DEPARTMENT OF THE NAVY
UNITED STATES NAVAL ACADEMY
ANNAPOLIS, MARYLAND 21402

USNA/AACINST 12410.74
24/EDD
27 Novenber 1989

USNA/AAC INSTRUCTION 12410.74A

From: Superintendent, U.S. Naval Academy/Annapolis Area Coordinator
Sub;: CIVILIAN EMPLOYEE TRAINING, EDUCATION AND DEVELOPMENT

rei: (a) FPM 410 (NOTAL)
(b) ©TFI 410 (NOTAL)
(e) CPI 430 (NOTAL)
(d) FFM ltr B551-17 (NOTAL)
ey CEFI 4312 (NOTAL)
«f) FFM 412 (NOTAL)

Zncl: 1) Individual Development Flan (DMF-12410/13)
J Furpose. To get ferth policies and rezponzibilitiez for education, tra:ning, and

careep development at the U.3. Naval Academy (USNA) and zerviced area activities per
eferences (a) and (b).

2. Canca2ilation. USNA/AAC Instruction 12410.7.

3. Information,. No special markings appear in this instruction because changes are
exXxtensive .

4 Apolicability. Thig insztruction applies to all activities that receive civilian
personnel serv:ces from the U.S. Naval Academy Civilian Personnel Department.

5 folicy. The USNA Annapo:ig area policy isg to conduct a continuing education and
raining prodgram that ensures the development and retention of a highly qualified
force of loyees and prov:i:des a viable career development program for civilian
personnel . ‘Inder circumstances limited 2y references (a) and (b)), military personnel
and ciher nongovernment empioyeeyg, e.g., contractors, may participate in training and
development activities. The widest latitude in civilian training opportunities will

§. GCbjectives. The overall objective of this program 13 to inegrease the competence
and efficiency of staff personnel. The specific objectives are to:

a. Achieve and maintain o high leve! of performance,

o impraove cperating efficiency and economy,

[ Plan, =stablish, and maintain career programa that will attract, develop, and
retain personnel of high potential for future positions of supepvisory and managerial
Lezdarshap.

Sncouwrage employeaes in therr efforts for gself-development and assist them

: 3
trrough gusdance counseling., 1n achieving their highest potential usefulnesg. and

Jf“er aquitable opportunities for training to all employees without ragard to
Bex, ional arigin, color, age, religion, handicap, marital status, or other
unralathed to rhe neesd for training.

ponsibiiities. Overzll respongibility for the conduct of the program is
follows:

N Salect and ass:gn employees for training, education and development
+ ~“hat will promote efficiency and economy of government operationg.
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(2) Provide Civilian Personnel Department with feedback on training needs.
b. Supervisors
(1) Accept training, education and development as a necessary and inseparable
function of supervision, and uge training, education and development as a means of

increaging efficiency and effectiveness.

(2) Identify the training needs of employees, provide or recommend training

o meet needs. Evaluate and report on training activities in their respective units.
(33 Help employees develop Individual Development Plans (IDP8) based on
demonstrated needs, job interests, and career objectives. See enclosure (1).
(45 Keep abreast of local policies and objectives in employee training and

cevelopment .

(5} Mak= sure no employee i3 nominated for training before the completion and
1 of tvhe DD Form 1856 by the Head, Training, Educaticn and Development
ston (TELDY . (This iz to make 2ure legal and regulatory requirements are met.)

(6} Make sure no employee 18 nominated for training when there is a personnel
action pending which would nuilify the benefit of the training, such as retirement,
transfer, resignation, or separation.

(7) Make sgure training is not uzed =solely as a reward or punishment for good
or bad behavior or performance, but per reference (c¢), identify employee training
requirements needed to improve job performance,

(8) Follow merit premotion proceduresz when training is given primarily to
prepave emplaoyees for advancement and is required for promotion, such as when an
emplove® 1s not eligible for prcmotion unless the training has been completed.

LG Consult with the TEDD when help i3 needed.
c Emplovee. All emplovees have an important stake in their own development.

Wrile management should provide control, assistance, recognition, and opportunities
for i1mprovement and advancement, the responsihtility for self-development, phygical and

mental efforts, and other actions necessary to increase the knowledge and/or skills
rests with the individual. Therefore, employees should:

(1) Plan their own career goals and consult or counsel with their immediate
gupervisor in career planning. Provide complete and accurate information on course or

courses wanted, 1f known, including costs.

(29 Assess their own strengths and weaknesses, abilities, skills, and
Lo 1mprove performance.
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{3 Take advantage of training opportunitiesz and apply the knowledge, skills,
and techniquesz acquired to ths azaigned job.

(4) Notify the TEDD of failure ro enroll in or to complete the course.
(53 Follow the gchoel's policy for course withdrawal.
(£ Make relmbursement for tuition costs incurred when withdrawing from or

ling a course for which assistance was received, unless waived by the sponsoring
ivity.
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o7 Report all training or seif-development accomplished to the TEDD where
where appropriate documentat:ion will be made to the individual’s cumulative record of
trazining.

(8). Upcn completion of any training, education or self-development course,
e:ther at government or nongovernment facilities, forward Copy 9 of the DD Form 1556
and a copy of the grade received if a college course or other evaluation insftrument to
<he TEDD, via h:2/her chain of command.

d. Director, Civilian Personnel Department. Through the TEDD, represent the
Suzerintendent, USNA, in matters pertaining tc the training, education and development
sf civilian personnel:

1) Plan, establish, and adminiszster 2ll training, education and development
programs necessary to maintain a capable and qualified work force to meet the mission.

(2, Work with and through key management officials to promote a clear
urderstanding of the policy and objectives of employee development.

(3 Keep abreast of current trends and developments in the training field for
poscsible application to the activity’s program.

(4) Initiate contact with cooperaving colleges, univergities, and other
training facilitieg in matters relating %Yo curriculum, schedules, and registrations.

(8) Inrtiate payment for any publicly available, off-the~shelf training
courze or program which costs 325,000 or less.

(6) Coordinate contracting and payment for training coursgesg/programs in
excess of 25,000 with the Corntracting Officer, Supply Department.

(Gr ] Initiate all nominations for training through government and
nongoevernment training facilities.

(3) Publicize training, education and development courses and programs.

(o) Azsist employees and supervizors in development of Individual Development
Plazns {(anciozure (1)).

(10) Maintain up-to-<ate training records.

"i1) Review DD Form 15%6 for completeness and applicability to the employee's
currant or anticipated position. S2ign and process DD Forms 1556 that are legally and
administratively correct.

3. Typeg ¢f Training. Training includes formal or informal learning experiences
aimed at acquiring sgkills, knowledge, and abiliities to improve or maintain current
ampiosyen performance of official duties, tasks, and respongibilities. There are three
basic oY training.

a grlf{-development. Salf-development is attended or correspondence course work,
nd material, cassette program, or any othar developmental activity taken on the
lovee's cwn time, All employees are encouraged to participate in theZe courses.
hey may te used for refresher purposes or to increase knowledgé in fields presently
rngaged, or cunies. Superwvizors may encourage completion of job-related

srrespondence courses on govarnment time and in group study.

1y

(PR

b. Cn-The-Job Trainaing (OJT). The most trequently used method of individualized
iearning g OJ7. In this situation the learners are counseied and coached while they
WOTH In a» OJT program there should be a regular gsequence of tasks to perform.

4
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T ) zhould not proceed %o more compi:cated tasks until they have mastered ¢
OJT 18 zuitatle not only for new employvees but also for those who are
d. It can be used %o teach cmployees new procedures, tasks, and

™ is usually under the direction of a supervisor and only infrequently
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(=38 Formal Training. Formal training is any training that is conducted in a group

and that is eight hours or more in duration. The methodology in formal

may involve lectures, role playing, case studies, small group activities,

seminars, and any other instructor-managed courses that have specific

cbiecvives. Formal %training is available through government and non
institutions. Formal training should be used to supplement self-

rnt and OJT.
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d. Training can be delivered by any one or combination of the following methods.
1) Formal (or clasgroom) training.
C2 Conferences, meetings, seminars, and/or workshops.

(3) Correspondence courses and gelf-gstudy (independent) materials including
~nmputey based learning.

(4) Periodiczl gnbzoriptiona and other reading materials.
(5 Jn-the-job training.

EN Training Friorities. Reference (b) establishes the following priorities in
trzirning:

a. Friority One - Ess=antial: Zgsentlial to misgsion accomplishment this year;
tralining needed to ensure attainment of parformance objectives or to correct serious
performance de:riciencies; and %raining required by law, regulation, or higher

5. Friority Two - Needed: Training wh:ch might impact adversely on complete and
: tive misglon accompiishment during the next two to three fiscal years if

o Priority Three - igeiul: Training of a broadening nature that might be
nhalpful in enhancing the overall performance levels of employees already considered to
be competent,

I Courseling Zmployees. A kay aspect of systematically planning training needs is

the 1DP. IDFs are required for all new and advancing managers and supervisorg and for

all employeces 1n ztudent or career ladder positions. USNA policy is8 to offer all

emsloyeeg the opportunity Lo complete an IDP. Performance appraisal time provides an
: tunity for the supervisor and employee to Jointly develop the plan.

ree from interruptions should be set agide for this discussion.

The following are some points to consider during the counseling discussgion:

i
»

[ Needs of the organization,

[ Needed gkilly, cnowledge, and abiiities of the employee.

(3 Anvicipated changes in the nature of the work to be performed.
t plans, -cmplete DMF-1243i0,13, enclosure (1). Both the supervigor
3iZn the 1272, The plan wil: contain the typre of training, how the

acconmpiighad and the target Jates for completion.
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After approval by the responsible officials, working copies zhould be maintained by
the emplcyee and the supervisor. A copy of the IDP ghould also be sent to the
Empioyee Development Division.

11, Scheduling Training. Whenever possible, training should fall during normal duty

houre and the normal workweek. Travel for training over weekends or holidays should
2.s0 be avoided, if possible. Supervisors should document the reasons when exceptions
are necessary. They must also observe the general prohibitions againgt payment of
cvertime for training. Overtime and/or compengatory time will not normally be awarded

for training that occurs outside normal duty hours, except as required under the
provisions of the Fair Labor Standardz Act (reference (d4)).

12. Supervisory Development

a. Rationale. Management effectiveness and efficiency are directly dependent
upon the guality of supervision. Supervisory training is, therefore, egsential. This
type of training iz both a way to prepare the supervigor for the responsibilities
imposed by the modern organization and a way to meet the challenge of constant change
1in management processes and technology. Training should equip supervisors with those
2k:113 which enable them to help the organization accomplish its mission and to
d:szcharges their responsibilities to the satisfaction of their supervisors and
snbordinates,

b Reguirements. Supervisory training is required for all newly appointed
military and civilian supervisgors, including those who are assigned managerial or
administrative regponsibilities.

) Formal training will include the following:

(a) Personnel policy, prachtices, and procedures (with particular
2mphasi1s on Mer:it Promotion Plans, equal employment ¢pportunity, safety, and labor
relationa) .

(b)) Supervisory resgponsibilities.

(<) Communicat?on 'precesges 1n management.

(R0 Human behavior, motivation, and interpersonal relationships.

() Werk plann:ng and productivity.

(1) Bas.:¢ theocriez of supervisinon and management.

(g3 Concepts of organization.

(h) Techniques for sclving problems and making decisions.

(2) Trairing should take inte account the ind:vidual needs of each supervisor

e-by-caze basgis. A pergon’s previous training and experience must be weighed
mining the need for zpecific training. Self-development and OJT itemsa,

with =some formal training, should easily accomplish the supervisory training

L3 Development. Training is to be provided by experienced supervisors and
managers. The f(ollowing areas ghould be wovered as per reference (e):
. Integration of internal! and external program policy igsues,

. Guganiczational representation and liaison.

)
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o Direction and guidance of programs, projects, or policy development.
d. Acgulsition and administration of financial and material resources.
2. Utilization of human resources.

te

Heview and implementation of results.

4. Pre-Supervisory Develovpment

re-gupervisory development extends training opportunities to interested,
ance level person who d¢ not 3upervize any employees in their current
opportunities can permit USNA to develop a pool of trained
could be zelecied for supervicory positions with a minimum of additional
In addition, zom2 expozure to supervigory regponsibilitiezs before
azzist individuals In making career choices about pursuing a
vath. TReference {(f) specifically prohibits nonsupervisory employees from
lling in Personnel Management for Supervisors or any course that provides some of
alifications for promotion %o a supervisory position and/or whose graduates are
»e considered to have =significant training for the selection to a supervisory
Lion except ag noted in paragraph 14c(3).
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D, Examples of the types of training which may be considered pre-supervisory are:

(1) Cournseling on what a supervisory job entails conducted on a one-on-one
worksite.
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(2) Current literature on management and supervision.
(3) <Correspondence courses on supervision and/or management.

T4 Emplovee develcoment briefings or courses on the responsibilities of

o rvigors. Publicity on coursez w:ll indicate if attendance i8 limited to
fupervizors, nonsupervisora, or both. Enrollment will be on a first-come, first-
served bazis. Superviscrs will be given preference in course enrollment for courses
Sspen o bath (Example: Work Tlanning) .

College or commerciral courszes in supervision and management . CPD will

ceriodicaily publiizb in the Weekly Administrative Bulletin (WAB) a list of some
locally available courgesg (Example: BPA 171, Frinciples of Supervision offered by
Anrne Arundel Community College) .

. The following restrictions apply per reference (f):

(1) Fre-supervisory training is open only to full-performance level
5] For example, an employee in a career ladder position (GS 5/7/9) would not
ble for pre-supervisory training until the GS-9 level had been reached.

) Funding for thig type of training, with the exception of courses funded
tPrough CPD Training, per paragraph 3d, must be borne by the cogt center and must be

per references {(a) and (b) and within budgetary constraints.

3 4s stated above, pre-gupervisory training should not qualify attendees

for promotion to supervisory posgitions. It is recognized that some training that
f{alls under FPriority One or Two may, as a side effect, provide knowledge and skills
reguired for promotion. For that type of training merit staffing procedures apply and

raning opportunities must be afforded to all qualified employees on a competitive

Attendarnce at meetings sponscored by ncnfederal professional, technical, or
ific associations and societies.
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olicy =zhouid encourage ahbtendance at professional meetings sponsored by non

federal ofegxicnal, technical or scientitfic associationsz, and socleties providing
Lzt the purpose and subject of the meeting ig related to the primary duties of the
2mployee attend

r

a
ing. Attendance at government expense may be approved for any employee
pose for 2atiendance is one or more of the following:

¢ acquire 1nformation needed in the performance of official dutieszs or
.

which will contribute to improved conduct, supervision, or management of assigned

[ To provide information concerning the Navy's work or functions to the
meci:ng group in fulfillment of 2 public interest obligation.

3) To contribute to the pool of scientific and professional knowledge from
whn:on bthe government draws.

subtmit requests for approval of conference attendance by
masing sure the above guidelines have been met. The DD Form
v the Cost Center Head concerned and forwarded to the TEDD.

16. Payment of Training Expenczes. Tuition assistance for Ytraining through non-
S lities may ©» provided for caveer, career-conditional employeeg, and

ved appolntments when all of the following have been met:

a. Trairer wmeens the l2ngth of service criteria for:
o Short courses a:d part-time coliege work: one year continuous employment
ot Sy Exceptions t.o thiz limitation are outlined in FPM 410.5-Sb(2).
! Long-term postiracuate work *or graduates of Cooperative Education
Zragra e : arrent continucus employment at the activity.,

o Zign:ticant benefi1: will be derived by the activity.

iz dir2ctly Job-related o the performance of current official duties
urpose of aroreasing the knowledge, proficiency, ability, skills, and
f the employee in the perficrmance of those duties or ig to enhance

‘e, and/or avilitieg usgeful in performing future assignments (one to
the =z-me oI tLraining).

d Trainirg 1s not avaliiable through other government, interagency, local
dovarnment faciliity, or on-z:%te university programs.
e. Tundg are available

The norgovaernment fa-ility does not discriminate because of race, age, sex,
raligion, coior, or naticonal or:gin in the admission or in the subsequent
nt of students.

g Emplicye2s scheduled to attend nongovernment wraining in excess of 80 hours in
a zinzle program and for which USNA pays all ¢r part of the nongalary costs must sign
ron inued Service Asgreement before the start of training. This agreement requires
Yo remain with the Department of the Navy following completion of the
allure to 21gn the ajgreement does not relieve the employee from
2ty for continued garvice.

sfacteorily complete a course or receives a grade
by the ingtitution’s =ztandards, the student must

7
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satisfactorily complete the same or an equivalent course at his/her own expense before
he/she can participate again in an advanced tuition paid course or the gtudent may
repay the Navy the tuition costs. 1f, however, an approved tuition paid courge is not
completed because of official agsignments or travel duties, subject to approval by the
Cost Cernter Head, the foregoing provision may be waived.

17. Funds will not be expended for:

EW Training for temporary and intermittent employees through nongovernment
facilities except when there are critical skill needs to be acquired which will be
fully used after training.

b. Training for contractor personnel unless clearly delineated in the approved
contract.

. A college degree. However, individual courses that are job-related may be
pa.d for even if a s8ide effect is to move the employee closer to a degree.

d. Graduation or other non-mandatory fees.

e. Examination fees, such ac the College Level Examination Program (CLEP),
college placement, comprehensgives, etc., except where required by the institution.

f. Late fees.

4. Textbooks, except if the textbook is of some value to and will be retained by
the activity.

i8. Authority to Approve Training

a. USNA Supervisors and Cost Center Heads are authorized to approve/disapprove
a.il wra:sing reguests for their employees, except training outside the United States
ard long-Term Lraining which must be approved by the Naval Civilian Personnel Command,
vashiington, DC.

bH. Head, Training, Education and Development Divigion, Civilian Personnel
Department. haz final approval on all training requests, ensuring that provisions of

thig 1nstruetion and references {(a) and (b) are met.

1. Actiorn

a. Submit all requests for training tc the TEDD, Civilian Personnel Department,
on Request, Authorization, Agreement, Certification of Training and Reimbursement (DD
Form 1856), at leazt three weeks before heginning or registration date of the coursge.
b Requesgis for training to be supplied by foreign governments or international
crganizations musgt be submitted to the TEDD. After local review, the Civilian
Fergcnnel Director will forward the request through the chain of command to the
Director, Naval Civilian Fergonnel command, for approval. Requests will include the
following
(1) Completed DD Form 1556.
(2, Brief description (including objectives) of the proposed training.
i3) Justificetion Jor use of the proposed training facility.
(42 Dzte by which approval is required.
¢. Travel and per diem will be authorized on the original DD Form 1556. Training

a3
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stz without travel and per diem will be considered asz having zero travel costs.
the approved training requegt will be attached to the travel orders. Travel

rders will not be processed without an eapproved DD Form 1556.

20. Review, The C:vilian Ferscnnel Director will review thisg instruction annually on
ite anniversary date and revise 1t as necesszary.

Z.. Forms. Reguest, Authorization, Agreement, Certification of Training and
ze:mburzement (DD Form 1556), is available at Servmart, Supply Department. Individuatl
Development Plan (NDW-USNA-DMF-12410/13) is available from the TEDD, Civilian

Personnel Department.

BE. A. SPOFFORD
Leputy for Operations
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