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PURPOSE:
History:
Trindel Insurance Fund was established in 1980 as a J.P.A (joint powers authority) between Trinity and Del Norte counties in the face of an extremely hard insurance market. In 1985 and 1986 the membership grew to include Lassen, Modoc, Sierra, Colusa and Alpine counties. In 1991 San Benito County joined the Trindel family and in 2000 Mono County became the latest member bringing the total membership to nine counties. From Trindel’s inception the Board of Directors recognized the importance of preventing claims as the most effective means of controlling costs.
In 1995, Trindel’s increasing commitment to loss prevention was marked by the hiring of a full-time safety officer to replace the part-time consultants that had been used in the past. At that time a great effort was placed on control of worker’s compensation costs by focusing on workplace safety. During the following years the members and their employees made great improvements in reducing the frequency and severity of on-the-job-injuries.
Another milestone in Trindel’s commitment to loss prevention was the establishment in 1997 of the Loss Prevention Subsidy Program. This Program provided financial incentives and support for the members’ loss prevention efforts. Those efforts are measured through an annual Loss Prevention Evaluation conducted by Trindel staff each year. The annual Loss Prevention Evaluation has been proven to be an excellent tool for focusing ongoing loss prevention efforts.
While great progress had been made in loss prevention there remained much to do. A major role of Trindel Insurance Fund is to analyze worker’s compensation, liability and property losses for cause. Implementation of effective safety and loss prevention programs in each of the Trindel counties had reduced claims. However, as the insurance market hardened and budgets shrank, losses continued to occur. What were the root causes of these continuing losses and what was the solution?

The Trindel Board and staff came to the conclusion that many managers and supervisors had moved into their positions of leadership lacking adequate skills and knowledge to perform their new duties. Through no fault of their own, they were making important day to day decisions that often turned out to be the seed for future losses. Those actions, though seemingly minor at the time, led to workplace employment issues that eventually contributed to mounting losses.
As a result, in 2002 the Trindel Insurance Fund Board of Directors and staff began to investigate the feasibility of establishing a Leadership / Supervision Training Program for the member counties. Throughout 2002 the program was developed and in January of 2003 the program was approved and launched in February of 2003.

Program Goals:

· Provide leadership and supervision training to all existing and future managers and supervisors.
· Provide a knowledge and skill foundation for early decisions and intervention.

· Eliminate losses resulting from a lack of leadership or supervision skills
· Provide all Trindel members  training resources to carry out this training program

Program Overview:

The Trindel Insurance Fund Leadership / Supervision Training Program (LSTP) is structured to provide the members  a catalog of training providers who will provide training for supervisors and mangers in topics that have been determined appropriate by the members  and Trindel staff. The training will be presented on site in the member county and funded through various sources as described in section “Funding & Billing”. Records will be maintained to reflect the participation in the program along with ongoing evaluation of each provider and courses presented. The program provides maximum flexibility for each member in choosing providers and topics.


TRAINING REQUIREMENTS:
Trainers:
The trainers for the program will be chosen from the list of training providers included in the LSTP guidelines. Members may solicit training providers to be added to the list following screening and evaluation by Trindel staff with approval by the board member or alternate. Trindel staff may also add to the list of providers. A copy of the requirements for the providers is included in the appendices.
Training conducted off site by providers other than those found in the LSTP guidelines must fit within phases I – IV listed below. The trainer and course content must be reviewed and approved by the board member or alternate on a case by case basis. Trindel may assist in the trainer and course content review. (See page 14, Clarification)
Topics / Courses:
The topics required by the LSTP are loosely organized into a four phase, basic to advanced structure. The purpose is to provide a solid foundation for the new manager or supervisor as well as a refresher for the more experienced managers or supervisors. 

In as much as the LSTP is aimed at providing leadership and supervision skills the courses conducted must fall into the following categories:

Phase I -Fundamentals of Leadership and Supervision 
· Roles and Responsibilities of Supervisors

· Introduction to California Labor Code

· Introduction to California State and County Government

· Interpersonal Communication for supervisors

· Written Communication and Documentation

· Leadership styles and application

· Ethics in Local Government

Phase II - Employee Development
· Performance Expectations

· Assessing workplace training needs

· Coaching and Feedback

· Motivation, Reinforcement, Recognition and Accountability

· Performance Evaluations

· Managing Change

· Employee Rights and Responsibilities

Phase III - Process Management
· Time management

· Defining goals and objectives

· Developing and delivering presentations

· Conducting productive meetings

· Local government budgeting

· Fundamentals of worker’s compensation

· ________________________________

· ________________________________

Phase IV - Advanced Leadership & Supervisor Skills
· Evaluating performance

· Progressive Discipline

· Grievances process and mediation

· Employee rights and responsibilities

· Conflict resolution and Problem solving

· Developing Written Policies and Procedures

· Advanced Ethical Issues

· The Brown Act

It is understood that the topics or courses offered by the training providers may have different titles but may well cover the required topics. The aim is to ensure that the supervisor or manager acquire an understanding of all of the listed topic areas. (See page 14, Clarification)
Annual Attendance Requirements:
All member employees with leadership and or supervision responsibilities must successfully complete three courses annually. Two of the three courses must include one or more of the listed topics from Phase 1 - IV. The third course may be any safety or loss prevention related training course. It is highly recommended that at least one of the courses be from Phase I.
Documentation Requirements:
Each member is responsible for documenting training attendance to include:
· Title & description of course

· Date of training

· Location

· Participant name

· Sign in sheet
· Course / instructor evaluation from each participant. This evaluation is mandatory from each of the participants. (Copy of evaluation in appendices)


COURSE / INSTRUCTOR EVALUATIONS:
Tracking & Summary:
Each participant in any LSTP course will complete a Trindel course instructor evaluation at the completion of the course. The training provider will forward the original copies of the evaluations to the Trindel Board member, alternate or the Loss Prevention Specialist.

A summary of the evaluations will be forwarded to Trindel staff. Trindel staff will maintain and monitor an ongoing database of each provider’s evaluations and provide the members a semi-annual summary of the providers’ evaluations.


SCHEDULING:
Each member will schedule directly with training providers. Upon final confirmation of a training date the member will notify Trindel staff of that date. A master schedule of all LSTP dates will be maintained on the Trindel web site. This will open the possibility of neighboring counties sharing training. Each member will designate an LSTP contact person for purposes of coordination of the training. Upon scheduling training the member will provide appropriate facilities for the training



PROGRAM FUNDING & BILLING:
LSTP Funding Sources:
1. Undispersed Loss Prevention Subsidy Funds
2. Loss Control Funds

3. EIA Loss Prevention Funds

4. County Funds

5. Any combination of the above subject to available funding.

Invoice Requirements:
LSTP invoices may be paid by sending the invoice directly to Trindel or by the member county and reimbursed by Trindel.  In either case the choice of funding source(s) must be approved by the Trindel Board member or alternate and include the funding source(s) on the invoice that is sent to Trindel for payment or reimbursement. 
Invoice to be paid to provider by Trindel:
1. Invoice from provider is submitted directly to the Trindel Board member or alternate. (All provider invoices must include course/instructor evaluations and a separate roster of training participants provided by the provider).
2. Verification of invoice accuracy – Provider address, courses, date and time, payment address and provider tax payer ID#.
3. The Trindel Board member or alternate will make adjustments if necessary, approve invoice for payment and note source(s) of funding
4. Submit invoice to:

David Nelson, Executive Director
Trindel Insurance Fund
P.O. Box 2069
Weaverville, California, 96093
E-mail: dnelson@trindel.org 
Phone: (530) 623-2322
5. Trindel Executive Director will notify the member when payment is made or if funds are not available will notify the member of such lack of funding in a timely manner.

Invoiced to be paid by member and reimbursed by Trindel Insurance Fund
1. Invoice from provider is submitted directly to Trindel board member or alternate. (All provider invoices must include course/instructor evaluations and a separate roster of training participants provided by the provider).

2. Verification of invoice accuracy – Provider address, courses, date and time, payment address, provider tax payer ID#. Trindel Board member or alternate will make adjustments if necessary, and approve invoice for payment.

3. The member will make payment to training provider
4. The member will forward a copy of the paid invoice with requested amount, source(s) of funding and address where reimbursement it to be sent to:

David Nelson, Executive Director

Trindel Insurance Fund

P.O. Box 2069

Weaverville, California, 96093

E-mail: dnelson@trindel.org 

Phone: (530) 623-2322

5. Trindel Executive Director will make sure funds are available (if not, the member will be contacted) and send check to member with a copy of the reimbursement request. 
Accounting of LSTP Funding
Trindel Executive Director will provide an accounting to each member three times a year, to include Undispersed Prevention Loss Subsidy Funds, Loss Control Funds and E.I.A. Loss Prevention Funds. 



ANNUAL LOSS PREVENTION EVALUATION:
Section 6 Criteria:
· Beginning in 2003 – 2004 each member’s participation in the LSTP will be evaluated annually through the Trindel Insurance Fund Loss Prevention Evaluation and will be covered in Section 6. 
· The criteria for Section 6 requires all county employees with permanent or temporary supervisory or management responsibilities to successfully complete at least three training courses annually. Two of the three courses must include one or more of the listed topics from Phase I - IV. The third course may be any safety or loss prevention related training course.  
· The maximum points for Section 6 are 20. (See Loss Prevention Criteria for point calculations). 
· Participation for the 2003 – 2004 year will also include all attendance for the period January 2003 to June 2003.
· No later than May 30th of the Loss Prevention Evaluation year, each member will determine the number of county employees with leadership and/or supervision responsibilities and submit that number to the Trindel Safety Officer for use in the current year’s Loss Prevention Evaluation. Only classes conducted and recorded on the LSTP Web database by May 30 will be used for point calculation.



TRAINING PROVIDERS – CONTACTS:
Community Colleges

	County
	College
	Contact

	Del Norte
	College of the Redwoods
Crescent City
	Ginevra Blake – (707) 445-5376

Ginevra-blake@redwoods.edu



	Trinity
	Shasta College
Redding
	Brad Banghart, (530)225-4600

BBanghart@ShastaCollege.edu


	Modoc
	Buttte Community College
	Barbara Maxey (530) 895-9018
 maxeyba@butte.edu


	Lassen
	Butte Community College
	Barbara Maxey (530) 895-9018
 maxeyba@butte.edu


	Colusa
	Butte Community College
	Barbara Maxey (530) 895-9018
 maxeyba@butte.edu 


	Sierra
	Yuba Community College

	Louise Winkleback, (916) 563-3230 , 3228

winkell@losrios.edu


	Alpine
	Los Rios Community College
	Louise Winkleback, (916) 563-3230 , 3228

winkell@losrios.edu


	Mono County
	Cerro Coso Community College
	Louise Winkleback, (916) 563-3230 , 3228

winkell@losrios.edu


	San Benito
	Gavilan Community College
	Beverly Fisher  (408) 847-4215

bfisher@gavilan.edu




Private Companies
	Trainer
	Contact

	Liebert, Cassidy, Whitmore

	Melanie Poturica, (310)981-2090

mporturica@lewlegal.com

	University of California, Davis

	Janice Hepel, (530)757-8895
jheple@unexmail.ucdavis.edu
Kristina Norberg, (530) 757-8627

knorberg@unexmail.ucdavis.edu

	Career Professionals

	Igor S. Popovich, Tel: ++61 89256 2320   
igorp@tpg.com.au

	CSAC/EIA

	Charles. Williams, (916) 631-7363
CWilliams@CSAC-EIA.org

	Jackson/Lewis

	Jennifer. Shaw, (916)341-0404, 
ShawJ@jacksonlewis.com

	WorkLife

	Meg Price 775-828-9600

worklife4u@aol.com

	Advantage Point Systems, Inc.


	Thomas W. McKee, (916) 635-9677  tom@advantagepoint.com

	Barron Center

	Jaimee Pittman (858) 549-0501

jpittman@baroncenter.com

	Advantage Point Systems, Inc.
	Thomas W. McKee (916) 635-9677 [tom@advantagepoint.com]


	
	




CLARIFICATIONS:

Training Requirements

Trainers – Page 5, Topics / Courses - Page 6

If a member county chooses not to make the decision on the qualification of a trainer or training course, Trindel staff may assist in qualifying LSTP trainers and or courses. In order for a decision on the qualification of a trainer or a course, the following information must be submitted to Trindel staff:

· A description of the course.

· A biography of the instructor.

· A sample of the course material.

· The length of the course (hours).
Upon receipt of this information Trindel staff will review and verify the information and render a decision on the trainer or course qualification within 2 calendar weeks of receipt of the information.



APPENDIX


TRINDEL INSURANCE FUND

LEADERSHIP/SUPERVISOR TRAINING

INQUIRY

Introduction

Trindel Insurance Fund is a joint power authority consisting of nine rural California counties with approximately 3,500 employees a third of which make up all levels of supervision.  The ten counties are; Alpine, Colusa, Del Norte, Lassen, Modoc, Mono, Plumas, San Benito, Sierra and Trinity. Trindel has established a program of required training for supervisors in each of the ten member counties. 

Trindel Insurance Fund (Trindel) is compiling a catalog of training providers to conduct Leadership and Supervision Training for existing and future county supervisors/department managers. This program requires all supervisors to attend training three times per year in topics covered in the attached list of topics. The required training is aimed at developing skills for efficient, effective employee leadership and supervision.

The Trindel member counties will use this catalog as a resource for fulfilling the training requirements.   This catalog will contain the training organization, topics and subject matter, costs, etc. The majority of the training will take place on site in each of the member counties. Below is a description of the topics and the general content the program requires.

Scope of Training
Listed below are the topics of training that Trindel is seeking:

· Communication Skills

· This course should include but not be limited to the basics of interpersonal communication, verbal and non verbal communication, effective listening skills, giving and receiving feedback.

· Organizational communication principals including but not limited to public agency organization, vertical and horizontal communication within the organization, etc.

· Writing skills

· This course should include but not be limited to the basics of thought/topic development and organization, mind mapping, outlining, logical information presentation.

· Basic sentence and paragraph structure

· Visual presentation of the document

· General business writing

· Writing policies and procedures.

· Time management

· Prioritization of tasks and activities

· Time studies

· Time use discipline

· Assessing workplace environment and training needs

· Breaking work tasks into components from basic to complex

· Observation and receiving input about the work environment and tasks

· Assessing the learning styles of employees

· Defining goals

· Problem solving

· Mediation skills

· Counseling

· Managing change

· The affect of change on individuals

· The effect of change on small groups

· The effect of change on organizations

· The politics of change.

· Performance expectations and evaluation

· Motivation, Reinforcement and Accountability

· County employee rights and responsibilities

· Conflict resolution and mediation skills

· Avoiding employee grievances and harassment

· Progressive employee discipline and due process

· California Labor code

· Employee rights

· Hiring interview techniques

· Recruitment

· Screening and Evaluation

· Interview techniques

· Developing and delivering presentations 

· Public speaking

· Presentation Technologies

· Conducting productive meetings

· Principals of local government

· Loss Prevention and Safety in the Workplace

· Prevention based safety programs

· Cal OSHA Injury and Illness Prevention Program Development

· Employee rights

· Employee responsibilities

· Principals of Workers Compensation Insurance

The training provider must:

· Be familiar with Federal and California public agency employment laws and issues 

· Provide documentation of attendance and completion

· Provide each participant a course/instructor evaluation for each course

· Provide all written course material

· Provide all training materials

· Provide written syllabus for each course


Trindel Member County:

· Will provide an adequate facility for training at no cost to training provider

If you are interested in providing any or all of the above training to some or all of the Trindel members, please provide the following:

· A description of the courses you would offer

· A biography of the instructor(s) that will be conducting the training

· The cost for each course, including travel and lodging costs.

· List of clients you have provided training for in the last five years (with current contact person)

· A sample of the course material you will use. 

Your timely response will be greatly appreciated. Respond to:

Gene Herndon, Director of Loss Prevention Programs

Trindel Insurance Fund 

2615 Forest Ave, #100
Chico, Ca.  92928

(530) 894-2027

tifsfty@trindel.org
www.trindel.org


Trindel Insurance Fund

Leadership / Supervisor Training Program

Course / Instructor Evaluation


In order to provide training that is relevant and useful your evaluation of this course is needed. Your frank and constructive comments are welcome.  Thank you for your participation in this training as well as your evaluation.

Gene Herndon

Trindel Insurance Fund Safety Officer

Instructor _______________________________________________ Date________________________
Course Title  _________________________________________________________________________ 
Participant Name ___________________________________________ County ___________________

I.   How well did the instructor …

	
	
	Great
	Good
	Fair
	Poor

	1.
	Hold your attention.
	
	
	
	

	2. 
	Answer questions.
	
	
	
	

	3.
	Stimulate your interest
	
	
	
	

	4.
	Organize course content and activities.
	
	
	
	

	5. 
	Encourage Discussion.
	
	
	
	

	6.   
	Prepare for class.
	
	
	
	

	7.
	Knowledge of the subject.
	
	
	
	

	8.
	Use examples.
	
	
	
	


II. Course Content…

	1.
	Level of difficulty.
	
	
	
	

	2.
	Organization of material.
	
	
	
	

	3.
	Was the course what you expected?
	
	
	
	

	4.
	Was course useful to you?
	
	
	
	

	5. 
	Was subject covered well?
	
	
	
	


III. Overall course rating… 

	
	
	
	


IV. Comments:
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