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1 Missing 
Training 
Topics 

 

The subjects of 
public records, 
open meetings, 
records retention 
and equal 
opportunities, 
along with the 
proper personnel 
procedures for 
each of these 
subjects, are not 
covered in all of 
the Agency’s 
employee 
training. 

 

The subjects of public 
records, open meetings, 
records retention, equal 
opportunity and the 
related proper personnel 
procedures need to be 
incorporated into the 
Agency’s required New 
Employee Orientation and 
Keep Informed training 
classes. 

 
 
 
 
 
 

Status as of May 1, 2012 
Public records, open meetings, equal 
opportunity and the proper personnel 
procedures were incorporated into the 
Agency’s required New Employee 
Orientation and Keep Informed training 
classes in June 2011. 
The subject of records retention is 
currently being reviewed for updates to 
the Agency Policy and Procedures.  There 
is no anticipated completion date at this 
time.   
 
Status as of October 21, 2011     
Public records, open meetings, equal 
opportunity and the proper personnel 
procedures were incorporated into the 
Agency’s required New Employee 
Orientation and Keep Informed training 
classes in June 2011. 
 
The subject of records retention will begin 
to be covered in New Employee 
Orientation starting in November 2011. 
                                                                   
Records Retention Completion Dates: 
New Employee Orientation: 11/9/11 
Keep Informed:  12/7/11  
 
 
 

The Agency 
Records 
Retention Policy 
is still under 
review.  The 
committee who 
is creating the 
new policy is 
hoping to have it 
rolled out by 
April 2013.   

Keep Informed – April 
2013 
New Employee 
Orientation – April 2013 
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1 

 
Continued 
from above 

 

 
 
 
 
 
 
 
 
 

 

 Status as of April 25, 2011 
The subjects of public records, open 
meetings, records retention, equal 
opportunity and the related proper 
personnel procedures will be incorporated 
the Agency’s required New Employee 
Orientation and Keep Informed training 
classes. 
 
Anticipated Completion Date 
Keep Informed - 6/13/2011 
NEO - 6/22/2011 

 

  

2 Training Question five of 
the ethical 
climate survey 
asked employees 
to select the time 
frame that they 
last attended 
ethics training, 
only 79% of the 
employees that 
responded state 
they had received 
ethics training 
within the last 
year.   

 

The Bureau of Human 
Resources should continue 
to track and send email 
reminders to employees 
that have not yet fulfilled 
their annual training 
requirements.   

 

Status as of May 1, 2012 
The Bureau of Human Resources 
continues to track and send email 
reminders to all employees who have not 
completed their annual training 
requirements. We also continue to notify 
the supervisor, via email, if an employee is 
non-compliant for inclusion on their 
evaluation.  
The Division of Information Technology is 
developing the database to make tracking 
more efficient and effective.    
 
 
Anticipate Completion Date 
7/1/12 
 

The Division of 
Information 
Technology 
continues to 
work with 
Human 
Resources.  
There have been 
some challenges 
maintaining 
updated 
employee lists.  
IT is working on 
creating a table 
from People 
First.   

Anticipated Completion 
Date 7/1/2013 
 
James Haynes 
David Alderson 
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Status as of October 21, 2011          
The Bureau of Human Resources 
continues to track and send email 
reminders to all employees who have not 
completed their annual training 
requirements.   We also continue to notify 
the supervisor, via email, if an employee is 
non-compliant for inclusion on their 
evaluation.  The Division on Information 
Technology is still developing the 
database to make tracking more efficient 
and effective.  
 
Status as of April 25, 2011 
The Bureau of Human Resources will 
continue to track and send email 
reminders to all employees who have not 
completed their annual training 
requirements.   We will also notify the 
supervisor, via email, if an employee is 
non-compliant for inclusion on their 
evaluation.  The Division on Information 
Technology is currently developing a 
database that will make tracking more 
efficient and effective. 
 
Anticipated Completion Date 
6/14/2011 
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