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1.INTRODUCTION

The electronic training management system (e-TMS) is a web-based application for managing training and
development (T&D) activities. e-TMS:
e Supports better availability of T&D information and enables administering the training-related activ-
ities via a single web application;
e Automates administrating of various T&D activities, which in turn simplifies managing of training in
civil service and increases overall efficiency.

In other words, the goal of e-TMS is to provide Georgian state and local government agencies with tools of
managing T&D processes to be more effective and efficient, i.e. to save time and costs related to adminis-
trative tasks.

T&D of civil servants supports various public administration reform initiatives. In line with that, the second-
ary goal on e-TMS is to offer support in reorganizing of processes in civil service development and uphold
administrative reforms in general.

Core activities of the T&D cycle, from mapping training needs to reporting of results, should be managed
electronically. Since T&D is an integral part of a larger civil service human resources management system,
the e-TMS ought to be integrated with the electronic human resources management system (e-HRMS). To be
more specific, the e-TMS should be a part of e-HRMS. The combined system of e-HRMS and e-TMS enables
data gathering and analysis in unified e-environment.

NB! In this concept paper, a shorter reference to e-TMS denotes the combination of e-HRMS and e-TMS,
which covers the activities of a whole training cycle. Only where the difference between e-TMS and e-HRMS
needs to be pointed out, a specific reference is made to e-HRMS as a separate system.

The description of e-TMS's functionality is based on desk research, the information-gathering mission to
Thilisi on 22-23 March 2018 and seminar in Tallinn on May 28-29, 2018. Additionally, the paper considers
remarks made by the Civil Service Bureau (CSB) and other stakeholders in August and September 2018. The
final paper is the fourth version of the document.

The concept paper itself serves as a basis for more comprehensive agreements between stakeholders of
Georgian training system on how to organize training administration. The paper offers input to create the
documentation necessary in the following phase of the e-platform development (like technical specifications
of e-TMS).

Finally, the concept paper consists of proposals, even though words like “must”, “have to” or “should” are
used extensively in the text. The proposals rely on the best of knowledge of the authors of this concept pa-
per, but then again, IT-development is costly and not all promising ideas are (economically) feasible.
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2. A ROLE OF USER IN E-TMS

Users of e-TMS are primarily civil service employees (the CSB, civil service organizations, training centers,
single officials). Still, the system should allow adding users from other legal entities, e. g. non-governmental
organizations (NGOs) or private sector organizations who are sometimes customers or providers of training
centers, because managing training events in one system adds efficiency through. The cornerstone of T&D
is to apply to various organizations, even when existing practices differs. Therefore, using the same platform
supports a single government approach as well as enables easier administration of trainings.

Since there are users with different roles, the e-TMS must include a rights/permissions management arrange-
ment that is built around the needs of these various users and stakeholders. Each user role will be assigned
its own rights, e.g. permission to see, edit, delete information, etc. One user may hold several roles at the
same time.

The IT-developer of e-TMS, in cooperation with the CSB, must clarify the system of rights and obligations of
stakeholders via a more detailed analysis (to be done later, experts proposed one possible scheme in the
following table 1).

Table 1. A General overview of e-TMS user roles

Roles Description

The person (the institution, i.e. the CSB) who manages the system and owns
the rights to assign other roles to the user (i.e. giving rights to ministries and
The administrator of e-TMS agencies/their representatives etc.).
(CSB) The administrator manages settings.

P.S. Mandatory settings might be built in the system or the settings can be left
open for (central) adjustments.

An employee of the relevant ministry, usually from HRM department, who sets
the rules for the ministry’s portfolio. It means that the ministry has the right to
change the settings of the e-TMS to unify approaches across the organization.

This functionality/role is needed when it would be decided that ministries are
coordinators of T&D in their respective areas of governance. The idea is to
share information and resources to gather similar training needs, support joint
policymaking and implementation, etc. As an alternative, each ministry focuses
on its own organization in e-TMS, subordinate agencies have more extensive
rights to manage their settings (refer to the next row in this table).

The administrator in the area of
the ministry?

The choice of the best option is a matter of agreement within Georgian civil
service. From the point of developing the e-TMS, both options are possible.

An employee of any public organization, usually an employee of HRM
department, who adjusts the settings/specifications and documents/templates
to the framework of rights assigned to the organization (if the rights to add or
change fields are provided at all).

Institution-level administrator

1 Distinguishing ministries in the hierarchy of users has a point when ministries are coordinating T&D in their governance areas and
there is (some) common personnel policy, e.g. institutions in one governance area are analyzing training needs jointly. If there
is no tradition of a ministry acting as a coordinator and institutions have a high level of autonomy in T&D, the institution level
administrator can have rights that are more extensive.
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Central Training Manager
(organizer of training programs
across various public institutions)

Training manager (the person who
has the responsibility to organize
trainings for workers of his/her
institution)

Head of a unit in an institution

Trainer

Training participant

An employee of an institution who organizes trainings for his/her own
organization and/or for other public authorities, e.g. a training center.

(S)he can fill out the data fields with details on trainings, send messages, gather
feedback surveys, import summary reports from the system, draft other reports,
etc.

An employee of an institution, usually an HR department employee, who
organizes trainings for other employees of his/her institution.

(S)he can fill out the data fields with details on trainings, send messages, gather
feedback surveys, import summary reports from the system, draft other reports,
manage participation list (also register participants), etc.

(S)he can see pending applications of his/her subordinates, check the
information on finished or ongoing trainings. (S)he has a “yes” or “no” choice for
training applications or makes comments during the coordination cycle of the
application to participate in a training event. (S)he can register employees of the
unit to take part in trainings.

NB! (S)he can delegate the authority to manage the records of his/her area of
responsibility to other person, e.g. an assistant.

Has the right to fill out the training information sheet in the database. The
scope of rights of trainers should be agreed during the next phase of e-TMS
development.

Since the trainer may also be a representative of an external training provider,
his/her rights in the e-TMS might be limited (this is the case in Estonia, for
example).

(S)he can see the training courses suitable to his/her position in a training
calendar, can apply and/or register for trainings, see training information,
including materials, and give feedback on training.

The Functionality of Georgian Civil Service e-Training Management System
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Scheme number 1 explains the role of different users by using a different angle of e-TMS administration.

Scheme 1. Administration, rights, and set up in e-TMS

Turns the e-TMS on or off
Provides some users with
‘ administrator rights
- Can search any info on
employees
Administrator of

Provides users rights in e-TMS
e-TMS

Sets up unified templates

Creates settings for the
governance area or an
institution

Administrator in the
area of the ministry

Sets up and/or adjusts
notifications, feedback

templates
Manages approval processes

Institution level

administrator

Logs in e-TMS

Sets up e-mail settings

Operates on behalf of another user
(e.g. if a unit manager delegates such
responsibilities)
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The following table 2 contains detailed information about functions associated with different roles.

Table 2. The specification of potential e-TMS user roles and their rights and responsibilities

Number

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

Functions

Accessing e-TMS
Creating a training needs assessment template

Filling in training and professional development needs assessment
template

Preparing and proceeding a training plan (of an institution)
Viewing a training plan

Creating a training application

Approving or not approving a training application
Canceling a training application

Sending information to e-HRMS

Making extracts from a training plan (csv)

Printing a training plan

Filling in details in training event form

Creating and publishing training events

Changing and deleting training events

Creating notification (messages) templates

Sending notifications (messages)

Viewing training calendar

Viewing my (personal) trainings view/tab

Loading up training materials

Publishing (making available to others) and deleting training materials
Viewing and downloading training materials

Registering for training events

Canceling registrations

Creating a registration page

HR specialist,
training manager

Participant/

employee

Manager

Trainer/training

institution
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A (9§9900b) 3rmazgbogmo asbgometgdol ggadol 3maBswmgds s . .
3obbm&ngmgos
o 36mazgbonmo gobznmotgonl ggadol bobgs X X
6. bobFogammm 36rmatsdols gobogbowols dgdndoggdes X X X
7. bobFegmmm 36rma™sdol gobsgbool domgos/@ednH30E9ds, 9b Potymags X X
8. bobFogamm 36rmatsdol gobsgbowol gonddgos X X X
g e-HRMS-8g 0bgzm®dogool gogdogbs X
10. 36rmazqbommo 3ob30006530l 3gad00b 9dmbstnogdol goggmagds (Csv) X
11. 36mazgbonmo asbznmotgdol 3gadol dgdwmgs X X
12. 30636 9hmmo bobFogmm 3ématsdol dglobgo dmbsigdgdnl dggyzebs X X
13. L9360l mboldngdgdol 8gddbs s gedmgdzgybyde X
14. bFo3emg00l mbolidogdgdol Bgegms oo Fodms X
15. 89hymd0bgdol odemmbols 8g9dbs X
16. F9(hymd0bgdols gogdogbs X X
17. bobFogmmm 36rmatedol Joamgbo®ol babgs X X X
18. dmbgamol (3060w0) LobFogmm 3trmatvdgdol bobgs X X X
19. LobFogmmm 36rma»sdol dsbomgdols shz30mm3s X X
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25. Printing a registration page X X

26. Downloading a registration page with information (csv, pdf) X X
27. Searching for training materials X X X X
28. Structuring training materials X X
29. Sending automatic notifications (messages) X X
30. Viewing a notification tab (list of sent notifications) X X
31. Creating feedback template and viewing preview of feedback template X X
32. Giving feedback and sending back completed feedback forms X

33. Viewing and downloading feedback reports X X
34. Searching for trainings and training materials X X X X
35. Administering users rights X

36. Managing training application coordination line/list X
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3. THE SCOPE OF E-TMS

e-TMS supports the following processes:

1)

N o bW N

)
)
)
)
)
)
)

00

Assessment of training and development needs (via integration with e-HRMS);
Preparation of a training plan;

Entering data and announcing training events;

Submission of training application, coordination, and approval of application;
Registration for training;

Conducting training;

Evaluation of training;

Reporting of (all) trainings.

The data collected throughout the T&D cycle also permits to monitor training processes and activities as the
searching and filtering of data is available for users with respective rights (see section 4.13. of this concept
paper). For the purpose of making T&D processes in e-TMS better understandable, an additional overview is
provided on scheme 1.
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Scheme 2. Training lifecycle in e-TMS
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4. THE FUNCTIONAL
REQUIREMENTS OF E-TMS

This section of the paper explains the phases and steps of T&D process management within e-TMS.

4.1. ACCESSING E-TMS

e-TMS can be accessible from everywhere where the Internet is available, without having authority’s premis-
es. An e-TMS login should be the same user ID accessing the work computer — the e-TMS application should
identify the user automatically via the computer user’s password, ID-card or mobile 1D

e-TMS must also be accessible to those outside the public sector who are members of training target groups,
e.g. participants of open trainings provided by training centers3.

Considering this, the e-TMS must give different users the possibility to see and use diverse information/func-
tionalities. The views (i.e. pages or tabs) visible to various user roles must be specified with the developer
during a more detailed analysis of the e-TMS.

e-TMS must be linked with e-HRMS, e.g. when creating system rights to users in e-TMS, the system pulls con-
tact information of persons from e-HRMS. Nevertheless, it must be possible to add (specific) rights to a wider
group of stakeholders (e.g. accredited trainers/training institutions).

4.2. ASSESSMENT OF TRAINING AND
DEVELOPMENT NEEDS

It is essential that e-TMS/e-HRMS allows to carry out development and performance evaluations. This means
that the system must support making flexible questionnaires (open questions, scales, matrix questions) that
permits the institution to choose the appraisal/evaluation method suitable for the specific organization. The
idea of e-TMS is to help to gather information from different governance/management levels:

e Civil service;

e |nstitution;

e Individual.

Every institution can choose a method of how to assess training and development needs (for example, anal-
ysis of strategic documents, discussions with managers, discussions with employees). The value of the e-sys-
tem is to keep the data and information processing in one place. e-TMS could also contain training needs
assessment questionnaire(s)’ sample. An example of integrated annual appraisal and training needs assess-
ment form can be found in Annex 3 of this concept paper.

The system must automatically fill out certain data fields based on previously recorded data (which will be
agreed during a more detailed analysis of e-TMS) to avoid double information entries. E.g. the following fields
of data are common in various templates:

2 The solution depends on which system is used and preferred in Georgia.
3 If the range of users of the e-TMS is narrower in the beginning, there should be an opportunity to add new target groups later.
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¢ Name of the employee;
e Structural unit;
e Position (rank);
e Accomplished or passed trainings;
e Professional and/or development goals of the previous period;
e Level of analysis:
o civil service training needs;
o organizational training needs;
o Individual training needs.

The system has to be able to make summary reports on the results of development needs assessment and
performance appraisal. This presupposes that e-TMS analyzes the fields of data needed centrally (the CSB,
with the training system stakeholders of three levels — Civil Service, Organization, Individual, will have to
agree on the scope and form of the training needs).

Scheme 3. Assessment of training and development needs

Training manager/

CSB
HR specialist

v

Creates a training
needs assessment
form

Employee Manager Trainer

Publishes TNA form
for institutions

Views TNA form
(or also can add
extra fields/
questions)
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form and sends
employees and
managers a request jg
to fill it out

Fills in training needs
assessment form
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institutions training
needs summary
reports

Analyses and
manages training
needs.
Sends summary
report from system
Analyses and to the CSB.

manages training
needs and publishes Views published
training needs training needs

summary report summary report
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4.3. PREPARING A TRAINING PLAN

The system must support to create a training plan e.g. as a dedicated section with a training plan view.
The training plan dataset (the form of the fields) should be decided by the CSB with the training system’s
stakeholders. The training plan should include at least the following information (see also an example in
Annex 1):

The subject/title of a (planned) training;

Area of training®;

Name of the training — will be filled in if specific training provider and training event are known;
Training content/agenda;

Priority (e.g. basic training, compulsory training, additional training);

Purpose/outcome of the training;

Target group;

The form of training®;

The trainer (will be filled in if the specific training provider and training event information is available);
Venue (will be filled in if the specific training event information is available);

Planned training costs;

Planned travel, accommodation and daily allowances costs;

Planned catering and room/equipment rent costs;

Total planned costs;

Actual costs.

If specific training is not yet selected, (i.e. the actual training event information is not so far available) some
of the fields could remain empty. For example, instead of the name of the training, there can be indicated
the topic of training.

4.4. ADMINISTERING A TRAINING PLAN

If the administering of a training plan is decided then:

The training plan has to be open for modifications. In other words, the training plan template in e-TMS
must be flexible, and institutions should have an opportunity to hide the fields that are not using. Still,
the original training plan template has to contain as much information as it is important for the system
to handle/process the data later5;

The training plan must allow filtering and sorting of different data (The CSB should agree with the
training system stakeholders upon the fields/data that are open to filtering);

4 PS! The list of training areas (see Annex 1) should be agreed. Monitoring of popular training areas is reasonable only if decision

makers design policy based on the data or the information used as an input to the planning and implementation of T&D activities
of public authorities.
5 Allows monitoring which training forms are more popular, e.g. on-the-job training / coaching, in-house training, open courses,

e-learning, self-study, etc. Also, data on forms of training might give input for planning other development activities (e.g. is there
a need for in-service training or training of trainers, etc.).

6 A note from authors of the paper (after the presentations in Thilisi, September 2018): although the training plan template has to
be flexible to some extent, the question is — should the e-platform support endless changes and modifications? The answer is that
probably not. At some point of time, the head of an institution has to adopt (sign) the plan. Still, there could be changes in the
plan after adoption. The technical solution could be leaving the training plan as a different view in e-TMS. However, all activities

also are “moved” to a training register view together with a remark that these are activities from a training plan. This creates an

opportunity to compare the original (yearly) training plan with actual one.
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e Each field/item of the training plan should be linked to the more detailed view of the relevant training
event. The system must enable automatic copying of data from the training plan form to the training
event form (this means pre-completion of the training template to avoid duplication while entering
data);

e Administrators should be able to delete records in the training plan, e.g. institutions should have the rights
to add or delete fields via settings or the form can be adapted from a higher level user (e.g. the CSB can set
mandatory fields). A lower level user can also add fields necessary for a concrete organization;

e |t must be possible to extract excerpts from the training plan into Excel or PDF format;

e Moreover, it must be possible to publish training plans (e.g. institutional level or civil service level
plans). However, it should be decided how detailed plans the e-TMS publishes automatically.

4.5. CREATING A TRAINING EVENT IN E-TMS

Information regarding new training events can only be entered into the system by the user with the rights of
inserting the data. Every institution has its own view — if one publishes a training event, then the whole civil
service/other institutions do not see it automatically.

e-TMS and e-HRMS need to be linked, so e-HRMS supplies information on the structure of civil service institu-
tions and their employees. HRM unit/training center must determine the target group in every training event
(for example, some events are public to whole government area, some are available only for a concrete insti-
tution and some are public to whole civil service — to all institutions). The training event can be documented
in e-TMS in the following ways:

a)

b)

c)

The user moves from the training plan template to a detailed training events template.

The users with the respective rights (usually an HRM employee or a training center employee) can move
from the training plan view to the detailed information form of the training event, where they can com-
plement the data, if necessary.

There is a template on the training event with a more detailed information.

The organizer/facilitator of the training event (HRM employee, training center employee, trainer, etc.)
fills in the details of the training course in e-TMS (e.g. title of the training, description of the training,
trainer(s), registration deadline, participation fee, size of the training group, target group, training grants,
training invitation, etc.).

The organizer can open the empty template of “Training Event” from the “Training Register”, which is
a special view for HRM unit/training manager or organizer, who see all training events there (including
published and unpublished trainings).

Training application.

When an employee finds a suitable training course, he or she will fill out a training application form in
e-TMS covering the main information on training event like subject of training, date(s), trainer, etc’. The
application will then be sent to the coordinator (manager and HRM employee) automatically. By prepar-
ing a training application, an employee shows his/her interest, but he or she must get the approval form
the manager and HRM unit. Both will assess whether the training is indeed necessary for this person and

7

It is important to agree with training system stakeholders what kind of information employees have to provide for the training
application. A training application form, a detailed training event form, and a training plan form are very closely related. An em-
ployee can start filling the training application form in different views: from “detailed training events” view or “My trainings” view.
Every institution must have the opportunity to set up their own approval processes, including deciding on who need to approve
training applications.

The Functionality of Georgian Civil Service e-Training Management System




e 3OHmqgbonmo gobgnmotgdol agadol dgbtrgmgos bbgswslbgs 3mbsoggdgdnl gogzompz®lbs s mebotnlby-
30l bodyemgosl Mbos ndmymogl (3ox0m@H3tobomazol mos atvxgd0/dmboggdgde Pbms gobobobmatml bo-
206 bodbobyhols domtml Jogér bgotrm bedbobmdo bFegmgool Lobhgdom obigtgbgdnem dbstrggdmeb
9605).

o 3hmagbogmo gobgomamgonl ggadol ymagmo gteas Mbos N303306mgdmogl dgbsdsdobo bobfogmm dtmg-
6530l PR3 gHeE N ImbsEgdgol. bobhngdntom dgbodmgdgmo nbos ngmb dthmagbonmo gobgometgdols
30330b gmEB0sb 3mbsEgdgool gedmapebs 3mbstghnmo bFsgmadol mmbolbdogdols ggmddsdo (beb§ogmmem
36rma®adol dgbobgd dmbspgdms dg3bgonlol, 0bammdsgool eudmotgdnmaeo gyzobol meg0seb sbogomgd-
O)-

e 530bobhnGmepmegdl Pbos Jggdmmom 3hmagbogmo asbgometgdol ggadsdo hobofg®gool Fedme, nFyg-
390 — 30613 (Hrgd0db @keegool odengds ob Fodms, Naatm omamo Msbzgol dmabdetrgdmml 30 gmdIol
33(H0679ds (30a., bozatrm badbobntol domtmlb dgpdmos Logsmmgdnmm g6eggool gebbodmghs). sdsmo
60bgol Imdbdstrgdgmbog nbos dggdenml 3mbztgdhnmo m®asboBognobomgols bogotm gérvxgdol odsmgde;

o 3hmagbogmo asbzomatgdol ggadoeb gbsdmgdgmo Pbos oyml v3mbadogdols sdmmgds Excel o6 PDF
agmEdo@3do;

e 5bg3g, Jgbodmgdgmo bod ngmb 3magbogmo gebznmotgdol 3gadgdnl godmdzgybgds (3va., 0bbhodngento
©mbols, ob Lozatm Lodbobymols mbol ggadgdn). mudEs, aowsbafygghns, Godwgbso yhHomat 39adgol go-
3mogd3ygbgol ogdzgybgol e-TMS sghmdsdntroc.

4.5. e-TMS-3() bEO3ISGNL CMBNLANIOGNL AJBBO

bFog3emg00l 3Mb3mghamo sbomo mmbolidogdol dgbobgd 0bgmdsgools Lobhgdedo 8gyzebs dbmmme 03 Imabatrg-
b9l Ggmdamos, 30bog, Bmaswsm, Imbsigdgdol Bgyzebol nommgds 9d3b. yzgams nFyqdel begpmoto byogol aggt o
aoohbos — oy ghomo Gmdgamndy NFygos godmaedzgybgdl 3mbitg@amo hthgbobgol dgbebgd 0baggmddsgosls, sl sgmm-
3ot 396 ©o0bsaboggh bbgs bagotrm 1Fygogdo.

e-TMS o e-HRMS 96035650006 0bg 16@s 0gmlb ©o3e3d06gdmmo, ¢md e-HRMS of3momgl 0bggmedogosl be-
206 179909006 LHOndhnegdobs ©s mebsddémdmgsols dgbsebgd. sedosbnmo Ghgbnélgdol dotmgols gobymao-
md8d/bobFegemm 3rmatadol gobdsbmérgngmgdgmads, LFsgmgool gmggmo 3mbitghnmoe mmbobdogsdobsmgol,
1bd goblobematml badnBby 2a7a0 (Bsgomomsw, Bmagoghmo bsbFegmm dmgmsdol gogmes 3mbitghnm bagdhmdo
3md3go yzgms bozstm nFygdol mebsddéhmdgaml dgndmos , Bmaol — dbmemo 3mbitghnmo nFygdol mobedd-
mIgngdb, boenm Brmgo bobFogmm 36rmacvds moss domosbom bgs®m bodbsby®obomazol — yzgmes nfygoobsmgoly).
b og3emgo0l 3mbiMghnmo mmbobdogds e-TMS-8o 8g3wga0 3Bgd0m dgodmgos sobsbmb:

a) dmdbdot gdgamo ol 3 magbogamo 30630000 930b 39380L 896 mmbosb 3o s0dsbl 3mb 3tk gdmemo bobfFsganm
3G Mgt ool ydoanyth Jod emmbdo.
Bgbodsdobo gaagdol 3gmbg 3mdbdstrgdmgdl (Gmamg Fabo, ssednsbyto Gglg®lbgdol Jstrmgals ob bobFeg-
™ 3960HO0L 00bsddhmIgmmo) Bgpdamosm 3mbiGgdhnmo bebegmm 3 mamsdol ggadol 33t momsb bffogmy-
3ol mmbolidogdol g@Homp® g3m&dado ge@a@ebs s Logo®mgdol Jgdmbgzogedo ©odshgdomo 0baggm&dsgools
Bgmobo.

b) oBbydmdlb 3mbst%gdaemo bfsgangdol mmbobdogdol 56 anmbo ngthm @gds e G0 0bymHdsgooo.
3003609070 bFogmmgdols mmboldogdol m®asboBodm®n (ssdnsbydo Grglmélgdel dotrmgzol msebeddrmdgano,
babFogmmm 3gbhtnl mebeddtmdgmo, (Egbgho s 0.8.) e-TMS-8o 53bgdl LobFogmm 3rmamedolmeb ©o3o3-
806909 ©gHoegdl (30a., 3Gmatodol sbobgmgds, sefg®s, Hgbgd(go)o, Mrgaobiptogol dmmm g8ws, dm-
bofFoamgmdnl bsggolig®n, 36rmaesdsdo dmbofomgms Gemmgbmos, Lododby 2aman, LabFegzmm atebhgoo, 3thma-
03089 3030 ©o bba.).

Bgemdd 96 osdh3zoemb (bgmo dmeFgtmbl) ggadob. 3gadol domgool Bgdwga dsb8n, Gobsigntzgmos, Bgodmgds dgz0mgl 33mo-
™dg00. 3dgdmomd, hydbodntow, e-TMS-do bobfogmm ggadol gobbbgeggogmo bgwogs Jmbogl, doated yzgms osdhogmos abyg
3003009l LabFegmm 36rmamsdgonl Grggbip®ol byozsedo d9b0dzbolmeb géhma, M3 gb sgdhozmdgon dhmagbonmo gsbzomstgdols
303356 939036m@gL. 83 gBoo Jgbodmgdgmo gebogds mogoadotzgmo (Fmogén) 3gadol Bgostgds Grgoemmdsbmsb.

bogo®mgganmb bogs®m bsdbob ool bFsgamagdol ds®mzol

900560 gemggd®mbano bolb@gdol (e-TMS) aqmbggombsamo




affirm the exiting funding to cover the costs. The application itself does not show a public training event
in the e-TSM, it could not be seen by other people.

After filling out an application, it is the responsibility of an HR department/training manager to control
and add information if needed (e.g. training provider®) and then publish® the training event to make the
information available for others.

HRM units/trainings managers can control whether the training event already exists or not via searching
from existing trainings events. When it does not exist then HRM unit creates a new training event by
publishing the training event request. This kind of monitoring helps to reduce duplication in the system.

d) A training invitation from another public authority/training center.
When a training invitation is sent to the institution from another public authority or training center, the
training event is automatically visible to the institution that has been added to the list of training target
group(s).

In addition, the HRM unit can specify the target group — to make information open for concrete employ-
ees, department(s) or to the whole organization. e-HRMS must retrieve information about the employ-
ees and institutions (for example name, unit, institution, e-mail address, phone number).

Scheme 4. Creating a training event in e-TMS

Training manager/ Trainer/ Participant/
HR specialist training organizer employee

o

Manager

moves from the training
plan template to a
detailed training events
template

opens the empty
detailed training event
template

gets a training invitation from

opens an empty training

el S another public authority/

training center

fills in detailed training fills in the training
event template, application form and training manager/HR
determines the target the system sends it specialist specifies the
group and publishes the [llautomatically to training target group
training event manager/HR specialist

completes the data,
determines the target
group and publishes the
training event

HR controls and adds
information if needed
and publishes the
training event

e - ——————————

8 In case, there will be a centrally agreed list of training areas — these must be checked and/or determined by an HR person to en-
sure a unified approach and data quality.
9 HR person presses the button “accept” to create a training event in the system.
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9 vsdnsbymo Gglgdbgdel bdggosmobho, Lobigdsdo 3mbitghamo bFsgmgool mmboldogdol dgbeddbgmo, ©osdg®dl mogmasl
L,00bbdmds“ (“accept”).
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4.6. TRAINING APPLICATIONS

The institution decides whether to use the training application function. In other words, the need to submit a
training application must be set up (as an option) depending on the institution or training event.

The system must support the preparation and submission of training applications. The training application
can be changed and deleted until it is submitted. In addition, the training application could be withdrawn. It
must also be possible to submit joint training applications by several individuals to take the same course. The
system has to support administering the application while going through the consultation and decision-mak-
ing circle.

It is possible to leave flexibility in the training application form, which means that each institution makes its
own template, but it is also possible to centrally agree on one unified form (e.g., Estonia has one form for all
institutions).

4.7. DETAILED VIEW OF THE TRAINING EVENT

The system must enable the preparation of detailed training data for each training event. Information on
training event consists (at least) of'°:

e Training topic;

e Training area;

¢ Name and contact details of the training provider;

¢ Name of the company conducting the training;

* The time of the training;

e Place of the training;

e Commentary (a field open to changes, e.g. for adding requirements for participants);

¢ Information about accreditation;

¢ Necessary materials, links;

e Target group.

It should be possible to match several events in one training topic. The link between the training event and
the topic must be maintained throughout the lifecycle of the training event.

The detailed view of the training event should have the functionality of attaching training materials (PDF, JPG,
Office formats, video recordings), logos, etc. to the template/view of the training event. The attached materi-
als have to be automatically available in the separate “training materials” interface or module of the e-TMS.

e-TMS must differentiate between basic and additional training events. The institutional view of e-TMS must
support the creation of cross-institution trainings, e.g. ministries or (central) agencies can organize/adminis-
ter training events for other public authorities using the functionality built in e-TMS. The system enables to
add target groups from a list of civil service institutions (and employees). Only target groups added/attached
to a training can see the event.

10 It must be agreed with training system stakeholders what kind of information is needed in detail training event form and what are
the special needs of the institutions.
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Scheme 5. Example of participants detailed view of the training event

> Basic data > Training materials > Participation list
Date and time Venue
17.09.2018 @ 9:00-17:00 Estonia, Tallinn
Narva mnt 11
Description
Registration Deadline
..................................................................................................... Group size: 20 1.09.2018

..................................................................................................... Trainer and training institution

Training institution Praxis
Trainer Rauno Vinni

Contact person

Reelika Tamm
>4 Reelika.Tamm@praxis.ee
{, 54 3456 3568

Scheme 6. My trainings view

My training sessions

> Active > Passed > Canceled

Documents in progress

English course Training application in progress
Tallinn, Viru hotel 1.08.2018-12.12.2018

Confirmed documents

Plicy sl L commes

Thilisi 23.10.2018

The system must allow sending the training event into the (Outlook) calendar of participants, e.g. as an ap-
pointment. The system must send events to calendar automatically (the system retrieves participants e-mail
addresses from e-HRMS).

4.8. TRAINING NOTIFICATIONS

One of the key features of e-TMS is to allow the preparation and sending or passing on training notifications
(invitations, reminders, notices to give feedback etc.) to selected target groups via e-mail. The settings of
e-TMS must adjust e-mail texts according to the preferences of an agency and/or training event.

The organizers of a training event must have an opportunity to add recipients to the training invitation by
choosing the recipients” data (from the e-HRMS system) or add e-mail addresses manually.
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Training organizer should have the opportunity to create e-mails in different views of e-TMS:
e Notifications tab;
e Target groups tab;
e Participation list tab;
e Feedback tab.

e-TMS should support setting up an e-mail/notification template for either the event or institution or both.
E.g. invitation for training, reminders, request for feedback etc.

The System must generate the most important information from filled information such as training title,
time, venue, training institution, contact person, link to detail training event (the list of data fields needs to
be agreed during the detailed analysis process).

e-TMS must enable to add files to e-mails, for instance, a detailed training program or other relevant infor-
mation.

The System must enable to make copies of all training notices. All information in a copied notice should be
available for changes in case of need. It simplifies the training management process.

e-TMS must allow sending automatic messages. The system must set up automatic reminders for at least the
following actions (again, to be further agreed during the detailed analysis phase):

e Start/end of registration for training;

e Access to the training group (including waiting lists);

e Areminder of forthcoming training;

e Areminder to complete the feedback form.

Delivered reminders will have to be stored with a specific training event and accessible for the organizer of
the training event. Training organizers should also be able to send messages out manually or via mass mail
option.

4.9. REGISTRATION

The user must be able to register for the training on the detailed training event page (e.g. the user clicks/
opens the training event page and presses the “Register for training” button). The system must also allow
other persons to be registered for training, e.g. HRM employee registers several persons from his/her insti-
tution or from the public service area at the same time or manager registers employees.

The e-TMS must have the option to determine — based on institution and training — whether a person can
register for the training (a) by him- or herself, (b) only by HRM employee/training manager, or (c) both. Sim-
ilarly, the e-TMS must have the option to determine — based on institution and training — whether the list of
persons registered for the training is visible to the public or not.

Civil servant, HR unit representative and head of unit of an institution have the right to register a participant
for the specific training program. It is possible to register only persons from the job positions that have been
added to a target group.

Training organizer always has access to the participation list. The participation list tab shows the following
information:

e Name;

e Position, department, institution;

e Registration time;

e Status of training application.
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Bodotgdol sgomo
9bpmbgmoa, Hogabo
Narva mnt 11

hgz0bdhdogool dmmm gos 1.09.2018
dmbsFomgms Gomogbmos: 20

LobFogmm 3 mamadol
3063obmtgogmgdmo

mbgeboBogos: Praxis
O69696o0: Rauno Vinni
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Reelika Tamm

K Reelika.Tamm®@praxis.ee
<. 54 3456 3568
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Participation list must be sorted by the registration date and time (sort newest to oldest) by default. Still, the
system must enable sorting of using all the other information fields in the participation list tab.

e-TMS should allow choosing whether the registration for training template is (a) left flexible to meet the
preferences of agency or (b) there will only be one registration form throughout the public sector.

The user should see the filled and vacant places in the training. The system should let printing the training
registration page. For printing, it must be possible to add logos (of donors for example) on the registration
page and specify the types of data to be printed.

Scheme 7. Registration page example (print version)

Registration page

Name of the Training: English course
Venue: Tallinn, Viru hotel, Viru 1
Time of training: 17.09.2018

Trainer: Multilingual Language Centre

Participants
No Name Department Signature
Teele Lill Analytical department
Toomas Kask Financial department
Urmas Paat Administrative department

Scheme 8. Registration page example (excel version)

Name of Training English Course
Venue | Training Centre
Time of Training 29.08.2018
Trainer Paul Mand

Participants
Nr Name Personal code Position Department |Institution e-mail Phone

UV h WIN| (R

4.10. ADMINISTERING TRAINING MATERIALS

The system should gather all the training materials that have been uploaded at different pages of training
events into one page/view. It must be possible to generate and submit mass mailings about publishing train-
ing materials. Training materials should be organized into directories.

The materials will be stored initially at a training event page from where they can be organized into directo-
ries. This is normally a task of HR or training manager, although every institution can decide/tune settings so
that the trainer is also allowed to publish training materials.
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Training materials must be searchable using at least these criteria:
The text in the title;

Uploaded username;

Upload date;

e Subject.

e-TMS lets to choose whether the materials are publicly available or not. If needed, the training materials
can be open to all users — civil servants should have access also to most materials of the trainings even if
they have not attended, to support knowledge transfer. On the other hand, publishing materials in e-TMS
depends on who owns the (author) copyrights.

The option to copy training materials for purposes of creating repetitive training events and delete them
have to be enabled. Participants must have the opportunity to download the materials.

Scheme 9. Training materials administration

Training manager/ Trainer/

HR specialist training organizer Participant All employees
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4.11. ADMINISTRATION/TRAINING PERFORMANCE
EVALUATION FEEDBACK

The system must have the function to set up a feedback form for an institution and every training event.
There should be a standard template or templates that can still be adjusted to the needs of particular organi-
zations or events (it also means that every institution can create and save countless feedback templates). The
feedback form is to be filled out electronically. The feedback form must be linked with the notification and
reminder letter sent out to gather responses and comments.

The system must support sending feedback forms to confirmed participants, and, if needed, to trainers (this
functionality presupposes that trainers are registered users of e-TMS).

Scheme 10. Feedback form in the system

1. Please give your oppinion

Poor  Satisfactory VeryGood Excellent

In my view, the course met it’s stated objectives

Seminars and Presentations

Comment your rating

2. Are there any topics to be added / amended / omitted?

Yes

No

Comment your rating

Giving feedback has to be anonymous. On the other hand, e-TMS should hold information on who has or has
not filled the feedback form. Hence, the data on who has given feedback and who has not do not need to be
tied to concrete persons. As a solution, e-TMS could only show how many respondents have answered the
guestionnaire, and how many have failed.

e-TMS should have a function of sending automatic reminders to those who have not responded. The au-
thors of this concept paper recommend additionally to have an in-built possibility to stop (or limit) using of
other functions in e-TMS until a participant’s feedback is provided.

The system should also have the facility to create feedback summary reports automatically; for instance, to
generate a summary table of responses (including average numerical values) on every training event. There
is no need to reveal individual feedback forms to the HRM unit. It is important to create a summary report
on training events. Feedback summary reports should cover only the data that HRM personnel and/or man-
agers need. In other words, the main part of reports does not have to be overly complicated. Although, there
should be a feature that allows gathering more information, if necessary.
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The function of automatic calculation of the average results should support at least these measures:
The performance of the training provider;

Subject relevance/goals met or not;

Methods used;

The quality of the training material.

In case of different target groups (for example participants, trainers) giving feedbacks, the system needs to
support separation of results according to target groups in summary reports.

The system must support the extraction of the data essential for the CSB, like the quality of the trainers,
courses etc. from the database (details of data required will have to be agreed during the phase of detailed
analysis of e-TMS). Training feedback forms and feedback summary should be exportable to Excel, PDF.

In some cases, paper-based feedback forms might be a preferred option. The system must enable uploading
summaries of feedback or individual feedback forms into the system. The general principle is to keep all the
relevant information about the training event in one place.

Scheme 11. Administering feedback

Training manager/ Trainer/ Participant
HR specialist training organizer

\ \
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4.12. TRAINING REPORTING

The information on the trainings will remain recorded in e-TMS/e-HRMS; therefore, there should be an op-
portunity to view information on training events later. Training managers have opportunity to see all training
events in the training register. e-TMS has to support making reviews of training activities in at least the fol-
lowing sections:

e Start date;

e End date;
¢ Training title;
e Llevel;

e Status (published, ended, organized by me, ....);
e Venue (Country, city);

e Training institution;

e Group size/Number of vacancies;

e Signups — number of registrants;

e Period;

e Registration deadline.

4.13.SEARCHES

The training activities recorded in the system should be available for filtering. Employees can search for train-
ing activities based on the following parameters:

¢ Training title/main theme of the training;

e Venue (Country, city);

e Training institution;

¢ Name of the trainer;

e Date of occurrence (enter time period);

e Accredited trainers/not accredited trainers.

Head of units/managers of an institution can also search by the participants.

The search engine should support multiple search parameters at one time. It should be possible to search for
training on a keyword basis — the system searches for the entered keyword or part of it in all the fields that
are text fields.

After the search, the following information should be displayed as a result (for the identified training):
e Start date;

e End date;

e Title;

¢ The trainer;
e \Venue;

¢ Number of vacancies;
e Group size.
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Scheme 12. Managers view of searching for trainings

Search for training Open training calendar
Training title Training takes place during the period
Search 17.03.2018 23.09.2018
Venue Training Institution Trainer
Search Search Search
Participant Field
Search Search

Start date End date Title Training Group size

institution

15.06.2018 16.06.2018 | English Central Tallinn Multilingua 20 18
course

Training managers that are persons who have rights to create and manage training activities, should have the
right to filter training activities based on the following parameters:

e Training title;

e Training field;

¢ Level of training;

e Venue (Country, city);

¢ Training institution;

e Name of the trainer;

e Date of occurrence (enter time period);

e Contact person;

e Participant;

e Status (published, finished, organized by me, ...);

e Accredited trainers/not accredited trainers.
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5. MAIN LESSONS FROM ESTONIAN
E-TMS DEVELOPMENT

We recommend creating a working group, with whom the CSB can discuss the details of processes and
functionalities of e-TMS. The CSB could invite representatives from different organizations — smaller and
larger civil service agencies, medium-sized civil service agencies, agencies with and without training units
etc. —to take part in the working group. Engaging various stakeholders could give a better picture both of
the whole of the T&D system and the details of procedures in training management. This helps to make
smarter choices on the functionality of e-TMS.

It is important to create a working group before the analysis and development process have reached far.
Members of the working group should be involved at first stages of e-TMS development.

The CSB should plan regular meetings/discussions with the working group. Normally, the feedback
from the working group is needed before the project manager meets/discusses the e-TMS develop-
ment with IT-analyst and developers. Holding a forum on training arrangement in various public or-
ganizations, before discussions with IT-analyst and developers, was beneficial for Estonian system. It
provided a vision and made e-TMS project manager always prepared for discussions with IT-analyst
and developer.

Considering the intensity of analyses and development process, it is crucial to emphasize the importance
of the role and commitment of the members of the working group to avoid the demotivation of the
members.

It is easy to lose sight in the middle of the myriad of technical and small questions. Keeping a goal in mind
throughout the process and developing clear answers to the questions of “why we need this or that fea-
ture and how it should work?” helps to stay focused and motivated.

In addition, you might need the working group to develop a wider network of contact persons to share
some open questions and look for answers or just require some background information on how they
handle their trainings and what are their needs or preferences.

The CSB should aim to be a “smart customer”. The logic behind is that the IT-persons (developer, analyst)
do not know the needs of stakeholders of the training systems, they are not aware of training processes
etc. Therefore, the “owner” of e-TMS has to be consistent then to achieve the system that does respond
to its needs. The CSB also needs to keep a sharp vision of e-TMS during the IT-development as mentioned
a few passages above.

One critical success factor of developing a simple and user-friendly e-TMS is, of course, a professional IT
team, which should ideally consist of IT analyst, a designer, a developer, and a tester. It is strongly rec-
ommended not to underestimate the role of IT-analyst and designer. The designer draws the prototypes
and helps the owner and stakeholders to imagine/understand how the system could work and look like.
An IT-analyst creates detailed user stories that are helpful, but it is not always easy to understand how
the system then works without the prototypes.

When the CSB works closely with the HR/training working group and with IT working group (an analyst,
a designer, a developer, and a tester) then we strongly recommend taking minutes of all meetings. This
seems like a clear practice, but failure to produce quality memos of discussions and decisions could hin-
der the project a lot or just cause minor unnecessary stress. The CSB should make sure that someone pre-
pares the minutes both from the HR/training working group and from IT working group. Here, according
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to Estonian experience, it was better when IT-analyst made the minutes since (s)he “spoke the language”
of both sides.

IT-analysis and development process are typically very intense, and one cannot always organize meetings
I” with IT working
group on how both sides exchange information when the developer has a detailed question during “writ-

to discuss all the questions which are rising. Therefore, it should be an agreed “protoco

ing the code”. In Estonia, Skype conversations were used. When the developer had a question, then (s)
he wrote it to Skype, so the analyst and the product owner saw it. It gives an opportunity to resolve detail
questions quickly, but also to preserve information in written form.

Good cooperation with IT working group is essential. Therefore, we recommend doing so-called back
reviews after every sprint. It means that discussions with the working group should be held during the
project after some phase/step of development was finished on what went well or what did not, how and
who could have solved the problems etc.

In Estonian case members of IT working group changed a couple of times and this slowed down analysis
and development process. Therefore, it is reasonable to ask for a trusted/permanent team from your IT
partner. In case some members are still changing, then IT partner, if it is a private developer, could face
certain responsibilities (e.g. fines could be used to discourage changes in a team).

In every stage of the project, the owner should think on the role of the end-user how they use e-TMS,
how e-TMS looks to them. Keeping this perspective in mind helps to achieve better results.

IT analysis and development are costly endeavors and mostly the needs of the users are bigger than the
resources to meet. Therefore, it is paramount to prioritize the functionalities/preferences of the owner,
so it is easier to make decisions in the development process. Prioritization of functionalities should be
done together with the HR/training working group.

Be aware that it is almost impossible to develop a perfect IT system. Take it step by step. When you have
developed the most critical part/main functionality then you can just test it in real life and you have the
opportunity to change things that do not work as you assumed. It is normal that you cannot foresee all
the things and how they should work in system. It is important to develop a flexible/open system, so it
would be easy to develop it further when you have a need for new needs and functionalities.

Before a full-scale launch, involve a couple of institutions to test and “pilot” with them how the system
works and does everything looks logical.

As you may know, people do not accept changes easily and at first it might work against you, but when
they realize that the e-system helps, and they understand how the system works, they will come and
thank you.

Do not forget guidelines, manuals, and trainings to different target groups (employees, HR personnel,
trainer, and administrators).

Regular PR and information sharing to different target groups on e-TMS’s functionalities help later imple-
mentation and adoption.

The Functionality of Georgian Civil Service e-Training Management System




blgdo 12. bobfogame 36 mamodol dogdols bgwgol 3396 00 dgbgz969d0bomg0l

bobvoaqpm 36)(7)6(4)080[5 d{]bsb 3hmacsdol 3oamgboéols goblbs
bomeyndo hodotgdol 3gdomeon
dogos 17.03.2018 23.09.2018
3RO 36rmahddol gobdsbmmogmgdgmo Hgbgtho
dogdo dogdo dogdo
3mbsfoemyg bggbrm
dogdo dogdo
o b —
©ofy. ©ob6. boomoybo ©ombyg 5300 3 macodol [ZIVICER 23980l hgaobhe.
®okogo »obomo 3603sbmtmgogmgdgmo B8m3s
15.06.2018 | 16.06.2018 | 0bgamabytols | sgbhsemgéo | howmabo Multilingua 20 18
396bo

36rmggbogmo gobznmotgool 39bgzgtrgdls, Gmdmagdog 960sb ol dotgdo, gobsg aoohbas LFogmgdol odhogmagdols
Jgdabols s dobrmzgols i3 gos, Pbos ggdmmom, dgdwgan 3o¢edghHtgdol gedmygbgdom gogomn®mb bfsgmgonl
Sdhogmdgoa:

o bobogmmm 3Gmatodol bameynto;

*  bggho;

o 3bhmahsdol omby;

*  oE3omo (J399obe, Jomodo);

o bobfogmm 36rmatedol gebdsbmépngmadgmo @ofgbgdymgds;

o HGbghol bsbgmo o gzoko;

o hopotrgdol memomo;

o bogmbpodhm Sotko;

e Jmbofomy;

e Logpabo (gedmgzgybgdamo, abémmadnemo, hgdl dogh mtgsbodgdnmo, ...);

* 53600 0nmo HHgbghgon [ stred3Ghgoohgdymo Htgbytgdo.

bogo®mgganmb bogs®m bsdbob ool bFsgamagdol ds®mzol

900560 gemggd®mbano bolb@gdol (e-TMS) aqmbggombsamo




ANNEX 1. TRAINING PLAN
TEMPLATE AND CATEGORIES
EXAMPLES

Training plan template

* Compulsory fields

Choose from

Choose from Choose from

Choose from

Choose from Choose from
classification classification classification classification classification classification

DATE DATE NUMBER (10,2) | NUMBER

See the second sheet for classifications

CATEGORIES AND EXPLANATIONS

1. Training form
1.1. Internal training — both participants and trainer are from the same organization.

1.2. E-training — a form of training which has a flexible schedule, which is not tied to a place, and where
studying takes place with the help of ICT.

1.3. Open training — a form of training, where participants come from various organizations and/or sec-
tors.

1.4. Procured training — a form of training, where participants are from one organization and the trainer
is from outside.

1.5. Self-studying — a form of training, where a person acquires the knowledge and skills required to do
the job itself (there is a concrete objective of this kind of independent studying).

2. Level of training
2.1. Central training - central training organized for a larger group of civil servants.

2.2. Organization-led central training — training, organized by one institution for its employees; but also
employees of other institutions can participate.

2.3. Organization-level training - training organized by an institution for its employees only and/or par-
ticipation in training organized by an open market provider.

3. Topic of training
3.1. Accounting
- strictly accounting related professional skills and knowledge training;

- bookkeeping of budgetary institutions, accounting for beginners, preparation of annual accounts,
continuing education of public accountant, etc.

3.2. Computer training and ICT training
- Regular user computer skills training (e.g. Word, Excel, and other general computer courses);
- Computer programs trainings necessary for a specialist (e.g. Map info, databases);

- Training for specific IT knowledge and skills for IT specialists.
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3.3.

3.4.

3.5.

3.6.

3.7.

3.8.

3.9.

Customer service

- Principles of good public administration;

- Public services provided by the state and local governments, their availability and quality devel-
opment;

- Customer rights and fair treatment of clients;

- Creation and implementation of service standards, etc.

Education and Culture

- organization of education in the local government, education advisers training, cultural organi-
zation in the local government, education program for a rural municipality or city, a course for
cultural leaders of county towns, etc.

Economy, finance

- Courses related to the field of economics;

- Finance, public procurement and administration of state assets;

- Financial management; budgeting; economic theory;

- Tax administration and Taxation;

- Financial planning and management of local governments, etc.

Environment

- Training on environment for civil servants, environmental impact assessment.
Ethics and corruption prevention

- Definition and implementation of public ethics: identifying and solving ethical problems at work.
The concept and nature of corruption. Identifying actual and potential conflicts of interest and
preventing corruption.

The European Union

- EU policy-making and decision-making; Working with EU-related information, communication
skills for EU decision-making;

- Developments in the EU local government and regional policy;

- The EU legal system, enforcement at the national level, the liability of Member States in case of
breach of European Community law.

In-house training for new officials and employees

- Training courses for state officials/personnel of state or local government agencies, which address
the basics of functioning of state and/or local government, the basic processes of public adminis-

tration, the role of an official, ethics, etc., in order to provide the new comers (civil servants) with
the necessary basic knowledge of the nature of the public service, and core values;

3.10. Internal audit

- Internal control training and audit-related training;

- Internal control in the state agency, legislation necessary for the work in the field of the internal
audit.

3.11. Justice

- Administrative Law, Law of Obligations, Criminal Law, etc. schooling;

- Legislative process (i.e. analysis of the impact of legislation, involvement, and implementation of
the norm engineering rules, etc.);

- Enactment of public procurement law.
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3.12. Language training

Any language courses.

3.13 Management

Management-related training: strategic management and strategic planning; formulation of
strategic development plans, formulation of objectives and indicators, evaluation of results and
monitoring; drafting and practical implementation of local government and local government
associations development plans;

Change management, project management, quality management, etc.;
Training aimed to train managers in the field of management: the development of key competen-
cies for senior managers, a leader in a changing organization, etc.;

This does not include courses aimed at managers but related to other fields (e.g. financial man-
agement for financial managers is the field of economics/finance).

3.14. Medicine

Medical training.

3.15. Other

All courses that do not fall under the above classifications.

3.16. Personnel development

Personnel management training, which includes topics for the HRM and training staff;

Civil Service Strategic Human Resource Management; staff planning, recruitment and selection;
career planning and development of personnel; wage management, including job analysis, job
appraisal and wage formation; staff assessment; development and implementation of compe-
tency system in human resources management; performance appraisal interviews; professional
development and training; motivating employees; work analysis and job description; service and
labour law, etc.

3.17. Psychology

in psychology and communication psychology;

Public performance; assertiveness; teamwork training; cooperation and communication; nego-
tiation training; coping with conflict situations and crisis situations; speech and thinking; impact
psychology; time management; stress management, etc.

3.18. Public Relations

Organization’s relations with the public, PR, communication with the media, branding, internal
communication; public information law training.

3.19. Secretarial, business administration, archiving

Secretarial in-service training;

Organizing archival works in an organization;
Organization of administration;

Legal regulation of document management;

Principles, benefits, and risks of digital document management; Information and communication
technology solutions in document management (document management systems);

Document management processes;
Electronic document management and digital archives, digital signature, digital preservation;

Processing of European Union documents in Estonia;
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- Electronic state journal extranet training;

- Strategic development of information and communication technology.
3.20. Social work

- Training in social work.
3.21. Training related to the core activities of the institution

- This includes training related to the core activities of the agency that cannot be classified under

other areas (e.g., continuing professional training of customs officers in the Tax and Customs
Board).

3.22. Working environment, occupational health, occupational safety

- Work environment, health, and safety training.

4. Type of Training
4.1. Continuous education is a targeted and organized learning activity beyond the curriculum.

4.2. Formal education is a type of study in which the learner aims at achieving a certain level (for exam-
ple, an academic degree or a qualification equivalent to a professional level, etc.).

4.3. Seminars and conferences are mostly events on sectoral trends, trends and issues, which provide
an opportunity to keep abreast of sectoral developments and to create and maintain the necessary
sectoral network.
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ANNEX 2. FEEDBACK FORM
EXAMPLE

Training name: English course
Training date: 28 February 20018

Thank you for participating in this training course. It would be extremely helpful for us, as well as for your
successors on this module if we could have some idea of how useful the course has been to you. Wherever
possible, please add comments in English to amplify your response.

1. COURSE OBJECTIVES: In my view, the course met its stated objectives

1 - Poor

2 - Satisfactory
3 - Very Good
4 - Excellent

Comment your assessment:

2. CONTENT OF THE TRAINING
2.1. Seminars and Presentations

1 - Poor

2 - Satisfactory
3 - Very Good
4 - Excellent

Comment your assessment:

2.2. Group exercises

1 - Poor

2 - Satisfactory
3 - Very Good
4 - Excellent

Comment your assessment:
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2.3. Training material

1- Poor

2 - Satisfactory
3 - Very Good
4 - Excellent

Comment your assessment:

2.4. Relevance and balance of the sessions

1- Poor

2 - Satisfactory
3 - Very Good
4 - Excellent

Comment your assessment:

3. ARE THERE ANY TOPICS TO BE ADDED/AMENDED/OMITTED?
4. PRACTICAL MATTERS
4.1. Training venue

1- Poor

2 - Satisfactory
3 - Very Good
4 - Excellent

Comment your assessment:

4.2. Organisation of the course

1 - Poor

2 - Satisfactory
3 - Very Good
4 - Excellent

Comment your assessment:
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5. HOW DO YOU ASSESS THE TRAINER?
5.1. Trainer’s knowledge

1 - Poor

2 - Satisfactory
3 - Very Good
4 - Excellent

Comment your assessment:

5.2. Trainer’s presentation skill

1- Poor

2 - Satisfactory
3 - Very Good
4 - Excellent

Comment your assessment:

5.3. Trainer’s feedback/contact with the auditorium

1- Poor

2 - Satisfactory
3 - Very Good
4 - Excellent

Comment your assessment:

Thank you for your feedback!
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ANNEX 3. EXAMPLE OF
APPRAISAL TEMPLATE

Name:

Position:

Department:

Interviewer:

Position of an interviewer:
Date:

1. Results of the previous period

1.1. Goals set for the previous period

1.2. Your assessment on achieving the goals of the previous period; main results, challenges, and obstacles.

1.3. The assessment of the manager on achieving the goals of the previous period; main results

2. Work satisfaction

Employee’s satisfaction with the contents of the work and the work arrangements in the unit; cooperation with the
manager; proposals for improvement.

2.1. General nature of the job and overall job satisfaction (motivated or not, etc.?)
o Completely satisfied

Mostly satisfied

Moderately satisfied

Mostly dissatisfied

Completely dissatisfied

O O O o

Commentaries:

2.2. Feedback from other employees (do they offer help in case of question, does the manager give feedback to you,
how the information exchange works)
o Completely satisfied

Mostly satisfied

Moderately satisfied

Mostly dissatisfied

Completely dissatisfied

O O O o

Commentaries:

2.3. Level of workload

o Completely satisfied
Mostly satisfied
Moderately satisfied
Mostly dissatisfied
Completely dissatisfied

O O O o
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Commentaries:

2.4. Relationship with other employees, unity in the organization

o

O O O o

Completely satisfied
Mostly satisfied
Moderately satisfied
Mostly dissatisfied
Completely dissatisfied

Commentaries:

2.5. Development and guidance

(o]

O O O o

Completely satisfied
Mostly satisfied
Moderately satisfied
Mostly dissatisfied
Completely dissatisfied

Commentaries:

2.6. Goal-setting by the direct manager

o

O O O o

Completely satisfied
Mostly satisfied
Moderately satisfied
Mostly dissatisfied
Completely dissatisfied

Commentaries:

3. Next period

3.1. Your goals and main tasks for the next period

3.2. Commentaries by the direct manager

4. Personal development of the employee

4.1. Main trainings (accomplished)

4.2. Proposals on the need for trainings in the future that concern the organization

4.3. Personal training and development needs (related to job/tasks)

4.4. Commentaries by the direct manager
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5. Working Environment

5.1. What is your opinion on the working environment?

o

O O O o

Completely satisfied
Mostly satisfied
Moderately satisfied
Mostly dissatisfied
Completely dissatisfied

Commentaries:

5.2. What are your proposals for improving the working environment (computer, software, furniture, lights etc.)?
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ANNEX 4. ACTION PLAN
RECOMMENDATIONS

Description of the activity Responsible party Involved parties

Involve all the key stakeholders Ministries, Training Centers

Discuss the scope of the project CSB Ministries, Training Centers
Develop the funding plan CSB

Form project steering group, project group,

. CSB Ministries, Training Centers
and working group

Define functional and technical requirements  CSB, working group
Prepare procurement document CSB, working group

CSB, working group,

Detail analysis
contractual partner

Other public authorities
CSB, working group,

Development phase
contractual partner

Other public authorities

CSB, contractual partner,

Test phase .
working group

Other public authorities

(0B Develop guidelines, manuals CSB, Contractual partner
&8 Train different target groups CSB, Contractual partner

Some institutions who are

Go live phase Contractual partner . .
interested to be a pilot

Working group, pilot

Communicate results CSB e
institution(s)
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ANNEX 5. TRAINING
APPLICATION FORM

* compulsory to fulfill, other voluntary
Name of the trainiNg™ ...t e e bt e e st e e e sbeeeste e e neeeeaneeennns

Participant
o One
o Group

Describe your aims, what training helps you to achieve*

The time of the training
Date* Start time End time

i

Name of the company conducting the training, trainer® ... e

Training volume and costs
Volume Costs (participation fee etc.)

h €

Place of training
Country City Address

Additional information

+add attachment

+add link
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