MILWAUKEE COUNTY

% Training 5.01- Vehicle
> Operation Procedures

This is a reminder that all employees are re-
quired to review and acknowledge the new
work rules under the Administrative Manual of
Operating Procedures, 5.01- Vehicle Operation
Procedures.
These work rules address safe vehicle opera-
tions for the protection of our employees, the
public, and the County’s fleet assets. The train-
ing video will introduce you to the concepts
covered in the rules. After the video, you will
read and then acknowledge the administrative
procedures by electronically signing the Driving
Agreement, which will be the official record on
file.
In order to complete the training, if not done
so already, do the following:

1. Click the Activate button (if available) to activate

each section

2. Click the Launch button to view each section of
the curriculum

3. When done with the Vehicle Operation Proce-
dure and Driving Agreement, click the drop-
down arrow next to each and choose Complete.

4. Click the Acknowledge button for each step and
acknowledge the training

If any section has a checkmark to the left of it,
you have completed that section. You will
know that you are done when the curriculum
is at 100% complete.

To access the LMS, either double-click the
Learning & Development shortcut on your
desktop, or click the link: https://

milwaukeelearning.csod.com/

If you need assistance accessing your account
or have any questions regarding this training,
please contact hrimssup-
port@milwaukeecountywi.gov.

Elections & The Milwaukee County Ethics Code
Elections are an exciting time of year for many people; how-
ever, Milwaukee County’s Code of Ethics prohibits political
campaigning in the workplace by County employees. The
Code of Ethics reads, in part:

“Campaign prohibitions: No county public official or em-
ployee at his or her place of employment while engaged in
his or her official duties shall, for the apparent purpose of
seeking to elect or defeat a person seeking elective office:
(a) Wear or display any campaign material.

(b) Distribute any campaign literature.

(c) Solicit contributions for any candidate.

(d) Engage in political campaign activities for any candi-
date.

(e) Circulate nomination papers for elected office.”
Violations of the Code of Ethics can result in fines and other
discipline. If you'd like to be involved in a political campaign,
please do so on your own time and outside of the work-
place. If you have questions, please contact the Ethics Board
at (414) 278-5332 or ethics@milwaukeecountywi.gov.

New Training Courses for 3

April $ %E ?
Check out these exciting new courses for

April:

The Write Stuff - You probably know a good sen-
tence when you read one, but often it’s not as
easy to put one together. In this course, learners
will explore how to write correct sentences with

clarity and fluency. Learn how to write clear sen-
tences and turn rough ones into polished gems!

Punctuation 101 - Punctuation is one of the most
important aspects of written English, and yet, in
this age of instant communication, corners often
get cut when it comes to punctuating correctly.
Punctuation gives meaning to the written word...
much like pauses and changes in tone of the voice
when speaking. An error in punctuation can con-
vey a completely different meaning than what is
intended.

Back to Basics: Conducting the One-on-One -
Effective management, at all levels, requires
effective communication. While many communi-
cations tools are available, one that is often over-
looked by managers is the one-on-one meeting.
One-on-one meetings between the direct report
and their manager provide an uninterrupted pri-

vate time to receive and discuss the employee’s
thoughts or issues while at the same time provid-
ing a vehicle for personalized feedback and men-
toring. The time is focused on meeting the indi-
vidual needs of the employee while also providing
timely and accurate status to the manager. This
training provides the basics for establishing effec-
tive, ongoing One-on-One meetings.

Drop by Drop - Small slights, subtle discrimina-
tions and tiny injustices are little negative
gestures called "micro-inequities" that occur in
organizations every day. These “micro-inequities”
also have the potential to become big problems in
the workplace by undermining morale and reduc-
ing productivity. “Drop by Drop” is designed to
raise awareness and emphasize the importance of
maintaining a thoughtful and respectful work-
place while sharing the key concepts for creating
an inclusive and productive work environment.
This course will prompt participants to think
about diversity in perhaps a different way: how
“micro-inequities” can cause us, often uncon-
sciously, to create an environment that is not as
inclusive as what we strive for.

For more information on when and where the
classes will be held, check out Learning & Devel-
opment’s website at: http://
county.milwaukee.gov/TrainingCalendar.

Coming Soon: Required Training on Substance Abuse &
Reasonahble Suspicion

Within the next month training will be required for all em-
ployees on Substance Abuse procedure and for all managers
on Reasonable Suspicion.

Substance Abuse: These rules address matters related to
substance abuse prevention in the workplace, including ex-
pectations, standards of conduct, and requirements for
testing, including reasonable suspicion testing. Training on
substance abuse standards and expectations will add to em-
ployee and workplace safety and public confidence. The E-
Learning module will introduce employees to the concepts
covered in the rules and then require the employees to
acknowledge the administrative procedures by electronically
signing the 2.06 Milwaukee County Substance Abuse Proce-
dure, which will be the official record on file.

Reasonable Suspicion: Reasonable Suspicion training is an
extension of the training required as part of Milwaukee Coun-
ty’s updated and revised Substance Abuse procedures, as
published in the Administrative Manual of Operating Proce-
dures, 2.06 — Substance Abuse. All Milwaukee County manag-
ers and supervisors are required to participate in online train-
ing on Reasonable Suspicion processes, which include identi-
fying and documenting impairment in the workplace, and
whom to contact when such instances occur. In-person train-
ing will also be offered within the LMS as a voluntary follow-
up to this training — all managers and supervisors are strongly
encouraged to consider attending one of these sessions for
more detailed information on reasonable suspicion process-
es.

You will be receiving notice of these trainings via e-mail from
HRLMSSupport@milwaukeecountywi.gov. Please be sure to
complete and acknowledge these trainings by the due date
given in the e-mail. If you have any questions, contact HR
LMS Support at the above e-mail.
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