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TRAINING PLAN
Training Plan Purpose: 
Identify targeted learning outcomes designed to actively engage agency interns through purposeful, experiential activities; hands-on work assignments; participation on project teams; attendance at pertinent training sessions, meetings, and educational events; exposure to internal and external networks across the agency; and structured mentoring conversations highlighting  both agency mission/values and commonwealth culture.
	Name of Intern:
	John Smith

	Agency:
	Office of Administration

	Bureau:
	Bureau of Workforce Planning, Development & EEO

	Division:
	Human Resource Development Division

	Intern Supervisor:
	Susan Doe

	Agency Resource Support Person:
	Joe Jones

	Telephone:
	(xxx) xxx - xxxx

	E-mail:
	josmit@pa.gov

	Expected Duration of Internship:
	
3 months

	Proposed Start Date:
	May 15, 2016

	Proposed End Date:
	August 15, 2016



	LEARNING OUTCOMES FOR THIS PUBLIC SERVICE INTERN:

	1. Gain an understanding of how to perform the essential duties associated with the commonwealth’s body of work pertaining to position classification and placement.

	2. Gain an understanding of how to perform the essential duties associated with the commonwealth’s body of work pertaining to labor relations. 

	3. Draft written correspondence using appropriate terminology for each body of work.

	4. List the names of the bargaining units conducting business within the commonwealth.

	5. Converse with agency employees tactfully and professionally up, down, and across the organizational hierarchy.

	6. Deliver concise oral presentations.

	{Insert additional learning outcomes if applicable.}





Commonwealth Public Service Intern
	JOB TASKS/ASSIGNMENTS FOR THIS PUBLIC SERVICE INTERN:

	1. Participate in conducting a desk audit.

	2. Draft preliminary technical evaluations for assigned job series. 

	3. Interview internal division chiefs on how to attract, actively recruit, and retain new talent for service in the public sector. 

	4. Investigate grievances and gather information for review and evaluation. 

	5. Respond to contract interpretation questions.  

	6. Determine disciplinary charge and prepare corresponding disciplinary letters.



	PROJECTED TRAINING/DEVELOPMENTAL OPPORTUNITIES FOR THIS PUBLIC SERVICE INTERN:

	1. Attend OA-sponsored Classification and Classification Grievance training sessions.

	2. Enroll in OA-sponsored Keystone Academy for Learning course offerings if applicable.

	3.   Attend agency-specific targeted training sessions for just-in-time skill development. 

	4.   Partner with a variety of assigned agency mentors/subject matter experts to capture tacit knowledge. 

	5.   Attend Labor Relations and other pertinent training sessions as available.

	6.   Engage in public speaking opportunities by providing updates at staff meetings; demonstrating the use of a new or existing technology; facilitating brainstorming sessions; delivering oral summaries of meeting outcomes; etc. 

	7.   Participate in the agency’s New Employee Orientation Program .



	AGENCY EXPOSURE/NETWORKING OPPORTUNITIES:

	1. Attend/shadow an arbitration hearing; contract negotiation session; fact-finding session; classification grievance procedure; desk  audit; Hay Evaluation;  etc.

	2. Meet agency, board, or commission head and other members of the internal executive team, schedules permitting, to discuss the agency’s mission, vision, goals, and specific services provided to commonwealth citizens.

	3. Interact with cross-functional teams/work units to gain exposure and a big-picture perspective on how functions are interrelated. 

	4. Observe internal policy and decision-making meetings as deemed appropriate.

	5. Attend off-site meetings to interact with field staff located outside of the immediate vicinity of Harrisburg. 








Commonwealth Public Service Intern
	PERFORMANCE EXPECTATIONS FOR THIS PUBLIC SERVICE INTERN:

	Job Knowledge and Skills: Measures employee’s demonstrated job relevant knowledge and essential skills, such as work practices, policies, procedures, resources, laws, customer service, and technical information, as well as the relationship of work to the organization’s mission.  Also measured are the employee’s self-improvement efforts to enhance skills and knowledge and to stay current with changes impacting the job. 
 
· Demonstrates a relevant and appropriate knowledge-level of work practices, policies, procedures and relationship of work to agency’s mission statement.
· Incorporates the use of good customer service skills when working with the public, with other agency personnel and with co-workers.
· Shares information and knowledge to assist others in accomplishing work assignments.


	Work Results: Measures employee’s results in meeting established objectives/expectations/standards of quality, quantity, customer service, and timeliness both individually and in a team.

· Work activities are completed within assigned time schedules.
· Objectives are generally met within assigned time frame with minimal revisions and acceptable quality of end product.  Exceptions are discussed with the supervisor prior to due date.
· Provides accurate and timely information/advice in a manner that meets the customer needs.


	Communications: Measures employee’s performance in exchanging information with others in an effective, timely, clear, concise, logical, and organized manner.  Communications include listening, speaking, writing, presenting, and sharing of information.  Consideration is given to client/data complexity/sensitivity.
  
· Demonstrates professional and courteous communication skills during interaction with individuals when communicating in person, by telephone and by email.
· Provides regular feedback to supervisor regarding assignments, accomplishments, problems encountered, inability to meet established guidelines, and assistance required.
· Ensure written and verbal communications are well conceived, logically sequenced, grammatically correct, and convey a philosophy of customer service to promote maximum acceptance and understanding by the receiver.


	Initiative and Problem Solving: Measures the extent to which the employee is self-directed, resourceful, and creative in performing job duties individually or in a team.  Also measures employee’s performance in identifying and resolving problems; following through on assignments; and initiating or modifying ideas, methods, or procedures to provide improved customer service, redesign business processes, and accomplish duties.
· Performs job duties in a self-directed, resourceful and creative manner either individually or in a team.
· Recognizes and takes the initiative to identify and resolve problems.
· Initiates or modifies ideas, methods or procedures to improve customer service (when applicable), redesign business practices (when applicable) and/or to accomplish duties within the given scope of authority.

	Interpersonal Relations and Equal Employment Opportunity: Measures employee’s development and maintenance of positive and constructive internal/external relationships.  Consideration should be given to the employee’s demonstrated willingness to function as a team player, give and receive constructive criticism, accept supervision, resolve conflicts, recognize needs and sensitivities of others, and treat others in a fair and equitable manner.  Supervisors and team leaders also are to be assessed on their demonstrated commitment to Equal Employment Opportunity, diversity and proactive actions to prevent/address all forms of discrimination.

· Recognizes needs and sensitivities of others and treats other in a fair and equitable manner.
· Demonstrates a willingness to function as a team player.
· Accepts performance feedback constructively.


	Work Habits: Measures employee’s performance relative to efficient methods of operation, customer service, proper conduct, speech ethical behavior, and Commonwealth/agency/work unit policies and procedures, such as attendance, punctuality, safety, security, proper care and maintenance of assigned equipment, and economical use of office supplies.

· Effectively manages workload to ensure completion of work.
· Exhibits proper conduct, speech and ethical behavior.
· Adheres to the established work hours for arrival and departure from work and the lunch and break periods.  This also includes appointments, meetings, interviews, and other time-sensitive activities during the workday.








I have read, understand, and agree to the terms of the training plan for this internship.

Intern name (print): __________________________________
Intern signature (print): _______________________________
Business Area (print): _________________________________
Date: ______________________________________________
Intern Supervisor name (print): _________________________
Intern Supervisor signature: ____________________________
Date: _______________________________________________

Commonwealth Public Service Intern
	PROGRESS UPDATES
	DATE
	COMMENTS:

	Week 1
	5/1/16
	Provided intern agency orientation, introduced staff, reviewed performance expectations, discussed first assignments and associated deadlines.

	Week 2
	5/8/16
	Conducted formal check-in and Q&A session.

	Week 3
	5/15/16
	Monitored ongoing progress. Progressing nicely- prefers to work independently. Excellent analytical skills.

	Week 4
	5/22/16
	Additional comments

	Week 5
	5/29/16
	Additional comments

	Week 6
	6/5/16
	Additional comments

	Week 7
	6/12/16
	Additional comments

	Week 8
	6/12/16
	Additional comments
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