Date Received: 
Request Number: [image: ]
Training and Development Plan Request Form 
(Management request only) 
**THIS FORM MUST BE SAVED TO YOUR COMPUTER AND OPENED IN ADOBE BEFORE FILLING OUT** 
Department: Library Work Unit: Troutdale 
Supervisor Name: Sarah Oliver Phone: (503) 988-6433
REQUEST FOR: 
	
	Job Class Title 
	Job Code 
	Position Number 
	Start Date of Program

	Reclassification 
(Existing Position)
	Bilingual Spanish Youth Librarian
	7222
	714418
	TBD




A training and development plan must be submitted with a completed position description and organization chart. All documents must have the required signatures and use the current versions.  
Questions regarding completing the training and development plan or positions description can be directed to classcomp@multco.us. Additional resources are:  Personal Rule 5-30-030-Training Programs 
Local 88 Contract 
1. Describe the business needs for this training program. 
We are moving forward with culturally specific trainee positions for Youth and Teen librarian positions due to the inability to recruit and fill these positions with candidates who possess the MLIS degree.  A trainee position allows for the development of career opportunities to MLIS students who have the culturally specific qualifications for a Youth or Teen librarian position and are currently enrolled in a ALA accredited degree program.  This approach expands opportunities for more candidates and provides the opportunity for learning and growth of a candidate in a degreed program.   Position descriptions reflecting responsibilities conducting Youth or Teen librarian trainee work have been created.  These trainee position descriptions contribute to learning and growth and distinguish between librarian level work and trainee level work, along with the rate of pay.  A comprehensive trainee plan provides both the trainee and manager a clear path (with identified support measures) for completing the trainee program with successful completion resulting in the trainee being promoted into a culturally specific Youth or Teen librarian position.  
2. Please select one of the following reasons for the request. 
 Current position in the selected classification or specialty within the classification is difficult to fill based on current recruitments or projected response rates to  recruitments (provide documentation to support this reason). 
 Creation of developmental position for internal career opportunities.  
 Aid in succession planning within the selected classification or specialty within the classification.  
3. Length of Program: _______24 months________ 
If length of the program will exceed the twenty-four month time limit, attach supporting documentation showing the requirements that must be completed. Note: Exceptions will need approval from the Chief HR Officer and/or consent of the Union before the training program can be finalized. 
All signatures indicate that the request was reviewed and the facts presented above are accurate and complete. We no longer use actual signatures so please insert names followed  by /s/. Use “N/A” when a signature is not necessary or required. 
Supervisor Signature Date Department HR Manager Signature (Required) Date   Johnette Easter /s/ 10/27/2021
Department Director Signature (if required by the department) Date Page 1 of 2 Last Updated: January 2017 [image: ]
General Comments (if any):  
HR Partners: Check the following before submitting to Central Class/Comp. 
All information has been reviewed, is accurate, and complete. 
Position description for the trainee position is complete, accurate, and includes all signatures. Final position description for the budgeted position is complete, accurate, and includes all signatures. Training and Development Plan is complete, accurate, and includes all signatures. 
Draft of evaluation form that will be used during trainee program is complete and accurate.  Updated org chart(s) included.  
Request form is complete and includes all signatures. 
Requests with missing or incomplete information may result in processing delays and/or denial.  
Send completed packet electronically to classcomp@multco.us 
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