GENERAL MANDATORY CIVILIAN TRAINING

	EMPLOYEE GROUP
	REFERENCES
	NOTES

	New Employees
	
	

	1.    New Employee Orientation
	*SEE NOTE 1
	Required--Command discretion as to content and length

	2.    Ethics
	5 CFR 2638.703
	Initial orientation 

	3.    Safety
	OPNAVINST 5100.23E
	Initial orientation 

	4.    Security
	OPNAVINST 5530.14C
	Initial orientation 

	5.    Civilian Employee Assistance          

       Program
	OCPMINST 12792.1
	New employees will be informed of the services of this program as they enter on duty

	6.     Drug Free Workplace Program
	OCPMINST 12792.3A


	Provide with general notice of implementation of the program during initial orientation or indoctrination.



	7.     Prevention of Sexual   

        Harassment (POSH/EEO)     
	SECNAVINST 5300.26C / OCPMINST 12713.2A
	POSH training is to be completed within 90 days of entry on duty, to the extent possible

	New Managers
	
	

	Managerial competencies will be assessed within 45 calendar days of assignment to determine the training required
	*SEE NOTE 2
	"For new managers with no previous managerial training, it is anticipated that at least 80 hours of formal managerial training will be needed."

	Probationary Supervisors
	
	Suggested duration for 

#1 is 24-32 hrs

#2 is 32-40 hrs

#3 is 32-40 hrs



	1. Personnel Management Skills & EEO

Security Procedures

Safety

Supervisor Liability  

Drug Free Workplace Program

Civilian Employee Assistance Program        

     
	*SEE NOTE 2

*SEE NOTE 2

OPNAVINST 5100.23E

*SEE NOTE 2

OCPMINST 12792.3A / *SEE 

NOTE 2

OCPMINST 12792.1
	Within first 6 months

Within first 6 months

Within first 180 days

Within first 6 months

Generally within first 6 months

Generally within first 6 months

	2. Communication Skills 


	*SEE NOTE 2


	Within first 12 months

	3. Basic Management Skills


	*SEE NOTE 2


	Within first 15 months 


	EMPLOYEE GROUP
	REFERENCES
	NOTES

	Supervisor/Manager
	
	

	1.  EEO Training
	CPI 410 / OPNAVINST 12720.8
	Annually

	2.  Continuing Development 
	*SEE NOTE 2
	Annually provide training & development opportunities to develop & enhance competencies

	All Employees
	
	

	Prevention of Sexual Harassment
	SECNAVINST 5300.26C
	Annually

	Other
	
	

	Computer Security
	5 CFR 930.301 
	Requires initial, continuing, & refresher training on the importance of computer security, policies and procedures for those employees responsible for management or use of computer systems

	Information Security
	SECNAVINST 5510.30A
	“Orientation of personnel who will have access to classified information at time of assignment.”

“Annual refresher briefings for those who have access to classified information.” 

“Counterespionage briefings once every two years for those who have access to information classified Secret or above.”

	Antiterrorism Awareness
	DoDI 0-2000.16
	Site-specific information is required for employees traveling on orders to overseas locations.

	Ethics                   
	5 CFR 2638.704
	Specific requirements for those employees requiring annual training

	Safety
	OPNAVINST 5100.23E
	Monthly, cover topics applicable to employees. 

See instruction for specific requirements for those employees requiring further training


NOTE 1:  Reference OPM Executive Core Qualifications (ECQ) and the forthcoming Civilian Human Resources Manual (CHRM) Subchapter 410

NOTE 2:  Reference OPM Executive Core Qualifications (ECQ) and the forthcoming Civilian Human Resources Manual (CHRM) Subchapter 412
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