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Introduction 
 

Redevelopment Ready Communities (RRC) Best Practice Four focuses on building capacity for boards 
and commissions which make development-related decisions. For Roscommon this includes: 

• Planning Commission 
• Village Board of Trustees 
• Zoning Board of Appeals  
• Downtown Development Authority  

Specifically, this best practice encourages communities to adopt a more strategic approach to training 
to ward off fatigue, apathy, and general time constraints that can hinder delivery of necessary training 
for board members to stay up-to-date on the information needed to make informed decisions. In 
recognition of the villages self-investment in other RRC Best Practices, RRC staff has dedicated time and 
resources to providing this training strategy as a direct form of technical assistance to the Village There 
is no cost for this project aside from a small amount of time to coordinate with RRC staff and asking 
officials to review the draft document prior to finalization. 

Goals 

Goal 1: Expand the Village’s toolbox of training to include new methods and resources. 
Goal 2: Meet the established annual training goal for each board and employee group. 

Goal 3: Tie training activity to established local goals and needs. 
Goal 4:  Ensure safe working conditions for all employees. 

 

Why Training? 
 

“In this era of unprecedented change, citizens expect more of their elected and appointed officials. The 
public expects responsiveness and accountability at all levels of government. Citizens can directly 
experience the difference that good decision-making and ethical standards can make in a community. 

Local government is more important than ever before. People who are elected and appointed today 
must demonstrate professionalism and integrity.  As leaders in the village, officials should place 
importance on continual training and updating knowledge, as well as emphasizing the development of 
the knowledge and skills of all employees.  

As an elected official, mindful of the liability exposures to your municipality, village personnel should be 
aware of established case law and its relevance to your municipality.”  

Source: Training of Municipal Officials  

 

 

https://www.mml.org/pdf/resources/publications/ebooks/GLV_Hamdbook_by_chapter/CH%2010%20Training%20of%20Municipal%20Officials.pdf
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Strategy 
 

Below are recommendations to help employees, boards, and commissions to strategically approach 
training based on data, existing goals, and available resources. It is not designed to lay out a specific 
training plan, but instead provide a framework which will help Village officials and staff identify priority 
training activities that will best help it further its established goals. While the strategy does not get into 
a level of detail that suggests specific events or month-by-month schedule, it does provide a framework 
which will help village officials and staff identify priority training activities that will best help it further its 
established goals. Specifically, this strategy should be referred to when: 

1      Scheduling at-meeting training 

2      Considering financial support requests to attend training/events 

3      Deciding whether to forward training information received from various agencies 

4      Reviewing progress and making updates 

**At the end of each Fiscal Year, the Village staff should review the strategy and identify what 
worked, what did not and what could be improved. The strategies for each group will then be updated 

for the following year. ** 

 

 

  

Step 1
• Identify development related employee groups, boards and 

commissions 

Step 2 
• Once identified - begin to layout priorities for members of 

development related boards and commissions. 

Step 3
• Incorporate training elements into orientation packets, 

introductions, strategy, and conversations.

Step 4
• Use this strategy locate and identify resources for boards and 

commissions. 

Step 5
• Review annually 
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Training Framework 
 

Training is a key to gaining and maintaining the appropriate skill levels required for a Village employee, 
board/commission member, or a volunteer position serving the community.  

The Village Manager, under the direction of the Village Council is responsible for collaborating with 
personnel in developing training plans for employees, appointees, and councilman.  

Training motivates individuals by increasing their skills and knowledge in areas of importance to them 
and of value to the Village. Training and continuing education is also a requirement for certain positions 
demanding minimum levels of technical skills and knowledge for critical decision making.  The Village 
goal is to achieve the highest level of personnel competencies by managing an effective training 
program. An individual training action plan direct training needs and ensures training funds are used in a 
most efficient and economic manner.  

I. Funding Training 
 

There is no specific amount of training money which needs to be set, but the Village should continue to 
budget for some level of training each year for staff and officials as a dedicated line item(s). The training 
budget will be approved by the end of the 4th Quarter. Specific allocations will be determined 
throughout the fiscal year. Ideally the Village will assess its training needs at the beginning of each year 
and budget as close to those needs as possible. The Village should also explore other funding methods 
including: 

• Training scholarships from organizations such as MML, MAP, RRC or Community Foundation  
• Training funding through the Village ’s insurance company 
• Pooling resources with nearby communities to pay for training 
• Working with state level partners to potentially pay for training. 

o RRC Online training  
o Using RRC certification status  

 

II. Individual Training Action Plan (ITAP)? Reference Appendix A for ITAP.  
 

The ITAP is your annual training action plan that documents your specific training needs for the coming 
year. It may include training in general, technical, and managerial competencies that apply to your 
current and aspired positions.  Your ITAP will include training activities intended to address: 

(1) The highest priority competency skill gaps for your current position; 

(2) All required certification training, and; 

(3) Training needed to prepare you to compete for aspired positions. 

The individual, with management guidance and approval, is responsible for completing their ITAP. 
Individuals should identify training opportunities that address their needed skill competency levels.  
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Skills assessments are expected to be scheduled during the 4th quarter of the FY during a training-needs 
process. 

 

III. Tracking Training (Strongly Encouraged)  
 

Training evaluations will be conducted upon completion of training activities. You may be requested to 
share your learned knowledge with fellow staff. Training results will be maintained in personnel records 
and in a master-training file. 

Village staff will be responsible for annually tracking a board or commissions members  

Consistent Encouragement and Reminders 
 

It is strongly recommended that staff add training as a standing agenda topic for all its boards and 
commission. This encourages consistent reminders about upcoming trainings and report outs from 
recent training events.  

• Standing agenda item  
• Monthly/Weekly Newsletter  
• Social Media  
• Weekly meetings  
• Welcoming New Members  
• Orientation packets  

IV. Establishing Annual Training Targets 
It is strongly recommended to establish annual training targets for members. Doing this in the form of 
hours allows the Village to measure progress but also affords flexibility to members to meet those goals 
in whatever way is easiest for them. RRC recommends the following targets: 

• Village Council (2 hours)  

• Planning Commission (4 hours)  

• Downtown Development Authority (1 hours)  

• Zoning Board of Appeals (2 hours)  

• Department of Public Works (4 hours or as needed) 

• Other elected officials and employees (4 hours or as needed) 
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The Village will incorporate these training targets into bylaws for each board when possible. 

STEP DETAILS TIMING 

Policy Development The Economic Development Administrator and Manager will draft 
a training strategy and record keeping tool. 

October  

Update Records The Economic Development Administrator and Manager will 
ensure that training activities and records are up to date.  A 
training schedule and record keeping tool will be established. 

Early November 

Analyze Results Analyze the records to determine if training was adequate and 
appropriate.  Training goals will be established where needed.  A 
training curriculum will be suggested to the Council to improve 
their board skills and knowledge of local government (MML 
Training) 

December 

 

Assess Outcomes 

The Economic Development Steering Team and Manager will 
review the outcomes.  

If goals were not met, why?  

Compare against priority topics and identify ones that have been 
met or new ones that should be added. 

January and 
February 

Update Strategy Update the strategy document.  The Training Strategy Plan and 
status of training will be reviewed by the Council for discussion, 
revision, and approval. 

March 

April 

Review Officials review document, make any needed edits May 

Distribution Final version distributed June 
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Implementing Year 1  

The key to any successful strategy is implementation. The Village will use the list below to ensure all 
aspects of this strategy are addressed in 2022-23: 

 

Task When Complete? 

Add training as a standing agenda item to each board’s agenda – 
recommended curriculum 

Q1 2022  

Establish training records system Q1 2022  

Schedule joint meetings – “Five Families” (April, 2022 and October, 2022) Q1 2022  

Schedule at-meeting trainings – recommended curriculum Q2 2022  

Inquire if the Villages insurance company provides training funds Q1 2022  

Update bylaws to include training expectations (June, 2022) Q3 2022  

Conduct annual review & update (June, 2022) Q3 2022  

 

 

V. Annual Joint Training  
 

The Village should establish a tradition of holding at least one annual joint training event on a topic of 
common interest to officials. This can be scheduled well in advance each year.  

Crowdfunding MI:  Now YOU can invest in Main Street (On Demand Webinar) 

** This is an expectation for RRC yearly Maintenance – always incorporate a meeting either virtually 
or in person.  

 

VI. Organizational Memberships 
 

Many planning and development related organizations offer community memberships which allow 
access to resources for multiple staff and/or officials. Common memberships in Michigan include the 
Michigan Association of Planning (MAP), Michigan Municipal League (MML), and the Michigan 
Downtown Association (MDA). Roscommon Village should annually determine if a membership(s) is 
appropriate for the Village as a whole or even just for a few members. Many of these organizations offer 
resources available to the public as well but the value of a membership is widely exceeded in access to 
resources “behind the firewall.” 
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2022 Training Strategies  
 

This section contains training recommendations for each board for 2022 based on available resources 
and known training availability. These are meant to be fluid strategies but should be used to assess any 
training funds requested by individuals to ensure those funds are being used to meet established goals. 
These strategies do not include any major conferences or off-site events. 

Training strategies should be included on annual goals for boards and commissions.  

1. Downtown Development Authority  
The DDA devises projects to prevent urban deterioration and to encourage development and 
revitalization. 

Main Street Training 

 

Annual Goal 2 Hours 
Delivery Methods Joint Meeting (1 hour); At-meeting training (2 hours); personal preference (1 

hour) 
Priority Topic Identified via Potential Delivery Methods/Resources 

Main Street Training  MICHIGAN MAIN STREET PLANNING 
   

*Possible topics for a joint training or to at least invite other boards to if done at a PC meeting 

  

https://www.miplace.org/programs/michigan-main-street/mms-online-training/
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2. Planning Commission  
The Planning Commission plays a major role in the Village’s development process by overseeing: 

• the master plan process 
• drafting zoning changes,  
• and reviewing site plans.  

Planning Commissioners make legally binding decisions that can have impacts on the physical 
development of the community for years (and decades) to come. The Planning Commission meets once 
a month in the evening, with a second evening meeting as needed. 

This plan recommends the following training approach for 2022: 

Annual Goal 4 Hours 
Delivery Methods Joint Meeting (1 hour); At-meeting training (2 hours); personal preference (1 

hour) 
Priority Topic Identified via Potential Delivery Methods/Resources 

Capital Improvements Planning*  MAP Workshops (off-site in Roscommon or 
online), RRC CIP Guide, RRC CIP Quick 
Sheet, Open Gov CIPs 101, Reviewing other 
communities’ CIPs (see RRC Library for 
examples) 

REDEVELOPMENT READINESS   RRC ONLINE TRAINING 
MSU Citizen Planner Program  MSU CITIZEN PLANNING  
   
  

*Possible topics for a joint training or to at least invite other boards to if done at a PC meeting 

  

https://www.planningmi.org/on-site-workshops
https://www.miplace.org/link/5faa1973fffc42739113353b10578527.aspx
https://www.miplace.org/link/e00bef58586a4f649c5aa07b5f40be30.aspx
https://www.miplace.org/link/e00bef58586a4f649c5aa07b5f40be30.aspx
https://opengov.com/article/capital-improvement-plans-101
http://www.miplace.org/rrclibrary
https://www.miplace.org/programs/redevelopment-ready-communities/rrc-online-training/
https://www.canr.msu.edu/courses/citizen-planner-online
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3. Village Council  

The Village Council is responsible for several aspects of the development experience:   

• Understanding the budget process and timeline 
• Understanding the audit process 
• Approving the master plan and zoning ordinance,  
• Amendment the zoning ordinance (including rezoning), 
• Approving the use of economic development incentives (when applicable),  
• Ensuring essential services are provided via in-house staff or contractors.  

The Village Council meets monthly on the 2nd Monday of each month. This plan assumes it typically has a 
full agenda already. Preferred methods of training are reviewing local plans and ordinances, at-meeting 
training, and online methods.  

Annual Goal 4 Hours 
Delivery Methods Joint Meeting (1 hour); At-meeting training (1 hour, likely split into smaller 15- 

or 30-minute sessions over the year); personal preference (2 hours) 
Priority Topic Identified via Potential Delivery Methods/Resources 

Elective Officials Training (MML)  MICHIGAN MUNICIPAL LEAGUE TRAINING 
RRC Foundation   RRC ONLINE TRAINING 
Open Meetings ACT  OMA – web – MML  
FOIA   FOIA – web – MML  
Finance 101   Finance Info  
   
Other resources for the Village 
Council 

National League of Cities, AARP Livable Communities Initiative  

*Possible topics for a joint training or to at least invite other boards to if done at a PC meeting 

  

https://www.mml.org/academy/index.aspx
https://www.miplace.org/programs/redevelopment-ready-communities/rrc-online-training/
https://www.mml.org/resources/information/oma_foia.htm
https://www.mml.org/resources/information/foia.html
https://www.mml.org/resources/information/finance.htm
https://www.nlc.org/
https://www.aarp.org/research/topics/community/
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4. Zoning Board of Appeals  
 

The Zoning Board of Appeals (ZBA) in Roscommon is responsible for granting variances where 
applicable, after review of applications, general requirements of ordinances, which may create a 
hardship and interpret code as required. 

 

Annual Goal 2 Hours 
Delivery Methods Annual ZBA Meeting (1 hour); Personal preference (1 hour) 

Annual Meeting 
During an annual meeting, the ZBA should complete the following:  

1. Review any changes made to the zoning ordinance in the past year 
2. Review any variances granted in the past year 
3. Review any prominent court cases around planning and zoning from past year (Check out 

MSU Extension for a summary) 
4. Review the overall purpose and meeting norms of the ZBA 
5. Review on-demand training resources available for ZBA members 

Ongoing Training 
• MSU Extension Planning & Zoning Court Cases 
• MSU Citizen Planner Training 
• MAP ZBA Training (commonly an off-site workshop) 
• Any other planning or zoning topic that would keep the issue fresh in a member’s mind 

 

5. Department of Public Works 
The Department of Public Works is responsible for operations at the Water Treatment and Sewer 
Treatment Plants as well as maintenance of the village infrastructure.   

Annual Goal 4 Hours or as needed for continued certification 
Delivery Methods Individual training plans relevant to specific positions and responsibilities 

Priority Topic Identified via Potential Delivery Methods/Resources 
Water Treatment   WATER TREATMENT OPERATIONS 
Sewer Treatment   SEWER TREATMENT OPERATIONS 
Enclosed Spaces Safety  ENCLOSED SPACES SAFETY 
OSHA Safety Training  FOIA – web – MML  
Michigan GIS  GIS TRAINING 
First Aid and CPR  FIRST AID TRAINING - AMERICAN RED 

CROSS 
Other resources for the Village 
Council 

National League of Cities, AARP Livable Communities Initiative  

 
  

https://www.canr.msu.edu/planning/planning_and_zoning_resources/court-cases
https://www.canr.msu.edu/planning/planning_and_zoning_resources/court-cases
https://www.mrwa.net/online-training
https://www.mrwa.net/online-training
https://www.mrwa.net/online-training
https://www.oshaeducationcenter.com/
https://gis-michigan.opendata.arcgis.com/
https://www.redcross.org/take-a-class/first-aid/first-aid-training
https://www.redcross.org/take-a-class/first-aid/first-aid-training
https://www.nlc.org/
https://www.aarp.org/research/topics/community/
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6.  Other Elected Officials and Other Employees 

Training will improve the skills of other elected officials. 

Annual Goal 4 Hours or as needed 
Delivery Methods Individual training plans relevant to specific positions and responsibilities 

Priority Topic Identified via Potential Delivery Methods/Resources 
Village Clerk   MML CLERK TRAINING  
Village Treasurer   MML TREASURER TRAINING 
Administrative Assistant  GENERAL GOVERNMENT TRAINING 
Financial Services  BS&A TRAINING 
First Aid and CPR  FIRST AID TRAINING - AMERICAN RED 

CROSS 
Economic Development  ECONOMIC DEVELOPMENT/RRC TRAINING 
Other resources for the Village 
Council 

National League of Cities, AARP Livable Communities Initiative  

*Possible topics for a joint training or to at least invite other boards to if done at a PC meeting 

 

  

https://www.mml.org/events/training/index.htm
https://www.mml.org/events/training/index.htm
https://www.mml.org/events/training/index.htm
https://bsaonline.com/Home/WelcomePage
https://www.redcross.org/take-a-class/first-aid/first-aid-training
https://www.redcross.org/take-a-class/first-aid/first-aid-training
https://www.mml.org/events/training/index.htm
https://www.nlc.org/
https://www.aarp.org/research/topics/community/


13 | P a g e  

APPENDIX A. 
 

Village of Roscommon – Individual Training Action Plan (ITAP)  
Council, Administration, Boards and Employees  

Name:   Date:  
Supervisor if 
applicable 

 

Position:   
#  Competency & 

Behavior(s)  
Priority  Recommended Actions & Methods of 

Measuring Results 
Training Progress Results  

 Date Training/Title/ Event E-S-M  

1  Oral & Written 
Communications - 
Makes clear oral 

presentations and 
drafts clear written 

materials. 

 Actions:  Courses, classroom training, 
coaching, and peer-to-peer practice 
presentation sessions.  Measuring:  

Monitor practice presentation sessions, 
minimize errors, and increase presentation 

confidence. 

   

2  Problem Solving - 
Analyzes problems 

and provides 
solutions. 

 Actions:  Analytical skills, problem solving 
techniques, and creative thinking training, 
courses, and classroom work.  Measuring:  
Assign problem case studies and measure 

results, look for creative solutions. 

   

3  Demonstrate 
knowledge of Village 

management and 
Community 

Development 
programs 

 Actions:  Conference workshops, classroom 
and technical communication activities, 
and other learning opportunities: MEDC 

and MML training.  Measuring: Draft policy 
papers, evaluate reading assignments, 
group discussions, and presentations. 

   

4  Skills & Knowledge 
of Village Admin. & 
Ordinances; Zoning 
& Planning policies 

and procedures 

 Actions:  MML courses, coaching, job aids, 
and peer-to-peer sessions.  Measuring:  

Evaluate work products, presentations, and 
management dialogue. 

   

5  Customer Service - 
Understands needs; 

is courteous and 
polite. 

 Actions:  MML courses, coaching, job aids, 
and peer-to-peer sessions.  Measuring:  
Observation and customer feedback. 

   

6  Technical skills & IT 
Awareness - Uses 

technology in 
managing data, 

information, and 
program policy and 

decision making. 

 Actions:  Staying current in IT applications; 
efficient use for improved management 

and problem solving.  Measuring:  Evaluate 
quality of work products, make analyses, 

and improve management and staff 
through the use of technical skills and 

applications. 

   

7  Management, 
Personnel Practices, 
and Procedural Skills 

& Knowledge 

 Actions: MML, etc., courses and training 
sessions in personnel management.  

Measuring:  Increased skills and knowledge 
in civil service and personnel management. 

   

8  
Compulsory training 

 Actions:   Complete essential mandatory 
trainings, as required by MML, OSHA, 

Village Policy or other entity.  Measuring:  
Review and maintain requirements 

annually. 

   

Employee copy. Note:  In the Priority column, "G" stands for General skills, "M" stands for Mandatory, and "N/A" stands for 
Not Applicable.  E=Excellent; S=Satisfactory; M=Marginal 
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