Welcome Aboard!
NEW … 

Agency Training Contact Person (ATCP)
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We think you’ll find the functions and responsibilities of being an ATCP rewarding!  You’ll be helping your agency personnel enhance their skills and knowledge, and helping your agency meet its goals.

The State Personnel Department as a whole is here to assist you and, in particular, the Training Division is ready and willing to help make your job as ATCP easier.

Introduction to the State Personnel Department’s Training Division
Who Are We?

Lisa Tabor, Training Director

phone: 234-3111, email: ltabor@spd.in.gov
Kathy Hicks, Training Consultant

phone: 232-3167,  email: kahicks@spd.in.gov
John Schaefer, Training Consultant
phone: 233-4722, email: jschaefer@spd.in.gov
Carol Radke, Training Consultant
Phone:  234-4708, email: cradke@spd.in.gov 

Barb Knott, Training Coordinator

phone: 233-3282, email: bknott@spd.in.gov
Where Are We?

State Personnel Department, Indiana Government Center South, W161, 402 W. Washington Street, Indianapolis, IN 46204.  Please feel free contact us for questions as you familiarize yourself with the training arena and, in some cases, perhaps even to state government.

Find Us On the Web!

Information about classes can be found on our website:  http://www.in.gov/jobs/training

We Depend On the ATCPs Help!
Important functions and responsibilities

Duties may vary based on agency organization

· Ensure agency personnel are aware of training opportunities.

· Register agency personnel for classes.

· Ensure agency personnel are aware of changes in training curriculum, cancellation of classes, etc.

· Ensure arrangements are made for interpreters services when needed.*(see details below)

· Ensure arrangements are made for special needs for employees as required.*(see details below)

· Ensure agency personnel receives required training in a timely manner:
Schedule for Training Calendars
The State Personnel Department publishes calendars each quarter:
January-March calendars

published December 1st
April-June calendars


published March 1st
July-September calendars

published June 1st
October-December calendars
published September 1st

Registrations

Registrations open for the new quarter on each of the publish dates above, i.e., December 1st, March 1st, June 1st and September 1st  

(Registration Procedures are outlined in detail below)

Required Training for State Employees

ETHICS:  Ethics training is required by law for new hires within 6 weeks of their hire date.  Ethics training is also required by law for each employee every two (2) years thereafter.  Ethics training is being offered online and is being rolled out to agencies on a timetable set by the Ethics Commission, Inspector General’s Office.  For questions, you may visit the Ethics Commission website: http://www.in.gov/ig/training.html or call Cyndi Carrasco, Ethics Director, at 232-3850.

SEXUAL HARASSMENT PREVENTION: The Sexual Harassment Prevention policy requires training for all employees on an annual basis.  The Workplace Harassment Prevention policy will be distributed to employees during the Sexual Harassment Prevention training.  These classes are offered on our quarterly training calendars.  Some agencies have developed their own agency-specific classes as well.  Refresher courses are no offered as online training.
Special Accommodation Information
How does an ATCP ensure employees with disabilities have access to training or other functions?

The employee with a disability has the responsibility to request reasonable accommodations for each training or function they express an interest in attending.  The ATCP has the responsibility to communicate requested services to the designated person responsible for making such arrangements.  The sponsor of the training or function has the responsibility of making appropriate arrangements.   

For programs offered by State Personnel contact:

Lavenia Haskett 

Program Director
Employee Relations Division 

Indiana State Personnel Department 

Phone: 317-232-4555 V/TTY 

Fax: 317-232-3089

email: lhaskett@spd.in.gov
Common reasonable accommodation requests:
- ASL Interpreter

- Special dietary needs if food is being served

- Accessible Parking

- Easy access into and out of the facility

- Accessible restrooms

- Easy access to snack or refreshment area

- Printed documents in large print, Braille or electronically

- Larger seating area for wheelchair users or individuals with service animals.  

Special Recertification Opportunities
The State Personnel Department is proud to be an HRCI Approved Provider.  The Human Resource Certification Institute (HRCI) granted the State Personnel Department HRCI Approved Provider status.  This status qualifies our agency to assign recertification credit hours for qualifying State Personnel Department classes toward PHR and SPHR recertification through the Human Resource Certification Institute.  

The designations of Professional in Human Resources (PHR) and Senior Professional in Human Resources (SPHR) are important certifications attained by Human Resources professionals.  The certifications of PHR and SPHR must be maintained through required recertification training hours.

To view the State Personnel Department classes assigned HRCI credits, please refer to the Training Home Page:

http://www.in.gov/jobs/training/ 

click on:

Human Resource Certification Institute (HRCI) Credits
Special Training Opportunities
The State Personnel Department Training Division is committed to providing training that will enrich the quality of work and productivity for our employees.

The Training Division is driven by the responsibility to provide PeopleSoft, leadership and management training services for Executive Branch employees.

We welcome the opportunity to partner with our state agencies to provide excellence in customer service and training opportunities.

If your agency is in need of training consultation or specialized training courses, please contact Barb Knott (phone: 317 233-3282; email: bknott@spd.in.gov) to set up an initial consultation meeting.  We are always open to assisting you in your agency training needs.

Training Communications

Tips and administrative details on communication between the State Personnel Department Training Division and Agency Training Contact Persons (ATCPs):
· The State Personnel Department Training Division maintains a group email for ATCP’s.
· Notices regarding training, i.e., newly established training, or cancellation of training sessions, are emailed to all ATCP’s.
· While the Training Division attempts to maintain the ATCP list with current information, we are not always aware when your information changes.  Please update Barb Knott with changes in your address/phone number/fax number/email via fax (317 232-1197) or email: bknott@spd.in.gov 
· How do employees find a contact name for training questions?
· Each agency notifies staff regarding the Agency Training Contact Person (ATCP).

· The State Personnel Department Training Division maintains a listing of ATCP’s on our website, the Training Home Page.

· http://www.in.gov/jobs/training/
   
      Note: Click on Agency Training Contact Person
· Please update Barb Knott with changes in your address/phone number/fax number/email via fax (317 232-3089) or email: bknott@spd.in.gov 
· Please update us if the Agency Training Contact Person (ATCP) designation in your agency changes.
REGISTRATION PROCEDURES
1) Procedural guidelines using paper registration forms (for ATCP’s prior to being trained and having access to the PeopleSoft Enterprise Learning System)

The information below will explain to you how to get your agency personnel registered for training sessions):
· A training registration form must be completed and faxed to the attention of Barb Knott at 232-3089.
· The registration form can be found and printed from: http://www.in.gov/jobs/training/
   Note: Click on Registration Form
· The training registration form will need a supervisor’s approval signature and the signature of the ATCP.

Note: Sending a registration form does not necessarily ensure the person may attend the requested training.  If we are unable to accommodate the request, i.e., if class is full, you will be notified. 
· Once the person is registered, a confirmation email is sent directly to the person if possible.

· If a confirmation cannot be sent directly to the participant, it is routed to the ATCP of that agency for dissemination. 
2) Procedural guidelines using Enterprise Learning (for ATCP’s who have access to the training module of PeopleSoft)
· Add a row to register employees.  Important Note: You must click on the plus sign and add a row or you will override the name of someone who is already registered.  This can cause major problems so it’s important to always add a row by clicking on the plus button. 

· Register employees by adding the row and by then choosing “enrolled” for Enrollment/Attendance.   
· Note: Choosing “attending” will not enroll the person in the session.  This could cause problems with an employee believing they are registered for the class when they are not.  Please be sure to choose “enrolled” when registering employees into training sessions.

· To disenroll a registered employee: go into the session and change “enrolled” to “dropped” under Enrollment/Attendance.

· Please do not use “cancelled” for State Personnel Department classes.
· Please do not “minus out” the row.

· It is important to leave the person in the training session but marked as “dropped” from the training session.
The PeopleSoft System

The PeopleSoft system is used extensively for the State Personnel Department’s Training Program.  Enterprise Learning is the training module of the PeopleSoft system.  The system will allow you to:

· Register students for the State Personnel Department’s training sessions.

· Input agency training sessions and courses, and print sign-in sheets.

· Maintain employees’ training records.  Note: An employee’s training record is now attached to an application via the e-recruit application process.
PeopleSoft Training
For training on Enterprise Learning, or other modules of the PeopleSoft system, you may access the PeopleSoft HR training calendar on-line through the State Personnel Department Training Home Page:  http://www.in.gov/jobs/training/
Note: Click on PeopleSoft HR Training Program.

We would urge you to attend a session on Enterprise Learning as quickly as possible so you will have access to register your agency’s employees directly into our training sessions via the PeopleSoft system.

· It’s an advantage for you in that you do not need to fill out and send registration forms to the State Personnel Department for processing.

· It’s an advantage for your agency personnel in that they are more assured of getting into the training sessions that interest them, i.e.:  

· For some popular classes, time is of the essence for registering, and it is a quicker process when ATCP’s input registrations directly into the PeopleSoft system.

Utilizing Enterprise Learning

for Your Agency Classes

The Enterprise Learning module of PeopleSoft can help your agency maintain its own classes and training records.

Inputting classes for your agency:

Course codes are established by the State Personnel Department Training Division.  Once established, agencies may input sessions into the PeopleSoft system.  
· It is important to always indicate vendor ID (Business Unit) when establishing training sessions into the PeopleSoft system.
· The vendor ID is your agency code.
· By inputting the vendor ID into PeopleSoft sessions, it indicates “ownership” of the session.

Canceling classes established for your agency:

If your agency has a class established that is canceled, it is important to show it as canceled in the PeopleSoft system.

· Go into Define Course/Cost Details. Pull up the course/session number that was canceled.  Change *Session Status from “active” to “canceled” and save the change.

 Closing classes established for your agency:

It is important to close classes on a regular basis:
· Employee training records are updated when classes are closed.
· To close a course session, first review the class sign in sheet to see who attended and who should be coded into PeopleSoft as a “no show” or having “dropped.”
· Generally if you are notified a person cannot attend, the person is marked as “dropped” in PeopleSoft.
· If notice is not received that the participant is canceling and does not attend the session, the person is marked as “no show.”
· Next go into the session and change the status for individuals as necessary from “enrolled” to “dropped” or “no show.”
· Input any individuals into the session that may have attended but were not pre-registered.  Mark status as “enrolled.”
· Leave the status as “enrolled” for all participants that attended the session.
· If an employee shows as “enrolled” the status for that employee will change automatically to “completed” when the class is closed and will become part of their training record.
· Go into Define Course/Cost Details. Pull up the course/session number to be closed.  Change *Session Status from “active” to “complete” and save the change. (Enterprise Learning, Define Course/Cost Details, Course Sessions.)

NOTE:  It is important to utilize PeopleSoft to maintain all training records so that employees will have a central file of all training they have taken as a state employee.  
Should you have additional questions and/or comments, please feel free to contact me (information below).

I welcome any comments and suggestions you may have.

I do sincerely….

Thank you……!!
Thank you so much for your willingness to serve as Agency Training Contact Person (ATCP) for your agency.  Your assistance is very much appreciated!!

For procedural and administrative questions, please contact:

Barb Knott
Training Coordinator

State Personnel Department

Room W161, 402 W Washington St

Indianapolis IN 46204

phone: (317) 233-3282

fax: (317) 232-3089
email: bknott@spd.in.gov
