Attachment 1

Department of the Navy

Redesigned Business Practices for Employee Training and Development

(1) CERTIFYING/REVIEWING AUTHORITY FOR TRAINING REQUESTS

Process Change:  Human Resources Offices (HRO) and Human Resource Service Centers (HRSC) will not review and certify activity training request forms (DD 1556) for legal and regulatory compliance.

Policy

Activity designated official(s) will ensure that training requests are in compliance with Department of Navy policy and with legal and regulatory requirements.  A checklist form is provided online at “Certifying Training” to assist designated officials in review of training requests. www.donhr.navy.mil/employees/trainingsupport.asp

Activity heads may issue internal guidance for the routing of DD 1556 training requests for supervisory approval, authorization,  certification, and for obligation of funds until such time as a DON-wide training management software system is implemented. 

(2) SUBMISSION OF TRAINING REQUESTS TO THE HRSC

Process Change:  Individual training requests, such as the DD Form 1556, will not be reviewed and certified by the HRSC.   A properly prepared and approved DD Form 1556 should be forwarded to the HRSC only for enrollment in courses sponsored by the HRSC. 

Policy 

Training requests for all courses will be initiated, approved, certified, documented and maintained at the activity.  Training requests will be forwarded to the HRSC only for courses sponsored by the HRSC.  Until a DON-wide training nomination management software system for the HRSCs is deployed, the nomination format and procedure specified in the HRSC course announcement will be used.

(3) ELECTRONIC TRAINING COMPLETIONS RECORD-KEEPING

Process Change:  Hard copy training completion records will not be forwarded to the HRSCs for processing.

Policy

The required information for updating employee records will be submitted to the HRSC for processing electronically via a Training Completion spreadsheet template provided on  www.donhr.navy.mil/employees/trainingsupport.asp . This electronic spreadsheet will be sent via email to the appropriate HRSC Automation Department (Code 20) for entry into the Defense Civilian Personnel Data System (DCPDS). 

Activities should send electronically records of all completed training of eight hours or more and all statutory and mandatory training regardless of length. 

Completed DD1556 forms should be retained by the activity in accordance with SECNAVINST 5212.5D of April 1998.

Completed training course records for employees in the Acquisition Career Management program are electronically forwarded to the HRSC by the Director, Acquisition Career Management (DACM); thus activities should not submit those records to their HRSC. Other electronic formats or software applications for updating employee records should not be used without prior approval from the Office of Civilian Human Resources and/or the DACM. 

(4) Providing Defense Acquisition Workforce Improvement Act (DAWIA) program Advisory services and briefings.

Process Change:  HRSC Training Department (Code 30) personnel will not provide career path advisory services and briefings on training requirements for the DAWIA program.  

Policy

HRSC Training Departments (Code 30) will provide assistance only on matters relating to the updating of employee training records in DCPDS.  Questions that are not related to the DCPDS should be referred to the activity DAWIA Program Manager or the DACM office.  

(5) MANAGEMENT OF INDIVIDUAL DEVELOPMENT PLANS (IDP)

Process Change: HRSC Training Departments (Code 30) will not develop, maintain or manage employee IDPs, including IDPs for Probationary Supervisors, Veterans Recruitment Appointments, Upward Mobility and Student Programs.

Policy

Activity managers should ensure IDPs are developed for employees whose career fields require such planning.  A listing of employee categories required to have IDPs and a sample IDP are located at www.donhr.navy.mil/employees/trainingsupport.asp Although not required for all employees, IDP development is a process recommended for all employees as a way for them to focus on their personal career development. Managers are encouraged to use IDPs for planning, programming, and budgeting training. 

(6) Maintenance and Management of Activity Training Plans
Process Change:  HRSC Training Departments (Code 30) will not develop, maintain, or manage Activity Training Plans.

Policy

5 U.S.C 4103 requires agencies to establish plans for meeting individual and organizational training needs.  Based on this requirement, activities will develop annual written training plans that lead to improved employee and organizational performance.  Plans should include, at a minimum, developmental activities, priority, cost, and tentative dates planned for completion of training. Sample training plans may be found on  www.donhr.navy.mil/employees/trainingsupport.asp .  

(7) Maintenance of Multi-Media Resource Libraries

Process Change: HRSC Training Departments (Code 30) will no longer purchase, inventory, or lend multi-media materials.  

Policy

HRSC Training Departments (Code 30) will dispose of existing multimedia training materials as they deem appropriate. Activities are encouraged to make use of available web-based training or other sources/methods.

(8) Management of COMMAND leadership development (CLD) programs

Process Change:  HRSC Training Departments (Code 30) will discontinue activities related to the planning, budgeting, and implementation of Command or activity CLD programs.

Policy

CLD programs are a Command responsibility.  HRSC Training Departments (Code 30) will continue to provide training support through the administration of training courses identified by activities and Commands during their needs analysis process.

4

