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Public Utilities Training and Development

Course/Topic 
available or 

scheduled internval
Start

Determine 
Responsible Party 

for Registration
-Vendor

-In-House
-Hybrid

Type of 
Registration

Send 
communication to 

employees and 
method for sign up

Self

Send 
communication to 

supervisor and 
method

Select employees by 
criteria

-Job title
-Responsibility
-Selection by 
Supervisor/
Department

Admin (Criteria Base)

Supervisor

Register for Class

Send Confirmation 
Email Create Roster Hybrid 

Registration

Forward Vendor 
Roster

Yes

EndNoInternal or 
Hybrid Yes

Communicate to 
Employee course 
availability and 

enrollment method

No

End

Register employee

Get approval for 
training

1



NIMS Training Assignment
Tr

ai
ni

ng
 a

nd
 D

ev
el

op
m

en
t

Em
pl

oy
ee

5210 Training and Development

Pull list of new 
employees, external 

transfer, and 
promotions.

Start
Check job title 

requirements and 
identify NIMS level

Any NIMS 
Complete

Track Training

Pg. 8

Yes

Send notification of 
courses neededNo Assign courses

Completes Assigned 
Course

Track Training

Pg. 8
End

Additional 
Courses Needed

Yes

EndNo

ILT or E-Learning

E-Learning

Training 
Coordination

Pg. 4

ILT

Conduct NIMS 
overview training
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evaluation
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assessment

Identify objectives
-Meet with SME

Develop project plan
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Structure
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Instructor
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Training 
captures what 

SME/Requestor 
Needs
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Establish
-Content

-Audience
-Approach

-Evaluation Method
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Produce draft of 
training content

Training 
captures what 

SME/Requestor 
Needs

No

Yes

Determine method Create content

Create components
-Storyboard

-Evaluation forms
-Handouts

Conduct Testing
-Focus group

-Quality check

Training 
captures what 

SME/Requestor 
Needs

No

Course ready for 
delivery

Method

Publish to Articulate

ILT

ELearning

Yes

Conduct evaluation 
of training and 

gather feedback

Perform analysis on 
training

Training 
captures what 

SME/Requestor 
Needs

End

Yes

No
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-Design

-Check in Station
-Handouts
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Track Training
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Add to T&D 
Spreadsheet

City Promotion 
or Transfer

Check requirement 
for NIMS and create 
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Send invitation via E-Mail
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-Presenter
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Orientation 
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Start
Send New Employee 

Roster to 
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completes 

training at New 
Employee 
Training

Yes Track Training

Coordinate with 
employee to 

complete online

No

Tracking

Receive roster from 
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Record 
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No

End
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Proof of 
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