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Centerville Public Works:
• Snow Removal 
• Leaf Collection
• Street and Storm Sewer Maintenance
• Street Sweeping
• Vehicle Maintenance
• Facility Maintenance
• Park Maintenance
• Sign Maintenance
• Waste and Recycling Collection
• Roadside Litter Cleanup
• Engineering Services 
• Special Events such as concerts and 

festivals





The Need

• Prepare for retirements 

• Retain employees

• Streamline the process

• Use less staff time on onboarding



Application

• Transferable to other organizations
• Similarity to

Centerville Police Department

• Developed by front line staff

• Reflects input from all staff



Onboarding and Training Overview

• Pre-Employment Checklist

• Onboarding Checklist

• Training Program
• Equipment and Training 

Evaluations



Pre-Employment Checklist

• Schedule and job duties

• Security access

• Internal communication

• Work environment



First Impression

Onboarding Checklist



Onboarding Checklist



Onboarding Checklist
• First two weeks

• Payroll, HR paperwork, etc. 
• City culture introduction
• Supplies, equipment, etc.

• First 30 days
• Strategic plan
• Standards/Procedures
• Purchasing/Finance

• First 90 days
• General “getting acquainted” tasks
• Job-specific tasks



Training Checklist • Waste/Street Cleaning/Traffic Control

• Leaves

• Winter Operations

• Equipment
• Construction
• Leaf equipment
• Mowing – landscape
• Street trucks
• Waste trucks

• Events

• Facilities and Properties

• Computer Training

• Leadership Training



Equipment Training Evaluation



Operations Training Evaluation



Results
• 55% of department is new to their role in 

the last 3 years while maintaining a high 
level of service

• Centralized documentation of training 
records

• Strengthen the understanding and 
appreciation of colleagues’ responsibilities

• More effective use of time
• Team is exposed to and trained on all 

equipment and operations for safety and 
redundancy

• Career development



What We Learned
• With retirements looming, turnover will be 

as bad as you think it will be. 

• This program helps to capture institutional 
knowledge of outgoing staff.

• The payoff is worth this initial investment 
of time for our team.



What We Could Have Done Better

• Onboarding needs to be formalized 
and more comprehensive.

• Onboarding takes involvement of all 
staff. It is not solely the new hire’s 
responsibility.

• Be thoughtful about
the pace of training.



Materials Available:
• Pre-Employment Checklist

• New Employee Announcement

• Onboarding Checklist

• Training Checklist

• Equipment and Operations Training Evaluation Forms



Thank you!
publicworks@centervilleohio.gov
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