non-Union  
o Departments vs. Independent Elected 
o Employee Awards/Committees/Activities  
o Employee Discipline and Progressive Action  
o Ethics and Principles in the Workplace 
o Employee Performance Evaluation and Feedback (Coaching and Counseling) 
o The County Employee Handbook  

 
4.  (13.2.2.4)   Safety Orientation - - Workplace Health & Safety    

Required – Three-year repeat cycle – Anticipated Four Hour Class with a size of 20-40. 
 
DAY THREE 

 
Information Services and General Administration Responsible for Instruction  

5.  (13.2.2.5)   Computer Technology Module    
Anticipated four-hour class with a size of 20-40. – Employees who don’t have or use a county 
computer would be exempt from parts of this training. 

• Computer 101 – Technology and Telephone  (Group Wise, Email, Intranet, Internet-Outlook 
Express, LaserFiche) 

• Technology Policies and Procedures (Computers, Internet, E-Mail) 
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Courses Presented On A Quarterly Basis 
 

Two Members of the Executive Steering Committee (ESC) are Responsible for Developing and 
Presenting these Courses 

6.  (13.2.2.6)    County Government 101  (Lewis County, Its Government and Its Functions) 
Anticipated four-hour class with a size of 20-40. - Three-year repeat, may not be mandatory for 

certain job classifications. 
• History of Lewis County  
• Current County Issues 
• Lewis County Demographics  
• Lewis County the Government  (Organizational Structure, Responsibilities & Special 

Programs)  
• Strategic Plan: Mission and Goals 
• Junior Taxing and Assessment Districts  (What their connection is to us.)  
• The State  (What their connection is to us.)  
• Responsibilities to our Customers  (The Citizens)  
• County Revenues  (The money -where it comes from, where it goes, the procedures for 

collecting and managing.)  
 
7.  (13.2.2.8) Ethics and Principles in the Workplace 
 
8.  (13.2.2.9) Emerging/Changing Issues 

• Public Disclosure 
• Human Relations - Behavior 

o Employee Relations – Dignity and Respect for Others 
o Civil Rights - Diversity and Sexual Harassment 

• Work Place Ergonomics  (L & I Issues) 
• Disability Accommodations 
• Other Similar Issues 

 
The following would be offered on a quarterly basis with a contracted instructor.   

 
9.  (13.2.2.7)    Customer Service in Government  (Responsibilities to our Customers) 

Offered quarterly by independent contractor with two sessions per day (one each in morning and 
afternoon). 

Course would be four hours and repeat twice in the same day anticipated to accommodate 80-90 
employees a day.   

Required with a three-year repeat cycle. – If an employee does not interact with the public they could 
make a case for exemption from this training class. 
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Managers and Supervisors Training Program Guide 
Leadership and Professional Development Training 

 
Program Curriculum & Course Requirements  -   
 See SECTION III E (Sec. 13.3.3.6) of the Employee Training & Development Policy  
 

Program Units 
Module 1.  (13.3.6.1)   LEADERSHIP CONCEPTS  

 Concepts of Leadership & Professional Development  1 
 Leadership & Governance In The 21st Century  1 

 State-Local Government Relations & Local Government Law   1 
 3 
 

Module 2.  (13.3.6.2)   INDIVIDUAL LEADERSHIP AND MANAGEMENT  
 & PROFESSIONAL ETHICS AND CONDUCT 
 Leadership Style/Effectiveness & Managing Change  1 
 Organization/Leadership - Managing & Individual Behavior  1 

 Conflict Resolution (and Negotiating Skills)  1 
  3 

 
Module 3.  (13.3.6.3)   COMMUNICATIONS SKILLS AND METHODS   
 (Required) 

 Communications, Consensus Building, 1 
 Communications Methods - - Written/Oral, Motivation, & Character and Traits 1 
 Writing For Decision Makers - - County Correspondence (and Staff Procedures)  1 
 3 

 
Module 4.  (13.3.6.4)   HUMAN RESOURCES AND PERSONNEL MANAGEMENT  

(Required) 
 Personnel For Managers & Supervisors  1 
 Employee Hiring Procedures (and Firing Procedures)  1 
 Human Behavior, Leading, & Direction  1 
 3 

 
Module 5.  (13.3.6.5)   STRATEGIC PLANNING, ORGANIZATIONAL DEVELOPMENT 

 Strategic Planning  1 
 County Budget (Development and Process Management) 1 
 Workload Planning   1 

 3 
 
Module 6.  (13.3.6.6)   OPERATIONAL PLANNING & RESOURCE MANAGEMENT  

 Program Development & Management  1 
 Resource Management –Time, Materials, Financing, Staffing - - Time Management 1 
 Performance Management and Measurement for Leaders  1 
  Employee Performance Evaluation and Feedback (Coaching and Counseling)  
 3 

 

Module 7.  (13.3.6.7)   TEAM EMPOWERMENT  
 Conducting Orderly and Effective Meetings 1 
 Presentation Skills  1 
 Team Development/Teamwork & Special Project Teams   1 
 3 
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Program Units 

Module 8.  (13.3.6.8)   CUSTOMER SERVICE  
 (Required) 

 Managing Customer Service  1 
 Customer Service Policy and Procedures 1 
 Dealing with Difficult Customers  1 

 3 
 
Module 9.  (13.3.6.9)   PROBLEM SOLVING, DECISION MAKING  

 & COMMUNITY/ECONOMIC DEVELOPMENT  
 Problem Solving & Decision Making  1 
 Outcome Based Thinking  - - Thinking Outside the Box 1 
 Community Planning & Economic Development  1 
 3 

 
Module 10.  (13.3.6.10)   LEADERSHIP & GOVERNANCE CHALLENGES & 

SUCCESSES 
 Government Challenges in the 21st Century 1 
 Community Service, Public Relations & Public Participation  1 
 Local and Regional - Issues and Relations   1 

 3 
Training Program Completion = 30 Units 

 
 

Certificate of Completion - - Presented at Employee Quarterly Recognition Ceremony   
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Employee Technical/Job Specific Training Program Guide 
 
Program Curriculum & Course Requirements  -   

See SECTION IV D (Sec. 13.4.4) of the Employee Training & Development Policy  
 

1. (13.4.3.1)   Training the Trainer Classes 
 
2. (13.4.3.2)   Certification Classes (e.g.) 

o Lift Truck Certification 
o Flagger Certification 
o Washington L&I Trade exams 
o Geographic Information Systems (GIS) Certificate 
o Professional Degree or Certification Continuing Education Credit Requirements 

 

3. (13.4.3.3)   Job specific supervisory skills (e.g.) 
o Giving and Receiving Constructive Feedback 
o Coaching To Bring Out The Best In Others 
o Giving Recognition 
o Handling Emotions Under Pressure 
o Solving Individual Problems 

 
4. (13.4.3.4)   Workforce Development (e.g.) 

o Basic Business Grammar 
o Improving Business Writing 
o Introduction to Grant Writing 
o Job Related Individual Speaking Techniques 
o Cash Handling Procedures 
o Banking Policies and Procedures 

 
5. (13.4.3.5)   Computer Literacy (e.g.) 

o Introductory Office: Graphics, Pictures, Tables, and Forms 
o Introductory Access and Power Point 
o Intermediate and Advanced Office: Word, Excel, Power Point 
o Advanced Office: Formatting Large and Long Documents 
o Accounting software 
o Ascend software 

 
6. (13.4.3.6)   Special Customer Service (e.g.) 

o Problem-Solving: Real Life Solutions 
o Serving a Diverse Population 
o Unbeatable Service: Being Fantastic Fixers 
o Working with Disagreeable Customers 
o Managing a Stressful Environment and Situation 

 
7. (13.4.3.7)   Other Similar Classes 
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