
 
 
 9-1 HPM 70.13 

CHAPTER 9 

CAREER DEVELOPMENT PROGRAM 

REVISED MARCH 2023 

TABLE OF CONTENTS 

 
GENERAL .................................................................................................................... 9-3 
RESPONSIBILITIES .................................................................................................... 9-3 
  Employee ................................................................................................................... 9-3 
  Supervisors/Managers ............................................................................................... 9-4 
  Organizational Development Section ......................................................................... 9-4 
ELIGIBILITY ................................................................................................................. 9-4 
ACCOUNTABILITY FOR TRAINING TIME .................................................................. 9-4 
PLAN PREPARATION ................................................................................................. 9-4 
FUNDING FOR APPROVED CAREER DEVELOPMENT TRAINING.......................... 9-5 
  Tuition Assistance ......................................................................................................  9-5 
  Requesting Out-Service Training Funding for Tuition and Textbook Expenses ......... 9-5 
  Reimbursement Procedure ........................................................................................ 9-6 

ANNEX 

A – CAREER DEVELOPMENT PLAN .......................................................................... 9-7 



 

 
 
HPM 70.13 9-2 

THIS PAGE INTENTIONALLY LEFT BLANK



 

 
 
 9-3 HPM 70.13 

CHAPTER 9 

CAREER DEVELOPMENT PROGRAM 

1. GENERAL. 

a. Contingent upon availability of funds within the Division’s out-service 
training allocation, the Department may assist interested employees in the 
development of their career potential.  This will be accomplished by providing a 
Career Development Program which will give the employee the opportunity for 
self development and assist the Department in achieving its mission by enhancing 
employee effectiveness. 

b. The Department may assist employees in defraying the cost of education or 
training when it is related to the employee’s career goals within the Department. 

c. Employees desiring to participate in the Career Development Program shall 
have an approved Career Development Plan (CDP) on file with their Division prior 
to participation in departmentally funded training or educational programs.  The 
CDP shall be prepared on the CHP 51, Memorandum.  

d. When employees promote and/or transfer, Divisions are responsible for 
forwarding the CDP to the employee’s new Division, if applicable. 

2. RESPONSIBILITIES. 

a. Employee.  Employees are responsible for identifying their career goals and 
developing their skills in order to facilitate their efforts toward promotion by: 

(1) Identifying and establishing their career goals. 

(2) Developing personal skills and interests. 

(3) Developing a plan to facilitate achieving their career development goals.  
(Refer to Annex A for sample CDP.) 

b. Supervisors/Managers.  It is the responsibility of all supervisors and 
managers to: 

(1) Assist interested subordinates in the preparation of a CDP. 

(2) Provide guidance and identify resources aimed at achieving personal 
career development goals. 
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(3) Ensure the CDP supports the Department’s mission and mututally benefits 
both the Department and the employee.  

c. Organizational Development Section.  It is the responsibility of the 
Organizational Development Section (ODS) to assist a commander in identifying 
training opportunities for interested employees, when requested. 

3. ELIGIBILITY.  All permanent, full-time employees of the Department are eligible to 
participate in the CDP. 

4. ACCOUNTABILITY FOR TRAINING TIME.  Course attendance should normally be 
on the employee’s personal time; however, depending upon the needs of the 
Department, commanders are encouraged to authorize one of the following:   

a. Adjustment of work schedules to attend training during normal work hours, 
provided the employee works the number of hours required for the normal work 
schedule. 

b. The use of vacation, Compensating Time Off, or other appropriate credits for 
employee course attendance. 

5. PLAN PREPARATION. 

a. The CDP shall include the following: 

(1) Identification of skills and interests possessed by the employee. 

(2) Identification of developmental needs. 

(3) Proposed training and/or developmental processes to be accomplished. 

(4) Time frames. 

(5) Evaluation criteria. 

b. The CDP shall be reviewed by the employee’s commander in accordance with 
the departmental performance evaluation process.  If approved, the command shall 
file a copy in the employee’s personnel folder. 

c. The command shall forward the original CDP to Division for review and final 
approval within fifteen (15) business days.  Once approved at the Division level, a 
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copy shall be provided to the Division Out-Service Training Coordinator (DOSTC); a 
second copy shall be forwarded to the ODS for information purposes only. 

6. FUNDING FOR APPROVED CAREER DEVELOPMENT TRAINING. 

a. Tuition Assistance. 

(1) For the purposes of this chapter, “term” is defined as a period of time, 
usually a semester or quarter, during which a course of study is taken. 

(2) Approval for state reimbursement shall be contingent upon review of 
past performance appraisals by the command.  Only employees who have 
been rated as “meeting standards” in all critical tasks shall be authorized 
to participate. 

(3) Reimbursement for all postgraduate level degree programs shall require 
prior approval from the Office of the Commissioner.   

(4) Uniformed–Represented; Nonuniformed-Represented, Supervisors, and 
Confidential Employees.  Contingent upon availability of out-service 
training funds, the Department may fund 50 percent of tuition and textbook 
expenses up to $150 per term and a maximum of $450 per fiscal year.  This 
funding may be granted for approved college or university courses or 
appropriate out-service training courses.  Travel, per diem, and parking shall 
not be paid. 

(5) Nonuniformed/Uniformed Designated Managerial and Uniformed 
Supervisors.  Contingent upon availability of out-service training 
funds, the Department may reimburse 100 percent of tuition and textbook 
expenses up to $400 per term and a maximum of $1,200 per fiscal year.  This 
funding may be granted for approved college or university courses or 
appropriate out-service training courses.  Travel, per diem, and parking shall 
not be paid. 

b. Requesting Out-Service Training Funding for Tuition and Textbook Expenses.  
A CHP 50, Request for Out-Service Training, approved at the command and 
Division level, is required for each course. 

(1) The command, prior to approving the CHP 50, should contact the  
DOSTC to determine if there are any current restrictions on the expenditure of 
out-service training funds or other fiscal considerations that might affect the 
approval of the employee’s CHP 50, which should include: 
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(a) Executive Management-mandated expenditure freeze. 

(b) Insufficient monies remaining in the Division out-service training 
allocation. 

(2) At least 30 days prior to the start of instruction, the command-approved 
CHP 50 shall be provided to the DOSTC.  (Refer to Chapter 8, Out-Service 
Training, of this manual.) 

c. Reimbursement Procedure. 

(1) Upon completion of each course, the employee shall submit a 
reimbursement claim on the California Automated Travel Expense 
Reimbursement System (CalATERS Global) for the cost of tuition and 
textbooks.  Refer to Highway Patrol Manual 11.1, Administrative Procedures 
Manual, Chapter 2, Travel Advances and Expense Claims, for additional 
details regarding CalATERS Global.  All receipts and one copy of the  
Division-approved CHP 50 shall be attached. 

(2) Employees are also required to attach certification of successful 
completion of the course work (report card, certificate, etc.) to the 
reimbursement claim. 

(a) Employees shall not be reimbursed for college or university courses in 
which a minimum “C” (2.0) final grade has not been achieved. 

(b) Employees shall not be reimbursed for any course from which they 
withdraw or otherwise fail to complete. 
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ANNEX A 

CAREER DEVELOPMENT PLAN 

 



ANNEX A 

CAREER DEVELOPMENT PLAN (continued) 
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CAREER DEVELOPMENT PLAN (continued) 
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