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Creative Training for CD Technicians

e Onboarding / Orientation

e Michigan Association of Conservation Districts
e Summer Conference
e Fall Convention / Annual Meeting

* Employee Development Plans (EDPs)

e Quarterly Reviews

* FAP Camp 2019




CTAI Engineer Employee Development Plan

Once completed, submit to Regional Coordinator and Training Liaison

Date EDP completed

CTAI Engi

Conservation District:

Current Grant Level:

Has the CTAI engineer and goal setting team identified specializations that make sense for skill set and local land
use? If so, list:

What topics does the CTAI engineer need additional knowledge and experience in?

What resources are available to meet those needs (trainings, conferences, job shadowing, online, etc)?

[The following should be completed before moving to
Level ll When Planned? | Completed?

Successful completion of the Fundamentals of Engineering Exam (FE) or
demonstrated skill and experience documented for waiver.

Within the first 3 months at Level |, completion of NRCS AglL.earn
courses:

Introduction to NRCS NRCS-NEDC-0000

Introduction to Field Office Technical Guide NRCS-NEDC-000149

Approved Employee Development Plan (EDP)

Completion of NRCS Agl earn courses:

“Agricultural Waste Management Systems: A Primer” NRCS-NEDC-000115

“Cultural Resources Training Series, Part 1" NRCS-NEDC-000141

“Hydrology Training Series” Modules: 101,102,104,105,106,107,10% NRCS-NEDC-
000052,000053, 000055, 000056, 000057, 000058, 000060

Completion of NRCS Conservation Webinars
hitp://conservationwebinars.net/ online courses:

Biosecurity Basics for NRCS Farm Visits

Construction Safety, Part 3-Excavation Safety

Environmental Evaluation Webinar Series Number 1 and 2: Primer on
NRCS Environmental Compliance and Documenting the Environmental
Evaluation

Drainage Water Management (DWM) Awareness

DWM Level 2 Modules 1-5

Construction Equipment Cost Estimating

Irrigation Water Management Plan (as appropriate to work load)

Basic Surveying — Complete Area course and understanding of National
Engineering Handbook, Part 650 Engineering Field Handbook, Chapter 1
Surveying

The following should be completed before moving to
Level lll

Licensed professional engineer in the state of Michigan (PE)

Updated EDF and EDP shows progress in skill development and knowledge

Completion of all Level Il trainings

“Agricultural Waste Management Systems: Level 2"

“Soil Mechanics Training Series”

“Air Quality, Climate Change, and Energy” NRCS-NEDC-000253

Other trainings/opportunities (list below):

Employee

Development Plans




Quarterly Reviews




FAP Camp 2019
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New Direction

= Revise the Conservation District Operations Handbook

= Create an onboarding process and training plan for
District Managers

= Review and amend the Quarterly Review Template
= Develop an onboarding

process and training plan for
District Directors



Operations Handbook

TABLE OF CONTENTS

CHAPTER ONE: INTRODUCTION TO MICHIGAN’S CONSERVATION DISTRICTS
CHAPTER TWO: CONSERVATION DISTRICT PARTNERS

CHAPTER THREE: DISTRICT DIRECTORS’ DUTIES & RESPONSIBILITES

CHAPTER FOUR: CONSERVATION DISTRICT PLANNING AND IMPLEMENTATION
CHAPTER FIVE: REGULAR AND SPECIAL MEETINGS

CHAPTER SIX: ANNUAL MEETING REQUIREMENTS

CHAPTER SEVEN: ANNUAL MEETING REPORT

CHAPTER EIGHT: CONSERVATION DISTRICT ACCOUNTING PROCEDURES
CHAPTER NINE: HIRING AND EMPLOYMENT GUIDELINES

CHAPTER TEN: TRAINING AND BOARD DEVELOPMENT

CHAPTER ELEVEN: PERTINENT LAWS

CHAPTER TWELVE: TAXES AND OTHER FORMS TO FILE

CHAPTER THIRTEEN: REPORTING, RETENTION AND DISPOSAL SCHEDULES
CHAPTER FOURTEEN: CONSERVATION DISTRICT FUNDING

CHAPTER FIFTEEN: CONDUCTING A TREE SALE

CHAPTER SIXTEEN: TECHNOLOGY INFORMATION FOR DISTRICTS

CHAPTER SEVENTEEN: CO-LOCATED AND NON-CO-LOCATED CONSERVATION DISTRICTS



District Manager Orientation




Capacity Building Tool

Legal Requirements
Compliance with Conservation District Law and Other Applicable Laws YorN
GAAS audit conducted at least biannually
Budget passed annually and updated as necessary
Appropriations act passed annually and amended as necessary
Elections held in conjunction with an annual meeting and conducted
according to CD law and MDARD guidance
Accurate board minutes recorded for all proceedings and submitted to
MDARD in a timely manner
Compliance with Freedom of Information Act requirements
Compliance with federal grant addendum requirements
Compliance with PA116 Open Space and Farmland Preservation Act
requirements
Compliance with Qualified Forest Program requirements
Compliance with Uniform Budgeting and Accounting Act requirements
Compliance with Open Meeting Act requirements
Compliance with American's with Disabilities Act
Compliance with Family Medical Leave Act
Compliance with Fair Labor Standard Act
D ]



Capacity Building Tool

District Policies
Recommended Policies

Freedom of Information Act procedures
Personnel

Anti-nepotism

Social Media

Investment

Anti-discrimination and sexual harassment
Purchasing

Credit Card Use

Board Absenteeism

Equal Opportunity Employment
Bonding

Conflict of Interest

Employer Responsibility

Vacation, Leave, and Benefits
Whistleblower

Disciplinary and Grievance procedures
Code of Ethics

Segregation of duties



Capacity Building Tool

place with all employees
and are renewed
annually.

evaluations are
completed each year
using objective,
measurable and realistic

goals

Business Baseline Expectations Effective Practices Attributes for High
Management Performance
District District employs a part- [The board conducts a The District
Manager or full-time manager. performance appraisal of[demonstrates a balanced
the district manager approach to District
annually, using objective, joperations, with clarity
measurable and realistic |of roles and
goals. responsibilities between
the Directors and the
District Manager.
Staff Work agreements are in [Staff performance District staff demonstrate

an understanding of the
interdependence of all
programs in the overall
success of the District.




Capacity Building Tool

Tools, Training, Level of Regional
Resources, Assistance Coordinator
Target date of| needed to accomplish | assistance/ guidance

Goals completion goal requested?
1
2
3
4
5

]




Merging Documents

Recommended List of District Policies:

The following, recommended by MDARD and MACD, is a list of subjects on which
Conservation Districts should adopt policy:

e Structure of the District (chain of command, delegation of activities to district
manager)

e Board Organization (board meeting attendance, authority of board members,
committees of the board, public forum during board meetings, board officers)

e Employment/Personnel, including a policy of nepotism
o Conflict of Interest (Board and Staff)

e District Finances (financial management, budgeting, signing checks, use of
credit card, investment practices, spending authorizations)

e Facilities/Equipment
e Administrative procedures for conduct of board meetings



Interactive Tool

Current Policy

Reviewed

Approved

7 Zé@ﬁm ,07/ %M/f 7%@?‘

E20-2079

2202079

L2 Prsonnel

5. Chredit Cord

Action Plan

Policy Needed

Committee

Due date
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2202079




Quarterly Review Template
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