
CITY OF BERKELEY 
MEETING OF THE PERSONNEL BOARD 

DATE:  November 7, 2022     TIME:  7:00 P.M. 

Secretary:  Donald E. Ellison, Human Resources Department 
2180 Milvia Street, First Floor, Berkeley, CA  94704 
(510) 981-6800   E-mail: DEllison@cityofberkeley.info

PUBLIC ADVISORY: THIS MEETING WILL BE CONDUCTED EXCLUSIVELY THROUGH VIDEOCONFERENCE 
AND TELECONFERENCE 

Pursuant to Section 3 of Executive Order N-29-20, issued by Governor Newsom on March 17, 2020, this meeting of 
the Personnel Board will be conducted exclusively through teleconference and Zoom videoconference. Please be 
advised that pursuant to the Executive Order and to ensure the health and safety of the public by limiting human 
contact that could spread the COVID-19 virus, there will not be a physical meeting location available.  

To access the meeting remotely: Join from a PC, Mac, iPad, iPhone, or Android device: Please use this URL  
https://us02web.zoom.us/j/85417900435?pwd=UlZWTktCNXA0UzUxT0dLMExWbjNEdz09. If you do not wish for 
your name to appear on the screen, then use the drop down menu and click on "rename" to rename yourself to be 
anonymous. To request to speak, use the “raise hand” icon by rolling over the bottom of the screen. 

To join by phone: Dial 1-669-900-9128 and enter Meeting ID: 854 1790 0435, Passcode: 120198.  
To submit an e-mail comment during the meeting to be read aloud during public comment, email 
jelewis@cityofberkeley.info with the Subject Line in this format: “PUBLIC COMMENT ITEM ##.” Please observe a 
150 word limit. Time limits on public comments will apply. 

MEETING AGENDA 

I. Call to Order

II. Roll Call

III. Public Comments

ACTION ITEMS:

IV. Approval of Minutes of Meeting on October 3, 2022

V. Recommendation to Revise the Police Aide Classification

VI. Recommendation to Establish the Medical Director Classification

INFORMATION ITEMS:

VII. Training Report - Updates Regarding COB Training & Organizational Development Program
- Discussion Only

VIII. Director’s Report – Updates from HR Director – Discussion Only

IX. Copy of Berkeley Matters – Discussion Only

X. Adjournment

If you are unable to attend a meeting please call 510-981-6812 
Communications to Berkeley boards, commissions or committees are public record and will become part of the City’s electronic records, which are accessible through 
the City’s website.  Please note: e-mail addresses, names, addresses, and other contact information are not required, but if included in any communication 
to a City board, commission or committee, will become part of the public record.  If you do not want your e-mail address or any other contact information to 

mailto:DEllison@cityofberkeley.info
https://us02web.zoom.us/j/85857935234?pwd=RFdwZ3YvQmM5ZFRzbVlET2JZNS9Jdz09
mailto:jelewis@cityofberkeley.info


be made public, you may deliver communications via U.S. Postal Service or in person to the secretary of the relevant board, commission or committee.  If you do 
not want your contact information included in the public record, please do not include that information in your communication.  Please contact the secretary to the 
relevant board, commission or committee for further information.  SB 343 Disclaimer:  Any writings or documents provided to a majority of the Commission regarding 
any item on this agenda will be made available for public inspection at the Human Resources Department located at 2180 Milvia Street, First Floor, Berkeley CA. 



CITY OF BERKELEY 
MEETING OF THE PERSONNEL BOARD MINUTES 

DATE: October 3, 2022     TIME:  7:00 P.M. 

Secretary:  Donald E. Ellison, Human Resources Department 
2180 Milvia Street, First Floor, Berkeley, CA  94704 
(510) 981-6800   E-mail: DEllison@cityofberkeley.info

MEETING MINUTES 

I. Call to Order 7:07 P.M. 

II. Roll Call

Members Present: Robert Dixon (Vice Chair), Darryl Bartlow,
Aviva Gilbert, Nic O’Loughlin, Jenny Wenk, Mary Kay Lacey (Chair) Late 

Members Absent: Maya Karpinski 

Staff Present: Donald Ellison (Interim Director of Human Resources); Jessica Lewis, 
Katherine Cabrera (Human Resources); Amelia Funghi (Animal Services 
Manager); 

Public Attendance: None 

III. Public Comments

Cordell: The Personnel Board should consider a retreat to go over expectations for 
2023. Approves the positions on the agenda. 

ACTION ITEMS: 

IV. Approval of Minutes of Meeting on September 6, 2022.

Action:  MSC: (Wenk/Dixon) to approve the minutes of the meeting on September 6, 2022.

Vote: Ayes: Bartlow, Dixon, Gilbert, O’Loughlin, Wenk, Lacey 
Noes: None 
Abstains: None 
Absent: Karpinski 

V. Election of Vice Chair
Action:  MSC: (Bartlow/Wenk) to nominate Bob Dixon as Vice Chair.

Vote: Ayes:  Bartlow, Dixon, Gilbert, O’Loughlin, Wenk, Lacey 
Noes: None 
Abstains: None 
Absent: Karpinski 

VI. Recommendation to Request for Extension of Temporary Animal Services Assistant

mailto:DEllison@cityofberkeley.info


Action:  MSC: (Wenk/Gilbert) to approve the Recommendation to Request for Extension of 
Temporary Animal Services Assistant.    

Vote: Ayes:  Dixon, Gilbert, O’Loughlin, Wenk Lacey 
Noes: None 
Abstains: None 
Absent: Karpinski 

INFORMATION ITEMS:  

VII. Director’s Report – Updates from HR Director – Discussion Only

VIII. Copy of Berkeley Matters – Discussion Only

IX. Adjournment     7:39 PM 
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November 7, 2022 

To: Members of the Personnel Board 

From: Donald Ellison, Interim Human Resources Director 

Subject: Recommendation to Revise the Police Aide Classification 

BACKGROUND AND CLASSIFICATION 

Rosie Jung, Sergeant at the Police Department, has requested that the City make minor 
revisions to the Police Aide job classification.  

The Police Department has depended on Police Aides for several years to help with 
various tasks throughout the department. In addition, we’ve historically hired Police Aides 
after they graduate from high school to enter in a career in Law Enforcement and benefits 
both the department and employee. 

Our goal is to increase our applicant pool for the police aide position. There have been 
several applicants that have been disqualified from the process because at the time of 
application they were in high school and not enrolled in college as required. 

RECOMMENDATION 

The Personnel Board is requested to approve the following: 

1. Revise the classification

Attachments: 
A. Police Aide classification with Track changes
B. Organization Chart

cc: Rosie Jung, Police Sergeant 
Jeneen Miller-Edenburg, Associate HR Analyst 
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Police Aide 
 

Bargaining Unit: Unrepresented Classifications 

 
 

Class Code: 
7012 

 

CITY OF BERKELEY 
Established Date: Oct 6, 2008 
Revision Date: Oct 6, 2008 

 

SALARY RANGE 

$18.33 - $27.40 Hourly 
$1,466.40 - $2,192.00 Biweekly 
$3,177.20 - $4,749.33 Monthly 

$38,126.40 - $56,992.00 Annually 
 

DESCRIPTION: 

 
DEFINITION 

 
Under supervision, performs a wide variety of entry level, support and paraprofessional police 
services duties in a learning capacity; assists and observes Police Officers and non sworn 
police personnel; performs related work as assigned. 

 
CLASS CHARACTERISTICS 

 
This is a sub entry level non civil service classification in which incumbents learn and gain 
additional qualifications in preparation for a career in law enforcement as a peace officer. 

 
 
 
 

EXAMPLES OF DUTIES: 

 
The following list of duties is intended only to describe the various types of work that may be 
performed and the level of technical complexity of the assignment(s) and is not intended to be 
an all-inclusive list of duties. The omission of a specific duty statement does not exclude it 
from the position if the work is consistent with the concept of the classification, or is similar or 
closely related to another duty statement. 

 
1. Operates police information equipment including computer systems, teletypes and 
telephones to enter and research information at the direction of an Officer or police civilian; 
assists in processing, packaging, labeling, storing and destroying property and evidence; 

 
2. Photocopies, files, indexes and locates police records and related paperwork; 

 
3. Rides with officers to observe and learn peace officer responsibilities and techniques; 

 
4. Performs errands for the department such as transporting information and paperwork to 
court and district attorney offices; 

 
5. Issues bicycle licenses and assists in processing of recovered stolen bicycles; 
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6. Provides traffic direction and control for special events, and

7. Performs related duties as assigned.

KNOWLEDGE AND ABILITIES: 

Note: The level and scope of the knowledge and skills listed below are related to job duties as 
defined under Class Characteristics. 

Knowledge of: 

1. Basic law enforcement terminology and concepts; and

2. Techniques for dealing with people of all socio economic levels under hostile and
emergency situations.

Skill in: 

1. Observing and accurately recalling places, names, descriptive characteristics and facts of
incidents;

2. Remaining calm and controlling own emotions in tense situations;

3. Establishing and maintaining effective working relationships with those contacted in the
course of the work;

4. Preparing clear and concise reports, records and other written materials, and

5. Understanding and following oral and written directions.

Ability to: 

Learn the principles, practices, procedures, laws and ordinances, terminology and operation 
of equipment used in law enforcement and crime prevention and investigation. 

MINIMUM QUALIFICATIONS: 

A TYPICAL WAY OF GAINING THE KNOWLEDGE AND SKILLS OUTLINED ABOVE IS: 

Equivalent to graduation from high school, current enrollment and in good academic standing 
at a college or university with a minimum of 6 units (at the time of appointment)., Pand 
previous volunteer or paid experience withhich has included public contact is desireable. 

OTHER REQUIREMENTS 

Must be able to travel to various locations within and outside the City of Berkeley to meet the 
program needs and to fulfill the job responsibilities. When driving on City business, 
maintenance of a valid California driver's license and satisfactory driving record is required. 
Must be eighteen years old, possess satisfactory hearing capabilities and visual acuity of at 
least 20/100 correctable to at least 20/30 in each eye, and be able to meet physical and 
background standards. 
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CLASSIFICATION

Created: 1988-12 
Revised: 2000-09 
Revised: 2014-07 (changed class code from 81170) 



Internal

The police aids would fall under the sergeant in the Personnel and Training Bureau 



Human Resources Dept. 

2180 Milvia Street    Berkeley    CA    94704    TEL: (510) 981-6800    TTY: (510) 981-6830    FAX: (510) 981-6860 

WEB: www.CityofBerkeley.info/hr    E-MAIL:  hr@CityofBerkeley.info

November 3, 2022 

To: Members of the Personnel Board 

From: Donald E. Ellison, Interim Director of Human Resources 

Subject: Recommendation Establishing the Medical Director Classification 

BACKGROUND 

Human Resources needs to establish the career classification of Medical Director within 
the Department of Health, Housing and Community Services to assist in providing 
services to the community.  Input from the Manager of Public Health Services, Senior 
Managers from Health, Housing, & Community Services, and Part-Time Physician were 
considered in developing this classification. 

DISCUSSION 

The Department of Health, Housing and Community Services (HHCS) is organized in an 
Office of the Director and five divisions which support the Department’s mission: Aging 
Services, Housing and Community Services, Environmental Health, Mental Health, and 
Public Health.  The Public Health Division (PH) strives to achieve health equity in Berkeley 
by creating environments that optimize health and well-being for all, and through 
community-based partnerships. PH provides health education and promotion for tobacco 
cessation, cardiovascular/heart health, childhood health and nutrition, oral health, and 
adolescent health. The Division oversees and provides adolescent health services at the 
Berkeley High School and Berkeley Technology Academy Health Centers, immunization 
clinics for both adults and children, and provides maternal and child health services 
including prevention programs and targeted case management.  

The proposed Medical Director classification would develop, plan and implement medical-
related Public Health Division goals and objectives.  Additionally, the Medical Director 
would support the City’s health education and services within the community.  A licensed 
physician is required to sign certification statement of compliance to state and federal 
provisions, needed to operate the various public health clinics throughout the City. 

Therefore, staff recommends that the Personnel Board establish the Medical Director 

http://www.cityofberkeley.info/hr
mailto:hr@CityofBerkeley.info
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classification to enable the Public Health Division to continue providing services and 
partnerships within the community. 

SALARY 

The Human Resources Department contracted with Bryce Consulting to develop a base 
salary recommendation.  Bryce Consulting is an agency that provides a variety of 
human resource services to non-profit and public-sector clients.  With Bryce 
Consulting’s recommendation, the staff is recommending a monthly salary range of 
$15,671.76 – 17,802.72. 

RECOMMENDATION 

1. The Personnel Board is requested to approve the following:

Establish the classification and salary range of Medical Director, exempt from the
overtime provisions of the Fair Labor Standards Act (FLSA) effective
November 8, 2022.

Attachments: 
A. Medical Director Classification

cc: Monica Walker, Human Resources Manager 
Natasha Martinez, Senior Human Resources Analyst 
Jeneen Miller, Associate HR Analyst 
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MEDICAL DIRECTOR 

DEFINITION: 

Under direction, to provide medical oversight for the clinical operations of the Public Health Division; to 
coordinate activities with City departments and outside agencies; and to provide highly responsible and 
complex support to the Director of Health, Housing and Community Services.  

CLASS CHARACTERISTICS: 

This is a single-position executive management classification.  The Medical Director’s duties are 
administrative/managerial and highly complex in nature, involving highly technical functions.  The incumbent 
has broad management authority for the day-to-day operations of the Public Health Division. 

EXAMPLES OF DUTIES: 

The following list of duties is intended only to describe the various types of work that may be performed and 
the level of technical complexity of the assignment(s) and is not intended to be an all-inclusive list of duties. 
The omission of a specific duty statement does not exclude it from the position if the work is consistent with 
the concept of the classification or is similar or closely related to another duty statement.  

1. Develop, plan and implement clinical goals and objectives that are aligned with programmatic
goals and objectives; recommend and administer policies and procedures;

2. Coordinate division’s clinical activities with those of other departments and outside agencies and
organizations; prepare and present staff reports and other necessary correspondence;

3. Participate in the development of the division’s work plan; assign clinical work activities, projects
and programs; monitor work flow; review and evaluate work products, methods and procedures;

4. ; Assist in the selection, training, motivation and evaluation of personnel; provide or coordinate
staff training; assist in conducting performance evaluations; assist in implementing discipline
procedures; maintain discipline and high standards necessary for the efficient and professional
operation of the division;

5. Represent the division to outside groups and organizations; participate in outside community and
professional groups and committees; provide technical assistance as necessary;

6. Provide timely medical consultations, back-up by phone and email, and clinical training and
assistance for Mid-Level Practitioners, Public Health Nurses, Registered Nurses and Program
Managers during clinic/program operations;

7. Develop, approve, and monitor medical protocols for medical staff;
8. Serve as the Medical Director for various public health programs as needed, including signing

certification statement of compliance to state and federal provisions.
9. In consultation with the Berkeley High School Health Center (BHSHC) Clinic Director or Program

Managers, ensure implementation and adherence to medical protocols and procedures as well as
any pertinent clinic policies;
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10. Provide oversight in the clinical aspects of Continuous Quality Improvement for clinical staff at
the various Program sites;

11. In collaboration with Program Managers, participate in clinical implications or impacts of
administrative management decision-making;

12. Collaborate with Program Managers and clinical staff to ensure the accuracy of clinical medical
records;

13. May conduct medical and physical examinations, make diagnoses, and prescribe and administer
treatments and medications, when needed;

14. Provide MD license information, sign off on all applicable licenses and certificates, and standing
orders;

15. Build and maintain positive working relationships with co-workers, other employees and the
public using principles of good customer service;

16. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES: 

Note: The level and scope of the knowledges and skills listed below are related to job duties as defined 
under Class Characteristics.  

Knowledge of: 

1. Medical science and its application;
2. Environmental and Public Health medical science and its application;
3. Federal, State and local laws governing public health, environmental health and pollution control;
4. Principles and practices of public health, including current trends in policy, treatment, prevention, 

education and related issues;
5. General medical practices of public health clinics;
6. Effective public and community relations;
7. Principles and practices of leadership, motivation, team building and conflict resolution;
8. Pertinent local, State and Federal laws, rules and regulations;
9. Organizational and management practices as applied to the analysis and evaluation of programs,

policies and operational needs;
10. Principles and practices of organization, administration and personnel management;
11. Principles and practices of budget preparation and administration;
12. Principles of supervision, training and performance evaluation;
13. Public relations practices and techniques; public speaking;
14. Research methods; report writing techniques; statistical concepts and methods; principles and

techniques of project management.

Ability to: 

1. Providing sound medical direction representing several different professional disciplines;
2. Working with County, State, Federal, and local government officials in the establishment of

coordinated and effective program of services to health clients;
3. Develop and implement division clinical policies and procedures;
4. Gain cooperation through discussion and collaboration;
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5. Interpret and apply City policies, procedures, rules and regulations;
6. Supervise, train and evaluate assigned staff;
7. Meet critical deadlines; make decisions under pressure;
8. Prepare and give effective public presentations;
9. Prepare and present complex narrative and statistical reports, correspondence, and other

documents;
10. Communicate clearly and concisely, both orally and in writing;
11. Operate and use modern office equipment including computers and applicable software;
12. Establish and maintain effective working relationships with those contacted in the course of work.

MINIMUM QUALIFICATIONS: 

A TYPICAL WAY OF GAINING THE KNOWLEDGE AND SKILLS OUTLINED ABOVE IS: 

Equivalent to a Doctorate of Medicine from an accredited college or university and five years of 
increasingly responsible experience in the practices of clinical medicine, including (2) years of experience 
as a licensed Physician working in a specialty area such as disease control and adult health or maternal 
and child health. Completion of a residency program in a related specialty area may substitute for the 
experience requirement. A degree in Public Health, experience in working with community groups, and 
Board Certification in a Medical Specialty relevant to public health are desirable. 

OTHER REQUIREMENTS: 

Must be able to travel to various locations within and outside the City of Berkeley to meet program needs 
and to fulfill the job responsibilities. When driving on City business, the incumbent is required to maintain 
a valid California driver's license as well as a satisfactory driving record.  
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Human Resources Dept.  

    
November 7, 2022 
 
  

To: Members of the Personnel Board 
 
From: Wilhelmina Parker, Training Officer 
 
Subject: Update Regarding City of Berkeley Training & Organizational Development Program 
  

BACKGROUND   
  
This report is to inform the Personnel Board regarding activities of the City of Berkeley’s Training and 
Organizational Development (T & OD) Program. The T & OD Program is staffed by Wilhelmina Parker, 
Training and Organizational Development Officer. Services provided by the Training and Organizational 
Development Program include:  
  

1. Assessing training needs, designing curriculum, delivering training courses, evaluating training 
programs and providing miscellaneous organizational development services to departments.  
These include but are not limited to assessments, team building and other activities to enhance 
citywide productivity and morale  

2. Development, coordination, administration, delivery, and management of the City of Berkeley 
City wide annual Training program(s) encompassing  

a. Coordination, administration, monitoring and Management of state and federal Mandatory  
Training programs  

b. Administration and Management of Skill & Employee Development Programs  
3. Development and implementation of Strategic Organizational Development and Training 

projects such as the Skilled Worker Academy  
4. Researching, evaluating, and selecting appropriate technological infrastructural and service 

delivery needs for administration of an effective citywide Training program  
5. Developing, maintaining, and administering the three Citywide Tuition Reimbursement Programs   
6. Provision of administrative oversight of the Citywide Ethics Program  

  

SCOPE  
  
This report will focus on updates on Training activities which will cover the present time (November 
2022) to the last report presented to the Personnel Board in November 2019.  
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REPORT STRUCTURE  
  
This report is organized as follows:   
  

Date/ time frame/Section   Calibrating/Transition Event  

March 2020 and prior  Life Before Covid: PRE-SIP: Formalized in Classroom Training 
program structure 1  

COVID “event horizon”: March 
2020  

COVID “event horizon”: March 2020  

April 2020-June 2020  Triage Structures during Shelter IN Place2  
June 2020- December 2021  Post SIP transitory training program structure developed, forward 

looking needs assessment calibrating for adjustment to “new 
normal” 3  

January 2022-present  Analysis, Design, Development, Implementation and Execution 
Strategic Plan Training Initiative Skilled Worker Academy (launch 
date September 2022)4  

June 2022 and ongoing  Implementation and Rollout of the new City of Berkeley Training 
Plan 5  

June 2022 and ongoing   
  

Revamp, expansion, and installation of the Citywide Ethics 
Committee6  

September 2022 and ongoing  Online (blended learning) integrations7  
  

                                                 
1 Appendix 1  
2 Appendix 2  
3 Appendix 3  
4 Appendix 4   
5 Appendix 5  
6 Appendix 6   
7 Appendix 7  

http://www.ci.berkeley.ca.us/hr
http://www.ci.berkeley.ca.us/hr
http://www.ci.berkeley.ca.us/hr
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Narrative  
  
1. March 2020 and prior  Life Before Covid: PRE-SIP: Formalized in Classroom Training program 

structure   
• The City of Berkeley’s training program included the 3 C’s (Customer Service, One City Team, and 

Continuous Learning) modules  
• These modules were predominantly taught by outside consultants  
• All trainings were delivered in an “in person” modality  
• Feedback was positive although staff requested periodic refreshing of dated content and variety in the topic 

modules, which seemed “repetitive”   

  
2. April 2020-June 2020  Triage Structures during Shelter IN Place  
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On March 27th, 2020, the Training Division received the order to cancel all scheduled trainings for the remainder of 
the calendar year until further notice.  Immediate focus of duties then shifted to “Essential Services- Provision of 
coaching and mentorship” via Connection Corners weekly interventions. With Human Resources deemed an 
essential service, the Training division assessed a key training need to keep city staff connected and alleviate a sense 
of negative isolation.   
  
Between March 20, 2020, and June 10, 2020, the Training Division researched appropriate topics, developed 
interactive and engaging content, and successfully facilitated weekly “Connection Corners” modules open to all staff.   
  
Hosted by the Training officer, these “Connection Corners facilitated a variety of scripted, unscripted, and planned 
activities intended to build motivation, strengthen, and connect staff who felt a need during the uncertain times of the 
initial days of the Shelter in Place.  The program was extremely well received and was well recommended as 
instrumental (amongst other things) in allowing staff to feel connected, be given the opportunity to build 
camaraderie, and co-mentor and encourage each other to develop necessary strengths and competencies integral to 
build resilience imperative to weather this time.  Developed as a precursor and staff support towards the anticipated 
POST SIP Workplace.   

• (April 1, 2020-June 30, 2020) Developed, piloted/rolled out All staff/ Audience: Open to all Staff (1400)  
• Modality: Zoom or Skype Video conferencing "Connection Corner" Weekly Check In, Frequency: Once a 

week. Wednesdays- Noon to 1  
• Organized in 1 hour “Peer mentorship” modalities, the program was facilitated by the Training officer and 

structured over a dedicated zoom channel  
  
3. June 2020- December 2021  Post SIP transitory training program structure developed, forward looking 

needs assessment calibrating for adjustment to “new normal”   
Following the lifting of the SIP order, staff embarked on a hybrid work structure. In response, the Training Division 
launched a Needs Assessment to identify and develop present and evolving training needs and on June 16th, 2021, 
rolled out a transitionary reconfigured Training Program with characteristics as follows:  

• Integrated sensibilities to educate city staff about COVID- 19 and other related best practices  
• Developed and rolled out by city staff who delivered “intimate” modules anchored by the City of Berkeley 

Strategic Plans 9 goals  
• 100% virtual  
• Created space for interpretation of citywide values (3C) with a backdrop of Shelter in Place  

These modules were favorably received and evaluated highly for content as well as the convenience of provision of  
“space” for staff interactions enhancing morale and a sense of normalcy and camaraderie  

  
4. January 

 2022present  
Analysis, Design, Development, Implementation and Execution -Strategic Plan 
Training Initiative Skilled Worker Academy (launch date September 2022)  



   
Internal  

5  
BACKGROUND /VALIDATION  
A 2016 citywide Needs Assessment revealed that there are many excellent staff within the City of Berkeley who 
entered at the laborer/entry level: some without a high school diploma, bachelor’s degree and/or minus 
basic/beginner level reading, writing, grammar, computer skills. Over time, some of these staff gained invaluable 
experience in key arenas of value in their arena of competence however were excluded from career development 
and growth because of a lack of development and career mobility goals.    
  
“VISION LED” MISSION  
At the Government Alliance for Race & Equity Conference in August 2019, City Manager Dee Williams-Ridley 
spoke about the importance of “holding values such as Speaking to the few and ensuring that they feel included, 
focusing on Intentional leadership that Creates Race & Equity Collateral, modeling leadership “CHAT” – 
Courage, Hope, Action, and Timing.”  This program is designed to provide OPPORTUNITY and access in 
alignment with the City Manager’s vision. With these goals in mind, the Training Division proposed the 
development and launch of the Skilled Workers Academy with proposed dimensions as follows:  
  
ELIGIBLE PARTICIPANTS  

1. All non- supervisory, non -management “Career” regular, benefitted employees 2. 
No current or pending disciplinary employment action  

  
Objectives:  

• Providing training with intent to increase “pass outcomes” for entry level/other classifications into higher  
classifications and building a collaborative and engaged dialogue to provide On the Job Training to support “pass” 
outcomes   

• Developing alternative pipelines for career development for existing city staff leveraging internal & external 
resources Outcome:   

In September of 2022, the Training division and a handpicked Planning group drawn from the Public Works and 
Parks, Recreation & Waterfront division rolled out the Pilot Skilled Worker Academy. The first cohort began 
classes in September 2022  

    
  

5. June  2022  and 
ongoing  

Implementation and Rollout of the new City of Berkeley Training Plan.  In June 
2022, the Training division rolled out a reconfigured Training program  

Modifications and integrations included:  
 • Integrations for a Post Shelter in Place Workplace  

• Guidance and sensibilities acknowledging the new telework environment  
• Integration and systematizing the vagaries of the change dynamic and impact on staff  
• Inclusion, belonging, and othering contextualized in the new digital age  
• Integrations for Personal & Team Safety & Security  
• Mitigating the impact of an external hostile adversarial force  
• Integrations for a Zero Tolerance Drug & Alcohol-free Workplace  
• Integrations reflecting Council edicts & Mandates & or State/Federal regulations   
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 •  integrations for expansion of Training services citywide to constituents such as the Rent board and other 

City partners and collaborators  
 

    

  
  
6. June 2022 and ongoing   

  

Revamp, expansion, and installation of the Citywide Ethics Committee  

In June 2022, instructions were received from the City Manager’s Office to rejuvenate, relaunch, and resuscitate the 
Ethics committee which had been on hiatus  
  
Reformulation of the Committee ensued, and assignation of new tasks and deliverables identified including:   

1. Updated training expectations and requirements for all city staff and supervisors  
2. Integration of training encompassing Fair political practices  
3. Equitable processes to ensure staff without access to computers received access to training  
4. Coordination of supervisory ethics training for all supervisors  
5. Develop and launch Whistleblower policy and associated trainings   
6. Develop and launch Domestic Violence Policy and associated trainings  
7. Development of reporting metrics and structural template for regular updates to City Council and other 

stakeholders and constituents  

The committee has resumed work and new members are currently being recruited citywide for a robust committee 
structure  

  
7. September 2022 and ongoing  Online (blended learning) integrations 

September 2022 and ongoing  
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In 2022, several online and hybrid training modules were developed and rolled out citywide to facilitate state and local 
needs and mandates.  These included:  
  

• Harassment Awareness: All City Staff o Bifurcated for Line Staff & Supervisors  
• Ethics Awareness: All City Staff o Bifurcated for Line Staff & Supervisors  
• Active Shooter Awareness (All City staff)  

Next Steps:  
• All modules are on track for rollout citywide by November 1.   
• An ancillary process for additional due diligence Supervisory Ethics training is being developed with hopes for 

citywide completion by Managers & Supervisors by Dec 31.   
• The delivery modality will be a blended approach (Live, interactive, online training)  
• Additionally, efforts are in place to ensure that staff without access to computers are provided access to these 

trainings. The issue of the modality for training provision is under discussion as the training division evaluates 
and tracks new COVID 19 cases as in person training opportunities are expanded   

  
Conclusion:  
  
 It is an exhilarating time in the field of Training and Organizational Development. There is tremendous 
opportunity for the training and organizational development division to make a positive impact citywide. As of 
the writing of this report, all adjustments and modification recommended and implemented by the Training and 
Organizational Development function have been received with enthusiasm and reviews have been positive. An 
evaluation to assess efficacy of remaining implemented systems and structures is earmarked for First quarter 
2023.  
  
  
Staffing limitations: With a full-time staff of one, the City’s training and organizational development function 
struggles to expand bandwidth to effectively support citywide training and organizational development goals 
and activities. Consequently, there is limited opportunity for in depth planning and evaluation, as well as risk 
factors associated with record keeping and data entry.  Recommended staffing for the division are as follows:  
  

Position  Existing or New   
Training Officer   Existing  
Analyst  New  
Training administrative assistant  Existing8  

  
Environmental Effect:  Moving to a hybrid online training modality has reduced the environmental impact of 
Training.  Reduction of paper printing, carbon emissions from driving will present manifold environmental 
benefits9.    
                                                 
8 Though the training division has historically been budgeted for a full time Training officer and full-time administrative staff position, 
the administrative staff position has been vacant for over 4 years  
9 Expansion to a hybrid model requires a partial return to provision of refreshments and snacks being offered at trainings, as well as some 
hard copy training materials and resources.    
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Cost and budgeting  
  
Cost Savings were significant during SIP and as the city reduced dependence on training consultants. However, 
as the city moves into the blended/hybrid learning iteration of the City of Berkeley Training program(s) for 
calendar year 2022 and ongoing, costs are anticipated to trend higher due to technology and blended hybrid 
systems essential for the training function to operate satisfactorily.   
  
Though significant cost efficiencies are currently garnered by launching and developing quality, customized in 
house training modules and partnering with seasoned consultancy partners who hold significant subject matter 
expertise in both the city of Berkeley’s unique needs as well as hybrid training delivery systems, the city’s capacity 
to recalibrate to “upskill” the current and future workforce will require an investment in Training and learning. 
Such an investment will result in a positive Return on Investment (ROI) as the city increases retention and reduces 
negative attrition.   
  
Technological needs to support this work have been analyzed and integrated into the frame of thinking. At the 
writing of this report, negotiations are at near term to onboard Neogov Learn, which includes a Succession 
Planning component however other critical infrastructural, equipment and technology needs are yet to be assessed 
and will likely be a significant cost over prior years training and organizational development expenditure.  
  
Future activities for Training and Organizational Development include:  

  
� Building a citywide expanded version of the Skilled Worker Academy (2023 calendar year through 

2025)   
� Forecasting and identifying the new skill sets necessary to survive and thrive in this time   
� Building ongoing training for succession planning and career development for ALL staff 

classifications  
� Embarking on a technological and infrastructural training needs assessment   

For further information on this report or other Training and Organizational Development functions, please contact 
Wilhelmina Parker, the City of Berkeley Training Officer via email at wparker@cityofberkeley.info or via 
telephone at 510-981-6823  
  



   

PART 1: PRE-SIP Training Program Structure; 3C City Wide Training Program; September 2019-March 2020 
Figure 1: All City 3C Training Program.  The table below describes the structure of the 2018-19 City of Berkeley 
Training Program.  
 

Cluster: Customer Service Audience: All City Staff (Baseline count=1400) 

Module Modality Audience  Cost 
per 
head 

Frequency Trainer 

Creating a Culture of Service   In person All staff $100 Annual Consultant (CFOE) 

Challenging Customer Service Situations  In person All staff $100 Annual Consultant (CFOE) 

Advanced Conflict Resolution  In person All staff $100 Annual Consultant: (Featherston & 
Assoc.) 

Leveraging Differences  In person All staff $250 Annual Consultant: (Exec. Diversity) 

Cluster:  One City Team Audience: All City Staff (Baseline count=1400) 

Module Modality Audience  Cost  Frequency Trainer 

Harassment Prevention   In 
person 

Staff, interns, 
volunteers  

$100 Biennial Consultant (CFOE) 

Collaborative Communication   In 
person 

All staff $100 Annual Consultant (CFOE) 

COB 101   In 
person 

All staff $0 Annual City staff 

Leader in Each of Us    In 
person 

All staff $100 Annual Consultant (CFOE) 

Cyber Security Awareness  Online  All staff  $0 Annual Internal City staff 

Cluster: Continuous Learning Audience: All City Staff (Baseline count=1400) 

Module Modality Audience  Cost  Frequency Trainer 

Professional Business Communications   In person All staff $350 Annual Consultant (CFOE) 

Budget Basics In person All Staff/based 
on job 

$0 Annual City Staff 

Preparing Council Reports  In person All Staff/based 
on job 

$0 Annual City Staff 

Cluster: Management Trainings Audience: All City Staff (Baseline count=1400) 

Module Modality Audience  Cost  Frequency Trainer 

ABC's of Hiring & Examination Process  Online All Managers $0 Annual  Video 

Interviewing & Selection Online All Managers $0 Annual  Video 



   

New Mgr. Orientation In 
Person 

All Managers $500 @hire/promotion Consultant (CFOE) 

Prog. Discipline & Investigations In 
Person 

All Managers $0 Annual City Staff 

Managing & Supervising Diversity for 
Greater Inclusion 

In person All managers $500 Annual Consultant: (Executive 
Diversity) 

 



   

Part 3: Triage Structures during Shelter in Place 
 

Cluster:  Building Resilience - Life Skills Coaching Intensive 
1. Building resilience -“No island of one” 
2. Resilience - “TAKING CONTROL” 
3. Resilience: silver lining-innovation through crisis” 

Cluster:  Adjustments for the long haul 
4. Relationships: Managing Conflict in Crisis 
5. Visioning Forward 
6. Tools towards peace 
7. Mindfulness for Mind Management  
8. Art of happiness  

Cluster:  Customer Service &Professionalism Cluster after SIP 
9. Building happiness at work 
10. Overcoming Procrastination 
11. Team Work in Telework 

1. April 1, 2020 
2. April 8, 2020 
3. April 15, 2020 
4. April 22, 2020 
5. April 29, 2020 
6. May 6, 2020 
7. May 13, 2020 
8. May 20, 2020 
9. May 27, 2020 
10. June 3, 2020 
11. June 10, 2020 

(12:30 p- 1:30 p) 

 
 



   

Post SIP transitory training program structure developed, forward looking needs assessment calibrating for adjustment to “new normal” 
Part 4: Re-envisioning Training in the Era of Post SIP  

 What is the desirable training program structure? Needs Assessment: June 1, 2020 and ongoing: Between April 30, 2020 and June 1st the Training Division 
launched an urgent Needs Assessment to evaluate the next iteration of Training of value to support the City of Berkeley navigate with resilience. This included 
analyzing the efficacy, present day and future forward relevance of mandated training, delivery modality and access constraints in anticipation of the Post SIP era. 
With goals to move the City of Berkeley Training Program to a hybrid online modality in a Post COVID 19 era, a city-wide training survey analysis was conducted with the 
following 3 step Training GAP analysis process 

• Start: April 30, 2020  
• End:  June 1, 2020 

 
 

Training Needs Assessment & GAP Analysis Structure 
Step 1 

Current State 

1. WHICH skills are still needed? 
2. WHO needs to learn these skills? 
3. HOW can we offer these skills? 

a. What do we need to 
ensure that it can 
happen? Technology 
etc.) 

 

Step 2  

Visioning Forward 

What skills 
are NOT 
represented? 

Priority:  

• 1: Need 
within 6 
weeks  

• 2:  Need 
within 3 
months.  

• 3:  Need 
within 6 
months  

• 4:  Need 
within a year 

Who 
needs 
these 
skills? 

What are the 
characteristics 
to consider of 
the learner? 
Telecommuter, 
field staff, etc.? 

Step 3 

Strengths/Constraints & 
Resources Assessment 

1. Budgetary Constraints 
(an assumption was 
made about a DRASTIC 
need to cut all but the 
most minimal of costs of 
training 

2. Strengths Assessment 
(What do we have that 
can be used?)  

Existing Training Systems/ 

Infrastructures/ Human Capital  



   

 

 

a. Online (Neogov LMS) 
b. Linked  In Learning 
c. In house designed/In 

house deployed 
d. Knowledgeable staff 

SME’s willing to 
participate in training 
program with support to 
develop modules and 
convert to online 
modality 

 
City of Berkeley Training Program 

Update 9/2/2020 
All trainings are provided over Zoom or electronic modality. All staff will sign on in Zoom which will act as registration. For staff who do not telework, Division 
Directors/department heads will be expected to faciliate a gathering of no more than 5 participants in adherence with provisos pertaining to Public Gatherings 
at work site.  The training officer will coordinate review of the mandated training (live or recording) from a remote location (Zoom) and staff without capacity to 
telework will participate at the work site.   

1. 1st Wednesday of each month- COVID Training "COVID-19 POSITIVE TEST: WHAT NEXT?" or "I'VE BEEN EXPOSED TO COVID-19: WHAT 
NEXT?" - Topic: COVID Awareness and Prevention Best Practices 
Every month on the First Wed, until Feb 3, 2021, 5 occurrence(s) 

        Oct 7, 2020 09:30 AM 
        Nov 4, 2020 09:30 AM 
        Dec 2, 2020 09:30 AM 
        Jan 6, 2021 09:30 AM 
        Feb 3, 2021 09:30 AM 

Join Zoom Meeting: https://us02web.zoom.us/j/82075803104?pwd=MVpzdTVidFhZMVdIYjBPWGdLN2lLUT09 
Meeting ID: 820 7580 3104. Passcode: 517900 
 

2. 2nd Wednesday of each month skill level training  (Open to all staff) @ 12:30 p: Modality: https://zoom.us/j/349548848;  
 

3. 4th Wednesday of each month Management Skill level training (Open to all managers and supervisors) @9:30  ZOOM -  
https://us02web.zoom.us/meeting/register/tZUtce6vqjguHd3inQIBNOSw0GUjhwP5jXm7. 
 

4. NEW SUPERVISOR ORIENTATION-  3rd Tues and Wed every 3 months (8a -5 p both days) Next occurrence is Oct 20th and 21st  

https://us02web.zoom.us/j/82075803104?pwd=MVpzdTVidFhZMVdIYjBPWGdLN2lLUT09
https://zoom.us/j/349548848
https://us02web.zoom.us/meeting/register/tZUtce6vqjguHd3inQIBNOSw0GUjhwP5jXm7


   

 
5. New Employee Orientation 3rd Monday (quarterly) Next occurrence November 16th 2020 

 
6. 4th Thursday of the month at 10:00 am  (Place holder for AD HOC trainings)- may be included as necessary based on staff emerging need 

 
7. Program/Division Specific “in service” training: at program leadership convenience.  Please email wparker@cityofberkeley.info 

 

Module Audience Rotation Training modality: All 
trainings are provided over 
zoom or electronic 
modality.  Protocols in 
place to ensure equitable 
access for staff who cannot 
telework 

Cost Month 

Managing the  City of Berkeley 
Teleworker 

Managers and 
Supervisors 

4th Wednesday of 
each month  

Values and Policy overview 
to administer and manage 
CoB teleworker program  

$ Zero 
Materials developed and 
training facilitate by Training 
officer/in house City staff 

JUNE 

Team Work in  
Telework 

Staff  2nd Wednesday of 
each month 

Values and Policy overview 
to participate in CoB 
teleworker program 

$ Zero 
Materials developed and 
training facilitate by Training 
officer/in house City staff 

Operational Change 
Management Best Practices 

Managers and 
Supervisors 

4th Wednesday of 
each month  

Review of three KEY 
components of Crisis 
Leadership in Change; 
analyze  and discuss the 
success factors imperative to 
navigate these three KEY 
components; discuss a 
systems re-alignment 
approach for application to 
the City of Berkeley 

$ Zero 
Materials developed and 
training facilitate by Training 
officer/in house City staff 

JULY 

Weathering Change Staff  2nd Wednesday of 
each month  

Best practices in weathering 
Change in Crisis 

$ Zero 

Training Calendar 

 



   

Module Audience Rotation Training modality: All 
trainings are provided over 
zoom or electronic 
modality.  Protocols in 
place to ensure equitable 
access for staff who cannot 
telework 

Cost Month 

Materials developed and 
training facilitate by Training 
officer/in house City staff 

NEW EMPLOYEE 
ORIENTATION  

8a-5p Monday (quarterly) 

November 16th 2020 

ALL NEW STAFF 
TO THE CITY  

3rd Monday 
(quarterly) Next 
occurrence 
November 16th 
2020 
 

NAVIGATING THE LAY OF 
THE LAND 

$ Zero 
Materials developed and 
training facilitate by Training 
officer/in house City staff 

JULY 24 
 
 

Ethics for managers Managers and 
Supervisors 

4th Wednesday of 
each month  
 
(Postponed to Wed, 
SEPT 2ND)  

Values and Policy overview 
to administer and manage 
CoB Ethics Program  

$ Zero 
Materials developed and 
training facilitate by Training 
officer/in house City staff 

AUGUST 

Ethical Behavior in Government Staff  2nd Wednesday of 
each month 

Understanding  and 
adherence of Ethics 
Sensibilities in Government  

$ Zero 
Materials developed and 
training facilitate by Training 
officer/in house City staff 

Customer Service in the 
Community in a Challenging 
Environment 

In service (request 
from PRW) 

NA 1. Reiterate City of 
Berkeley Customer 
service expectations  

2. Normalize reality of 
conflict as a 
byproduct of 
heightened stress 

3. Discuss healthy 
strategies to 
manage 

$ Zero 
Materials developed and 
training facilitate by Training 
officer/in house City staff 
 
 
 
 
 
 
 
 

AUGUST 
11,  



   

Module Audience Rotation Training modality: All 
trainings are provided over 
zoom or electronic 
modality.  Protocols in 
place to ensure equitable 
access for staff who cannot 
telework 

Cost Month 

tension/stress/confl
ict in community 

4. Learn one de-
escalation or 
resolution 
technique 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NEW SUPERVISOR 
ORIENTATION (2 DAYS) 
 
 

ALL NEW 
SUPERVISORS 
(NEWLY HIRED OR 
PROMOTED) 

OVER A TUES 
AND WED (ONCE 
A QUARTER) 

SUPPORTS TO GUIDE 
AND NAVIGATE  

$ Zero 
Materials developed and 
training facilitate by Training 
officer/in house City staff 

AUGUST 
18 & 19 
 

Managing Diversity Program 
• Cultural Humility  
• Implicit Bias/ Micro 

aggressions 
• Structural Equity 

Managers and 
Supervisors 

4th Wednesday of 
each month  

• Kick off opening 
module on Sept 23, 
2020 

• Will be augmented 
with weekly 
assignments, 

$ Zero 
Materials developed and 
training facilitate by Training 
officer/in house City staff 
 
 

SEPTEM
BER 



   

Module Audience Rotation Training modality: All 
trainings are provided over 
zoom or electronic 
modality.  Protocols in 
place to ensure equitable 
access for staff who cannot 
telework 

Cost Month 

recordings, and 
readings focused on 
the 4 topic areas 
every Wednesday 

• Implicit Bias 
Assessment (IAT) 

• Watch “Race-
Power of an 
Illusion” 

• “Othering and 
Belonging” 

 
 
 
 
 
 
 
 
 
 
 
 
 

Embracing Differences  Staff  2nd Wednesday of 
each month 

Will be augmented with 
weekly assignments, 
recordings, and readings 
focused on the following  
topic areas every Wednesday 

• Cultural Humility  
• Implicit Bias/ Micro 

aggressions 
• Leveraging 

Differences in 
communication 
styles 

• “7 week Bias 
Cleanse” 

• Building Empathy 

$ Zero 
Materials developed and 
training facilitate by Training 
officer/in house City staff 



   

Module Audience Rotation Training modality: All 
trainings are provided over 
zoom or electronic 
modality.  Protocols in 
place to ensure equitable 
access for staff who cannot 
telework 

Cost Month 

• Challenging 
Customer Service 
Situations  

• Constructive 
Conflict 

• Collaborative 
Communication at 
Work  

MOU provisions for Managers  
(AD HOC training) 

All 
Managers/Supervisor
s 

Ad hoc Training  
 
4th Thursday of the 
month at 10:00 am   

Guidance surrounding most 
current MOU’s 

$ Zero 
Materials developed and 
training facilitate by Training 
officer/in house City staff 

Sept 
24, 2020 
at 10:00 
am 

COVID Training  
COVID /AWARENESS 
TRAINING- “WHAT’S NEW IN 
PREVENTION”/Best Practices 

(9:30 a-11:30a) 
 

Open to all staff Monthly (First 
Wednesday of the 
Month) 

Updates/best practices? $ Zero 
Materials developed and 
training facilitate by Training 
officer/in house City staff 

Oct 7th  

NEW SUPERVISOR 
ORIENTATION (2 DAYS) 
https://us02web.zoom.us/meeting
/register/tZcrduCopzwtE9d3NrY
LJTeNWi2SICQ5BNj-  

ALL NEW 
SUPERVISORS 
(NEWLY HIRED OR 
PROMOTED) 

OVER A TUES 
AND WED (ONCE 
A QUARTER) 

SUPPORTS TO GUIDE 
AND NAVIGATE  

$ Zero 
Materials developed and 
training facilitate by Training 
officer/in house City staff 

OCT 20th 

and 21st  
 

https://us02web.zoom.us/meeting/register/tZcrduCopzwtE9d3NrYLJTeNWi2SICQ5BNj-
https://us02web.zoom.us/meeting/register/tZcrduCopzwtE9d3NrYLJTeNWi2SICQ5BNj-
https://us02web.zoom.us/meeting/register/tZcrduCopzwtE9d3NrYLJTeNWi2SICQ5BNj-


   

Module Audience Rotation Training modality: All 
trainings are provided over 
zoom or electronic 
modality.  Protocols in 
place to ensure equitable 
access for staff who cannot 
telework 

Cost Month 

Robust Leadership Post COVID 
• Leading from Within: 

Personal Values  
• Leading from 

Authenticity: Effective 
Communication & 
Presentation 

• Leading from 
Engagement: Crucial & 
Generative 
Conversations  

Managers and 
Supervisors 

4th Wednesday of 
each month  

Kick off opening module on 
October 28th, 2020 
Will be augmented with 
weekly assignments, 
recordings, and readings 
focused on self-knowledge 

• Emotional 
Intelligence 
https://globalleader
shipfoundation.com/
geit/eitest.html 

• Index of Learning 
Styles (ILS)  

• Style Under Stress 
(Vital Smarts) – 
Crucial 
Conversations 

• 16 Personalities 
Assessment- 16 
Personalities 

$ Zero 
Materials developed and 
training facilitate by Training 
Officer/in house City staff 

OCT 

Leading Self Staff 2nd Wednesday of 
each month  

Emotional Intelligence 
https://globalleadershipfoun
dation.com/geit/eitest.html 
Index of Learning Styles 
(ILS)  
Style Under Stress (Vital 
Smarts) – Crucial 
Conversations 

$ Zero 
Materials developed and 
training facilitate by Training 
officer/in house City staff 

https://globalleadershipfoundation.com/geit/eitest.html
https://globalleadershipfoundation.com/geit/eitest.html
https://globalleadershipfoundation.com/geit/eitest.html
https://globalleadershipfoundation.com/geit/eitest.html
https://globalleadershipfoundation.com/geit/eitest.html


   

Module Audience Rotation Training modality: All 
trainings are provided over 
zoom or electronic 
modality.  Protocols in 
place to ensure equitable 
access for staff who cannot 
telework 

Cost Month 

16 Personalities Assessment- 
16 Personalities 

Leading Environmental 
Sustainability People, Planet, 
Profit   

Managers and 
Supervisors 

4th Wednesday of 
each month  

Kick off opening module on 
October 2, 2020 
Will be augmented with 
weekly assignments, 
recordings, and readings 
focused on the 4 topic areas 

$ Zero 
Materials developed and 
training facilitate by Training 
officer/in house City staff 

NOV 

Effective Environmental 
Stewardship 

Staff 2nd Wednesday of 
each month  

Understanding and 
embodying Sustainability 
mindset 

$ Zero 
Materials developed and 
training facilitate by Training 
officer/in house City staff 

 
 



   

 

  

 

Are you a “front line” staff in the Public Works (PW) or Parks, 
Recreation & Waterfront (PRW) Division(s) ready to catapult 

your career into full gear? If so, consider applying for the City of 
Berkeley Training Program  

 



   

 



   

Skilled Worker Academy Schedule  

All sessions will have between 16 and 18 attendees. The same cohort of students will attend the 
training classes each week. Currently, the assumption is that all classes will be in person. Next 
session is scheduled for March 2023, and the intention is to expand for Office and other staff 
classifications  

1947 COMPUTER LAB 

COMPUTER BASICS 

Times Date Class 

12:30 to 2 pm 2:30 to 4 pm 9/29/2022 Windows Overview 

12:30 to 2 pm 2:30 to 4 pm 10/6/2022 Outlook 

12:30 to 2 pm 2:30 to 4 pm 10/13/2022 Outlook 

12:30 to 2 pm 2:30 to 4 pm 10/20/2022 Outlook 

12:30 to 2 pm 2:30 to 4 pm 10/27/2022 Word 

12:30 to 2 pm 2:30 to 4 pm 11/3/2022 Word 

12:30 to 2 pm 2:30 to 4 pm 11/10/2022 Word 

12:30 to 2 pm 2:30 to 4 pm 11/17/2022 Word 
 11/24/2022 Thanksgiving – No Class 

12:30 to 2 pm 2:30 to 4 pm 12/1/2022 Excel 

12:30 to 2 pm 2:30 to 4 pm 12/8/2022 Excel 

12:30 to 2 pm 2:30 to 4 pm 12/15/2022 Excel 

12:30 to 2 pm 2:30 to 4 pm 12/22/2022 Excel 
  Holiday Break – No Class 

12:30 to 2 pm 2:30 to 4 pm 1/5/2023 PowerPoint 

12:30 to 2 pm 2:30 to 4 pm 1/12/2023 PowerPoint 

12:30 to 2 pm 2:30 to 4 pm 1/19/2023 PowerPoint 
Learning Guides will be provided 



   

 

ADVANCED BUSINESS SKILLS( GREEN ROOM/TBD) 
Times Date Class 

 
12:30 to 2 pm 
 2:30 to 4 pm 

1/26/2023 Professionalism/Work Ethic (Baseline) 

12:30 to 2 pm 2:30 to 
4 pm 

2/2/2023 Professionalism/Work Ethic (Advanced) 

12:30 to 2 pm 2:30 to 
4 pm 

2/9/2023 Critical Thinking/Problem Solving 
(Baseline) 
 

12:30 to 2 pm 2:30 to 
4 pm 

2/16/2023 Critical Thinking/Problem Solving 
(Advanced) 

12:30 to 2 pm 2:30 to 
4 pm 

2/23/2023 Oral/Written – Communications (Baseline) 

12:30 to 2 pm 2:30 to 
4 pm 

3/2/2023 Oral/Written Communications (Advanced) 

12:30 to 2 pm 2:30 to 
4 pm 

3/9/2023 Teamwork/Collaboration (Baseline) 

12:30 to 2 pm 2:30 to 
4 pm 

3/16/2023 Teamwork/Collaboration (Advanced) 

12:30 to 2 pm 2:30 to 
4 pm 

3/23/2023 Conflict Resolution (Baseline) 

12:30 to 2 pm 2:30 to 
4 pm 

3/30/2023 Conflict Resolution (Advanced) 

12:30 to 2 pm 2:30 to 
4 pm 

4/6/2023 Self-Management (Baseline) 

12:30 to 2 pm 2:30 to 
4 pm 

4/13/2023 Self-Management(Advanced) 

12:30 to 2 pm 2:30 to 
4 pm 

4/20/2023 Career Management 
(Baseline) 
 

12:30 to 2 pm 2:30 to 
4 pm 

4/27/2023 Career Management 
(Advanced) 
 

 

 

 

(GREEN ROOM/TBD) MANAGEMENT/SUPERVISORY 



   

Time Date Class 
 

12:30 to 2 pm 
 2:30 to 4 pm 

5/4/2023 Planning for Implementation/RBA/Strat Plan 
(Intro) 

12:30 to 2 pm  
2:30 to 4 pm 

5/11/2023 Planning for Implementation/RBA/Strat Plan 
(Advanced) 

12:30 to 2 pm  
2:30 to 4 pm 

5/18/2023 Staff & Self-Development 
Performance Management & Coaching (Intro) 

12:30 to 2 pm 
 2:30 to 4 pm 

5/25/2023 Staff & Self-Development  
Performance Management & Coaching 
(Advanced) 

12:30 to 2 pm  
2:30 to 4 pm 

6/1/2023 Team Dynamics Using a Strengths Based 
Leadership Style 
Building & Maintaining Effective Teams 
(Intro) 

12:30 to 2 pm 
 2:30 to 4 pm 

6/8/2023 Team Dynamics Using A Strengths based 
leadership style 
Building & Maintaining Effective Teams 
(Advanced) 

12:30 to 2 pm  
2:30 to 4 pm 

6/15/2023 Comm. Skills & Supervisory Effectiveness 
(Intro)  

12:30 to 2 pm  
2:30 to 4 pm 

6/22/2023 Comm. Skills & Supervisory Effectiveness 
(Advanced) 

12:30 to 2 pm  
2:30 to 4 pm 

6/29/2023 Appropriate leadership Role in Resolving 
Conflict (Intro) 

12:30 to 2 pm  
2:30 to 4 pm 

7/6/2023 Appropriate leadership Role in Resolving 
Conflict(Advanced) 

12:30 to 2 pm 
 2:30 to 4 pm 

7/13/2023 Dynamics of Career Building (Intro) 

12:30 to 2 pm  
2:30 to 4 pm 

7/20/2023 Dynamics of Career Building  
(Advanced) 

  



   

Graduation Prep-Career & Public Speaking 
Time Date Class 
12:30 to 2 pm  
2:30 to 4 pm 

7/27/2023 Public Speaking & Presentations 
(True north)-1 

12:30 to 2 pm  
2:30 to 4 pm 

8/3/2023 Public Speaking & Presentations 
(True north)-2 

12:30 to 2 pm  
2:30 to 4 pm 
 

8/10/2023 Public Speaking & Presentations 
(True north)-1 

GRADUATION  8/17/2023 Capstone Presentations 
 

 



   
City of Berkeley Training Plan   
 

1 
 

City of Berkeley All Staff Training Plan1 

The City of Berkeley has updated citywide Training requirements to adapt to global, national and local circumstances 

1. Integrations for a Post Shelter in Place Workplace 
• Guidance and sensibilities acknowledging the new telework environment 
• Integration and systematizing the vagaries of the change dynamic and impact on staff.  
• Inclusion, belonging, and othering contextualized in the new digital age 
2. Integrations for Personal & Team Safety & Security 

• Mitigating the impact of an external hostile adversarial force 
 

3. Integrations for a Zero Tolerance Drug & Alcohol-free Workplace 
4. Integrations reflecting Council edicts & Mandates & or State/Federal regulations  
5. Integrations for expansion of Training services citywide 

  
 
Beginning June 1-2021, the following Work Groups shall be served by the Training Division via training services:  

• 1. Rent board  
• 2. BHA  
• 3. Library  
• 4. All City Staff  
• City partners as deemed necessary e.g. 

o Berkeley Community Media 
 
These group(s) will receive a separate and duplicative version of the standard mandated training calendar 

• Classes marked “Core Class to Take” are mandatory for ALL CLASSIFICATIONS OF CITY STAFF 
• For staff new to the City of Berkeley, CORE mandated modules must be completed within 2 years of hire 
• For existing staff who have already taken the core classes, please note that classes are refreshed and staff must register for refreshers in the mandatory 

modules every 2 years  
o (Coordinate through City of Berkeley Training Division) 

•  Exceptions must be approved through the Training Division in the Human Resources Department 

STRUCTURE 

• Offered centrally through City of Berkeley Training Department at no cost to employee 
• Accessed through Citywide Training icon on employee desktop which provides access to City of Berkeley Training calendar 
• Standardized for all City of Berkeley employees 
• Customization  

o All existing 3C offerings may be provided with a unique targeted focus to specific COB audiences 
o Where necessary, content can be modified, titrated/bifurcated adequately for job classification at Supervisor or Division lead request 
o Classes may be scheduled at convenient times for city staff with non-traditional schedules (8-5) 
o As needed, content can be titrated for the audience. For e.g.  

 Supervisor/Manager  
 Line staff/individual contributor/front line staff  

o To learn about customization, please schedule a consultation with the City of Berkeley Training Divsion Officer (see contact information below) 
• Classes may be assigned based on classification and job duties and/or at discretion of supervisor  
• Some classes are federal and/or state MANDATES (Harassment Awareness; line staff & Supervisory) 
• 3C Classes are offered twice; online and in person 

o Staff enrollees must select either an online or in person training not both 
• Some trainings are offered as independent study, & or (Hybrid) trainings which may include virtual instructor-led or self-paced online 

For questions, comments and/or to schedule a consultation, please contact Wilhelmina Parker, Training Division Officer Human Resources, City of Berkeley. 
2180 Milvia St., First Floor, Berkeley, CA  94704, (510) 981-6823, Email: WParker @ci.berkeley.ca.us, Certified Professional/Master Coach (CPC,CMC), 
WFH: T,TH 

   

                                                           
1 This list does not include Mandatory New Employee & New Supervisor orientation(s) required for new staff to the city of Berkeley or newly promoted into 
supervisory roles. 

mailto:WParker-Bentum@ci.berkeley.ca.us


   
City of Berkeley Training Plan   
 

2 
 

CUSTOMER SERVICE CLUSTER (Mandatory for all city staff) 

  

CITY TEAM CLUSTER 

(Mandatory for all city staff) 

CONTINUOUS LEARNING CLUSTER 

• Assigned based on job and task 
classification 

• Voluntary participation 

Creating a Culture of Service (CORE CLASS TO Take) 

 Recognize the city’s customer service expectations & the 
customer service role every City employee play, regardless of 
classification 

 Expand the customer service focus to include everyone, 
including the public, coworkers & other city employees 

 Apply the principles of customer service to all types of 
situations & customers for improved outcomes 

Iterations of this training will be provided to external facing 
staff serving the community 

 

Embracing the New Normal Workplace 
(CORE CLASS TO Take) 

The New Normal: Understanding 
Organizational Change, Team Building & 
Recovery Principles 

Staff version 

 Teamwork in the Hybrid World - A 
best practice approach 

 Communication Modalities in a 
Hybrid World- A best practice 
approach  

 Strategies for being an effective team 
member in a hybrid environment 

 Practicing Inclusion & Belonging in a 
Hybrid Workplace  

Supervisor Version 

Managing a Team in the Hybrid World  
 Managing Multiple Generations in 

the Hybrid Workplace 
 Performance Management in the 

Hybrid Workplace 
 Managing in a Union Environment in 

the Hybrid World 
 Dynamics of Building an Effective 

team (Strengths Based)  
  Leading Effective On-line Team 

Meetings 

Health Insurance Portability and 
Accountability Act of 1996 (HIPAA) 
based on job 
 

Health & Wellness principles in the Post 
SIP age (Voluntary) 

 
 Optimizing Work Life Balance  

 
 Practicing Self Care 

 
 Stress Management  

Challenging Customer Service Situations (CORE CLASS TO Take) 

 Develop and apply strategies for diffusing challenging 
customer service situations 

 Support coworkers in challenging customer service situations 

 

 

Conflict Resolution/Managing Conflict (CORE CLASS TO Take) 

 Understanding and applying best practices & impact 
of Organizational Culture & Change  

 Gain insights into the dynamics of challenging 
interpersonal conflicts 

 Apply strategies to reduce friction & resolve more 
challenging workplace conflict situations 

 Staff version 

 Supervisor version 

 

 

 

 

 

 
 

Managing and Mitigating an External 
Adversarial Threat in the Workplace.  
(CORE CLASS TO Take) 

  Describe actions to take when 
confronted with an active shooter 
and responding law enforcement 
officials. 

     Recognize potential workplace 
violence indicators. 

   Describe actions to take to 
prevent and prepare for potential 
active shooter incidents. 

  Describe how to manage the 
consequences of an active 
shooter incident. 

 

 

 

 

Preparing Council Reports (Updated) 
based on job 

 Gain familiarity with the 
components of Council Reports 

 Write Council Reports that 
effectively articulate the 
information Council needs 

 

 
 

Best Practices for a Drug Work Free 
Workplace (CORE CLASS TO Take 

Staff  

 Effectuating an Alcohol and 
drug free workplace:  Staff 

 Responsibilities/Obligations 

Supervisor 

Effectuating an Alcohol and Drug free 
Workplace (Reasonable Suspicion) 

 

 

 

 

 

 

Office Suite and Programs  
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COB 101- Structure & Governance (CORE CLASS TO Take) 

 Articulate the role of the public sector employee 

 Identify Berkeley’s government structure, funding 
sources, role of elected officials, role of staff & key 
department functions 

 Gain clarity on City priorities & key policies & 
procedures 

 Apply strategies for increased success as a COB 
employee 

 

 

 

 
 

Harassment Awareness (CORE CLASS TO 
Take) 

 Harassment Awareness 
(Staff) 

 Harassment Awareness 
(Supervisor) 

Digging into Data (based on job) 

 Develop a baseline understanding 
of statistics 

 Know what data are available to 
city employees 

 Apply data for improved 
communication & metrics 

 

 

 

 

 
 

Thinking Outside the Box (CORE CLASS TO Take) 

 Learn ways to be more creative & innovative at work 

 Use change as an opportunity for innovation 

 Apply creative approaches to problem-solving 

Domestic violence informed response and 
awareness- (CORE CLASS TO TAKE) 

This training will integrate the City of 
Berkeley’s best practices in mitigating 
Domestic violence including:   

 General information about domestic 
violence 

 City protocols and Reporting 
Mechanisms  

 Updated Policies  

 Applying a trauma-informed and 
inclusive lens in citywide responses  

Bifurcated for staff and supervisor  

  (Staff) 

 (Supervisor) 

 

 

Budget Basics (Based on Job) 

 Gain a better understanding of the 
larger budget picture (why 
budgeting matters) 

 Increase COB budgeting skills 
and fiscal literacy (e.g., how to 
read budget codes; what element 
objects are, etc.) 

 Review City of Berkeley Equity in 
Budgeting Tool  

 Understand components of an 
Equity lens frame in decision 
making and budgeting 

 

Diversity, Equity & Inclusion balanced with Emotional Intelligence- 
(CORE CLASS TO Take) 

 Best practices in Inclusion, belonging, diversity  

 Integrating Psychological Safety in building Inclusive 
Environments 

 Emotional Intelligence- the New Super-language 

 Practices to mitigate unconscious bias  

 Multiple Generations in the workplace- A primer 

  Staff version 

 Supervisor version 

CANRA: Mandated reporting for children 
(CANRA) – (CANRA-CORE CLASS TO 
TAKE) 

Based on role, may be supplemented by free 
mandated reporting for older/dependent adults’ 
other populations.   
https://cdss.ca.gov/MandatedReporting/story.h
tml. & Child Abuse and Mandated Reporter: 
This is free AND thorough CANRA 
training.  https://mandatedreporterca.com/ 

Project Management Best practices 
(Based on Job) 

 

Ethics in the Workplace (CORE CLASS TO Take) 

 Ethics in the Workplace (Staff) 

 Ethics in the Workplace (Supervisors) 

Participants will review 

 Expected behaviors as a Government Worker in 
the City of Berkeley  

 Fair political practices protocols in an election 
environment (integrates 18371) 

 

 

 

 

 

 

 

 

 

 

 

Cyber Awareness in a Hybrid World-Best 
Practices (CORE CLASS TO Take) 

(Online in October -Published in Everyone 
Email) 

Cash Handling Suite (Based on job)  

 Cash Handling 101  

 Payment Card Industry (PCI) 
101 Security Awareness 
training.  

 

Visit for more information. 

 Cash Handling - Cash Handling 
and Controls (sharepoint.com) 

 Payment Card Industry 
Compliance - Payment Card 
Industry Compliance 
(sharepoint.com) 

 

Collaborative Communication at Work (CORE CLASS TO Take)  

https://cdss.ca.gov/MandatedReporting/story.html
https://cdss.ca.gov/MandatedReporting/story.html
https://mandatedreporterca.com/
https://cityofberkeley.sharepoint.com/sites/finance/cash-handling-and-controls
https://cityofberkeley.sharepoint.com/sites/finance/cash-handling-and-controls
https://cityofberkeley.sharepoint.com/sites/finance/payment-card-industry-compliance
https://cityofberkeley.sharepoint.com/sites/finance/payment-card-industry-compliance
https://cityofberkeley.sharepoint.com/sites/finance/payment-card-industry-compliance
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 Identify the basic principles of collaborative 
communication 

  Apply collaborative communication strategies for 
improved work interactions 

 Review and practice skills including effective Listening & 
Nonverbal cues 

Leader in Each of Us (CORE CLASS TO TAKE) 

 Recognize the bigger organizational picture within which 
each of us works 

 Identify the potential impact of each individual on the City 

 Explore different dimensions of leadership 

 Build on existing leadership strengths 

Retiring & Living Well after the City of 
Berkeley (Voluntary)- Training Series. 

This is a five-part series. Participants may 
sign up for all or one based on preference 

 

 Your CalPERS and You – For 
members who are new or midway 
through their career 

 Planning Your Retirement – For 
members within 10 years of 
retirement 

 Your Retirement Application 
and Beyond – For members ready 
to apply for retirement 

 Completing Your Disability 
Retirement Application 

 

 

 

 



   

 
Human Resources Dept. 

  

2180 Milvia Street    Berkeley    CA    94704    TEL: (510) 981-6800    TTY: (510) 981-6830    FAX: (510) 981-6860 

WEB:  www.ci.berkeley.ca.us/hr    E-MAIL:  hr@ci.berkeley.ca.us 
 

 

ETHICS PROGRAM UPDATE 
 
In the fall of 2018, the City of Berkeley’s Human Resources Department structured the rudiments for the City 
of Berkeley’s ethics program. Built upon the City Auditor’s recommendation of September 13, 2018, the goal 
of the program is to strengthen the City’s commitment to improvement and its progress in maintaining a 
transparent, equitable, and ethical workplace.    
 
 

Accomplishments Components Owner  Date/Time 
Frame 

Development of a robust 
ethics program in the 
City’s Leadership 
Development Program  

This training provides participants 
with information about the City’s 
ethics-related policies and 
incorporates key aspects of the Fair 
Political Practices Commission 
Ethics Training. 

Training & 
Organizational 
Development  

2016-18 

Incorporation of 
organizational ethics 
dialogue into New Hire 
Orientation 

The City’s current New Hire 
Orientation includes an ethics 
overview and review of the City’s 
existing Ethics Statement. 

Training & 
Organizational 
Development  

2016-18 

Development of modules 
of Ethics Training city 
wide 

• Fraud Controls  
• Audit Status Reports 

Audit, Training, & 
Organizational 
Development  

2016-18 

Launch and coordination 
of a Citywide Ethics 
Committee 

Under the leadership of the Human 
Resources Director, the Training 
Division formed an overarching 
Ethics Committee to execute 
implementation of initiatives to 
build a transparent, equitable and 
ethical workplace.  
Ethics Committee Task Inventory, 
structure & Governance.  
Chaired by the Human Resources 
Director with staff support from the 
Training Division Officer, the 
Committee is charged with 
developing policy, providing 
guidance and structure, and acting as 
a multi-functional execution and city 
wide/community resource to build 

Training & 
Organizational 
Development 

3rd quarter 
2018- present  

http://www.ci.berkeley.ca.us/hr
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and promote an ethical and 
transparent city culture. 

• Committee Structure:  The 
Ethics Committee is 
comprised of a cross-
functional team of city 
employees drawn from a 
variety of organizational 
levels.   

• Composition: Each 
department must make every 
effort must be made to 
ensure heterogeneity in 
organizational hierarchy as 
well as visible and invisible 
dimensions of diversity and 
inclusion.  

• The committee meets on a 
bi-monthly basis 
 

Committee tasks include: 
 
Development of mission, values, core principles and competencies/expectations of the Ethics Committee  
Formulation of citywide ethical core principles and competencies  
Marketing and dissemination of the Ethics Program and core components  
City wide Training and Coaching  
Tracking metrics, theme analysis and reporting 
Quality Control and Continuous Improvement 
Defining and Development of Department specific practices as needed  
Identifying mechanisms for reporting of ethics violations  
Other duties as assigned  

 

Development of an Ethics 
Handbook   

Ethics Handbook and training 
ancillary materials for new staff et 
al. 

Training & 
Organizational 
Development 

2019 3rd 
quarter 

Citywide Ethics 
Statement 
acknowledgement by all 
City staff 

Between April 2020 and June 2021, 
the Ethics Committee spearheaded 
training and awareness for all city 
staff which included online training 
delivered by the Training Division 
Officer, and review and execution of 
the Updated City of Berkeley Ethics 
Statement. 

Training & 
Organizational 
Development 

2020 1st and 
2nd quarter 

Rejuvenation, relaunch 
and resuscitation of the 
Ethics Committee  

Reformulation of Committee and 
assignation of new tasks and 
deliverables including:  

1. Updated training 
expectations and 
requirements for all city staff 
and supervisors 

Training & 
Organizational 
Development 

2nd quarter 
2022 and 
ongoing  
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2. Integration of training 
encompassing fair political 
practices 

3. Equitable processes to ensure 
staff without access to 
computers received access to 
training 

4. Coordination of supervisory 
ethics training for all 
supervisors 

5. Develop and launch 
Whistleblower Policy and 
associated trainings  

6. Develop and launch 
Domestic Violence Policy 
and associated trainings 

 



   

There is a phased launch for the following online trainings referenced below1: 

Course Launch Audience Completion deadline  

Ethics Awareness  October 10th, 2022 All full-time city staff November 1, 2022 

All full-time City of Berkeley staff are required to complete the Ethics Awareness Online Training by November 1, 2022. Please prioritize 
completion. 

During the month of October and ongoing, please check Citywide Everyone Email, upcoming Berkeley Matters and/or the City’s VTA (Virtual 
Training Assistant) often to find links and information for the following upcoming citywide online learning trainings. 

Active Shooter Awareness  October 2022 (please visit the “VTA 
Learner” page often for specific updates 
and for access) 

City staff (contact your supervisor 
to determine if you need to 
complete this training) 

December 31, 2022 

Harassment Awareness (all staff) October 2022 (please visit the “VTA 
Learner” page often for specific updates 
and for access) 

City staff (contact your supervisor 
to determine if you need to 
complete this training) 

December 31, 2022 
 

Harassment (Supervisors) October 2022 (please visit the “VTA 
Learner” page often for specific updates 
and for access) 

City of Berkeley Supervisors and 
Managers 

December 31, 2022 

To Continuous Learning! 

Winning Image from City of Berkeley “One City Team” appreciation Event Oct 2015 - Submitted by City of Berkeley Fire Department by LDP (Leadership 
Development Program) graduate Captain David McPartland (2016 cohort) 

                                                           
1 Access & completion instructions for the suite of Harassment awareness trainings (bifurcated for line and supervisory staff) and Active Shooter Awareness training referenced 
below will be communicated very shortly. Please check upcoming Berkeley Matters, the City’s VTA (Virtual Training Assistant)  and Citywide Everyone Emails for completion 
instructions. 



   
Access instructions to complete Mandatory Ethics Awareness Training:  

1. Visit VTA (the City’s virtual training assistant) using the following link http://cobwebv5/vta/learnerconnection/Security/Logon.aspx 

You will be taken to this page (see below). This is the login page for the City of Berkeley’s VTA (Virtual Training Assistant) VTA 

2.  
Enter your City of Berkeley Employee information as indicated above 

3. You will be directed to the VTA Learner “Training announcement” page for links and directions to complete the City of Berkeley Ethics 
Awareness Training.  

 

4. Click displayed link for on VTA Learner page or if needed, copy and paste into browser.  https://cityofberkeley.lms.navexglobal.com 

This will take you to an external training site (NAVEX) where you will be required to login to access these online trainings  

5. Please contact the City of Berkeley’s Training Officer Wilhelmina Parker via email at wparker@cityofberkeley.info for any questions or access 
issues. Ethics Matter! 

http://cobwebv5/vta/learnerconnection/Security/Logon.aspx
https://cityofberkeley.lms.navexglobal.com/
mailto:wparker@cityofberkeley.info
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