20
22

LEARNING AND
DEVELOPMENT GUIDE

CONTENTS
General Information
How to Register
Employee Leadership
Program
Effective Supervisory
Training
Course Descriptions

Page 1

GENERAL
INFORMATION
The Learning and Development Guide is your
resource for information regarding courses
provided by Human Resources, department
representatives, and third party vendors to
employees of the City of Chesapeake. The
City is committed to supporting a
continuous learning environment, and the
courses offered are designed to assist you in
enhancing your skills, both personally and
professionally during your tenure.
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HOW TO REGISTER
View available courses on the HR - Training Calendar in
Outlook.
Complete the Training Request Form and submit it to the
supervisor for approval.
Upon supervisor approval, submit Training Request Form to
Departmental Training Coordinator.
One week prior to class, you will receive confrmation and a
calendar invite with course location and instructions.

CLASS ATTENDANCE
Employees should notify
their Departmental
Training Coordinator as
soon as possible when
they are unable to
attend class.
If an employee is 30
minutes late to a class,
they will not be allowed
to attend and will need
to contact their
Departmental Training
Coordinator to
reschedule.
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EMPLOYEE
LEADERSHIP
PROGRAM (ELP)_
Program Guidelines

Courses may be taken in any order.
Open to all employees, especially for those who are looking
to gain the skills and knowledge to one day become
supervisors.
Must enroll in the program by providing a completed Intent
Form to your Departmental Training Coordinator who will
track course completion.
Required Courses

Elective Courses

You must take two elective courses

Conflict Management

Managing Challenging
Attitudes

Customer Service
Excellence

Myers-Briggs Type
Indicator

Ethics in Action

Professional Writing

Learning to Lead

Public Speaking Skills

Managing Diversity

Recruitment, Interviewing,
Selection, & Onboarding

Mental Health First AId
Real Colors
The Art of
Communication
Workplace Violence
Prevention

Time
Management/Prioritization
Understanding Adverse
Childhood Experiences
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EFFECTIVE
SUPERVISORY
TRAINING
A two part three day workshop for
supervisors only.
Enrollment is required within the
first three months of assuming
supervisory responsibilities.

PART 1*
FOCUSES ON POLICIES AND PROCEDURES
THAT ALL CITY SUPERVISORS NEED TO BE
FAMILIAR WITH.
**AS A REFRESHER THIS PART OF THE
TRAINING MUST BE COMPLETED EVERY TWO
YEARS

PART 2
FOCUSES ON DIFFERENT DEPARTMENTS
AROUND THE CITY AND HOW THEY PLAY
INTO YOUR ROLE AS A SUPERVISOR.
**ALL SESSIONS MUST BE COMPLETED IN
ORDER TO RECEIVE CERTIFICATE
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COURSE
DESCRIPTIONS
Current list of coureses available to
all City of Chesapeake employees.
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CONFLICT MANAGEMENT
There are many dysfunctional ways of dealing with
conflict, but why not learn more productive ways to
address conflict that will lead to more enjoyable work
and personal relationships? This class will help you
to identify some critical steps to deal with conflict
personally. In addition, employees who supervise or
manage others can learn some productive steps to
help team members work through conflicts by
setting expectations or "ground rules" when working
through differences.

Course Duration:
4 hours

CUSTOMER SERVICE EXCELLENCE

Course Duration:
2.5 hours

No matter where you work within the City of
Chesapeake, we all have customers. Whether these
customers are members of the public, employees in
another department, or co-workers, they all deserve
the same respectful and courteous service. This
course will dive into the City's Customer CARES
Standards.

ETHICS IN ACTION
Ethics are the moral principles that govern our
behavior and guide us through making decisions,
both great and small. In this course, we will discuss
how culture, family value, and environment influence
our code of ethics. Through group discussion and
exercises, we will practice making ethical decisions
that are based on appropriate job-related scenarios.
It is important to recognize that in this session,
opinions and values will differ and that confidentiality
and respect are paramount.

Course Duration:
2.5 hours
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LEARNING TO LEAD
Transitioning into a position of leadership requires a
unique set of skills. In this workshop, participants
will discuss four key skills necessary to become a
successful supervisor, as well as five competencies
that will prepare them to be effective coaches.
Group exercises and an individual self-assessment
will give participants the opportunity to expand their
understanding of these skills in an open and risk-free
environment.

Course Duration:
6 hours

Managing Challenging Attitudes

Course Duration:
4 hours

Negative attitudes can have a tremendous and toxic impact
in the workplace. It is crucial to work with these employees
to find the root cause of their attitude, and then develop
specific action plans that can be implemented to promote
change (and reverse the impact on the organization).
Coaching staff members can be an effective method for
addressing challenging attitudes. Being able to recognize
behaviors, and understand different personality types and
communication styles goes a long way towards creating a
more positive workplace.

MANAGING DIVERSITY
Supervisors play a crucial role in creating work teams
and environments that support diversity, inclusion,
and equity. In this course, we will explore diversity
categories such as race, sex, gender, sexual
orientation/identity, age, and generations, and
discuss why it is important for supervisors to model
and promote include behaviors, fairness, and equity.

Course Duration:
3 hours
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MENTAL HEALTH FIRST AID
This is a public education program that introduces
participants to risk factors and warning signs of
mental illnesses and substance use disorders. This
course teaches through demonstration how to offer
initial help in a mental health crisis and connect
persons to the appropriate professional, peer, and
self-help care.

Course Duration:
8 hours

MYERS-BRIGGS TYPE INDICATOR

Course Duration:
3 hours

The Myers-Briggs Type Indicator is a personality inventory
that was developed by Katherine Briggs and Isabel Myers
and is based on the theories of Dr. Carl Jung. MBTI explains
how our behavior is due to inborn differences in the way we
use our perception and judgment and how we are naturally
inclined to deal with the world in a very specific way. The
skills gained in this course will help you recognize why
people think and act differently and how to not only deal
with those personality differences but to use your
understanding of the differences to communicate and work
with others more effectively.

PUBLIC SPEAKING SKILLS
This course gives insight into knowing your audience
and instructs participants on how to tailor their
messages so that the recipients get what they need
from what is being presented. The session will
provide opportunities for each participant to plan,
craft, and deliver a focused presentation using a
variety of good practice techniques. The art of
storytelling is featured prominently.

Course Duration:
4 hours
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PROFESSIONAL WRITING
The focus of this course will primarily be on
documents you use for internal communication,
such as memos, summary reports,
performance/disciplinary actions, and emails. This
hands-on course provides an overview of the
professional writing process, a logical plan that can
make your writing more effective. For some, it may
be a reminder of what you know and for others, it
may be an opportunity to discover some strategies
to make your writing tasks at work easier.

Course Duration:
8 hours

Real Colors®

Course Duration:
3.5 hours

Real Colors® is a dynamic workshop experience
using a personality type test. The goal is to provide
participants with the skills to:
Understand human behavior
Uncover motivators specific to each
temperament
Improve communication with others

RECRUITMENT, INTERVIEWING,
SELECTION & ONBOARDING
During this course, we will review the basics of the
City's recruitment and selection process, including
information on how to create a job requisition and
how to select an effective interview panel. We will
also discuss the proper interview format and review
the conditional offer and background processes.
Finally, we will review the benefits of proper
onboarding.

Course Duration:
4 hours
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THE ART OF COMMUNICATION
In this course, we will discuss the seven ways in
which successful communication can break down.
Through roleplay and group exercises, we will
discover how perception is formed and how it can
alter reality; how choosing the appropriate
communication method can be critical to how the
information is received; and, how failing to share
information causes frustration and an atmosphere
of distrust.

Course Duration:
2.5 hours

TIME MANAGEMENT/PRIORITIZATION

Course Duration:
4 hours

This course emphasizes the allocation of time and
effort to the most important tasks and project work.
Evaluating their tasks using tools such as the
Urgence/Importance matrix, SMART goals, alignment
to department objectives, and many others,
participants will be encouraged to ask themselves
"what is the most important use of my time right
now?"

UNDERSTANDING ADVERSE
CHILDHOOD EXPERIENCES
In this course conducted by staff from Chesapeake
Integrated Behavioral Healthcare, we will explore
how brain development is experience-dependent
and sequential, the ACE study, and how to prevent
adverse childhood experiences and promote
resilience.

Course Duration:
2 hours
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WORKPLACE VIOLENCE PREVENTION
The City of Chesapeake is committed to providing a
safe environment for all City employees and citizens
conducting business on City property.
Unfortunately, incidents of aggression, anger, verbal,
and physical attacks in the workplace are increasing
at alarming rates. This course explores ways to
identify the causes of violent behavior and discusses
what action can be taken to defuse a potential
problem.

Course Duration:
3 hours

If you have any questions, please contact
the Learning & Development Team at
hrtraining@cityofchesapeake.net
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