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EMPLOYEE DEVELOPMENT GUIDANCE 

FOR 

LINE MANAGERS AND CERTIFIERS OF TRAINING REQUESTS
BACKGROUND

To facilitate the management of civilian training and development for activities within the Department of the Navy, specific business practices in the DON employee development and training program have been redesigned.  While employee development remains a key human capital objective, the new policies reflect the Department of the Navy's desire to streamline and standardize processes, eliminate unnecessary practices, and reduce oversight wherever possible.  These new practices were fully implemented in April 2004. The purpose of this guidance is to assist managers at all levels in dealing with these new practices and to assist in the certification of training requests.

One of the redesigned practices involved the local review and certification of Training Requests to ensure compliance with legal and regulatory requirements before approval.  Since activities have always been responsible for ensuring that the training and development needs of their organization and employees are identified and met, this review and certification will be conducted by designated activity personnel. 

This document provides both line managers and certifiers with a ready reference Checklist (see Attachment 1) to be used in certifying Training Requests and, for those in need of additional, more detailed information on the basis of their responsibilities, the pertinent information starting immediately below.

ROLES AND RESPONSIBILITIES

The Activity Head is responsible for:
· Incorporating identified training needs into the organization's strategic plan.

· Delegating Training Approval Authority to Line Managers or other activity personnel as necessary. 

· Ensuring necessary funds and other resources are allocated to meet identified training needs. 

· Providing adequate facilities and equipment for the efficient and cost effective delivery of training programs.
· Maintaining a copy of documents that support decisions to approve training, academic degree program training; continuous service agreements, activity training plans and documents of the competitive process. 
   (SOURCE: SECNAVINST 5212.5D)
Manager responsibilities include:

· Being familiar with basic training regulations and laws. 

· Assessing the training needs of the organization and reporting those needs during appropriate assessment surveys. 
· Budgeting and committing funds and/or other resources to meet identified training needs. 

· Approving training requests (where authority has been delegated). 

· Developing training plans for employees in special programs. 

· Counseling employees on career development. 

· Providing on-the-job orientation for employees new to the organization. 

· Evaluating completed training. 

· Setting up and maintaining required training documentation/files that include the following and where appropriate: 

· Training plans for individual, occupational and organizational development. 

· Training expenditures, including payments made for travel, tuition, fees and other necessary training expenses. 

· Training events and activities and individuals selected for training. 

· Training of Presidential appointees, including name and position title of official, description of training, location, vendor, cost, duration, justification and application of training to term of office. 

· Training for academic degrees, including names of employees assigned, nature and justification for the shortage determination, kind of training, field of study, nature of degree, continued service agreement, if required. 

· Training for promotion or for placement in another agency. 

· Employees subject to continued service agreements. 

· Awards, contributions, or payments made from a non-government source, including recipient's name, the organization's name, the amount and nature of the contribution, award, or payment, the purpose for which it is to be used, and a copy of the authorization. 

· Mobility agreements, including Intergovernmental Personnel Act agreements. 

· Evaluations of training.
· Copy of delegation of authority to approve training. 
PERTINENT TRAINING & DEVELOPMENT 

RULES AND REGULATIONS
The following is a general overview of the current rules and regulations pertaining to the training and development of civilian employees. Those responsible for certifying training requests before management’s approval must know these criteria and apply them before certifying the request.  Line managers should be familiar with and consider each of these items prior to exercising their training approval authority. 

· Approval for Training

Employees need approval for attending training PRIOR to the course start date. Training requests received after employees are enrolled or have begun the training should be disapproved. Employees enrolling in non-Government training without prior written approval may be held responsible for the total cost of the training. 

[SOURCE: CPM 410.H-2.a(3)] 

· Purpose of Training

Managers are responsible for ensuring that training they approve is mission/job related. A training occurrence meets the definition of "mission/job related" if it satisfies any of the following criteria:

· Supports the organization's strategic plan. 

· Will improve an employee's current or future job performance. 

· Allows for expansion or enhancement of an employee's current job. 

· Enables an employee to perform needed duties outside their current job but at the same level of responsibility. 

· Designed to meet organizational needs in response to human resource plans, downsizing, or restructuring and program changes.
 
Training requests that do not meet the criteria listed above may not be authorized. 
       [SOURCES: TITLE 5 USC 41, 5 CFR Part 410.101(d), CPI 410.3-1C] 

· Purchasing Guidelines

Training must be purchased in accordance with Federal Acquisition Regulations when costs are associated with a training program. Training may be authorized by managers provided the training is regularly scheduled, open to the public, and the price does not exceed that charged to other accepted students. Training which costs less than $25,000 does not have to be submitted to a contracting officer.  Training that is designed and developed for the activity, even if less than $25,000 in cost must be contracted for.  Managers must document the determination of the training source and maintain records demonstrating that a competitive selection process was used for any training that exceeds $2,500.  Authorization and certification of training is done on the DD Form 1556. Payment for all commercial training must be made using the Government Commercial Purchase Card (GCPC). 

[SOURCE: UNSECDEF (P&R) memo of 25 Sep 98, CPM 410.H-2.c, CPI 410.5-2g(2), 
DON EBUSINESS Operations Office Instruction 4200.1A of 2 Sep 03, DON Purchase Card Program Desk Guide, Section II, Subsection 5 “TYPES OF TRANSACTIONS Training.]
As for the GCPC it is the method of payment when the DD Form 1556 is an off-the-shelf event, conference, or instructional service available to the general public and priced the same for everyone.  Activities are to ensure that block 27 includes detail cardholder information (e.g., cardholder’s name, Card #, expiration date and telephone #) for enrollment in HRSC-hosted courses.

[SOURCE: NAVSUP memo of 23 Feb 99, subj: Use of Government Commercial Purchase Card for Training]

For additional guidance or a listing of these definitions of the types of programs that can be purchased with the Commercial Purchase Card see 48 CFR 2.101.

· Payment for Books or Reference Materials
Managers may authorize reimbursement for all or part of the cost for reference materials required to successfully complete training.  As a general policy, payment of expenses for training should result in neither financial gain nor loss for the employee.  Either the organization or the employee may retain training materials paid for by the organization. Each organization is encouraged to develop internal policies outlining what types of materials will and will not be reimbursed. 

[SOURCE: 5 USC 4109(a)(2)(E), CPI 410.6-1b)]
Definition of items that may be purchased is contained in 48 CFR.2.101.  Also see 5 USC 4109 (2001). 

· Funding of Equipment for Training 

Managers may approve the purchase of items or equipment, such as calculators or laptop computers that are required to successfully complete training. However, the approving official prior to purchase must document a determination that such items are not available within the individual's organization for temporary loan during the training period. Items purchased under this authority are government property 

and must be delivered to the organization upon completion of training and be placed under appropriate property accountability controls. 

[SOURCE: USC 4109(a)(2)(E) and (F), 5 CFR 410.401, CPI 410.6-1b]

The DD 1556 may not be used when purchasing films, videos, software, etc unless they are an inherent part of an off-the-shelf “training course package”. A training course package must include lesson plans/modules for formalized instruction.

· Selection of Employees/Facilities for Training

The selection of employees for training must be made fairly and equitably. Managers must ensure that selected training facilities are accessible to employees with disabilities and do not discriminate in the admission or treatment of students. 

[SOURCE: CFR 410.302] As for the categories of employees, e.g., temps, intermittent, who may be trained, see CPI 410.3-6a.

· Service Obligation Agreements  

A written continued service agreement is required whenever the length of non-Government training exceeds 80 hours and Government or non-Government long-term training and education programs exceed 120 calendar days before assignment to training. Line managers may use the standard service agreement found on the back of Copy 1 of the DD Form 1556. Alternatively, an activity may create its own continued service agreement.  However, in that case care must be taken to ensure that the activity-created agreement covers all the necessary components of such an agreement.  The length of the continued service will be at least three times the length of the training to begin upon return to duty. The approving official will retain a copy of the signed agreement. Managers should contact (NAME OF DESIGNATED OFFICE(R)) immediately if an employee fails to fulfill a continued service agreement. 

[SOURCES: CPI 410.5-7b; CPM 410.2-8d and 5 USC 4108, 5 CFR 410.309. Also CPI 410.5-2g(1)]
· Long-term Training Program 

Managers may not approve long-term full-time training programs (over 120 consecutive working days). Long-term training/educational opportunities are competitive and Headquarters, OCHR, administers and announces them through both the HRSC’s and the DCPP’s. Specific enrollment instructions for these programs are contained in "Training and Career Development" on the DonHR Web @ www.donhr.navy.mil 

[SOURCE: CPI 410.10] 

· Conferences as Training
Managers may approve, using a DD Form 1556, an employee's attendance at a

Conference as a developmental assignment when: 

· Conference is relevant to improving individual and/or organizational performance and 

· Developmental benefits will be derived through the employee's attendance.

[SOURCE: 5 CFR 410.404 and CPI 410.8-1] CPM 410.3-5.



· Training Employees for Higher Level Positions
Installation commanders have the authority to establish policies and procedures concerning applicant's ability, suitability, availability, qualifications, and geographic location.  

In addition, an activity may provide training to non-temporary employees that in certain instances may lead to promotion.  DON competitive procedures must be followed when selecting a non-temporary employee for this training that permits noncompetitive promotion after successful completion of the training. 

[SOURCE: 5 USC 2301(b)(1) and (2) and 4103, 5 CFR 410.307] 
· Paying for Academic Degrees

There is a distinction between Academic Degree Training Program exceptions under the law and the use of tuition assistance for one or more college courses directly related to individual or organizational performance. Payment for academic degrees may not be for the sole purpose of obtaining an academic degree except for two circumstances: 

1 - Shortage positions specifically identified in the Code of Federal Regulations  (Note:  If the training incidentally earns credit in a degree program, it can be authorized.  However, additional tuition fees charged because of degree candidacy cannot be authorized), and 

2 - Academic programs that are part of a planned, systematic, and coordinated program of professional development, and have been announced and competed according to merit system principles. 

The intent of tuition assistance for college courses is not to fund employee degrees, but to have each request evaluated on a case-by-case basis. In some cases college training may be the only source, or the most cost-effective source, when compared to other alternatives. Employees receiving grants, scholarships or Veterans education benefits that constitute 100 percent of course expenses are excluded from this policy. 

[SOURCE: DON CHRM Subchapter 410, Section 5, 18 December 2003]

· Approval of Line Management Training Requests

Since self-approval constitutes a conflict of interest, managers who are delegated authority to approve training must submit their own requests for training to the next higher level with training approval authority. 

· Training Sponsored by a Foreign Government or Organization

Any training conducted by a foreign government, international organization, foreign instrumentality, or facilities outside the United States or its territories must be forwarded to OASD through OCHR. Fully justified requests for this type of training must be received at least 75 days prior to the requested travel and training. 

[SOURCE: CPI 410–1.10b, CPM 410.2-9]

· Restricted Training Contained in Public Law (PL) 106-58, Section 625.
Expenditures of Federal funds on training that is offensive to Federal employees and unnecessary in the execution of their official duties are prohibited. It is not intended to prohibit training that is necessary for Federal workers to effectively complete their assigned duties. Funds will not be expended for employee training that:

a. Does not meet identified needs for knowledge, skills, and abilities bearing     

   directly upon the performance of official duties.

b. Contains elements likely to induce high levels of emotional response or  

psychological stress in some participants.

c. Does not require prior employee notification of the content and methods to 

be used in the training and written end-of-course evaluations.

d. Contains any methods of content associated with religious or quasi-religious 

   belief systems or "new age" belief systems as defined in Equal Employment   

   Opportunity Commission Notice N-915.022, 2 September 1988.

e. Is offensive to, or designed to change, participants' personal values or   

   lifestyle outside the workplace.

[SOURCE: Public Law 106-58 Section 625; EEOC Notice N-915-022.]
· Advanced Payment of Training Expenses
Advance payment of training expenses may be authorized when the training facility refuses to render a billing to the activity or requests advance billing. 

[SOURCE: DOD Financial Management Regulation, Vol 10, Chapter 12, Para. 120212.C]
· Authorizing Premium Pay/Overtime for Training

There is a general prohibition against paying premium pay or overtime for training.  However, there are specific exceptions to this prohibition in 5 CFR 410.402.  In addition, premium pay or overtime may be authorized when allowed by the Fair Labor Standards Act. Managers are encouraged to rearrange employee work schedules in order to enable them to attend training without being placed in a premium pay or overtime status. Consult with your HRSC or HRO prior to approving premium pay for training. [SOURCE: 5 USC 4109, 5 CFR 410.402]
· Receipt of Awards or Items of Value in Connection With Training

Employees receiving training in non-Government facilities may be authorized to accept grants or contributions to defray expenses incident to the training. Acceptance may be authorized only when the contribution is appropriate to meet reasonable expenses associated with the training. Acceptance should not be authorized when it would place the recipient under improper obligation to the provider or create the appearance of a conflict of interest. Contributions may be accepted from organizations determined to be exempt from taxation. Items may not be accepted as a reward for services given the organization prior, during, or after the training or meeting. [SOURCE: CFR 410 Subpart E]

· Contract Employees Participation in Civilian Training
Contract employees are selected for their expertise in a subject area. Training for contract employees should be limited to rules, practices, procedures, and/or systems that are unique to the employing agency and essential to the performance of the contractor's assigned duties. [SOURCE: CPI 410.5-3] [42 Comp Gen Decision 673 (1963)] 

· Military Participation in Civilian Training

Military members may participate in training intended for civilians if it is related to their present duty assignment; however, the cost of the training must be reimbursed from the proper military account. [SOURCE: CPI 410.1-14] 

· Nonappropriated Fund Employees
Nonappropriated Fund (NAF) employees are eligible to attend DON-sponsored training; however, their training costs such as travel, per diem, and tuition expenses must be provided using NAF funds. [SOURCE: CPI 410.1-11b(2)]

· Student Career Experience Program

Managers may pay all, part, or none of the training expenses for training directly related to performance of students’ official duties for students hired under the Student Career Experience Program (formerly Cooperative Education Program). 

[SOURCE: (CFR 213.3202(b)(9)]
 
· Employees Participating in Formal Training Programs
Employees participating in formal career development programs (Interns, VRA, Trainees, etc.) are required to complete training identified in their training plan. Managers should be familiar with the training requirements listed in the employee's training plan and make every effort to ensure they receive the identified training within the time frames prescribed. Managers unfamiliar with the requirements of a specific training program should contact their servicing HRSC or HRO for additional information.

Managers must use merit promotion procedures when selecting employees to attend training that is being provided to enable them to qualify for a different occupational series or higher-grade level. [SOURCE:  5 CFR 410.306(a)]
 

· Training for Placement in Another Agency
A Department of the Navy civilian employee may be trained to meet the qualification requirements of a position in another agency if the head of the agency determined that such training would be in the interest of the Government. If necessary, for additional guidance on this contact your servicing HRSC or HRO. 

[SOURCE: 5 USC 4103 (b) and 2301, 5 CFR 410.307(c)(2)]
Additional Source Information:
Additional regulatory information on matters involving employee training and development is available from: 

· DoN Regulation 1400.25-M, CPM 410.

· www.donhr.navy.mil/Employees/donhr_training.asp 

· Executive Order 11348. 

· Government Employees Training Act (GETA) as amended in 1994. 

· Title 5 of the United States Code (Chapter 41).  

· Title 5, Code of Federal Regulations (Part 410).

· www.opm.gov/hrd/lead/Pubs/handbook
· OPM Training Policy Handbook, October 1997

· Public Law (PL) 106-58, Section 625

NOTE: Also see Attachment 1 - Checklist for Certifying Regulatory Compliance of Requests for Training (DD Form 1556).
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Checklist for Certifying Requests for Training (DD Form 1556)
New Department of Navy policy states that officials who have been delegated authority by their activity head can certify legality (Block 33 of DD 1556) for short-term training (less than 120 consecutive working days).  

The following checklist is to be used by those responsible for certifying that training requests are in compliance with prevailing laws and directives:

· 1. All relevant items on DD Form 1556 have been completed including certif-

Ications by the appropriate fiscal officer showing funds are available for training.

· 2. Fair and equitable selection of employee for training.

· 3. Training is properly justified in Block 18 as being mission or job related. (Note: Some courses offered by non-government sources cannot usually be justified, e.g., real estate, music appreciation and personal finance.  However, many  “soft skill” courses can be job related, e.g., effective writing, retirement planning, etc.  The certifying official must differentiate between these two types of training).

· 4. Training is not directly required for promotion to positions other than the position encumbered by the employee (Note:  An exception to this rule can be made if the employee was competitively selected for the training such as for a formal career development program).

· 5. Training certification and approval is prior to start of training.

· 6. Training scheduled in the current fiscal year for delivery in the next fiscal 
year has the approval of activities’ comptroller or other appropriate official. 

· 7.  Payment for academic degrees may not be for the sole purpose of obtaining an academic degree. Also, training must meet the activities internal policies regarding tuition payment and reimbursement for purchase of reference materials. Please refer to Page 6 of the Employee Development Guidance for Line Managers and Certifiers of Training Requests to the section entitled Paying for Academic Degrees for additional information.

· 8. A cost-effective source of training is being used.

· 9. Training source does not discriminate in the admission or treatment of
 students.

· 10. For non-government training, where the combination of direct and indirect costs (per training occurrence, not per individual employee) exceed $2,500 excluding salary, vendor selection must be documented.  For an individual event or planned series of the same training event that is publicly available, off-the-shelf, and exceeds $25,000, the DD 1556 may NOT BE USED to substitute for formal acquisition procedures. In this case, the local contracting officer will make the determinations on appropriate procurement procedures.

NOTE: For additional guidance on responsibilities in matters involving employee development contact the Training Department at your HRSC or HRO.
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