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PURPOSE:   The division will provide a policy to improve employees’ professional competence.  Employees 
should feel free to request training opportunities and justify training requests by showing the relationship to 
their job and benefits to the agency.  Employees must take training required by the division.  Employees 
must show satisfactory completion of approved training.  This policy has been established in accordance 
with the departmental policy and lists instructions for requesting training and recording training records. 
 
ORGANIZATION:   The division will ensure that all employees are aware of employee training opportunities 
and procedures for enrollment and recording for completed courses. 

PRIOR POLICY:   This policy supersedes the prior policy dated 3/18/05.  
PROCEDURES: 
 
I. Training must be within region’s/park’s budget. 
 
II. State Parks will provide a systematic and fair training program.  This includes opportunities for 

training required by the division, beneficial to the division, needed by the employee to meet 
performance standards and to update skills and knowledge. 

 
III. State parks will have an annual training program that suggests or requires training for each 

employee as appropriate.  The ADM-11a, Training and Development, is used to track requests with 
approval by the supervisor (Attachment D). 

 
IV. The division will keep statistical records of training activities:  
 

A. Summaries of agency training programs, and  
B. Copy of certificates and other records within each employee’s training file. 

 
V. The division will have a system for evaluating the effectiveness of training activities. 
 
VI. The division will provide a form with which an employee may request training; ADM11-b, Request 

for Training, shown in Attachment A.  The employee must show whether the training would be 
relevant to their job in any of the following ways: 

 
A. Required by the division, region and/or park. 
B. Beneficial to the division. 
C. Needed by employee to meet performance standards. 
D. Needed by employee to update job related skills and knowledge. 
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VII. Time: 

 
A. When training is required by the agency, release time must be given to the employee, i.e. 

the time spent in training is considered to be time on the job.  If overtime is required, the 
agency is responsible for that overtime, either through payment for overtime hours or 
through compensatory time arrangements. 

 
B. When training is requested by an employee, the agency administrator will evaluate the 

request for time to attend the training, based on the appropriateness of the training to the 
job and the benefits to the agency.  Approval to attend such training must not be 
unreasonably withheld, and reasons for denial must be provided to the employee in writing.  
Timing/scheduling must be approved by the employee’s supervisor.  The administrator 
may: 

 
1. Grant release time (but not overtime). 
2. Require the employee to take approved leave time. 
3. Deny the request. 

 
C. The administrator may allow an employee to use approved leave time or to work flexible 

hours to accommodate education where the relationship to that employee’s job and 
benefits to the agency are indirect or unlikely. 

 
VIII. Payment of training costs: 

 
A. When training is required by the employee, training costs must be paid by the division. 
 
B. When training is suggested by the division, training costs will be paid by the division when 

possible.  An employee cannot be required to spend personal funds for such training, 
although he/she may do so if they wish. 

 
C. When training is requested by an employee, the administrator will evaluate whether to pay 

for the training costs based on the appropriateness of the training to the job, the benefits to 
the division and the division’s budget.  The administrator may: 

 
1. Agree to pay all or some of the expenses of a course or workshop directly.  If costs 

are pre-paid, the employee must sign an agreement to repay the money if he/she 
fails to successfully complete the training.  [State Personnel Regulations 284.490 
defines successful completion as: (a) grade of c or better; (b) passing a pass or fail 
course; (c) receipt of certificate of completion; or (d) other evidence of completion 
as predetermined by the appointing authority.] 

2. Agree to reimburse the employee for some or all of the expenses. 
3. Deny payment of costs. 

 
IX. Nevada Employee’s Action and Timekeeping System (NEATS) Training Courses are any training 

courses that require registration through the NEATS system by a training administrator. 
 

A. Responsibility of training administrators 
 

1. There is one training administrator for each region and division office.  The 
division’s training administrator is a backup and trainer for the region’s training 
administrators.  Each training administrator can provide information for employees 
on NEATS courses available and their dates and times. 
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2. Once a Request for Training (ADM-11b) is approved, the training administrator will 

enroll the student and the employee will receive a confirmation via email.  Any 
change to the date or time of the class will be reported via email to the training 
administrator and the employee. 

3. The training administrator will enter the confidential Class Evaluation form after an 
employee has completed a course (Attachment B).  Without this evaluation, the 
course will not read complete on the employee’s transcript. 

4. An employee may request a copy of their transcript at any time, although once a 
year each employee’s transcript is printed out and filed in his/her training file by the 
division’s training administrator. 

 
B. Responsibility of employee 

 
1. Must fill out a Request for Training (ADM-11b) form to be approved by their 

supervisor, before submitting it to their training administrator for registration. 
2. Must fill out a Class Evaluation form after completing a course and submit it to their 

training administrator in order to receive credit for the course. 
 

IX. Non-NEATS Training Courses 
This section is regarding any training taken that is not registered through the NEATS system. 

 
A. Responsibility of employee 

 
1. A Request for Training (ADM-11b) form must be submitted to the employee’s 

supervisor.  Once approved the employee may register for the training through the 
method requested by the agency or company. 

2. After completion of the course, the employee must submit either a copy of their 
certification of completion, which must have the following information on it:  date, 
hours, name of agency or company, and name of instructor or the employee may 
fill out a Training Course Record form (ADM-11c) (See Attachment C), which must 
be signed by either the instructor or their supervisor. 

 
B. Responsibility of division’s training administrator 

 
1. The division’s training administrator will enter all non-NEATS training records for 

each employee into a database and print out an annual report that will go to the 
employee for verification and a final report will go into their training file. 

 
RULES: 
Special Training Requirements: 
 
I. Supervisory & Managerial Employees:  See State of Nevada Training Overview, Attachment E 

 
II. Sexual Harassment Prevention and (Revisited):  See State of Nevada Training Overview, 

Attachment E 
 
III. Defensive Driving and Refresher:  See State of Nevada Training Overview, Attachment E 
 

IV. Records or Payroll Form Preparing (NAC 284.504):  Employees who prepare work involving the 
preparation of forms for the records or payroll sections of the state department of personnel must 
receive training and certification in the preparation of these forms within six months of employee’s 
appointment with continued certification requiring biennial attendance at a state personnel class.   
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I. Fiscal Employees:  Fiscal employees are required to complete the following mandatory classes as 

approved by the regional managers in October 3-5, 2000 meeting minutes: 
 

FMTC – Internal Controls (within 6 months) Controllers – State Accounting System (upon hire) 
AG – State Contracting (within 6 months) State Purchasing Procedures (within 6 months) 
AG – DEBT Management (within 6 months) Records & Files Management (within 6 months) 

 
II. Law Enforcement Officers:  Law enforcement training is required by all commissioned rangers, see 

L.E. Policy 72-13, Public Safety Training.  
 

III. Safety Committee Representatives: Safety committee members are required to take courses listed 
in Section II. F of the Workplace Health and Safety Program Manual. 

 
 
 
 
 

Original signed by: 
SIGNED 

_________________________________________________ 
David K. Morrow, Administrator 

 

 
                                 3/8/05 
_______________________________________ 

Date                       

 
 

Original signed by: 
                                       SIGNED 
_________________________________________________ 

Leo Drozdoff, Director 
 

 
                                  3/21/05 
_______________________________________ 

Effective Date                         

 
      
       Copy to Regions:      
        
       Review Date:     
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