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ABSTRACT

Local governments in anglophone Africa, faced with rapidly growing urban
populations, are frequently ill-equipped in terms of financial and human
resources to provide and maintain servicess The success or failure of
development projects depends mainly on the ability of these local authorities
to efficiently run the municipality+ One cause of poor urban management is
untrained staffs. Central government ministries need to pinpoint what
deficiencies exist and at what levels Only then can local authorities
systematically prepare large-scale training programss The following training
needs” assessment methodology is a three-step survey to arrive at a
quantitative inventory of training needs in the sectors These data can then
be used as a basis to design specific training programss

The three-step process guides the implementor to determine what
deficiencies exist and where training can help remedy them. When this
exercise is complete, training institutions must be brought into the picture
to design the actual trainings The assessment process is designed tov help
with the entire personnel management system and as such can be done in
increments over a phased time periods
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INTRODUCTION

The World Bank, together with other donor agencies, has made
improving urban efficiency in municipalities one of its principal
concerns in sub-Saharan Africas The success or failure of Bank financed
urban development projects (such as the Kenya Secondary To%ns Project)
depends largely on the management and technical skills of local
government administrators. Several donors are involved in various ways
in urban sectors While there are several causes of inefficient local
authorities, the lack of appropriate skills, attitudes, and knowledge
has been singled out as the one that might impede development projects
but that can be changed. The Bank has, therefore, undertaken to
collaborate with other donor agencies to identify and develop approaches
to improve skill training deficienciess

Local governments are faced with a public that has come to
demand more and better urban services and must attempt to perform their
tasks with unprepared staffs that include many "paper-qualified"
personnel who lack training for assigned taskss Recognizing the danger
this situaticn poses to their institutional development projects in
developing countries, donor agencies have given a high priority to
designing training programs for improving the management and technical
skills of local officialss Likewise, governments of LDCs also percei&e
this situation and want to remedy ite. For these training programs to
succeed, however, ways must Se developed to assess gaps in the

performance of technical and financial skills by local governments
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so that training programs can be designed to respond to specific
needs. This manual provides a systematic means for collecting data on
performance problems and determining the scope and type of training
programs needed to deal with a local government's deficiencies.

The manual consists of a three-stage survey for determining
training needs within a local government authority. It is based on
field work conducted by a team composed of USAID/RHUDO, UNCH5 and World
Bank staff and consultants in several Kenyan municipalities., It
includes samples of the assessment p%ocess which were designed by a
joint team working in a field situation. The field tests provided data
for revising the initial methodology, and these revisions have been
incorporated in the manual. Further adaptations may be required when
the manﬁal is applied to municipalities in countries, other than Kenya,
in anglophone Africa. The basic methodology may also apply elsewhere if
tailored to the country's local government structure. The manual is
intended to be used in the context of an overall diagnosis of local
government conditions, including finance and management needs. After
identifying the key weaknesses in a set of authorities, the towns can be
selected which are best suited for the training needs' assessment as
well as which subject areas need to be focussed on.

Given the wvast number of local municipalities in anglophoune
Africa, and the severity of their administrative problems, the absence
of a systematic assessment methodology which does not require great

amounts of staff time has hampered large—scale delivery of short—term
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training. (For example, it is estimated that in the 42 councils in
Kenya there are about 5,200 staff members whose needs should be assessed
to design training for them.) Local governments in the past have
usually filed requests for training (mostly for overseas scholarships)
using their own terminology and categories, or those of the degree
program they wished to enter. The central government and, in turn,
donor agencies did not recognize the full scope of the need that existed
and had therefore failed to achieve economies of scale. A standard
method of self-reporting is needed so that the needs of different local
administrations may be collected and correlated. Training programs can
then be designed that will apply to different municipalities with
similar problems. Visits by trainers can then be scheduled to utilize
their limited resources in the most efficient manuner possible to address
and potentially correct the problems. A major cousideration in the
design of this manual has been the intention to ensure that training
will benefit local institutions as a whole and improve their
performances, rather than simply improving the career possibilities of
individuals.

The manuxzl features of a serie; of worksheets, forms and
questionnaires and instructions for completing them. Part I consists of
a manpower'’survey to determine the adequacy of staffing. Part II
collects data on the overriding management problems faced by the urban
council that in their view can be solved through training. Part III
ascertains, from the viewpoint of individual staff. members, the skills

they think they need to accomplish their assigned tasks; this stage also




includes interviews of staff supervisors to obtain their evaluation of

the assessment made by employees of their own training needs.

Upon completing the assessment survey described in this
manual, the local government will possess a statement of its training
needs in quantitative terms, as well as some indication of the type of
training programs needed to improve its level of competence. When
several municipalities are surveyed in one country, a priority ranking
of tne towns will be possible. This is the final step of the process,
as outlined here, to arrive at a national needs' assesgment profile.
Each local goverument can then use the results of this assessment survey
in communication with central goverunment, and they in turn with donor
agencies when discussing setting up training programs. Economies of
scale will be achieved if courses are designed to include staff of
several towns who require similar training.

A survey director (for want of a better term) will presumably
implement the manual. He or she should have some experience in data

collection practices and in a position to make judgements on some

subjective aspects of training needs and staffing for the good of the

municipality —— some knowledge of an} form of training is desirable. In
practice, the survey director will usually be a central government
official or consultant familiar with local governmment conditions in the
country. Usually a several towns should be interviewed to make this
process efficient. To extract the maximum value from the surveys, the
director should supervise the process since he or she will then be able

to make relative assessments about the training problems of the towns




surveyed and the ralative likelihood of each to benefit from training
programs. After following the procedures of the manual, the director
should rank the towns, basad on their potential for improvement with
appropriate training for select staff. Priority selection may also take
into account other factors such as a request by a town for a program ot
investments, which may require prior training. Some towns will be found
to require other administrative changes such as recruitment to till
vacant posts, before the benefits of training can be best utilized.

Even if the survey director modifies worksheets, a careful
application of the principles of this manual will provide a local
government with a concise statement of the training needs that it can
use as a basis for communicating with the central government in
discussions of training programs. Properly applied, therefore, this
manual can make a vital coantribution to the success of effective
training design and thereby to the effectiveness of authorities in the
fast-growing sector,.

In the beginning of the manual, the reader is instructed in
procedures to follow based upon field tests in four towns in Kenya. The
reader should follow the samples through. The procedures are presented
in a straightforward mechanical way, allowing for the survey director to
make adaptaticns as seen fit. These adaptations can be reflected in

revisions to the blank worksheets provided in the annex.
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USER'S GUIDE

This manual is divided in three parts, each of which is a
successive step in the overall process. In short, the sequence of
activities is as follows: Step one consists of conducting a manpower
survey to obtain an inventory of existing posts and whelher they are
filled with appropriate candidates. Also, these data serve as an
indicator of whether performance groblems within the organization may be
due to inadequate staffing levels, and are also availa‘'le for step
two: the management review. At the management review, the heads of
departments of the town council meet to discuss performance problems
related to personnel. They have an opportunity to distinguish these
type of problems from those due to causes not corrected by training; for
example, an inadequate financial resource base, or poor relatioaship
with central government. This step will bring out the department heads'
views on which departments warrant immediate training to improve
performance of the town in critical functions. Step three is then the
actual interviews with those employees identified on step two. After
the data are collected, the analysis consists of aggregating them into
types and levels of training across departments and onto a matrix of
training needs for the town council. Also, at this point the survey
director may incorpora:e training needs raised by recent
management/performance studies in particular towns. The results from

other towns are combined into one master matrix for the set of towns




involved in the assessment., As a result, a quantitative profile or
inventory of the training needs has been aggregated. This process can
be done periodically to keep the assessment current and to monitor
progress on addressing the problem. .

The manual is organized for the reader to follow the
procedures that were used in Kenya. Samples of filled-in worksheets
illustrate what is to be learned at each step. Blank worksheets are
included in the annex. The recommended approach is to read through the
manual as a model. The survey director should then use his knowledge of
the context into which he is to implement the methodology to adapt the
worksheets. In the heading of each part of the manual, are names of the
samples to be followed. The instruments used for data collection are
called worksheets; those for compilation and analysis, forms; and those

for summarizing results, narrative summaries or charts.




Stage I: Manpower Inventory

Example forms included: Sample Worksheet |

What is the manpower inventory?

1. The manpower inventory is a worksheet to count how many
persons are employed in various categories within a town council's
staffing. It will give a profile of how many posts are established in
each job title, how many of those posts are staffed or vacant, and an
estimate of of staff actually needed in each job title.

2. It provides a local authority with data for a starting point
of 4 comprehensive and rational training needs' assessment of its
employees. These data will aid the organization's efforts to work with
training agencies to design training programs based on observed needs.
The data we used in doing Stage II of the survey and will aid in
determining whether performance problems are due to insufficient numbers
of staff, inadequately prepared staff, weak time management, lack of
external inputs, or all of these. i/ The data also will be presented to
the town's management to help them to decide which departments will be

interviewed in the third stage of this process.

1/ There are several approaches to a manpower survey varying in amount
of detail and planning information included in the computations.
Two versions of instruments were field tested -- a longer, more
thorough one and the one we have chosen. It was determined that the
longer versions which projects probable changes in personnel,
complicates the process of data collection and thus may discourage
the accomplishment of this task altogether. Therefore, an
abbreviated approach is recommended here.




What is the purpose of the manpower inventory?

3s The results of this part of the survey will permit a sorting
out of those problems caused by inadequate staffing levels or time and
resources management from those which may not be solved solely by
training incumbent staff. For problems which can be addressed by
training, the manpower survey allows training programs to be planned on
a suitable scale to accommodate the numbers needing training. Finally,
the manpower survey allows the survey director to predict how many
interviews that will be necessary in Stage III of this survey, the
Employee Training Needs” Assessmente

Who should conduct this survey?

4, The person, here called the "survey director,'" can be an
official of the central government (for example, from the Department of
Personnel Management in Kenya), a staff member from a local training
institute, or an in-country consultant who has a firm understanding of
the municipal structure of the country and how it relates to the central
governments. In any event, the survey director must understand how
municipal governments modelled upon the British pattern operate and what
posts, functions, and tasks are autonomous at the local level compared
with those that are controlled at the central levels Usually he will
have the assistance of three or four interviewers (often university
students) who can perform many of the collection tasks for the survey
directors’ analysiss

Who must participate in this survey?

5s The survey director must work closely with the person who
keeps the Establishment Register, a document prepared by the central

government which lists the town”s posts, the incumbent, salary grade,




length of tenure of and his salary for each position. This person is

normally the Establishment Officer in the anglophone municipality. If
there is no post of Establishment Officer, as is sometimes the case in
smaller municipalities, the town clerk should have the Establishment
Register. In either case the survey director or his assistant must fill
out the worksheet for this part of the survey in consultation with the
mean estalishment officer.

6. As part of the manpower inventory, the survey director must

make a judgment on the number of persons in each title the is actually
needea to perform the tasks assigned to that title. To obtain
assistance in msking this judgment, the survey director will have to
consult the administrator who has this information, for example, in
some instances, the department head or project manager and in others,
the town clerk. Little written guidance normally exists so the
implementor must ask enough questions about workloads to make an
assessment.

7. Caution is required in recommending persons who should be
recruited to augment the department. Often inefficiencies among the
current staff can be corrected so that productivity is increased.
Redundancies can inhibit high levels of output or good service

delivery. Before suggesting problems that may be alleviated by adding
staff, consideration must be given to the current workload in relation
to present staff. One way to do this would be to have the results of an
indepth analysis of the time/management organization in one or two
representative municipalities in the country. These results could serve

as a benchmark for use when observing the workplace and consulting wtih




the managers for the manpower survey. Guidance on how to go about these

time/mangement studies is avallable from other sources.

What must be done?

8. The survey director must complete Worksheet 1. It lists each
job by title, ﬁollowed by salary grade, the number of currently
established positions, and the number of incumbents in positions with
that title. This serves as baseline data. When problems emerge during
Parts II and III of this manual, the information on Worksheet 1 will
permit the survey director to identify problems stemming from inadequate
staffing and on this basis to recommend either the remedy of hiring up
to authorized levels, or requesting an increase in the number of
authorized positions, as the case may be.

Completing Worksheet 1

9. Before completing Worksheet 1, refer to the Sample

Worksheet 1. There are three sample entries which convey what is
required. Line 14 is for the job title "accountaant"” and the salary
grade is "10". ©No computation is performed with this information. From
the roster of posts established at that title through the central
government the number of positions is six. The number currently
employed is three. From consultation with the town Clerk it is learned
that an estimated eight accountants are actually needed to handle the
current work load. This allows a calculation to be made of current
needs for additional emplovees by subtracting col. 6 from col. 4 which
results in a figure of five (column 7). In addition, column 5 is the
difference between columns 4 and 3 -— the vacancy. There will rarely be
a surplus since permanent employees should not be hired except according

to established posts.




10. The calculaton in col. 7 will be used at later stages during

the survey for Part II (Management Training Assessment) and Part III
(Employees Training Needs Assessment). It will be used to iéolate
problems that are caused by staffing deficiencies which are not suscep-
tible to training solurions. In this case, it will allow the survey
director to recommend that staffing levels be increased either by hiring
up to the full amount of established levels, seeking an increase in
established levels, or recommending other organizational changes. It
will also be used to estimate the number of interviews and time required
during Part III of the s;rvey.

11, As explained in para. 5, the survey director must obtain a
copy of the Establishment Roster. Using this document, he can proceed
to complete the Manpower Inventory Worksheet.

Col. 1 Give the job title.

Col. 2. Indicate the salary grade.

Col. 3. List the number of established personnel for each job
title.

Col. 4. Record the number of persoénel employed in this
category.

Col. 5. Compute the difference between columns 3 and 4. This
can be 0 - no discrepancies; positive number—surplus;
or negative number-vacancy.

Col. 6. Record the number optimally needed {obtained from
knowledgeable supervisor) to perform responsibilities

of this job.




Col., 7. Number of staff needed to deal with current responsi—»
bilities or in rare cases number of surplus statf.
(col. 6 minus col. 4; overstaffing indicated by plus
sign (+), deficiency by negative sign (-).
Results
12, The result of this part of the survey provides an overview of
the current staffing levels within the main departments of the local
authority. There will also be a completed worksheet for each
department. It will highlight areas in which serious staffing problems
to enabie management of the council to identify those for which training
programs clearly cannot solve. Finally, it will establish the scope of
the potential training needs. These data will be given to each
department head to use in completing management's assesssment of

training, Part 2.
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MANPOWER INVENTORY WORKSHEET 1
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Stage II: Management Training Assessment

Sample Worksheets 2A, 2B, 2C, 2D

Sample rorms 2E, 2F (Narrative Descriptions)

13. In second part of this survey managers identify management
problems that they feel can be remedied by training programs. This
ensures that those programs are not expected to directly rectify
problems that stem from such causes as inadequate finances or
organizational problems. It also indicates which are the training
priorities training.

14, The result of this stage will be completed Forms 2E and 2F
with the Manpower Survey Worksheet, indicate which departments should be
surveyed in Part III in the event that a survey of the entire town
government is not feasible.

Who should conduct this survey?

15. The survey director should be the same person who conducted
Stage I. In any event he/she must have a firm understanding of how
municipal goveruments operate in the anglophone tradition. He should
have an official status that will facilitate cooperation with local
authorities, but at the same time he should have some independence from
the governments personnel decision-making structure for the council
concerned.

Who must participate in this parxt of the survey?

16. The town clerk and the departmental managers of the principal
departments should be included (i.e., the town engineer, the town

treasurer, and the heads of departments of social and community services




and the establishment officer). Head of any other major town

departments should also participéte, an averall group of five will
usually suffice. The survey director should introduce the work of the
group to them, It must be made clear that their efforts and views will
strongly influence the type of training later provided to the town's
statf. All department heads whoe participate will be able éo comment on
all aspects of the town's functions.

What must be done?

17. The survey director will hold meeting to explain the process
and its objective. He will share the findings of the manpowef survey
with groups, distribute the set of worksheets for the manager's to fill
out, and schedule a follow—up meeting in a few days to discuss the
worksheets. Department heads will complete four worksheets, pinpointing
problems they perceive in the areas of financial management, personnel
management, administrative practices and procedures, and on specific
ongoing projects and activities (Worksheets 2A, 2B, 2C, 2D). The
department heads will b: asked:
(a) to rate the urgency of these problems in a long range of low
or high priority (from 5 "low" to 1 "high");
(b) to indicate which problems can be addressed by training
programs; and
(e) to recommend, if possible, the type of training needed or to
state how the performance problem manifests itself.
18, The survey director will analyze the information provided by
these worksheets and will then complete summaries on Form 2E. On this

form, four paragraphs call attention to patterns of high priority




problems within each of the four areas. Included here will be a
recommendation as to which employees will be intereviewed in Stage III.

Sample Manggement Training Assessment

19, Refer to completed sample Worksheets 2A, 2B, 2C, 2D. They
have the same format but address each of four major areas of local
government. The survey director has provided each department head with
these worksheets.

20. The sample illustrates of Financial Management Worksheet 2A,
filled out by the town treasurer during an actual field test in Kenya.
21, Since the town treasurer filled out this form on matters of
financial management, he is commenting on problems in his own
department. It is important to understand that he will also have filled
out the other three worksheets —— personnel management, administrative
practices, an procedures -— on specific town projects commentary on
problems in other departments. This same pattern applies to each
department head: one worksheet will tend to apply his own department,
the other three to aspects of the town administration not within his
purview. This process permits the survey director to discern problems
so critical that they are evident both inside and outside particular
departments.

22, In this sample the official has indicated that his highest
priority problem is staff competence, specifically clarity of roles and
responsibilities. He has also indicated that improvement is needed in
skills and attitudes. He has also stated that a training program in
administrative skills, procedures and public relations would be helpful

in dealing with this problem.




23. This official has also indicated that he has few problems with
auditing practices, budget processes and overall syétems. He has
likewise graded as either medium— or low-priority problems in the other
areas indicated on the form.

24, The survey director should stress that department heads make
an effort to indicate their single highest and lowest priorities, and to
make an additional effort to rate other problems between these extremes.
25. Sample Form 2E contains four sections. In each section a
paragraph written by the survey director first compares each of the four
worksheets from each department. He then consulted with the town clerk
to obtain an indication of the town clerk's agreement or disagreement.
Each paragraph contains the survey director's conclusions and the town
clerk's views about the most pressing problems in each area and the type
of training programs needed to deal with them. The form also indicates
whether, on the basis of the results of the manpower survey, problems

seem to be due to inadequate staffing.

Procedure for Management Review

26. The survey director is ready to proceed with the actual
assessment, which consists of the tollowing steps:

(a) An initial meeting at which he explains the purpose of the
survey and how each department head should £ill out his four
worksheets. The survey director should emphasize that the
purpose of this process is to identify those management
problems solved by training. He will share the findings of
the manpower survey verbally or in writing as he sees fit.

The assessment does not attempt to address all the local




(b)

()

(d)

government's organizational difficulties. Before the meeting

the. topics on the Worksheets 2A, 2B, 2C, 2D, can be adjusted
to suit the particular local situations. The survey director
will distribute copies. Finally, he should also set a
deadline of two to three days for department heads to submit
worksheet.s.

After collecting the completed worksheets, the survey director
will collate the financial worksheets of each department head
and decide which are the highest priority problems in area; he

will also, to the extent possible, try to determine if a

consensus exists on the appropriateness of training. This

conclusion should be entered in Section B on Form 2E. He
should follow the same procedure with the other worksheets,
entering his conclusions in the appropriate spaces on Form Z2E.
The survey director should next meet with the town clerk, who,
because of his ultimate accountability, will be given the
opportunity to indicate whether he agrees or disagrees with
the survey director's conclusions. The clerk's views should
be entered in the appropriate space before each paragraph on
Form 2E. The survey director should also refer to the results
of the Manpower Survey Worksheet and indicate in the
appropriate box whether problems appear to be due to
inadequate staffing.

Finally, the survey director should write a concise narrative
summary of his conclusions about (i) the town's management
skills’ problems and the aﬁbropriate training programs, and

(ii) the extent to which a consensus exists, the identity of




FINANCIAL MANGEMENT WORKSHEET 2A

COMPLETED BY: A TueNER

DATE: _29-§ - 54

1. WHICH ARE THE SPECTAL 2. RANK BY URGENCY

FINANCIAL MANAGEMENT ~  PRIORITY

PROBLEM AREAS THAT ARE 1 = VERY HIGH
ADVERSELY AFFECTING THE 2 = HIGH
OPERATION OF OUR LOCAL 3 = MED

3. CHE(X THOSE ARFAS WHERE 4. IF TRAINING IS REQUIRED,
A TRAINING RESPONSE IS
REQUIRED TO IMPROVE
PERFORMANCE

NEW NEW OR  ATITTUDE/

BE AS SPECIFIC AS POSSIBLE
ABOUT THE TYPE OF TRAIN-
ING: WHAT KIND OF INFOR-
MATTON? WHAT KIND OF

AUTHORITY? 4 = LOW KNOW- TMPROVED BEHAVIOR SKILLS?
5 = VERY LOW LEDGE SKILLS  CHANGES
OR
INFOR-
MATTON
A. OVERALL SYSTEMS & PRO-
PROCEDURE
B. LEVEL & COMPETENCE OF PUduic, RECATICNS—
STAFF A KDAWIN . PROCEDU RIES
C. THE BUDGET PROCESS
D. RORROWING/DEBT
MANAGEMENT S
E. REVENUE SOURCES/COLLECTION Q v TAX SASE TRAINIANG
TRAWNING IN
F. CONTROL OF EXPENDITURE o vV’ RERC RTING  FUACTIOMS

G. LONG RANGE PROGRAMMING

H. AUDITING PRACTICES

I. OTHERS (BE SPECIFIC)

J. USE OF NEW TECHNOLOGY




SAMPLE
PERSONNEL, MANAGEMENT WORKSHEET 2B DATE:

- 14 -

MANAGFMENT NEEDS ASSESSMENT

COMPLETED BY:

1'

WHICH ARE THE SPECIAL
PERSONNEL MANAGEMENT
PROBLEM ARFAS THAT ARE
ADVERSELY AFFECTING THE
OPERATICN OF OUR LOCAL
AUTHORITY?

2. RANK BY URGENCY 3. CHEXX THOSE AREAS WHERE 4. IF TRAINING IS

PRIORTTY TRATNING IS BE AS SPECIFIC AS POSSIELE
1 = VERY HIGH REQUIRED TO TMPROVE ABOUT THE TYPE OF TRAIN- -
2 = HIGH PERFORMANCE ING: WHAT KIND OF INFOR-
3 =MD NEW MW OR  ATTTIUDE/  MATION AND SKILLS. NEED
4 = LW KNOW- IMPROVED BEHAVIOR  TO BE TMPARTED? WHAT
5 = VERY LGH LEDGE SKIILS  CHANGES ATTITUDE/OR BEHAVTIOR
OR NEED TO BE DEVELOPED
INFOR- OR CHANGED
MATION

A.

BO

GQ

HO

I.

Ja

K.

OVERALL SYSTEMS &
PROCEDURES

LEVELS AND COMPETENCE
OF STAFF

RECRUITMENT & SELECTION
SALARTES/BENEFITS

EMPLOYEE TURNOVER/
RETENTION

CAREFR DEVELOPMENT
OPPORTUNITIES

ACCESS TO TRAINING
FEMPLOYEE MOTIVATICN
EMPLOYEE DISCIPLINE

EMPLOYEE PERFORMANCE
AND EVALUATION

OTHERS (BE SFECIFIC)
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MANAGEMENT TRAINING ASSESSMENT

COMPLETED BY:
SAMPLE
“ADMINISTRATIVE PRACTICES AND PROCEDURES WORKSHEET 2C DATE:

.1 WHICH ARE THE SPECIAL 2, RANK BY URGENCY 3, CHECK THOSE AREAS WHERE U, IF TRAINING IS REQUIRED,

PROCEDURAL PRIORITY A TRATNING RESPONSE IS BE AS SPECTFIC AS POSSIBLE
PROBLEMS THAT ARE 1 = VERY HIGH REQUIRED TO IMPROVE ABOUT THE TYPE OF TRAIN-
ADVERSELY AFFECTING THE 2 = HIGH PERFORMANCE ING: WHAT KIND COF INFOR-
OPERATICN OF CUR LCCAL 3 = MED NEW NEW OR ATTITUDE/  MATION? WHAT KIND OF
AUTHORITY? 4 = Low KNOW- IMPROVED BEHAVIOR SKILLS?
5 = VERY LOW LEDGE SKILLS  CHANGES
OR
INFOR~
MATION

As; WORK SCHEDULING AND
PLANNING

Bs CRGANIZATION STRUCTURE

Cs SUPERVISORY PRACTICES

D, REPORTING ON
ACCOMPLISEMENTS

Es PUBLIC RELATIONS AND
CITIZEN COMPLAINT
RESPONSE




SAMPLE
SPECIFIC TOWN PROJECTS WORKSHEET 2D
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MANAGEIENT NEEDS ASSESSMENT

COMPLETED BY:

DATE:

1.

WHICH ARE THE SPECIAL 2. RANK BY URGENCY
PRIORITY _

"MAINTENANCE™

PROBLEMS THAT ARE
ADVERSELY AFFECTING THE
OPERATION OF OUR LOCAL
AUTHORITY?

1 = VERY HIGH
2 = HIGH
3 =MED
4 =100
5 = VERY LOW

3. CHEXX THOSE ARFAS WHERE 4. IF TRATNING IS REQUIRED,

TRAINING IS

REQUIRED TO IMPROVE

PERFORMANCE

NEW NEW OR ATTITUDE/

KNOW- DMPROVED BEHAVIOR

LEDGE XILLS  CHANGES
OR

INFOR~

MATTON

BE AS SFECIFIC AS POSSIELE
ABOUT THE TYPE OF TRATN-
ING: WHAT KIND OF INFOR-
MATION AND SKILLS. NEED
TO BE IMPARTED? WHAT
ATTITUDE/OR BEHAVIOR

NEED TO BE DEVELOFED

OR CHANGED

B.

c.

D.

E‘

WORK SCHEDULING AND
PLANNING

TECHNICAL COMPETENCE FOR
OPERATICN & MATNTENANCE

COMINICATIONS WITH THE
COMUNITY

COMMUNICATTONSBETWEEN
STAFF & COUNCIL

COMNICATIONS WITH
CENTRAL. GOVERNMENT
AGENCIES
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SAMPLE

MANAGEMENT TRAINING ASSESSMENT FORM 2E

INADEQUATE STAFFING IN DEPT.

YES NO
A. VWORKSHEET 2A FINANCIAL

TOWN CLERK  AGREE 7 DISAGREE

wies qo fwpreve. e Stills and  aftitudes
Gy The 524 - ey nieea peblic. velations wWweh, iy -this case, probably
Wieans et Wit dca\\'\;q Wit e pubic,

Wue cowe. o pPay blls
SF Zuutve e>ou ‘«\A\,\V\apo\\}b& wiovie .

Mavaaemient
Top Pv\'ov{’n\ i wWirC@ieesiz

B. WORKSHEET 2B PERSCMNEL TOWN CLERK AGREE v’ DISAGREE
INADBQUATE STAFFING IN DEPT. V~  YES NO
Tvee cf Me Four depavtnieant bizads vespevndivg 2 Tue
u.mw\/\z’cu:' vk ’\’/a'k‘ib\k\q Aassrssnvdnt. bimwe  ladicated e —‘h,*“;'(fb\n,lq
i ?v‘cczc\u\f(f.-'» And W public veletica ave weaded by Sty - —
Meve s lnadequate clicentn o} fe=s  awd V:L:,vd‘\\c\ s lus
i“-{’OVL\"f"\"\G\A ° enswe vebabla  vecordas snd Fidesvate VE LUL S
for vecuvveut cousts:
C.

WORKSHEET 2C ADMINISTIRATIVE TOWN GEFK  AGREE
PRACTICES AND PROCEDURES

DISAGREE
INADEQUATE STAFFING IN DEPT.

YES NO

D. WORKSHEET 2D SPECIFIC PROJECTS

TOWN QERK  AGREE
“MATNTENANCE"

DISAGREE
INADEQUATE STAFFING IN DEPT.

YES NO
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the problems and the appropriateness of a training or staffing
solution, consideriné the data yielded by the manpower
survey. This account should be one page on Form 2F.

27. This concludes Part II1, the Management's Training Assessment;

the survey director may now proceed to Part III.




Stage II1: Emplovee Training Needs' Asséssment

Sample Questionnaire (2 pages), Forms 34, 3B, 3C, 3D

Training Request Chart, Narrative Summary

28. After completing the first two parts of this survey, the third
and most essential step is the assessment of individual employee
training needs. It can proceed on the basis of information gathered in
the previous steps. The Employee Training Needs' Assessment, the most
time—-consuming of the three needs' assessment tasks, will produce
information about the quantity of training needed, the type and the
extent to which training programs can be expected to solve the most
pressing performance problems. Because the task appears tformidable, it
is broken down into intermediate steps to arrive at a desired assess-—
ment.

What is the Employee Training Needs' Assessment?

29. The assessment is a series of interviews of individual staff
members to obtain information on their educational background, their
previous work experience, their j. responsibilities, their own analysis
of the tasks they perform, and their descriptions of the training they
need to perform their jobs more effectively.

30. The assessment also includes comments of the immediate
supervisor on training needs as perceived by the employees.

31. This information is used to compile of the training needs of
the entire municipality, as well as a breakdown of these needs by
departments and salary grades. The data from ﬁhe first page can serve

as the dara base of a personnel management system.




What is the purpose of the Employee Training Needs' Assessment?

32. The assessment produces a priority listing of the training
topics that will have the greatest effect on improving job performances
within the spectrum of graded positions of the local authority.

Who will conduct the Employee Training Needs Assessment?

33. The survey director who conducted the first two parts of this
survey should also oversee part three. He will also need the assistance
of a team of interviewers since usually between 50 and 150 employees
must be interviewed in a secoundary town in anglophone Africa.

34, In part three, a good deal of personal judgment must be
exercised. The survey director, therefore, must select, train and
supervise the interviewers, instructing them in the proper methods of
objectively recording the responses of the municipal employees
(instructions for interviewers are included in an Appendix). Normally,
the interviewers should be as independent as possible from the decision-
making structure of the town.

35. The survey director must also translate the employees'
perceptions of their training needs into standardized categories capable
of being analyzed as systematically as possible without losing
specificity. The information recorded should avoid identifying
particular established diploma courses but, rather, should try to
specify the precise topics needed for job performance.

Who must participate in this survey?

36. Ideally, all municipal employees except for of manual workers
should be interviewed, both for reasons of morale and for
comprehensiveness of data. However, in most cases, coonstraints of time,

personnel, and financial resources will permit only the highest priority




groups of employees to be interviewed. This selection should be made on
the basis of information provided by Part II, the Management Assessment

Survey, evaluated in light of Part I, the Manpower Inventory.

How long will the Employee Needs Assgssment take?

37. As many as 100 staff members may have to be interviewed. An
interview will take from 20 to 30 minutes. One interviewer can
interview about eight employees in a day if they are located in nearby
work areas. Usually a team of four or five interviewers is required so
that interruptions in the work place can be confined to a two-week
period.

Sample Employee Training Needs Assessment

(Questionnaire, Forms 3A, 3B, 3C, 3D)

38. Refer to the completed sample questionnaire, which is based on
a field test of the method in Kenya.

39. In the upper right corner of the questionnaire, a code for the
local authority has been entered. These codes, determined by the survey
director, indicate the town (NY), the department (TIT), and the number of
the individuals interviewed (23). They are used to ensure confi-
dentiality yet enable the respondent to be identified later if selected
for training.

40, In item 7 the employee has stated that the entry requirement
for his position was relevant experience or a diploma in pﬁrchase and
supply from the polytechnic inétitute,

41, In item 8 he has indicated that his immediate supervisor is

the town treasurer.




42, In item 9 he has listed his non-persoannel responsibilities,

and in item 10 hi§ personnel responsibilities, in his case supervising
four clerks.

43, Item 1l records whatever comments the employee makes about his
work environment.

44, The items shown on the second page of the interview question-—
naire are most important. The employee is asked to list the most
important tasks he pertorms and the training he needs to perform his job
more effectively. The third column on page 2 provides space for the
employee's supervisor to indicate agreement or disagreement with the
employee's assessment of his training needs.

45, The survey director should now refer to Sample Form 3A and
Sample 7, Form 3B. On these forms the survey director has separated the
requests for management and supervision training from these for
technical training.

46, In sample Form 3A the line marked "*" shows that the same
person as interviewed earlier needs traianing in supervisory management.
47, The line marked "#" in Sample Form 3B shows that the same
person has requested training in stores management.

48, The survey director has reviewed all the interview question-—
naires from the town treasury and has placed all training requests on
either Form 3A or 3B, depending on whether it in the category of
technical or supervisory training.

49, Note that at this stage, a lotr of data has been been collected

and compiled. They must now be transferred to Forms 3C and 3D. The

survey director should work closely with an assistant and approach the




process of transferring data as systematically as possible to eansure

minimal misreading and misrecording. ,

50. A set of Forms 3C and 3D is then completed for each depart-—
ment. Thus, if four departments were interviewed, the survey director
will complete two forms for each department, making a total of eight
forms.

51, On Form 3C the survey director has rearranged the information

from Form 3A, which lists the requests for management and supervisory

training. On Form 3D each type of training requested is placed in the
first column, then the job title and salary grade is placed in column 2,
and finally the number of employees at that job title and salary grade
requesting that type of training is tallied in column 3. The line
marked "*" shows the information about the chief storekeeper who figured

in the previous Samples.

52, Form 3D is a similar tally of requests for technical training.

53. The final product of these calculaticmns, the Training Request
Chart, is a tabulation for all the departments in the town that list the
type of course requested in the first column, and then the number ot
requests for that type of training by salary grade, department by
department. The extreme right column shows the total number of requests
for each type of training throughout the entire town government, while
the bottom line shows the number of requests for all kinds of training
at each grade level. The total number of training requests throughout
the entire town government is shown at the bottom line in the extreme

right colunmn.




54, Note that the survey director has first listed the requests

for managerial training on the Training Request Chart, and then those

for technical training.

55. Finally, Sample 1l shows the survey director's narrative
description of the town's requests for training courses in which he has

pointed out those types of courses most frequently requested.

What must be done? Directions for procedures follow:

56. PROCEDURE ONE: Performed by Interviewers.

All items on the questicanaire should be completed even though an
interviewee might not answer questions in order. In this case the
interviewer should return to unanswered items betore the interview is
completed. Some points to consider before interviewing are in annex
material.
Item 4. Personnel Data: Enter employees' full name and
underline surname of family or family name. Enter employee's
year of birth (this information will be useful in deciding
about any extensive training, e.g. if the employee is near
retirement age). List the employee's job title and grade; if
possible, obtain this information from the personnel roster
before the interview and then check it with the employee for
.accuracy.
Item 5. Education and Training. Record the employee's
education experience, including certificates achieved at
primary and secondary school, diplomas or degrees from
college, polytechnics, or universities and training courses

attended.




Item 6. Work Experience: Record employee's work experience,
both current and previous jobs; include employer, job title
and dates.

Item 7. Job Entry Requirements: Record in this space
information on requirement for entry into the job. This
information can be obtained from the personnel officers, from
job advertisements or from schemes of service.

Item 8. Immediate Supervisor by Job Title: List the
employee's immediate supervisor (or supervisors in case the
employee reports to more than one person).

Item 9. Persons Supervised: List numbers and types of
employees supervised by this employee.

Item 10. Responsibilities: This column records the
employee's non-personnel duties. If it is possible to define
the financial responsibilities of the employee, they should be
listed; e.g., the authority to sign vouchers up to a certain
amount. The intent is to determine the level of respon-
sibiiity that the organization has given the employee.

Item 11l. Additional Comments: Enter any other comments made

by the employee that might help identify training needs.

57. PROCEDURE TWO: Performed bv the survey director.

As described in the discussion of the sample forms, the survey director
must complete four forms for each department, and then use the data to
create a chart that permits analysis of the employees' requests for

training.




(a)

(b

(c)

(d)

(e) .

The survey director will need one Form 3A, for each
department. The job title ot every incaf&iewee is placed
in the left column, his salary grade in the second
column, and the employee’'s requests for management
training in the third.

When this is done for all employees in a department, the
process is repeated, this time using Form 3B, which
collects requests for techanical training.

The survey director performs the above process for each
department that is covered by the assessment. The
results of Parts I and II, particularly Worksheet ! and
Form 2E, will guide this decision.

Next, the survey director transfers the information from
Form 3A to Form 3C, rearranging the information so that
the training requested is placed in the first column, the
title and salary grade in the second, and then the number
of requests for that training by persons in that job
title and at that salary grade in the last column.

The same process is performed on the information from
Form 3B, which is transferred to Form 3B.

This is doune for each department.

Finally, the information from Forms 3C and 3D for all
departments is transferred to the Training Request Chart,
so that the number of training requests at each salary
grade in each department is clearly described. This
should be done by referring to the sample Training

Request Chart shown in Sample 10.




(h) When all information has been transferred to the chart,
each column and row should be added, with the sum of the
rows equalling the sum of the columns.

(i) VNarrative Summary:

58. After completing the Training Request Chart, the survey
director should also complete the Narrati-e Summary, in which he
describes the employees' training requests, calling particular attention
to types of training most frequently requested. This is the result that
will be collected from several towns to form a training need for each
department that is covered by the assessment. The results of Parts I

and II particularly Worksheet 1 and Form 2E, will guide this decision.
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SAMPLE

EMPLOYEE ASSESSMENT CUESTIONNATRE
LOCAL AVTEORITY: A/ v /77 /2% DaE: Wy RY LGEY
DEPARDMENT: 7 s Ao re A~ . / 7
REFERENCE NO:
COMPLETED BY:
o NE: /) rrz/aA /V/‘,m Y 2, YEAR OF BIRTH: /544
3. werme: C4hieE sTons~- /(E,E/#)Ei“ 4. GRADE: -

Se EDUCATION AND TRAINING: (LIST CERTIFICATES, DIPLOMAS, TEGREES)

A. PRIMARY SCHOOL: .7 E.

R PrINCT 2K
B. SECONDARY SBOOL: (@7 ook, CrrZiZ;adTE A7 Aepzl =~ & /cr;_é_i;(//;p;{f
D phonnd Fror ZTns77 I07TE ofF For-
Ca POST SECONDARY (COLLEGE, UNIVERSITY, POLYTECHNIC) aﬁ\f//\m 9—(;7,7,{‘,_./(5“\,” a;ﬁ?ec fie
D, TRAINING PROCGRAMS (PRE-SERVICE/IN-SERVICE): 77~ /A, ke — Jid rohomd Frprz) Za 7T TOTE
o0F _Forc heassis 9»4@,7/0 4/

6 WORK EXPERIENCE: (LIST JOB/POSITION & YEARS OF EXPERIENCE)

PRESENT JOB: YEARS OF EXPERIENCE:

PREVIOUS JOBS: Ao (2412 F S76re - Mes e YEIRS OF BRRIENGE: (RL7 /9 F3— PR3,
o, SYLEY ST T (BT B o o vomamis: 46/ — (965

STOrE MmN
Co _(MinisTry pF To0rs) YEARS OF EERIENCE: /949 — /547
D AecopaTE OLs il (JriyvFTE Qo.) JU/;, 126G i= Moy

7. ENTRY JOB REQUIFEMENTS: (LIST EDUCATION, TRATNING, EXPERIENCE REQUIRED TO GET HIRED IN THIS POSITION)
Shovld BE Forro TZ will A7 ZE;WT; JFAVSIon I o 1o ew 7D
DELz 7" afr,a,ewmvwé/: (///'p/(omﬁ Frormy  TIwsTs 707% oF /"?zra/mrz;?

1 — Jb/?f
8, TMMEDIATE SUPERVISORS (BY JOB TIILE): 7own THrASUrZ—

9. RESPONSIELE FOR: (LIST SPECIFIC ITEMS):
A, BUILDINGS: 2 STorE builerice
B. VEHICLE/EQUIPMENT: — /

C. SIORES/SUPPLIES: 9 capinET". 3 Chrine, F 3B Tohlrs
D, OTHER (INC, FINANCIAL RESPONSIBILITIES IF ANY): 7

10. NUMBER CF PERSONS SUPERVISED AND JOB TITLES

STore a,,(f:—‘mﬁf purahbasig CAZ 1L, §T2rE QoM Trol G,CENL/’, O FF ar
77, ADDTTIONAL COMMENTS? mﬁ;;;ﬂi,g,.

Mo ST STREE._STorE= bvike/iner o FFiome, Forri TONE
7 7 = S
PR vEpiahrs For TPANS porT AN NEH.
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SAMPLE
EMPLOYEE ASSESSMENT QUESTIONNAIRE

.

A. WHAT ARE THE MOST TMPORTANT
TASKS YOU PERFORM?

WHAT TRAINING IS REQUIRED
TO HELP YOU DO THESE TASKS
BETTER?

SUPERVISORY COMMENTS REGARDING
TRAINING NEEDS

1. PROCUREMENT “mRes

T

STOREw  MANA GEMEN

Aereed

2 HmERVIcES
2. SBEAGE oF  SoreEs

w “

3¢ Insups OF SLRES

- "

4, LovERUIiON OF <STAFE

HAUPERVISORY  MIN AGEmenT
CF CLERWC AL =5iAes T A

5.

PROCEDUR S

6.

7.

OTHER COMMENTIS:

Me '\'v,.\n\w‘-:\ n the abuve Shiedd e

for & pewvid ]! 2 wrmdhs,

shcr £ &:\\{
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SAMPLE
INDIVIDUAL TRATNING NEEDS FORM 3A

MANAGEMENT AND SUPERVISION COURSES

DEPARIMENT: TOWKN TREA<VUCER

JOB TITLE GRADE LEVEL TRATNING NEEDS
FoEmA L 4 NoN - FOEMAL
CLERICA L CEFICER 1 PUBLuc TRELAMONS
oy T DLET ita
CLER\VCAL OrFvcER < TNTER NA L DEFHETMENTA L TammUni-
CATIONS
CLERIC AL CFFCE R iy " ‘o o
AUDT  CULERK 15 RELANMONS WiTH CEATRAL LOoVT-
AcccoNTAIT  AgeT - T S
STLeES CLERK La TIMmE  mANALGEMENT
SZees  CLERK 1A
CLERKP. IFFiceEr is SOPERVISING, GuEL LEBL “ThfF
* ; ~ = 1 LuPER Vs Y T
CRIEF SR e Kog pPeER S MR AR EE p & N
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INDIVIDUAL TRAINING NEEDS FORM 3B

TECHNICAL COURSES

DEPARDMENT: TOW AN TREASURER

JOB TITLE (RADE LEVEL TRAINING NEEDS

CLTRIEAL orFg eRr i CPA T

COPY TTYUPIST iy GRADE T TYPINGL

(L ER\CAL OFFICER % A I

CLERe KL OFFICER \5 UsE  t comPuTeR

pupT  CLERYNS =y CPA T, AU DIMN 4y

A CCOUNTANT AT, i1 2 CPA 1

STHRES  LLERK (R} P\C_.LC‘OM“YH\X’C'\

sToeEs CLERRK lu INSTTUTE O3 PURCHASIN ¢
— = suPP W

LLERICKL OFFeeiR | \s N N "

H
CriEer STLRE u—eapaaé B
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AGGREGATED TRAINING NEEDS FORM 3C (MANAGEMENT)

DEPARTMENT: TREASURER

LIST OF TRAINING NEEDS BY
SUBJECT CATEGORY

JOB TITLE & GRADE

(NWMBERS TO BE TRAINED IN
EACH TRAINING CATEGORY BY
DEPARTMENT AND GRADE LEVEL

CoMmMUNICATICN S¢iLLs

AccOUNTANT - &

REVENVE colleeTioN

ACCCOUNTAMT  — 6 ]
PRINCIPAL REVE NUE CGEF - &
CLERICAL ZEPCER — &

FiNANCI AL CCNTRC L (Mc., n‘v}

ACCSUNTANT  — &

CHIES TANTEPMAL ALDOCZ - 4

C oA

=

PiNeipAL REV. CFF- -
CLERICAL OFFIcER - <
AuDdix  CLERKY - 5

cPA

F

LLERICRAL SETICER —-
ACc O NTANCY  Acst 1Ot —
ACCC NTANT  peyagr - T -

Ay

)

£ PA i\

!

CMEF AccOUOTTANT  ~ &

Puldbie womap RECATICNS

PRIiNc\PAL REV: OFF - &

WETE R

READER - &
MACHINE oPeERATTR — '@

CLERwcAL CFfcer - Tl

AUDTING

CHILY TNTESNPL AuvDimerR - &
ACL SULITTANY I — 3
DT QLEEHR o~ 1

[

BAs €. AcecT PRCOCDUFRES

Alc L NTANT - .
MACHINE CRC2 ATT =}
METER _RKEADER - ¢

&

7‘.':(1'- J)

WRE < LT -\
CLERICAL OFFICER -

STCRUS AMANASEMEAT

CLERICAL OFFIc &R -
LSTLFE CLES K -1
CHIET giore KECERPES

.
PPPVNPF'PPHP PN‘A‘__. w\‘l“‘"‘*"‘"‘N"l’“P)".

OFF\WCER MANAGEA ENTT

Lasrermrey - 7

‘-_Y

supensceN (MET )

CHIEF STOREWEES,PER - M

2




SAMPLE

- 34 ~

AGGREGATED TRAINING NEFDS FORM 3D (TECHNICAL)

DEPARIMENT: TOLCA TREAS S ER'S

LIST OF TRAINIMG NEEDS BY
SUBJECT CATEGORY

JOB TITIE & GRADE

(NRMBERS TO EE TRATNED IN
FACH TRATNING CATEGORY BY
DEPARTMENT AND GRADE LEVEL

CHUEFE Adel CRTRT

Are Cu b TRrST X

TovENUVE CollEcTiuN

REVENLE

PR.NCLIPAL Ry . _FreER 6 uca,i-%"\-:c—:cf—nu'\\
CHEF EamTRdNAL AuDeR 4

ArcC O NTIN Gy Aven . OL T

Aco 2. AA L &

CiericpL FECER S

LeEplic WETERA  REATER =

SEL e ETraRN 1 U oofF NEW mMAg miNES
MACH I NE DD ERATTRL (a8

CLEMeML Creeer I 4 Revenve  CSuiernon
METER  READER \b

MR INE SoERATEE '3 MACHINE  SPERATCNS
WETER 2EADEZ =)

CLp@epl I vvéER 7

CoPy U sy 'y Geope T~ AING
CLERIWAL oimicie 5

CLER\uAL CFECEP ls UTeE af L PuTER
AUDIT  CLER K '3 Ardomn g

AccouNTANT  Acor. T g AT ehim EAT

STRES _CLERK 14 STeRE . RCEPING

STRES (FFic & =l PURc nASING R SupruEes

'?(C.H eF TTRE - K EEPER

SCRES N a2 Bt ENY




SAMPLE

TRAINING REQUEST CHART

NYERT MINICTPAL COUNCIL

COCURSE CATEGORY

TOWN CLERK

TOWN TREASURER

TOWRN ENGINEERING

GRADES

GRADES

GRADES

GRADES

1-3

]
10

1=
12

1-3 11- | 14~

10 |13

1-3 11-

1013

1-3

f—

10

11-
13

14~

PUBLIC/HIMAN
RELATIONS

)

{\I

PERSONNEL MGT.
SUPERVISION

o

4

W

FINANCTAL MGT.

ACCOUNTING

AIDITING

oW Oy

PROFESSICNAL
STUDIES

SECRETARIAL/
STORES MGT.

GENERAL MGT
SKILLS

PURCHASING

RECORD
KEEPTNG

COPMNITY
DEVELOPMENT

COMNTI-
CATICNS

PROJECT
DEVELOPMENT

LOCAL GOVERN-
MENT ADM.

BY-1AW
ENFORCEMENT

EDP?

TOTAL

L

26

a3

3
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ANNEX

The following contains a set of forms identical to those
discussed in the texts These forms are blank, however,
so that they might be adapted or duplicated for actual uses




Al

MANPCWER INVENTORY WORKSHEET 1

Council

Prepared by:
Department: Date:

COLIMN 1 LN 2 COLIMN 3 MLBMN & OOLMN 5 COLGMN 6 QOLIMN 7

JOB TITLE SALARY NIMBER OF  NWMBER SURPLUS (+) ESTIMATE ~ DEFICIENCY (-)
GRADE: CQURRENTLY  (URRENTLY  VACANCIES(-)  OF NIMBER  REDUNDANCY (+)
ESTARLISHED EMPLOYED  (COLA-QOL3) REQUIRED  (QULA-COL6)
POSTS TO OPERATE

17.

18.

19.

20.




FINANCTAL MANGEMENT WORKSHEET 24

MANAGFMENT TRAINING ASSESSMENT

A2

COMPLETED BY:

1. WHICH ARE THE SPECTAL
FINANCTAL MANAGEMENT

ADVERSELY AFFECTING THE 2 =

OPERATICON OF OUR LCCAL 3

AUTHORITY? 4 =
5 =

2. RANK BY URGENCY
PRIORITY
PROBLEM AREAS THAT ARE L=

A TRAINING RESPONSE IS

VERY HIGH REQUIRED TO LMPROVE
HIGH PERFORMANCE
MED NEW NEW OR  ATTITUDE/
LOW KNOW- IMPROVED BEHAVIOR
VERY LOW LEDGE SKILLS CHANGES
OR
INFOR-
MATION

3. CHEXX THOSE AREAS WHERE 4. IF TRAINING IS REQUIRED,

BE AS SPECIFIC AS POSSIELE
ABCUT THE TYPE OF TRATN-
ING: WHAT KIND OF INFOR-
MATTON?  WHAT KIND OF
XILLS?

A. OVERALL SYSTEMS & PRO-

PROCEDURE

LEVEL & COMPETENCE OF
STAFF

THE BUDCET PROCESS

BORSCWING/DEBT
MANAGEMENT

REVENUE SOURCES/COLLECTION

F. CONTROL OF EXPENDITURE

G. LONG RANGE PROGRAMMING

He AUDITING PRACTICES

I. OTHERS (BE SPECIFIC)

J. JAE OF NEW TECHNOLOGY




PERSONNEL, MANAGEMENT WORKSHEET 28

MANAGFMENT NEEDS ASSESSMENT

A3

COMPLETED BY:

1.

WHICH ARE THE SPECTAL
FEPSCANEL MANAGEL-ENT
PROBLEM ARFAS THAT ARE
ADVERSELY AFFECTING THE
OPERATICN OF OUR LOCAL
AUTHORITY?

2. RANK BY URGENCY

TRAINING IS
REQUIRED TO IMPROVE
FERFORMANGE

NEW NEW OR  ATTITUDE/
KNOW- IMPROVED BEHAVIOR
LEDGE XILLS  CHANGES
OR
INFOR-
MATION

3. CHEKX THOSE AREAS WHERE 4, IF TRAINDYG IS

REQUIRED,
BE AS SEECIFIC AS FOSSIELE
ABCUT THE TYPE OF TRAIN-
ING: WHAT KIND OF INFOR-
MATION AND 3KILLS. NEED
TO BE IMPARTED? WHAT
ATTITUDE/OR BEHAVTIOR
NEED TO BE DEVELOFED
OR CHANGED

B.

K.

OVERALL SYSTEMS &
PROCEDURES

LEVELS AND CCtZETEMNCE
OF STAFF

RECRULTMENT & SELECTION
SALARTES/BENEFITS

EMPLOYEE TURNOVER/
RETENTION

CARFER DEVELORMENT
OPPORTUNITIES

ACCESS TO TRAINING
EMPLOYEE MOTIVATION
EMPLOYEE DISCIPLINE

EMPLOYEE PERFOR-ANCE
AND EVALUATION

CTHERS (BE SPECIFIC)




MANAGEMENT TRAINING ASSESSYENT

AMINISTRATIVE PRACTICES AND PROCEDURES WORKSHEET 2C

Ab

COMPLETED BY:

DATE:

1. WHICH ARE THE SPECTAL 2. R&NK BY URGENCY

PROCEDURURAL

PROBLEM THAT ARE
ADVERSELY AFFECTING THE
OPERATTCN OF OLR LCCAL
AUTHORITY?

ERTORITY

2=

1 = VERY HIGH

HIGH

3. GEX THOSE AREAS WHERE 4. IF TRALINING IS REQUIRED,
A TRATNING RESPONSE IS BE AS SPECIFIC AS POSSIBELE

REQUIRED TO IMPROVE
PERFORMANCE

ABOUT THE TYPE OF TRAIN-
ING: WHAT KIND OF INFOR-

NEW NEW OR ATITTUDE/  MATION? WHAT KIND OF
KNCwW- DMPROVED BEHAVIOR XILLS?
LEDGE &ILLS  CHANGES

OR
INFOR-
MATTCN

A. WORK SCHEDULING AND
PLANNING

B. ORGANTZATION STRLCTURE
C. SUPERVISORY PRACTICES

D. REPORTING ON
ACCCMPLISHMENTS

E. PUBLIC RELATICNS AND
CITIZEN CQMPLAINT
RESPCNSE




MANAGEMENT NEEDS ASSESSMENT

SPECIFIC TOWN PRQUECTS WORKSHEET 2D

AS

COMPLETED BY:

1.

WHICH ARE THE SPECIAL
MADTRMANCE”

PROBLEMS THAT ARE
ADVERSELY AFFECTING THE
OPERATION OF CUR LOCAL
AUTFORITY?

2. RANK BY URGENCY
PRIORITY

| = VERY HIGH

2 = HIGH

3 =MED

4 = LOW

5 = VERY LW

3. CHECK THOSE AREAS WHERE 4. IF TRAINING IS REQUIRED,

TRAINDNG IS

REQUIRED T IMPROWE

PERFORMANCE

NEW NEW OR  ATTITUDE/

KNOW~- IMFROVED BEHAVIOR

LEDGE &ILLS  CHANGES
OR

INFOR-

MATTON

BE AS SPECIFIC AS FOSSIALE
ABOUT THE TYPE OF TRAD
ING: WHAT <D OF INFOR-
MATION AND SKTLLS. NEED
TO BE L{PARTED? WHAT
ATTITULE/OR BEHAV IOR

NEED TO BE DEVELOFED

OR CHANGED

A,

WORK SCHEDULING AND
PLANNING

OPERATICN & MAINTEMNANCE

COMMUNICATIONS WITH THE
CO-MLNLTY

COMUNICATIONSBETWEEN
STAFF & COUNCIL

COMUNICATIONS WITH
CENTRAL CGOVERNMENT
AGENCIES

B. TECHNICAL CCMFETENCE FOR




A.

B.

C.

D.

MANAGEMENT TRAINING ASSESSMENT FORM ZE

WORKSHEET 2A FINANCIAL

WORKSHEET 2B PERSCMNEL

WORKSHEET 2C  ADINISTRATTVE
PRACTICES AND PROCEDURES

WORKSHEET 2D SPECIFIC PROJECTS
“MAINTENANCE"

INADEQUATE STAFFING IN DEPT.

Ab

TOWN CLERK  AREE

TOWN CLERK  AGREE
TNADEQUATE STAFFING IN CEFT.

TOMN CLERK  AREE
LNADEQUATE, STAFFING IN DEPT.

TON GERK  AGREE
INADEQUATE STAFFING IN DEPT.

YES NO
DISAGREE
DISAGREE

YES N0
DISAGREE

YES NO
DISAGREE

YES NO




A

g2 Wi RIVINS SATIVIIWN




A8

EMPLOYEE, ASSESSMENT QUESTIONNATRE

LOCAL AUTHORITY: DATE:
DEPARTMENT:

REFERENCE NO:

COMPLETED BY:

1a

3.

NALE: 2. YEAR CF BIRTH:

J0B TTILE: 4, GRADE:

5e

ECUCATICN AND TRAINING: (LIST CERTIFICATES, DIFLOMAS, DEGREES)

A. PRIMARY SCHOCL:

B, SECCMNDARY SCHOOL:

Cs FOST SEOONDARY {COLLSCE, UNIVERSITY, POLYTECHMIC)

D, TRAINING PROGRAMS (PRE-SERVICE/IN-SERVICE):

6s WORK EXPERTENCE: (LIST JCB/POSITICH & YEARS COF EXPERIENCE)
PRESENT JOB: YEARS CF =ZXPERIENCE:
PREVICUS JOBS: A. TEARS CF EXPERIENCE:
B. YFARS COF EXPERIENCE:
Cs TEARS CF ZXPERIRNCE:
7o ENTRY JOB REQUIREMENTS: (LIST EDUCATION, TRAINING, EXPERIENCE REQUIRED TO GET HIRED IN THIS PCSITICN)
8, IMMEDIATE SUPERVISORS (BY JOB TTILE):
9+ RESPOMSIELE FOR: (LIST SPECIFIC ITEMS):
A, BUILDINGS:
B, VEHICLE/EQUIRMENT:
C. SIORES/SUPPLIES:
De OTHER (INC. FINANCTAL RESPCNSIBILITIES IF ANY):
10, NUMEER OF PERSCNS SUPERVISED AND JOB TITLES

11, ADDITIONAL CCMMENTS:




A9

EMPLOYEE ASSESSMENT (UESTTCHMAIRE

A. WHAT ARE THE MOST DMPORTANT WHAT TRAINING IS REQUIRED SUPERV ISORY CCOMENTS REGARDING
TASKS YOU FERFORM? TO HELP YOU DO THESE TASKS TRAINING NEEDS
BETTER?

OTHER COMMENTS:




AlO0

INDIVIDUAL TRAINING NEEDS FORM 34

MANAGEMENT AND SUPERVISION COURSES

DEPARTHENT :

JOB TITLE

CRADE LEVEL

TRAINING  NEEDS




All

INDIVIDUAL TRAINING NEEDS FORM 3B

TECHNICAL QOURSES

DEPARTMENT':

JOB TIIILE GRADE LEVEL TRAINING NEEDS




Al2

AGGREGATED TRALNDNG NEEDS FRM 3C (MANAGEMENT)

DEPARTMENT

LIST OF TRAINING NEEDS BY
SUBJECT CATEGORY

JOB TITLE & GRADE

(NUMBERS TO BE TRAINED IN
EACH TRAINING CATECORY BY
DEPARDMENT AND RADE LEVEL




DEPARTMENT :

Al3

AGGREGATED TRAINING NEEDS FORM 3D (TECHNICAL)

LIST OF TRAINING NEEDS BY- JOB TITLE & GRADE

SUBJECT CATEGORY

(NUMBERS TO BE TRAINED IN
FACH TRATNING CATEGORY BY
DEPARTMENT AND GRADE LEVEL




TRAINING RECUEST CHART

NYERL MUNICIPAL COUNCIL

Al4

CCURSE CATEGORY

TOWN CLERK

TOWN TREASURER

TOWN ENGINEERING

TOTAL

GRADES

GRADES

GRADES

—

GRADES

1-3

10

1

11-
12

1-3

Vi
10

11~
13

1-3

i
10

11~
13

14~

1-3

i
10

11-
13

14~

PUBLIC/HIMAN
RELATTONS

PERSONNEL MGT.
SUPERVISION

FINANCIAL MGT.

ACCCONTING

AUDITING

PROFESSICNAL
STUDIES

SECRETARTAL/
STORES MsT.

GENERAL MGT
SKILLS

PURCHASTNG

RECORD
KEEPING

COMUNITY
DEVELOPMENT

COMINI~
CATICNS

PROJECT
DEVELORMENT

LOCAL GOVERN-
MENT ADM.

BY-1AW
ENFORCEMENT

EDP

TOTAL




NARRATTVE SUMMARY

AlS




