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POLICY AND PROCEDURE CITY OF MARTENSVILLE
NAME: STAFF TRAINING POLICY NUMBER: 4/89
POLICY

The City of Martensville believes in the development of our workforce, both to enhance employee
engagement and commitment to the City as an employer and to ensure the continued excellence of our
organization.

OBJECTIVES

The development of our staff is an essential business investment that enables the City of Martensville to
maintain and extend our employees’ knowledge and skills as our business environment evolves. Where
feasible and appropriate, and subject to available budgets, the City of Martensville will provide financial
assistance to employees for training and/or professional development.

RESPONSIBILITIES

City Manager
Create and foster an environment that facilitates and enhances the skills training, resource sharing and
career development of employees by:

e Reviewing future needs and examining the need for employee development initiatives.

e Allocating appropriate resources for employee training and development.

e Review and approve (as appropriate) requests for training and development.

Administration
Create and foster an environment that facilitates and enhances the skills training and career
development of employees by:
e Reviewing future needs and examining the need for employee development initiatives.
e C(Creating plans to meet future needs by determining appropriate forms of training and
development that will ensure that future requirements are met.
e Working with staff to determine potential opportunities for training and development.
e Providing staff with information regarding departmental direction, and the overall training and
development needs of the work group.
e C(Create career planning strategies for staff members, outlining training and development needs.
e Providing job-specific training as required.
e Review and approve (as appropriate) requests for training and development.

Employees
Take the primary responsibility for managing their careers by:

e Reviewing their current skill sets, training and development needs for maintaining current
knowledge and meeting the needs for career aspirations, determining logical and appropriate
avenues for training and development, and applying/requesting training and development as
needed.

e Suggest possible training and development opportunities as appropriate.
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Human Resource Services
e Organize centrally funded support for training and organizational development.
e Conducting training needs assessments and developing programs in consultation with
Administration.
e Posting job vacancies which represent career opportunities for employees.
e Provide information and support to Administration and Employees as required.

GENERAL PROCEDURE

For all staff training and development activities, applicants will be selected on the basis of identified City
of Martensville and individual needs, assuming candidates meet program standards and requirements
and subject to budget availability.

The City of Martensville employees may either:
a) berequired or requested to participate in training courses, certifications, seminars, workshops;
or
b) be encouraged by their supervisor to participate in training courses, certifications, seminars,
workshops; or
c) request to participate in training courses, certifications, seminars, workshops.

Further, the City of Martensville will pay for all required certifications for employees currently holding a
position or who have bid into a position requiring this certification. The City will pay for the training
courses, certifications, seminars or workshops on the first attempt only. Thereafter it will be at the
employee’s expense.

APPLICATION

All employees who are applying for, or are requested to participate in, training and development courses
will complete the Prior Approval for Employee Training & Development Assistance Form in consultation
with their supervisors. Detailed descriptions of course content and requirements should be attached to
the applications.

CRITERIA FOR APPROVAL
Calculation for Reimbursement
a) Where employees are required to undertake training, all program costs (including travel costs,
meals per diem and parking) will be fully paid by the City. Work time may, at the discretion of the
employee’s manager, be utilized to attend or participate in training and writing exams. Prior
approval for time off should be obtained in advance. Per Diem is defined by the City of
Martensville’s Travel Policy. There will be no overtime assigned for training taken during the
regular work day for travel, etc. and study time will be provided as outlined in the CUPE Local
2582 Contract.
b) For all other situations where employees request to undertake training, Administration will
determine the amount of reimbursement, using the following criteria:
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Relation of Program to Position Percentage of Program Reimbursement
Unrelated or primarily to employees advantage 0%
*Mutual Advantage to employee & organization 100%
Directly related/job requirement 100%

*Mutual advantage program reimbursement is at the discretion of the City Manager and Administration
and evaluated on the criteria of:

1) Needs of the organization
2) Pre requisites obtained by the applicant;
3) Manager’s recommendation

c) The City will pre-pay all program costs. Program costs are defined as tuition, exam fees and text
books.

Part-Time or Seasonal employees will not normally be eligible for reimbursement of program costs.
Approval and authorization shall be granted in accordance with the following criteria:

Administration Approval:

Prior to approval for enrolment in any training and development program or course, the Prior Approval
for Employee Training & Development Assistance form shall be reviewed to determine appropriateness
of the candidate for the program/course, based on a review of their job description, performance
reviews, career planning/succession planning activities and departmental budgetary concerns.

Employee Commitment

Where financial assistance is granted, such assistance will be contingent upon maintaining employment
with the City of Martensville. The employee will be required to maintain employment with the City of
Martensville for a period of time following completion of the program:

FINANCIAL INVESTMENT BY CITY TUITION, COMMITMENT REQUIRED BY EMPLOYEE
REGISTRAION FEES AND BOOKS
Under $1000 0 months
$1000 - $2000 6 months
$2000 - $3000 12 months
$3000 - $4000 18 months
S4000+ 24 months

If the Employee should resign or be terminated from the City of Martensville prior to completion of the
required service, they will be required to refund the City the amount expended, on a pro-rated basis as
follows:
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MONTHS NOT SERVED/COMMITMENT REQUIRED x ASSISTANCE PROVIDED = AMOUNT OWING CITY

*Full repayment by the Employee or a signed schedule of instalilment payments shall be made on, or
before, the effective date of the resignation or termination.*

Employees directed to undertake training by the City will not be required to commit to a repayment
schedule should they leave the City of Martensville for any reason.

CITY COMMITMENT

The City will be guided by the principle of fair and equal opportunity for all, in the administration of
training, which are prerequisite to qualifications. Employees shall be given equal access to opportunities
to improve their qualifications for promotional opportunities with the City.

The City will review and at its sole discretion financially support, where operationally feasible,
employees who are identified as a candidate by the City or who self-identify to the City a program of
certification or training to qualify for a position within their department or outside their department.

Council Adopting Resolution #329/89 August 29, 1989
#559/011015 October 9, 2001
#158/050315 March 15, 2005
#31/02192013 February 19, 2013
#148/05192015 May 19, 2015



PRIOR APPROVAL FOR EMPLOYEE TRAINING & DEVELOPMENT ASSISTANCE

Name:

Mol

Date:

Position:

REQUEST FOR TRAINING/DEVELOPMENT (attendance at conferences, courses, seminars, workshops):

Course/Program:

Department:

Date(s):

Location:

Offered by:

COURSE/PROGRAM COSTS (must be completed

for all requests)

FUNDING TRAVEL MEALS

ACCOMODATIONS

TUITION

OTHER

TOTAL

City

Other

TOTAL

*Continued employment commitment is required for total funding over $1,000.00, or repayment of funds*

Details/Reasons for request:

Relevancy of Program to Work/Position:

Benefits to City:

EMPLOYEE SIGNATURE
DEPARTMENT HEAD:

APPROVED (100% reimbursement)

DEPARTMENT HEAD SIGNATURE

CITY MANAGER SIGNATURE

DATE

NOT APPROVED

DATE

DATE




