US. Department of Energy ORDER

Washington, D.C. I DOE 3410.18 l

2-29-88
SUBJECT: TRAINING

1. PURPOSE. To prescribe policy, assign responsibilities, and provide guidance
andinstructions for © stadlishing, maintaining, monitoring, ® d ® valuating
Department of Energy (DOE) employee development ané tratning program and
® Cthftil!S.

2. CANCELLATION. DOE 341 0.1A, TRAINING, of 5-4-830

30 APPLICABILITY. Provistons of this Order apply to all civilian employees
o xcept persons appointed by the President.

4.  REFERENCES.

8. DOE 3735.1. DISSEMINATION OF THE DEPARTMENTAL CONDUCT OF EMPLOYEES
REGULATIONS, of 5-1-80, which prescribes standards for 811 employees.

b. Federal Personnel Manual(FPM), chapter 410, which contains policy, basic
requirements, and guidance relating to thetraining of Federal employees.

c. Title 5, UnitedStates Code (U.S.C.), section 4103, which provides
o thor{ty for agencies to ® stablish, operate. e nd maintain training
programs.

d. Title26V.8.€. 501, which establishes criteria for employees
receiving contributions, awards, and other payments from non-Govermment
organizations.

'] Civil Service Reform Act (CSRA), which e stablishes authority to retrain

employees for positions In other e gencies to aveid separations during
reductions in force.

f . Executive Order 11348, which ® xpands authority to trainGovermment
employees.

g. Executive Order 11478, which provides that equal opportunity be an
Integral part of e very aspect of personnel policyandpractice ¥nthe
employment, development, e nd advancement of civilianemployees Of the
Federal Government.

OISTRIBUTION: INITIATED BY:
All Departmental Elements Office of Personnel



D0E 3410.16
2-29-88

5. DEFINITIONS.

3

Approving Of ficfal. Secretarial Officers, Headsof Field Elements, and
e ny other person to whom ® uthority has been delegated to e pprove training
assignments., Approvals e re subject to e uthorization in accordance with
Subparagraph b.

Authorizing Qfﬂch\r Heads of Field Elements, the Director of

ersonnel for all Headquarters Elements (except the Office of the
Inspector Gemeral (16-1)), Executive Director (16-10),and any person
to whom they have delegated their authority to authorize training
assignments upon assurance that the contemplated e Xxpenses are necessary,
proper funds are available, e ndthat related lecgal and administrative
requirements e re met,

co ervisor, An tndividual who has @ uthority in the Interest of the
A

o hire, direct, assign, or reward, transfer, furlough, lay-
off, recall, suspend, discipline, or remove employees, to adjust their
grievances, or to ® ffectively recommend such action If the e xerctse oOf
the authority is not merely routine or clerical in nature but requires
the consistent e xercise of independent judgment. Typically, @ supervisor
{s responsible for the direction of astaff of three ¢r more employees.

Manager. An individual fn a position whieh requires the Incumbent to
(1) %hect the work of an organization; (2) be held accountable for

the success of specific line or staff programs, projects, functions,

or activities; (3) monitor the progress of the organization toward .

' ?olls and periodically e valuate and make ® ppropriate o djustments; and

d)erform a full range of managerial duties and responsibilfities.
Typically, a manager 4s In the GM-13 to GM-15grade range or above
e nd directs a subordinate supervisory staff.

6. POLICY.

1t 1s DDE policy that all employees bc provided with opportunities to
fwprove their knowledge, skills, and abilities to ® nable them to perform
o ffectively tasksassigned and to be assigned. Within the Constraints
of e vailable resources, opportunities e Iso will be provided to prepare
employees for advancement in accordance with specifical!jy defined o nd
.h pproved training needs which arise or « re ® tlcipated in carrying out
the DDE @ ission.
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b. The overall objective of employee development and training is to foster
the development Of an @ fficient e nd effective work force, and In turn
further DOE's mission accomplishment, DOE recognizes that training 1s a
necessiry and Inseparable function of management and, therefore, supports
maximum flexibility to encourage managers to desfgn and implement

cost-effective training programs in ways which best fit the special
needs of DOE programs.

c. All employees will recefve fair and equitable consideration for training
opportunities without regard to race, color, national origin, religion,
age, sex, physical, mental or emotional handicap, or other factors
unrelated to the need for training.

8Y ORDER OF TME SECRETARY OF ENERGY:

LAWRENCE F. DAVENPORT
Assistant Secretary
Management and Administration
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CHAPTER 1

RESPONSIBILITIES AND _AUTHORITIES

1. ASSISTANT SECRETARY. MANAGEMENT AND ADMINISTRATION, shall:

8. Oversee the development of training pelfcies and their
implementation,

b. Concur ta requests to the 0ffice of Personne! Management to train
Presidential ® ppointees.

2. DIRECTOR OF ADMINISTRATION shall

8. Assure that trafning policies ¢ nd programs meet the developmental needs
of the Department.

b. Assist the Assistant Secretary. Management and Administration, in planning
and guiding the continued development of executive manpower resources,
and In carrying out approved development plans and actions of. the
Executive Personnel Board,

c. Keep the Assistant Secretary, Management and Administration, fnformed of

the current status of employee training and development fn the Ospartment
and its impact on mission accomplishment,

d. Approve any full-the tratning where tuition and fees e xceed $3,000 for
8 single program for a single employee.

e . Authorize, subject to the concurrence of the Assistant Secretary for
International Affairs, requests for foreign trainfng assignment or
e ttendance o t {internatiomal conferences for training purposes.

30 DIRECTOR OF PERSONNEL shall:

. Ser:c as DOE liafson with the Office of Personnel Management on traintng
matters,

b. Devalop and promulgate Departmentwide policies, standards, procedures,
guidelines, and records andreporting requirements Concerning employee
development and tratining.

c. Provide advice, guidance, information, and stafﬁssisiancenguﬂing
employee development and training to DOE organizations, managers,
supervisors, and employees.
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Develop ¢ nd administer Departmentwide training programs r'esponﬂve to DOE
requirements.

Review utflfzation of @ uthorfty to waivestatutory limitattons on use of
non-Government facility training to e nsure compliance With staff-year
1imitation restriction as prescribed by FMM chapter 410, subchapter 5-5.

Recommend wiver of the l-year-1n-10 restriction to use non-Government
training facilities. (See page 11-1. paragraph 2b.)

When necessary, o nter into agreements with other Government ® gencies to
use their training programs and facilities and to e xtend to other agencies

the programs e nd fac{lities of DOE.

Estadblfsh & system to {dentify those employees with potential for positions
of supervisory, managerial, and e xecutive level responsibilities and
provide support in developing, Implementing, e nd ® valuating supportive
career development programs. Such programs shall be subject to competitive
procedures as appropriate.

Audit and ¢ valuate training conducted by component organizations throughout

DOE focusing ® specfallyon needs assessment, relevancy of training and « .

training ¢ valuation.

Assure fair and ® quitable treatment of employees and reasonably uniform
administration of employee development and tratning.

APPROVING OFFICIALS shal 1 :

Identify short- and long-term development and training needs of their
organizations and employees, o nd formulate ® nnually « formal plan to
nmeet such needs. '

Consistent with the criteria in Chapter \V, detemine whether 1t is In the
Government’s Interest to waive, in whole or In pert, e ny right to recover,
under a continued service agreement, the additional e xpenses for training.

Recommend to the Director of Administration assigmment of employees for
training by, In, or through non-Govermment facilities outsfde the United
States e nd training facilities of foreign governments, international
organizations, or their instrumentalities.

Provide e ppropriate management, technical, and general tratning when not
provided centrally.

Evaluate e 11 training sponsored and/or administered by their organization.

o
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f. Recommend employees for special Centralized development and training
programs requiring Departmentwide competition.

9. Ensure that newly appointed managers and supervisors receive training in
managerial and supervisory knowledge, skills, and abflities annropriate tO
the position being filled. At a minimum, they must recefve the training
requived In Chapter 111 or obtain certification of equivalent training.

S. AUTHORIZING OFFICIALS shal 1:

8. Assurethat approved trafning s In compliance with Federal and DOE
policies and procedures.

b. Wafve, as appropriate, the |-year continuous service requirement for

the use of non-Government tratning facilities. (See page 11-1,
paragraph 28.)

6. ASSISTANT SECRETARY FOR INTERNATIONAL AFFAIRS AND ENERGY EMERGENCIES shall:

8. Concur with the assignment of employees to training by, In, or through
non-Govermment facilities {n countries where sensitive diplomatic
sftuations exist,

b. ldentify those foreign governments, international organizations, or their

instrumentalities, eligible to provide training for DOE employees, or to
attend DOE  training “programs.

FIRST-LIME SUPERVISORS shall:

8. Use performance appraisal as a8 basis for recommending training.

b. Counsel employees concerning career development e nd trafnfag opportunities.
Encourage employees to tmprove their performance through systematic snd
contfinuous self-development.

C. Provide for scheduled and systematic training and development of all
subordinates--clerical, technical,and professional. Conduct on-the-job

training for employees, and assure that training is necessary, relevant,
e nd reasonadble In cost.

d. Assist In ® valuating training completed by their personnel, 3sappropriate,’
by formally stating whether training was effective in improving performance.
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8. EMPLOYEES shall:
o . ldentify additfonal knowledae. skflls, e nd e bllltles required to achieve J
{amediate ¢ nd long-range career developmentgoals. Each employee has the
primary responsidilfty for identifying and accompligshing his or her own
famediate and Iong-range career development goals.

b. Satisfactorily perform in a1l assigned training.

C0  Provide objective feedback to their supervisors and appropriate tratning
officials concerning the relevance of training to job performance.
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CHAPTER I1
LATITUDE _AND_RESTRICTIONS

1. LMATITUDE T TRAIN AND DEVELOP EMPLOYEES. Trainfng may be full time or part
time, on or offaluty, day or ® venlngg or 88y necessary combination. |t may
be fgen by DOE, another Govermment 3 9ncy or, subject to certain statutory
1imitations, by 8 non-Government fact 1ty, am @ durational {mstitution, or by
other competent {ndividuals or groups im Or Oout of Government. It may be
accomplished through correspondence, classroom work, conferences, workshops,
supervised practice, or other methods or combinations.

20 PROMIBITIONS AND RESTRICTIONS ON USE OF NON-GOVERNMENT TRAINING FACILITIES.

8, One-Year Service Requirement. Normally, an employee having ’less than
year current, centinuous civilian service in the Goverament shall not
be provided non-Goverament trainin gmless 8 waiver Is granted by the
appropriate authorizing offical a ter determining that such training
fs in the public interest. Exceptions to this Timitatfon and waiver
requirement are tratning which:

(1) Does not e xceed 40 hours of classroom training In a single program
durizlg the employee’s first year of current, continuous civilian
service;

(2) Is provided by a manufacturer as part of a nomal service Incident
to {nitial purchase or lease of @ quipment by the Government;

(3) Is provided through correspondence courses;
(4) Requires no tuition, fee, or charge other than salary expenses; or

(S) Is an integral part of a formal, ® ntry-level development program.

b. One-Year-in-Ten.IN the first 10 years of total civilian service following
The Jate of the employee's entry into Goverment service, and in e ach such
10-year period of service thereafter, the total length of non-Government
training provided to e ach employee shall not exceed 1 year. Training tine
not used during amy 10-ysar period say not be carried over for use during
succeeding 10-year periods.

(1) Requests for waivers of the l-ysar-in-10 Yimitation for periods “
of training not to e xc@led 2 years must be submitted to the Director
Of Personnel through the Employee Development and Training
Diviston., A recommendation uﬂr be made to the Secretary or the




11-2

C.

f.

DOE 3410. 1B
2-29-88

0ffice of Personnel Management, as appropriate, whether the waiver
should be granted. The conditions under which a waiver may be

granted are provided In FPM chapter 410, subchapter 5-S.

(2) The pertods of training indicated On Psge 1I-1, paragraphs 2a(1) -(3),
do not have to be counted ® gahst the l-year limitation.,

Fe Percent Limitation. The total staff years of non-Government training
rovide ne Depa MY 1e nY fiscal year shall not e xceed 1 percent
of the total mumber of staff years of civilian employment for the
Department in the same fiscal year. This limitation ® pplles within each
organizational e Imnt e nd adequate controls must be maintatned to

e nsure that it Is not e xceeded. Requeststo e xceed this limitation shall
be addressed to the Director of Personnel.

Academic Degrees. Non-Government training cannot be provided for anm
empToyee solely for the purpose of obtaining an e cademic degree or degrees.
This does not preclude providing training in e degree granting finstitution,
nor does it prohibit an employee from earning and accepting credit toward 3
degree. Employees may receive e cademic degrees a8 an Incidental by-product
of non-Government training sponsored by the Department.

Promotion Qualification. Non-Government training solely to prepare an
employee to fill & pesition by promotion shall not be provided if there
is o nether emply ee in the local area of equal abilfity e nd suitability
who Is fully qualified to fill the available position,

Review of Need for Training. Before non-Govermment tratning which Is more

an ours 1n a single program or is used to prepare an employee for a
different occupational series {1s authorized, a detemination must be made
by the appropriate approving offictal that the functions for which the

training would be needed cannot be assumed by other employees.

EQUAL OPPORTUNITY .

o0

In e ccordancewlth DOE's commitment to ® qual opportunity, it will

o stadblish and support development and trafning program and opportunities
that provide knowledge e nd skills to assist employees to advance and to
performe t their highest potential considering all training priorities

e nd e vailable resources.

Managers and supervisors shalle ssure fair and equitadle treatment In

the selection and assignment of employees for training. In providing
development and training opportunities for employees, there shall be no
discrimination because of sex, race, religion, color, national origin, age,
physical, mental or emotional handicap, or other factors unrelated to the
need for training.
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C.

DOE shall, in the selection of training facilities, make reasonable
acconmodation to the known physical Vimitations of handicapped employees.
The existence of architectural barriers that restrict the free movement
of individuals I8 & major factor to be considered. When more than one
facility 1s available at 8 desired site, the factlity with fewer barriers
may be chosen o ven {f the cost 18 higher. The additionsl cost Is @
legitimate training expense under title 5, U. S. C., sectfon 4103.

Expenses to provide handicapped employees with such special services as
interpreters for the deaf, readers for the visuslly Impaired, and taping
and draflling of materfals which. - necessary to provide access to
printed course materials sdy be authorized. S® ppropriate.

Serious consideration should be given to the pessibility of retraining
disabled employees for positions within DOE for which they have the
basfic qualifications and capabilities in l{eu of disabili{ty retirement.

DOE shall not support or fimancially assist. directly or indirectly.
any conference, seminar,or meeting held under circumstances where -
participants are segregated or are treated unequally because of race,
colar, religion, sex, national origin. age, or physical, mental or
emot.fonal handicap.

ACCEPTANCE OF CONTRIBUTIONS, AWARDS, AND OTHER PAYMENTS FROM NON-GOVERNMENT

3. Subject to written approval by the ® pproving offfciale nd the concurrence

of the Assistant General Counsel for General Law, employees may accept
contributions and awards from non-Govermment organizations Incident to
training in non-Government facilities and payment of travel subsistence.
e ndother e xpenses Incident to attendance at meetings IT the
contributions, awards, or payments aremade by an organization determined
by the Secretary of the Treasury to be #n organization which 1s e xempt
fron taxation. Requests for approval of acceptance of such contributions,
awards, or payments must be in writing.

b. An e pproving official may approve such requests ff he or she determines

that e cceptance of the comtribution, award, or payment will not result

in o conflict or e pperent conflict of interest e nd that  except es
authorized by paragraph 4a) the payment 48 not a reward for any

official act performed by the employee. In making such determinations, “
the approving official should consider:

(1) The o ffect on the employee's ability to carfy out his or her dutfes
objectively and tspartially.
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(2) The o ffect of the payment on the integrity of Govermment programs ‘
and official decisions.

(3) The mature of the orqaniution makina the payment, 4ts relationship
to DOE. and the duties of the employee. s they relate to the
organizatfon.

(4) The reasonadbleness of the amount of the payment and any conditions
attached to Its acceptance.

C. The provisions in paragraph 4a ® pply {f the fastances of training or
o ttendance ® toeetfngs:

@D 2ccur pertially or wholly withinperiods when the employees are on
uty, or

(2) Are paid for in whole or part by DOE.
5. ATTENDANCE AT MEETINGS FOR TRAINING PURPOSES.

8. It isimportant for professional staff to keep ¢ breast of significant
developments in their career areas, both for the continued success of °
e gency program and for the development and retentfon of competent ‘
personnel. A determinatfon must be made whether the meeting is for '
training purposes. |If the primary purpose of attendance at a conference,
seminar, workshop, or similar session 18 to Improve knowledge, skills,
or abilities,then such e ttendance should be considered training.
Cons ideration should be focused on 1dentificatfon of the objectives of
the meetings in tems of "outcomes® which are clear, concise statements
“of what the attendee will be e ble to do, ordobetter, ¢s o result of
® ttending the meeting. Requests to attemd meetings that are for training
purposes must be submitted to the servicing personnel office in the same
sanner as other requests for training.

b. The ® uthority [Opay ® xpenses fneurred for attendance 8t meetings 1sin
addition tO the training authorized by chapter 41 of title5,United

$tates Code. It isnot subject to the special requirements which the
law o stablishes for training.

C*  Each servicing personnel office shall e stabllsh policy whieh provides

eriteris for approval of attendance at meetings. Generally, that
policy should:

(1) Encourage e ttendance at ap?ro&riate meetings which pramote
o ffective communication of 1deas and information inareas
significant to agency operations and/or the career development
of employees.
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(2) Provide for consideration of the probable impact of sttendance
¢n the conduct, supervision, or management of agency functions.

(3) telegate authority to approve e ttendance at 8 level comparable
to that for training approval.

(4) Mlow for attendance at meetings without charge to leave when
travel funds camnot be provided.

(S)provide for wide distribution of opportunities o nwng those who
are eligible and would benefit from attendance 8t meetings.
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. CHAPTER 111

PLANNING AND EVALUATING TRAINING

1. TDENTIFICATION OF TRAINING NEEDS AND PRIORITIES.

a. Approving officials will conduct, at least annually, a systematic training
needs assessment. As a minimum requirement, the needs {dentification
system must:

(1) Place emphasis on Pr@ ram obiectives and program needs while
considering fndividua lemployee trafning needs.

(2) Be utilized as active Input in detemining resources necessary to
sstablishandmaintainan efficient ¢ nd effective training program.

(3) Obtatn input from employees and supervisors.
(4) Deal with needs and objectives as welle s courses or program titles.
(8) Consider future staffing and program needs.

(6) 1dentify and rank priority needs, regardless of whether resources

. are available to meet a1l defined needs.
‘ (7) Provide feedback to managers, supervisors, and employees regarding
thenature o nd e xtent of training needs.

(8) Becoupledwith 8 resource inventory identifying potential {in-house
resources that might beutiltzed to meet the {deatified needs.

(9) Be used as & basis for the annual training plan and budget.

b. While the predominant focus of the needs {dentification system Is
Sdentifyinge nd ® ddressing organizational needs, supervisors should make
saximum use of current information on the experience, qualifications,
performance, andpotential of employees under their supervision.

Supervisors should refer to performance ?pniuls of employees for
indicators of performance defictencies.|ithecause of 8 deficiency

1s the employee’s lack of competency (knowledge, $ki11, or abiltty),

the findings of the perforsance appraisal should be used to design e nd
select the training (formal or on-the-Job) most sppropriate to correct the
particular deficiency.

2. AnUAL TRAINING  PLANS. Followingthe annual needs geiemi'hation and priority
g process cvery Departmental Element 18 required to develope ne nnual
trafning plan or update the ® xlIsting one. The purpose of the training plan
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Is to rank training needs, to estimaterequiredresources, Prepare budget
Submissions, and to develop strategiesforcarryingout the plan. The plan
should include the needs assessment andpriority Setting methodology utilized;
the e stlmsted resources needed tocarry outtheplan;and the e stimeted number
of employeestobe trained, Vistedbytypes Of training, and tratning sources.
This document wf1l not only serve asa training management tool, but also as a
basis for Departmentale valuation of training, the training plansa
blueprint of the organization’s training program based on the needs e ssessment.

3. COUNSELING, Counseling employees about career development and training
opportunities fsa supervisory and msanagerial responsibility. This should be
done at least twice per year, preferably at the performance appraisal ® idyear
and ® rid-of-year appraisal periods. An employee of the servicing personnel
organization can assist and complement the supervisor and mamager by providing
informatfon ¢ Nnd guidance on training matters to employees.

4. SELF-DEVELOPMENT.

v Purpose and Scope. Self-development 1s growth through planned development
o nd t ratning activities which serve to increase the employee's competence

and usefulness to the organization. The activities mdy consist, for example,
of study, teaching, professional writing for publication, membership, and
participation in professional organizations and societies, and other

o ctivities related to the Interests and goals of buth the employee and

DOE. These activities are primarily paid for by the employee and ® ngaged .
in on his or her own time,

b. Responsibilities, Managers ¢ nd supervisors shall actively and regularly
e ncourage employees to pursue @ wide variety of self-development and
self-improvement efforts. This fncludes befng knowledgeable about and
gou?s;ling employees on potential benefits and possible DOE assistance

ncluding:

(1) Self-study. correspondence, and programmed learning.

(2) Tuition support or e ssistance.

(3) work schedule vartation with appropriate documentation In official
personnel folder.

(4) Possible leave without pay, annual leave, or part-time employment
in support of training.

5. DEVELOPMENTAL TRAINING,

4. Within the constraints of available resources, supervisorsand managers
should encourage developmental training to expand upon the skills
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‘ employees need to currentlyperfomtheir official duties or those that
they couldreasonablybe expectedto perform in the foreseeadle future.
Such training should be carefully planned. Supervisors and managers
should consider specific criteriasuchas those 1isted below to determine
thei:ther & particular developmental effort 18 ® ppropriate and cost
o ffect!lw:.

(1) Wil the tratning/developmental activities contribute to the
accomplishment of short- or long-range organizational goals?
(Wi11 it meet an organizational need?)

(2) 1s the tratning for an area of o xpertise or askillthat ean be
reagonadly attained in the foreseeable future (aenerally 1-2 yearsg?
Is it @ conMIcal/cost e ffcctlve for the time invested or the e xpenSe

facurred when other means for acquiringthe skills are considered?

(If e n ® xtended period of training 1s required for an tndividual
to obtafinathe necessary skills, other options, such 8s outside
recruitment of an {ndividual who already possesses the needed skills,
should be considered.)

(3) Wil the training directly contribute to the employee's Improved
e ffectiveness In performing the dutfes of his or her posttione s it
e xists or fs ® xpected to e volve §n the next 1-2 years?

{4) W11 the amount of time that the training e ffort will require
‘ tmpact ® dverselyon the current work of the organization?

(S) Is thetraining common to groups of employees or Is{t an fndividual
need? (Is the trainingbeing provided e Isewhere ta the Department?

Can resources be shared?) -

(6) Can the training be obtained/provided In compliance with relevant
OPM e nd DOE regulations e nd policies?

b. Although there is no prescribed formula for developmental training
® xperliifices Inwhich employees may participate, supervisors and-
managers e re responsible for assuring that such tratningtisrelatedto

?runlzutlonn aissfon and objectives o s wlle s the overall career
nterests of employees.

6. INDIVIDUAL DEVELOPMENT PLANS.

8. An Inéividual Development Plan (IDP) s an individually taflored plan
e stablished between supervisor and employee with the assistance of o
training specialist outliining the employee's short. and long-range
career objectives and the means (e.g. forma) training, on-the-job
trafning, or developmental assignment) for achievimgthese objectives
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within certain timeframes. The purpose of anlDP s to increase the ‘
current proficfency, development, and progression of the employee through
o systematic training plan,

b. 1DP's are encouraged, but e« - optional, except in the following cases where
they are mandatory.

(1) For a1 members of the Semfor Executive Service.

(2) For anemployee competitively selected for tratning thatwilllead
to advancement or which Is required for promotion.

(3) For an employee selected for upward mobility, IT training is
prepsration for an fdentified position.

(4) For employees selected to participate in @& program requiring anlDP,
For example, the Senior Executive Service Candidate Development
Program.

(5) For developmental training designed to meet projected trainisg needs.

(6) For any specific training incident or program exceeding 120 hours in
length or $3,000 In cost to DOE (excluding salary, travel, and per “

diem).

c. If an organization® commitment to an individual or a training plan or

program 1s$ such that a formaldevelopment plan would be in order, it
should include the nature and scope of the program, fts objectives, the .
respective contributions, and commitment of the parties. It should be

. reviewed and updated annually, or #s necessary, and copies provided to
the local servicing personnel-office and the employse involved. I1DP's
will be maintained in a traintng folder or on the left side of the
official personnel folder.

7. ORIENTATION TRAINING.

8. Orientation has significant value In assisting employees to become
productive as aquickly as possidle, in reducing turnover, and In providing
employees necessary {nformation ® d tnoulodg:about their total employment.
Procedures shall be e stablished to assure tat fnitfal orientation Is
systematically and thorou fghiy ovided esch new employee. In @ dditlon-,
periodic orientation should provided to a1l employees 23 needs develop.

b. Initialprogram orientation 8 ysuyally ® rranged am coordinated by the

servicing personnel office o nd conducted by representatives of various
DOE organizations.
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c. On-the-job ortentation, usually provided by the SUpErVisor, should be
conducted to assure the employee is oriented to the work of the .
organization, the relationship Of his or her work to that of others,

e nd applicable operating procedures and standards.

- LONG-TERM TRAINING.

a. Llong-term training, training assignments lasting more than 120 days, s
a unfque learning and developmental opportunity which enables employees
to keep abreast of changes and {nnovations in their occupational fislds,
learn new skills, or develop or {aprove abilitiesneceded In current or
future positfons. As 1t 18 a substantial investment of both dellar and
menpower resources, special procedures should be developed to assure that -

long-tem tratning assignments are e ffective and appropriate training
¢ ndeavors.

b. Selections for long-term training, whether In a Govermment or non-Government
facflity, may resu t 1In Increased opportunity for advancement and promotion.
Competitive selection procedures must be used, therefore, to select
employaes for long-term trafning opportunities. Merit selections will

elimimate the possibility of complaints of discrimination or preselection
for resultant promotions.

c. Generally, long-term training should be used when:

(1) The needed set of knowledge or skills requires a comprehensive study

program which could not be accomplished by a series of inconsecutfive
short-term courses.

(2) The time span for acquisftion of the knowledge or skil1s is such that
8 concentrated long-term program Is most feasible.

(3) The set of knowledges or skills Is so new or so unique that it could

mot be readily obtained onashort-tern basfs from any avafladle agency
or interagency source or from a non-Govermment source.

d. Schedule C e nd noncareer employees should not be selected for long-term

tratning 83 DOE would not realize e ny long-tern benefit from {ts substantial
fnvestment due to the Indefinite employment perfed of such employees.

9. RETRAINING.

. An employee may be trained for a vacancy In another agency 1f the employee “
would otherwise be separated under conditions which would e ntitle hm or

her to severance pay. An employee must have received. specific notice
of proposed separation before training {s given,
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Every effort should be made to reassign displaced employees to positions
using their present skills prior to undertaking retraining programs.

Retraining Is e uthorized when & need for applicants with such skills or
abilities has been concurred inby an appropriate OPN examining office
or the retraining will quatify the employee for:

(1) A gpectal pay rate positton;

(2) A shortage category occupation;

(3) A position for which there 1s direct hire or recruiting authority;
(4) A position covered by e training agreesent; or

(5) A position to be filled under a joint agreement between the gafning
and losing e gency.

Retraining {s not to be e pproved when 1t would qualify an employee for o
occupation with greater promotional potentfal than the career ladder of
the occupation formerly held unless the employee to be retrained was
selected competitively for such training.

10, SUPERVISORY AND MANAGEMENT TRAINING.

Recognizing the important e¢ nd critical role of supervisors and managers
in carrying out missionsand program, DOE supports the trafning and
development of supervisors e nd msnagers to e nsure that they possess the
required knowledge, skills,and abfl ities,

Allnew first-level supervisors are to receive 80 hours of supervisory

training within their I-year probatiomary period or certify, subject to
concurrence by the traiaing officer and approval by the authorizin
official, the completion of equivalent training. The 80 hours will be
designed to e nable employees to transition successfull%| from being an
individual worker to directing the work of others. The first 40 hours
of the tratning must be completed within the first 6 months of service
fn the supervisory position. .

The first 40 hours of the required 80 hours of supervisory training wil}
cover the role o nd responsibilities of the supervisor snd Department
personnel policies, practices, and procedures. The 40 hours will be a
prerequisite for ® ttending the second 40 hours.

The second 40 hours will cover supervisory philosophies, principles and
techniques, human relations and motivation, communication, and prodlem-
solving skills.
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‘ e. The criterfs for attendance at the DOE supervisory development program {s
as follows:

(1) First Priority . Mew supervisors serving 3 probationary period. “

(2) Second Priority _ Supervisors who were not required to complete
Or who have completed a prodatiomary period but
have not had equivalent supervisory training.

(3) Third priority - Supervisors who have not had supervisory training
in the Tast 5 yemars,

(4) Fourth Priority - Nonsupervisory employses on_ a_case-by-case basis
as Justified under special circumstances. Written
Justification must be approved by the Employee
Development and Training Diviston before «n
employee cm be scheduled to attend.

f . The content of the 80-hour supervisory program §s8 to be determined by the
Employee Development and Training Divisfon in consultation with managers
and personnel and trafning officers. Delivery will be accomplished through
appropriate field components and the Employse Development and Training
Division. A written justificatfon for attendance at courses other than
those administered and/or conducted by DOE staff to meet the 80-hour
requirement must be provided and approved by the appropriate authorizing

. official. Development f |ocal programs to meet the 80-hour requirement

must be approved by the Employee Development e nd Training Division.

9. Supervisors-who successfully complete thetr probationary period e nd the
80 hours of required training should continue to enhance their supervisory
skills and prepare themselves for increasing management responsibilities
through participation in various specialized forml trafning courses at
Teast every 2 years o nd in other developmental e ctivities,e _g., rotatioml
® sstgnnients and special projects designed to address their specific needs.

h. Managers gserving. probationary period areto attend the 40-hour Management
Development Seminar sponsored by the Department or certify, subject to
concurrence by the tratning officer e nd ® pproval by the suthorizing
official, the completion of equivalent trafning. The criterfs for
attendance at the DOE management development program follews the seine
sequence 3s paragraph 10e adbove, does for supervisors.

1. Managers who successfully complete their probationary period sheuld
continue to fmprove their managerial e ffectiveness through developmental
exper{ences and training which focus on mastering identified managerial
and executive competencies.
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J. Satisfactory completion of required supervisory and/or management training
ts one of the factors considered by reviewing officials in detemining
whether newly appointed managers Or supervisors have received a full and
fair trial as a probationary employee and are ready to be permanently
° ssf ned t0 o supervisory or managerial position. Timely attendance at
required training Is critical.

k. Headquarters and field personnel Offices should develop gsystem for
tracking probationary supervisors and sanagers and scheduling them for
appropriate tratning within required timeframes. -

11. EVALUATION OF TRAIMING.

8. Just as trafning 1s an integral part OfFf every supervisor's and manager's
responsibility, perfodic e valuation of trainingpolicies ¢ nd programs to
detemmine if objectives o re bcilaut amM resources utilized effectively
e re 81502 management responsibf#ity. Accordingly, approving offictals
are charged with the responsibility to evaluate periodically the .

e ffectiveness of their trainiaroictes and programs. At a ® inlwm, the
evaluation must address the following issues:

(1) Do the operational trainingpoliciesand procedures assistmanagers
in carrying out their responsibilities and, 1f not, what changes

e re recommended?

(2) Does the organization have aneffective system for detemmining
tratfning needs and @ stablishing training priorities?

(3) Is each trainingincident o valuated to assure trafning objectives
were met?

(4) Are Departmental e nd Office of Personnel Managesent training
regulations and directives being followed?

(s) Are accurate data which reflect trafning costs, numbers of tratning
instances, o nd types of trafaing available to assist in managing

the program?

b. Records shall be kept to show the methods of analysis, findings, ¢ nd
recommendations e s a basis for planning employee development e nd trsfning
e ctivities.

C. In addition to the internal or self-evaluation described ® bove. both the
0ffice Of Personnel o nd the Office of personnel Hanagement periodically
will conduct Indepth reviews of development and trainig activities and
programs seeking to fimprove theoverall o ffectiveness ® employee
development @ nd trataing in DOE.

‘ |
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CHAPTER 1V
REQUESTING AND UTILIZING TRAINING RESOURCES

1. BUDGET AND OTHER TRAINING RESOURCES.

a.Inplanning, programming, and budgeting for employee development and
training, responsible officlals ¢ ust give careful consideration to
resource needs and the most cost-effective approach to meet those needs.
These requirements include manpower, training materials and equipment,
traintng space, and funds to assure that resources are adequate to meet
program objectives aM identified priority needs.

b. As a part of the annual needs fdentification and priority setting process.
8 training budget s to be developed based on projected e ctivities and
cost e stimates ¢ s reflected In the annual training planm,

C. The Departmental Employee Development and Training Division budgets for
and administersDepartmentwide,centrally sponsored trafntng programs.

2. DETERMINING THE SOURCE OF TRAINING. MNone-Goverment facilities may be selected
Tor traiaing only when i1t 1$ determined that adequate training Is not reasonably
available from Govermment sources. The appropriate authorizin 3nf fictfal will
determine that adequate training is not reasonably avaflable ( PM chapter 410,
subchapter $=2).

3.  DPAYMENT FOR TRAINING.

8. DOE supports Just e nd equitable financial @ ssistance for employee
development and training including paying for any or 811 costs (within
budgetary constraints) related to training outlined 1n FPM chapter 410,
sgbchapter 6-3(d). Inpaying training e xpenses, priority should be
given to:

(1) Tratning which s required for an employee to perform or more
o ffectively perform current duties or anticipated future duties
in the same position,

(2) Training that is required by law or regulation.

(3) Tratning required to provide for systematic peplacement of skilled
employees through offictal developmental programs.

b. Authorizing officials are responsible for taking whatever gteps are
sppropriste to assure that employees are not receiving duplicate payments
fron more than one source for tratning suthorized at ODE e xpense ({.@.,
Vetersns Administration o ducational benefits) e nd making adjustments,
when necesssary, to avoi d duplicate payments for the same expense.
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c. The authorizi ng offictial shall determine whether to pay or reimburse an
® wnloyee for necessary training. Whether the training ts psid for In
advance or the employee Is reimbursed, the training must be approved and
e uthorized by the ® ppropriate offictals before the employee o nrolls.
registers, o rid/or e ttends the training, The following fees o nd service
costs relating to tratningmay be paid:

(1) Tuition and matriculation fees, ¢ Xcept fees related to thesis
research or preparation.

(2) Library ¢ nd laboratery services.
(3) Purchase or rental of books, materials, e nd supplies.
(4) Membership fees to the e xtent that the feese e necessary costs

directly related to ® Ilglbfllty to e nroll {n the training Itself,

or that payment of the fee Is & condition precedent to undertaking
the training,

d. Direct _andIndirect Training Costs.

(1) Direct Costs. When tratning 18 provided by the Department and “ -
conducted 5{ o n employee, direct costs Include books, supplies, )
and materfals directly assoclfated with the d{nstance of training
and cost factors related to the design, structure, and conduct Of :
the training program. In the case of traiming acquired from external
sources, direct costs may include the dollar smounts paid for tuitton,
laboratory or 1ibrary fees, books, and other materials or supplies
for e ach completed instance of training. Such costs include contracts
to conduct training, text material, visual e ids, classroom rental,
siscellaneous class materfals, ¢ nd travel costs for Instructors.

(2) |[id'| Eecﬁ Costs. Expenses incidental to the training that are not
ncurred in the e ctusl structuring and conducting of the program,
Transportation e nd per diem costs necessary for participants to
e ttend the programe re major indirect costs.

4. PROGRAM FUNDS BQFBSEJS TRAINING FUMDS, Training funds say be budgeted
peciwically for train nﬂ)urposes eras e« part of administrative Or program
funds. The provisions o fthis Order and FMM chapter 410 apply regardless of

the origin of the funds. In oga nizations havimg caonsolidated or., centralized -
tradning budgets, program organ zations are not authorized to train DOE

employees with program funds without fiest obtaining advance approval from the
sppropriate suthorizing official e nd the appropriate finance office. In any

case, & specific dollar e llocation should be fdentified ¢ nd Set o side to e nsure

that the Identified and prioritized training needs are net.

¢
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§. TRAVEL AND PER DIEM.

8. Of ficial travel performed for the purpose of participating in authorized -
training or attending professional meetings and conferences for develop-
ment and training 18 paid for the same as official travel performed for
any other purpose. Travel and per diem, or actual subsistence e xpenses
when Justified, will be authorfzed and patd in accordance with the
Federal trave) Regulations (FTR) and subchapter 1 of chapter §7, titlec Ss
United States Code.

b. The Empleyee Development e nd Training Divistion, Office of personnel,
shall e uthorize a1 travel for employees selected to e ttend centrally
Sponsored training programs.

C. Employees on extended training assigments (more than 30 days) may be
authorized per diem payments exceeding 55 percent of the applicable
maximum per diemrate only after documentation Justifying the higher
uf}e_ h_lsl been provided and ® ccepted by approving and authorizing
officials.

6. TINE_AND ATTENDANCE.

8. Time and Attendance Records will be maintatned for employees e uthorized
to participate In development and training activities such as seminars,
professiomal conferences, or meetings while In pay status In the same
manner and with the same security and control 88 for other employees.

b. Computation of Time and Training. Time in training ¥s to be computed in
accordance \With chapter 410, subchapter 5-6.

c. Prohibition of Premium Pay. Approving and authorizing offictals have
the responsibITIty of aivising employees sclected for tratnfng of the
prohiditions regarding premium pay *he being trained. Premium Pay
canr&c;t I‘m Paid for timespent In training except under the following
conditions:

(1) In instances described 1a FM chapter 410, section 6-2c:

(2) When. gpecific exception has been authorized by OPM; or

(3) wnen tratning 18 considered howrs of work under the Fair Labor
Standards Act (FLSA). (Training 18 considered hours of work under
the FLSA when the trafning 1s to correct deficiencies in anemployee's
performance or to provide an employee with the knowledge or skills o
perform new duties or responsibilities In Ms or her present positioa.)
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d. LeaveStatus During Long-Term Tn‘lnu.
(1) Time and Attendance Reporting. An individual who s assigned to
Yong-term training sﬂah-conglwe to be reported on the employee's

regular time and e ttendance report in accordance with the
requirements of time and attendance reporting.

(2) Annuale nd Sick leave, Absence for personal reasons from scheduled
Classes and activities shall be charged to anmal or sick leave,
dependent on the reasons for the e bsmce.

7. PAYMENT FOR PROFESSIONAL EXAMINATION FEES. CERTIFICATES, AND LICENSES.

' Fees assessed for employees to compete in professional certification
e xeninations or for job-related certificates or licenses are the
responsibility of the employee and not DOE. Such e xaminations and
e ccredltatfon are personal to the holder and remain with them whether
or not they remain In the employ of DOE.

b. This does not preclude DOE from authorizing training funds to wmy for
Job-related training that may, as a secondary benefit, assist an employee
to maintain certificatfon or accreditation. Training of this nature
should be closely scrutinized to determine the appropriate roles e nd
responsibilities of the parties.

8. TRAINING REQUESTS AND APPROVAL. i

8. Requests to e ttend DOE-sponsored training programs of 4 or more hours
duration, 1f in-house or interagency, e nd training proqrams of e ny length
o t a non-Govermment facility, will be submitted to the organization's
training officer or representative. Data from the renuest will he o ntered
1nto the Department's Training Information System for electronic
preparation of thepot F 3410.4, "Request, Authorization, Agreement
e nd Certification.*

b. The requests must be signed by the employee's immediate supervisor;
then forwarded through mnormal supervisory channels to the {ndividual
designated to review and to establish trainig priorities for the office
or organizatfonal element involved; and fimal y Wto the authorizing
official for detemmination of eligibility for training, compliance with
appropriate policies e nd regulations, availability of funds, and
registration of the individual once traing- {s approved. As training
generally requires that prior arrangements made with the trsinin
facility, training data should be entered into the Departmental Tu‘ning
Information System as far in advance as possible, but no later than 2
weeks prior to the beginning date for the desired course Or program.
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C.

DOE F 3410.4 1s not specifically required for on-the-job training, or
training periods of Iess than 4 hours duration withia the organization
when no costs other than salary 8re Involved.

9. NOTIEICATION 0FACTION. Employees willbe advised of the actiontaken on
thelr training mqosfs prior to course registration dates. Employees

10.

110

nrolltng in or registering for courses without the prior authorization of

the authorizingofficial,do not obligate the Govermment for tuition and
other course costs, orfor the reimbursement of such costs.

EOMPLETION OF COURSE. Upon completion of training courses provided at

vernment expense, employessare required to forward a copy of their grade

notification Or other evidence Of satisfactory course completion, signed at
the bottom by their {mmediate supervisor, to the servicingpersonnel-office
to be included fn their official personnel folder. The minimal acceptable
grade for sattisfactory completion of academic courses 1s @ CO at the
undergraduate leveland ®B® at thc graduate level.

INCOMPLETE OR UNSATISFACTORY TRAINING.

If an employee requestspemission to withdraw from & program or course,
or If the supervisor finds ft necessary to request the employee to
withdraw, a memorandum from the employee immediate supervisor contain-
ing full iInformationas to the circumstances of the withdrawal must
submitted to the servicing personnel office. EXcept In a case where the
supervisor has requested the employee to withdraw from trafning because
of workload or for other reasons benefiting the organization rather than
the employee, o determination will be made by the ® uthorizing official,
and the employee will be notified whether repayment of any direct costs
incurred Is required. An indication of employee Withdrawal, whether
voluntary or involuntary, must be e ntered into Departmental Training
Information Systen.

Employees approved for e cademic courseswill be required to register for
credit. The Department will not pay for employees to ® nroll in & course
on an audit basis. If they de not successfully complete undergraduate
or graduate courses, they will be required to reimburse the Government
for the tuition e nd related course costs incurred. Exceptions may be
considered by the authorfizing offfcial upon receipt of written
Justificationfrom the employee and supervisor concerned.

In 811 courses of 16 hours or more duration, where grades or other
scores indicating successful completionof the courses e« re notgiven,
an employee fsrequiredto ¢ ttend atleast 80 percent of the program

or course sessions and satisfactorily complete course activities in
order t® be considered to have completed the programsuccessfully,

1V-5(and IV-6)

be






DOE 3410.18 v-1
2-29-88

CHAPTER V
AGREEMENTS _TO _CONTINUE IN SERVICE

1. AGREEMENTS T CONTINUE IN SERVICE AFTER TRAINING. A continued service
o greement shell be required ch meets the following
criteria:

+0 Non-Govermment training that e xceeds 80 hours (2 weeks) in e single program
during which an employee receives salary from DOE e s well ¢ s some or all of
the additional expenses Incurred in the training., Additional e xpenses are
defined as any contribution or expense patd by WE ¥a connection with the
training except salary or pay. Training hours are to be computed -per FPM
chapter 410, subchapter 5-6. ,

b. Non-Govermment training, regardless of course length, where the cost of
training, exc'ludingthEemployeeStransportation, per diem, and salary,
e xceeds $1,000 for aspecificindividua) program or course.

c. Any case where the approving and authorizing officials agree that 2
continued service agreement would be appropriate.

2. PROCEDURES FOR EXECUTING AGREEMENT. The trainee shall sign the continued
service agreement on the reverse side of the first plg- of DOE F 3410.4
indicating that the trainee has read and understands tie provisfons of the
agreement. A single agreement will cover one or more phases of training
when such phuses cover an unbroken period.A copy of the agreement willpe
provided the employee and appropriate finance office.

3. PERIOD OF OBI.IGATED SERVICE.

0 The agresment obligates the employee to remain with DOE for theperfod Of
training plus 8 post-training period equal to three times the length of
the training.

b. When DOE pays some or e Il of the additional e xpenses Incurred In an
employee's training, but the employee receives no pay while in training,
ti;euriod OfI obligation may be reduced with the spproval of the Director
of Personnel.

c. The obligated period of post-training service be;lns on the first workday
o fter the training Is completed. 1t includes aW workdays thereafter In
which the employee {s In pay status, e Xcept that credit for this purpose
1s 1imited to 5 days (40 hours) per calendar week.
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When the time In trainingis. numberof daysplusa fraction of a day,
the total time shall be computed to the next higher day.

o . Time spent insubsequent training programs may be applied towards

satisfying previous {inservice agreement obligations.

f. Time spent i, nonpay status 1s mot countable toward completion or the

fnservice agreement oblfgation unless ftisat the convenience of the
Department.

INES FOR_ADMINISTERING

Javoluntary Separations. The agreement W11 be canceled e nd right of
recovery waived when the employee s separated favoluntarily for reasons
beyond his or her control sné not because Of misconduct or personal
delinquency during_the training or the post-training obligated service
period. For purposes of the agreement, when an employee resigns under
circumstances that show clearly that the resignation is an election to
resign rather thar to undergo other separation procedures, (and there {s
8 record of a preliminary personnel action on file, e.g., reduction-tin-
force notice), the resignation will be considered an Involuntary separation,
provided that the reason for the separation s not misconduct or persomal
delinquency « s indicated above.

b. g&o% to mlitarg Service. Orders to report for mflitary service (other “
n training y) o e sufficient reason for waiving the training

agreement during the period of training or obligared post-training service.
The trainee is responsible for submittng proof (a copy of his or er orders
with reporting ® ndofiments) {f he or she wishes to secure a wiver of

. this post-training service obl{igation.

Transfer to an International Organization. Separation from DOE for the
purpose of accepting employment with « n Intermational organization of
which the United States 4s o memder will be considered grounds for waiving

the right to recover If such employment is deemed to be in the {aterest
of DOE and the public.

d. Ennmr 0 Another Government Aqencx. When DOE receives & request for
renster Trom an employee subject to & continued service agreement, it

will notify the gaining agency that thc employee 1s still subject to @
continued service @ greement. 1T DOE determines that the traiaing recedved
will be utilized in the new position, the sgreement is transferred to the

ining agency. The gatining ® gencymst then assure that the agreement

¢ fulfilled 1€DOE determines that the training recetved will not be
utilized in the new position, 1t must motify the employee in writing
before the e ffectfve date of the transfer that {t intends to recover the
additional e aponses.
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5.

h.

When an employee voluntarily leaves
the Federal service during & period of obligated post-training service,
he or she iImmediately becomes 11able to the Govermment for repayment of
the additional expenses ® xcept 88 set forth 1an paragraphs 4baadc of
this chapter.

Method of Collection. Collection will be made by withholding the ¢ ctucl
amount of additional expenses from any monies due the employee from DOE

or by other procedures _consistentwith collection methodsprovided by
statute or regulations. The appropriate finance office wil collect” the

e ount due.

Amount of Additional Expenses to Repay The Govermment's right of recovery
will be e nforced for a percenndgeiec addittomal e xpenses proportionate to
the training agreement not completed unless there 1s 8 waiver action,

Requeit for Watver. Employees with obligated service who leave the
partment and. re notified by the Department that it Intends to seek
recovery instead of transferring obligation must be advised by their .
supervisors of their right to request reconsideration of the mount to
be recovered or 8 waiver of the Government's right to recover and thet
their requests must be made in writing to the appropriate approving
officials through the servicing personnel office before the effective date
of separation from the Department. They e Iso must be advised to state the
grounds on which they believe the determinatfon to reconsider or waive
recovery rights should be based, Employees must have the opportunity to
respond to the Department’s findings before the Departmentisableto
recover the ® ppropriate amount of training expenses.

ENTRY _IN_ PERSONNEL RECORDS. If any agreement Is violatede nd a wafver IS not
granted, & statement to that effect willbeplaced In the employee’s offictal

personnel folder. This statement will confirm that an unfulfilled agreement
o xtsts, will specify the amount of the unexpired tem of the agreement, e nd

will note the e mount of money due the Government. A copy of the notice

received under paragraph &h must also be included In the officfal personnel
folder.
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CHAPTER VI
TRAINING FORM, RECORDS, AND REPORTS

1. TYRAINING FORMS AND RECORDS.

8. Fores. The following forms are prescribed for use in DOE employee
deveTopment and training programs:

(1) 0DE F 3410.4. "Request, Authorization, Agresment, and
Certification of Training."

(2) OPM Form 1306. & training report on esployees receiving more
than 120 days of training under 5, U.S.C., section 4103 by,
in, or through a non-Goverment factlfity during & fiscal year.

b. Records. The computerized Departmental Training Information System
shall be utilized to create, maintain, &M produce records.

(1) Traintng data shall be o lectronlcclly entered In the
Departmental Training Information System through the preparation
of individual training fores, ODE F 3410.4, and stored for the
production of desired records.

(2) Treaining officers or their representatives #re responsible for
e caurate e nd complete dats ® ntries, traiign status updates
(@valuation received. ¢ ctual costs, e nd cold ge pass/fail ),

e nd the review of produced records to e nsure validity.

(3) Records of training expenses must be maintained, e nd shall cover
the payments made b¥ DOE_for travel,tuftion, feces, and other
necessiry expenses ot training by, ﬁ, or through Goverament e nd
non-Govermment facilities. Normall y-hose records can be developed
from data in the Departmental Train ng Information System. This
data wil) also be used to prepare that portion of the anmual report
relating to expenditures for training.

(4) GEach servicing personnel office shall keep on file a copy of any
formalfzed individual employee'’s or any organization's development
plans,

c. Individual Training Records.

(1) Bocumentation of successful completion of Government trafning of 4
hours or more, any instance of completed nmon-Government training, and
training completed to meet statutory or ODE requirsments regardless
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»
of length or source e ust be filed ¥n the employee's Official personnel ‘
folder. The documentation may be 8 Copy of DOE F 3410.4, a copy

of the certificate Of training, or ane uthorized Departmental
Training Information System record.

(2) Employees should review their training records at least @ nnually.
Servicing personnel ortraining offices shall make {ndividual training
records avaflable upon request. Information concerning coursework
or training activities otherwise funded may be added to the training

record e t the request of the employee e nd the presentation of e violence
of training completion.

REPORTS.

8. Reports from Employees and Supervisors on Training., Upon completing »

» the employee and supervisor $hall complete the
Termination and Evaluation Data sheet, sections H and I of DOE F 3410.4

or e uthorized substitute e v&luatlon fern, e nd submit the completed form to
their servicing training officer. Evaluation should be completed no later
than 15 days following completion of traininge nd appropriate ® ntry
fndicating satisfactory completion of trainingmade into the Departmental
Training Information System.

b. Annua) Reports on Employee Development and Training. Each Departmental
ement shall report on e ctivitl « s as follows:

(1) Training data not maintained in the Departmental Training Information d
System as required by the Director of Personnel based on the
requirements of the Office of Personnel WKanagement for the particular
fiscal year. The Dtrector of Personnel shall submit & consolidated
report ® nnually to the Office of Personnel Kanagement, based on the
® bove, e nd in e ccordance with FPM chapter 410, subchapter 9.

(2) Information on the mumber of employees failing to fulfill their
obligations under continued serviceagreements e nda brief
. description of the e ction taken on the recovery of the additional
expenses incurred by the Govermment for their training.

(3) Any waivers relative to use of non-Govermment training facilities or
inservice agreements.

CERTIFICATES OF TRAINING. A Certificate of Training should be issued to
e ach employee who successfully completes a DOt training course of 4 hours
or more. “successful completion® ig defined as fulfillment Of attendance,
work, and 811 testina reaufrements e¢_stabllshed for the course or program.

. Sl L BRSO
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susJEcT: TRAINING Change 1: 10-18-89

1. PURPOSE. To prescribe policy, assign responsibilities, and provide guidance
and instructions for establishing, maj ntai ni ng, monitoring, and evaluating
Department of Energy (DOE) employee development and training programs and
act i vi ties.

2. CANCELLATION. DUE 341 0.1A, TRAINING, of 5-4-83.

3. APPLICABILITY. Provisions of this Order apply to al 1 civilian employees
except persons appointed by the President.

4. REFERENCES.

a. DOE 3735.1, DISSEMINATION OF THE DEPARTMENTAL CONDUCT OF EMPLOYEES
REGULATIONS, of 5-1-80, which prescribes standards for “all employees.

b. Federal Personnel Manual (FPM), chapter 410, which contains policy, basic
requi rements, and guidance relating to the training of Federal employees.
. c. Title 5, United States Code (U. S.C. ), section 4103, which provides
authority for agencies to establish, operate, and maintain training
programs.

d. Title 26 U.S. C. 501, which estab’ i shes criteria for employees
receivi ng contributions, awards, and other payments from non-Government
orga niza t i ons.

e. Civil Service Reform Act (CSRA), which establi shes authority to retrain
employees for positions in other agencies to avoid separations during
reductions in force.

f. Executive order 11348, which expands authority to train Government
empl oyees.

-+ Executive Order 11478, which provides that equal opportunity be an
integralpart of every aspect of personnel policy and practice in the
empl oyment, development, and advancement of civilian employees of the
Federal Government.

DISTRIBUTION: INITIATED BY:
IAH Departmental Elements 0ffice of Personnel and

Vertical line denotes change. Career Development
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5. DEFINITIONS. ‘

a. Approving Official. Secretarial Officers, Heads of Field Elements, and :
any other person to whom authority has been delegated to approve training

assignments. Approvals are subject to authorization in accordance with
paragraph b.

b. Authorizing Official. Heads of Field Elements, the Director of Personnel

and Career Development for all Headquarters Elements (except-the Office of
the Inspector General (I1G6-1), Executive Director (1G-10), and any person
to whom they have delegated their authority to autnorfze training assign-
ments upon assurance that the contemplated expenses are necessary, proper

funds are available, and that related legal and administrative
requirements are net.

c. Supervisor. An individual who has authority in the interest of the
Department to hire, direct, assign, or reward, transfer, furlough, lay-
off, recall, suspend, discipline, or remove employees, to adjust their
grievances, or to effectively recommend such action if the exercise of
the authority is not merely routine or clerical in nature but requires
the consistent exercise of independent judgment. Typically, a supervisor
is responsible for the direction of a staff of three or more employees.

Managerr. An individual in a position which requires the incumbent to

direct the work of an organization; (2) be held accountable for
the success of specific line or staff programs, projects, functions,
or activities; (3) monitor the progress of the organization toward
goals and periodically evaluate and make appropriate adjustments; and
(4) perform a full range of managerial duties and responsibilities.
Typically, a manager is in the GM-13 to GM-15 grade range or above
and directs a subordinate supervisory staff.

6. POLICY.

a. ItisDOE policy that all employees be provided with opportunities to
improve their knowledge, skills, ana abilities to enable them to perform
effectively tasks assigned and to be assigned. Within the constraints
of available resources, opportunities also will be provided to prepare
employees for advancement in accordance with specifically defined and

approved training needs which arise or are anticipated In carrying out
the DOE mission.

Vertical line denotes change.




DOE 3410.1B Chg 1
10-18-89

TABLE OF CONTENTS

ICHAPTER | - RESPONSIBILITIES AND AUTHORITIES

1.
2.

o~ U W
oo R

Assistant Secretary, Management and Administration . . . . . . . . .. ... ... .. ...
Deputy Assistant Secretary for Procurement and Human Resource
Management . . ... ...

Director of Personnel and Career Developmentsessssess. * . *** (iicuees

Approving OFFicials. . . . . . L o e
Authorizing OFFiCialS . . . . . . o
Assistant Secretary for International Affairs and Energy Emergencies...
First-Line Supervi sors
Enployees

CHAPTER 11 - LATITUDE AND RESTRICTIONS

Latitude to Train and Develop Employees
Prohibitions and Restrictions on Use of Non-Government Training

Facilities
Equal Opportunity
Acceptance of Contributions, Awards, and Other Payments from

Non-Government Organizations
Attendance at Meetings for Training Purposes

. CHAPTER |11 - PLANNING AND EVALUATING TRAINING

NGO RWNE

= -
HC:Ox

IdentificatioH of Training Needs and Priorities . . . . . . . . . . . . . . . ... ..
Annual Training P8 L '
Counseling. * * * * * *x *  essacese. 5000000 -
Self-Devel opment . . . . . .
Developmental Training . - . . . . . ¢ cecsesace cosvscossacsscnsos o
Individual Development Plans . . . . . . . . . o e e e
Orientation Training.... ******** . . . .«
Long-Tern Training
RBEraININg . . o o o
Supervisory and Management Training
Evaluation of Training

CHAPTER IV - REQUESTING AND UTILIZING TRAINING RESOURCES

1. Budget and Other Training RESOUFCES . . . . . .« & o i i i i i i e e e e e e e e e e e e e
2. Determining the Source of Training.- - - ... .. e e e + sansaa0004.00.0090
3. Payment for Training.eeessess . . ... .. .. e e e e e e vevesessnen()
4.  Program Funds Versus Training FUNDS . . . . . . . . o o o i i e e e e e e e e e e
5. Travel and Per Di€Meivsvsere . . ... .. .. e e e Cererasenee see
6. Timand Attendance . . . . . . . ... e e e
7 Payment for Professional Examination Fees, Certificates, and Licenses..

. Vertical line denotes change.

I11-1

111-2
IT1-2
111-2
I11-3
111-4
111-5
111-5
111-6
111-8

V-
ol
Iv-1
Iv-2
Iv:3

P 2

Iv-4



1 DOE 3410.1B
2-29-88
K. Training Requests and Approval . . . . . .. L L L Iv-4
Y. Notification of ACLION . . . . . . . oL V-5
10. Completion of‘courseo-vou'lolooonooon __________________________________ Iv-s
11. Incomplete or Unsatisfactory Training.................................. Iv-5
CHAPTER V - AGREEMENTS TO CONTINUE IN SERVICE
1. Agreements to Continue InService After Training...................... V-1
2. Pocedures for Executing Agreement . . . . . .. oL L L L L e e e e e V-1
3. Period of Obligated SEIVICE . . . . . o o o i e e e V-1
4_  Guidelines for Administering Agreements... . . . . . . . . . . . i i i e e e e e e e e e e V-2
5. ENtry in Persomnel RECOTS . . .« o v v v o e e e e e e e e e e e e V-3
CHAPTER VI - TRAINING FORMS, RECORDS, AND REPORTS
1. Training Foms and RECOMAS . . . . o« o o v ot e e e e e e e e e e Vi-1
2. Reports . . . . . .. ... ... I =..=.=. VI-2
3. Certificates of Training..**..._** ol P £ 4




DOE 3410. 1B Chg 1 I-1
10-18-89

‘ CHAPTER 1

RESPONSIBILITIES AND AUTHORITIES

1. ASSISTANT SECRETARY, MANAGEMENT AND ADMINISTRATION, shal 1:

a. Oversee the development of training policies and their implementation.

b. Concur in requests to the Office of Personnel Management to train
Presidential appointees.

2. DEPUTY ASSISTANT SECRETARY FOR PROCUREMENT AND HUMAN RESOURCE MANAGEMENT
shall: -

a. Assure that training policies and programs meet the developmental needs
of the Department.

b. Assist the Assistant Secretary, Management and Administration, in planning
and guiding the continued development of executive manpower resources,
and in carrying out approved development plans and actions of the
Executive Personnel Board.

c. Keep the Assistant Secretary, Management and Administration, informed of
the current status of employee training and development in the Department
. and its impact on mission accomplishment.

o

Approve any full-time training where tuition and fees exceed $3,000 for
a single program for a single employee.

e. Authorize, subject to the concurrence of the Assistant Secretary for
International Affairs, requests for foreign training assignment or
attendance at international conferences for traiqlpg purposes.

HS.DIRECTUR OF PERSONNEL AND CAREER DEVELOPMENT shal 1 :

a. Serve as DOE liaison with the Office of Personnel Management on training
matters.

b. Develop and promulgate Departmentwide policies, standards, procedures,
guidelines, and records and reporting requirements concerning empl oyee
development and training.

c. Provide advice, guidance, information, and staff assistance regarding

employee development and training to DOE organizations, managers,
supervisors, and employees.

Vertical |ine denotes change.
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Develop and administer Departimentwide training programs responsive to DOE
requirements.

Review utilization of authority to waive statutory limitations on use of
non-Government facility training to ensure compliance with staff-year
limitation restriction as prescribed by FPM chapter 4111, subchapter 5-5.

Recommend waiver of the l-year-in-10 restriction to use non-Government
training facilities. (See page ll-1, paragraph 2b.)

When necessary, enter into agreements with other Government agencies to

use their training programs and facilities and to extend to other agencies
the programs and facilities of DOE.

Establish a system to identify those employees with potential for positions
of supervisory, managerial , and executive level responsibilities and
provide support in developing, implementing, and evaluating supportive
career development programs. Such programs shall be subject to competitive
procedures as appropriate.

Audit and evaluate training conducted by component organizations throughout
DOE focusing especially on needs assessment, relevancy of training and
training evaluation.

Assure fair and equitable treatment of employees and reasonably uniform
administration of-employee development and training. ‘

a.

Vertical

Identify short- and long-term development and training needs of their

organizations and employees, and formulate annually a formal plan to
meet such needs.

Consistent with the criteria in Chapter V, determine whether it is in the
Government’s interest to waive, in whole or in part, any right to recover,
under a continued service agreement, the additional expenses for training.

Recommend to the Deputy Assistant Secretary for Procurement and Human
Resource Management assignment of employees for training by, in, or
through non-Government facilities outside the United States and training
facilities of foreign governments, international organizations, or their
instrumentalities.

Provide appropriate management, technical, and general training when not
provided centrally.

Evaluate all training sponsored and/or administered by their organization.

line denotes change. ‘
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CHAPTER 11
LATITUDE AND RESTRICTIONS
1, LATITUDE T0 TRAIN AND DEVELOP EMPLOYEES. Training may be full time or part

time, on or off duty, day or evening, or any necessary combination. It may
be given by DOE, another Govermment agency or, subject to certain statutory
limitations, by a non-Government facility, an educational institution, or by
other campetent individuals or groups in or out of Govermment. It may be
accomplished through correspondence, classroom work, conferences, workshops,
supervised practice, or other methods or combinations.

PROHIBITIONS AND RESTRICTIONS ON USE OF NON-GOVERNMENT TRAINING FACILITIES.

a. one-Year Service Requirement. Normally, an employee having less than
year current, continuous civilian service in the Government shall not
be provided non-Government training unless a waiver is granted by the
appropriate authorizing official after determining that such training
is in the public interestt Exceptions to this limitation and waiver
requirement are training which:

(1) Does not exceed 40 hours of classroom training in a single program
during the employee’s first year of current, continuous civilian
service;

(2) Is provided by a manufacturer as part of a normal service incident
to initial purchase or lease of equipment by the Government;

(3) Is provided through correspondence courses;
(4) Requires no tuition, fee, or charge other than salary expenses; or
(5) Is an integral part of a formal, entry-level development program.

b. One-Year-in-Ten. INn the first 10 years of total civilian service following
the date of the employee’s entry into Govermment service, and in each such
10-year period of service thereafter, the total length of non-Government
training provided to each employee shall not exceed 1 year. Training time
not used during any 10-year period may not be carried over for use during
succeeding lo-year periods.

(1) Requests for waivers of the l-year-in-10 limitation for periods of
training not to exceed 2 years must be submitted to the Director of
Personnel and Career Development through the Employee Development and
Training Division. A recommendation will be made to the Secretary or

Vertical 1line denotes change.
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the Office of Personnel Management, as appropriate, whether the
waiver should be granted. The conditions under which a waiver may
be granted are provided in FPM chapter 410, subchapter 5-5.

(2) The periods of training indicated on page Il-1, paragraphs 2a(1)-(3),
do not have to be counted against the I-year limitation.

c. One Percent Limitation. The total staff years of non-Government training
prwided by the Department in any fiscal year shall not exceed 1 percent
of the total number of staff years of civilian employment for the
Department in the same fiscal year. This limitation applies within each
organizational element and adequate controls must be maintained to
ensure that it is not exceeded. Requests to exceed this limitation shall
be addressed to the Director of Personnel and Career Development.

d. Academic Degrees.Non-Govermnent training cannot be provided for an
employee solely for the purpose of obtaining an academic degree or degrees.
This does not preclude providing training in a degree granting institution,
nor does it prohibit an employee from earning and accepting credit toward a
degree. Employees may receive academic degrees as an incidental by-product
of non-Government training sponsored by the Department.

e. Promotion Qualification. Non-Government training solely to prepare an
employee to 411 a position by promotion shall not be provided if there
is another employee in the local area of equal ability and suitability
who is fully qualified to fill the available position,

f. Review of Need for Training. Before non-Govermment training which is more
than 120 hours in a single program or is used to prepare an employee for a
different occupational series s authorized, a determination must be made
by the appropriate approving official that the functions for which the
training would be needed cannot be assumed by other employees.

3. EQUAL OPPORTUNITY.

a. In accordance with DOE’'S commitment to equal opportunity, it will
establish and support development and training programs and opportunities
that provide knowledge and skills to assist employees to advance and to
perform at their highest potential considering all training priorities
and available resources.

b. Managers and supervisors shall assure fair and equitable treatment in
the selection and assignment of employees for training. In providing
development and training opportunities for employees, there shall be no
discrimination because of sex, race, religion, color, national origin, age,
physical, mental or emotional handicap, or other factors unrelated to the
need for training.

Vertical line denotes change
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e. The criteria for attendance at the DOE supervisory development program is “
as follows:

(1) First Priority - New supervisors serving a probationary period.

(2) Second Priority - Supervisors who were not required to complete
or who have completed a probationary period but
have not had equivalent supervisory training.

(3) Third Priority - Supervisors who have not had supervisory training
in the last 5 years.

(4) Fourth Priority Nonsupervisory employees on a case-by-case basis
as justified under special circumstances. Written
Jjustification must be approved by the Employee
Development and Training Division before an
employee can be scheduled to attend.

f. The content of the 80-hour supervisory program is to be determined by the
Employee Development and Training Division in consultation with managers
and personnel and training officers. Delivery will be accomplished through
appropriate field components and the Employee Development and Training
Division. A written justification for attendance at courses other than
those administered and/or conducted by DOE staff to meet the 80-hour
requirement must be provided and approved by the appropriate authorizing
official. Development of local programs to meet the 80-hour requirement
must be approved by the Employee Development and Training Division.

g. Supervisors who successfully conplete their probationary period and the
80 hours of required training should continue to enhance their supervisory
skills and prepare themselves for increasing management responsibilities
through participation in various specialized formal training courses at
least every 2 years and in other developmental activities, e.g., rotational
assignments and special projects designed to address their specific needs.

h. Managers serving ‘a8 probationary period are to attend the 40-hour Management
Development Seminar sponsored by the Department or certify, subject to
concurrence by the training officer ana approval by the authorizing
official, the completion of equivalent training. The criteria for
attendance at the DOE management development program follows the same
sequence as paragraph 10e above, does for supervisors.

i. Managers who successfully complete their probationary period should
continue to improve their managerial effectiveness through developmental
experiences and training which focus onmastering identified managerial
and executive competencies.
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J. Satisfactory completion of required supervisory and/or management training 0
is one of the factors considered by reviewing officials in determining
whether newly appointed managers or supervisors have received a full and
fair trial as a probationary employee and are ready to be permanently
assigned to a supervisory or managerial position. Timely attendance at
required training is critical.

k. Headquarters and field personnel offices should develop a system for
tracking probationary supervisors and managers and scheduling them for
appropriate training within required timeframes.

11. EVALUATION OF TRAINING.

a. Just as training is an integral part of every supervisor's and manager’s
responsibility, periodic evaluation of training policies and programs to
detemine if objectives are being met and resources utilized effectively
are also a management responsibility. Accordingly, approving officials
are charged with the resnonsihilitv, to evéluate per|od|ca||y the
e“<ectiveness of Lheir training policies programs. a: 3 minimum, the

evaluation must adaress the following issues:

(1) Do the operational training policies and procedures assist managers
in carrying out their responsibilities and, if not, what changes
are recommended?

\
(2) Does the organization have an effective system for determining .
training needs and establishing training priorities?

(3) Is each training incident evaluated to assure training objectives
were met?

(4) Are Departmental and Office of Personnel Management training
regulations and directives being followed?

(5) Are accurate data which reflect training costs, numbers of training

instances, and types of training available to assist in managing
the program?

b. Records shall be kept to show the methods of analysis, findings, and

recommendations as a basis for planning employee development and training
activities.

c. In addition to the internal or self-evaluation described above, both the
Office of Personnel and Career Development and the Office of Personnel
Management periodically will conduct indepth reviews of development and
training activities and programs seeking to improve the overall
effectiveness of employee development and training in DOE.

Vertical line denotes change.
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‘ 5.  TRAVEL AND PER DIEM.

a. 0Official travel performed for the purpose of participating in authorized
training or attending professional meetings and conferences for develop-
ment and training is paid for the same as official travel performed for
any other purpose. Travel and per diem, or actual subsistence expenses
when justified, will be authorized and paid in accordance with the

. Federal Travel Regulations (FTR) and subchapter 1 of chapter 57, title 5,
United States Code.

b. The Employee Development and Training Division, Office of Personnel and
Career Development shall authorize all travel for employees selected to
attend centrally sponsored training programs.

c. Employees on extended training assigments (more than 30 days) may be
authorized per diem payments exceeding 55 percent of the applicable
maximum per diem rate only after documentation justifying the higher
rate has been provided and accepted by approving and authorizing
officials.

6. TIMc AND ATTENDANCE.

a. Time and Attendance Records will be maintained for employees authorized

to participate in development and training activities such as seminars
‘ professional conferences; or meetings while in pay status in the same
manner and with the sawe security and control as for other employees.

b. Computation of Time and Training. Time in training is to be canputed n
accordance with FPM chapter 410, subchapter 5-6.

c. Prohibition of Premium Pay. Approving and authorizing officials have
the responsibility of advising employees selected for training of the
prohibitions regarding premium pay while being trained. Premium pay
cannot be paid for time spent in training except Under the following
conditions:

(1) In instances described in FPM chanter 410, section 6-2¢:
(2) When a specific exception has been authorized by OPM; or

(3) When trainina is considered hours of work under the Fair Labor
Standards Act (FLSA). (Training is considered hours of work under

the FLSA when the training is to correct deficiencies in an employee's
. performance or to provide-an employee with the knowledge or skills to

perfona new duties or responsibilities in his or her present position.)

Vertical line denotes chancre.
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d. Leave Status During Long-Term Training.

(1) Time and Attendance Reporting. An individual who is assigned to
long-term training shall continue to be reported on the employee’s
regular time and attendance report in accordance with the
requirements of time and attendance reporting.

(2) Annual and Sick Leave. Absence for personal reasons from scheduled
classes and activities shall be charged to annual or sick leave,
dependent on the reasons for the absence.

7. PAYMENT FOR PROFESSIONAL EXAMINATION FEES, CERTIFICATES, AND LICENSES.

a. Fees assessed for employees to compete in professional certification
examinations or for job-related certificates or licenses are the
responsibility of the employee and not DOE. Such examinations and
accreditation are personal to the holder and remain with them whether
or not they remain in the employ of DOE.

e Tnis aoes not preclude DOE from authorizing training funds to pay for
Job-related training that may, as a secondary benefit, assist an employee
to maintain certification or accreditation. Training of this nature

should be closely scrutinized to determine the appropriate roles and
responsibilities of the parties.

8. TRAINING REQUESTS AND APPROVAL.

a. Requests to attend DOE-sponsored training programs of 4 or more hours
duration, if in-house or interagency, and training programs of any length
at a non-Government facility, will be submitted to the organization’s
training officer or representative. Data from the request will be entered
into the Department’s Training Information System for electronic

preparation of the DOE F 3410.4, “Request, Authorization, Agreement
and Certification.”

b. The requests must be signed by the employee’s immediate supervisor;
then forwarded through normal supervisory channels to the individual
designated to review and to e stablish training priorities for the office
or organizational element involved; and finally to the authorizing
official for determination of eligibility for training, compliance with
appropriate policies and regulations, availability of funds, and
registration of the individual once training is approved. As training
generally requires that prior arrangements be made with the training
facility, training data should be entered into the Departmental Training 1
Information System as far in advance as possible, but no later than 2
weeks prior to the beginning date for the desired course or program.
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CHAPTER V

AGREEMENTS TO CONTINUE | N SERVI CE

1. AGREEMENTS TO CONTINUE IN SERVICE AFTER TRAINING. A continued service
agreement shall be required for all training which meets the following
criteria:

a. Non-Govermment training that exceeds 80 hours (2 weeks) in a single program
t during which an employee receives salary from DOE as well as some or all of
1 the additional expenses incurred in the training. Additional expenses are
defined asany contribution or expense paid by DOE in connection with the
training except salary or pay. Training hours are to be computed per FPM
chapter 410, subchapter 5-6.

b. Non-Govermment training, regardless of course length, where the cast of
training, excluding the employee’s transportation, per diem, and salary,
exceeds 51,000 for a specific individual program or course.

c. Any case where the approving and authorizing officials agree that a
continued service agreement-would be appropriate.

2. PROCEDURES FOR EXECUTING AGREEMENT. The trainee shall sign the continued
‘ service agreement on the reverse side of the Ffirst page of DOE F 3410.4
indicating that the trainee has read and understands the provisions of the
dgreement., A single agreement will cover one or more phases of training
when such phases cover an unbroken period. A copy of the agreement will be
provided the employee and appropriate finance office.

3. PERIOD OF ORLIGATED SERVICE.

a. The agreement obligates the employee to remain with DOE for the period of
training plus a post-training period equal to three tines the length of
the training.

b. When DOE pays some or all of the additional expenses incurred in an
employee’s training, but the employee receives no pay while in training,
the period of obligation may be reduced with the approval of the Director
of Personnel and Career Development.

c. The obligated period of post-training service begins on the first workday

after the training is completed. It includes all workdays thereafter in

. which the employee is in pay status, except that credit for this purpose
is limited to 5 days (40 hours) per calendar week.

. Vertical |ine denotes change.
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When the time in training is a number of days plus a fraction of a day,
the total tiue shall be computed to the next higher day.

Time spent in subsequent training programs may be applied towards
satisfying previous inservice agreement obligations.

Time spent in a nonpay status is not countable toward completion of the

inservice agreement obligation unless it is at the convenience of the
Department.

GUIDELINES FOR ADMINISTERING AGREEMENTS.

a.

Involuntary Separations. The agreement will be canceled and right of
recovery waived when the employee is separated involuntarily for reasons
beyond his or her control and not because of misconduct or personal
delinquency during the training or the post-training obligated service
period. For purposes of the agreement, when an employee resigns under
circumstances that show clearly that the resignation is an election to
resign rather than to undergo other separation procedures, (and there is
a record of a preliminary personnel action on file, e.g., reduction-in-
force notice), the resignation will be considered an involuntary separation,
provided that the reason for the separation is not misconduct or personal
delinquency as indicated above.

Orders to Military Service. Orders to report for military service (other
than training duty) will be sufficient reason for waiving the training
dyreaement during the period of training or obligated post-training service.
The trainee is responsible for submitting proof (a copy of his or her orders
with reporting endorsements) if he or she wishes to secure a waiver of

this post-training service obligation.

c. Transfer to an International Organization. Separation from DOE for the

purpose of accepting employment with an international organization of
which the United States” is-a member will be considered grounds for waiving

the right to recover if such employment is deemed to be in the interest
of DOE and the public.

Transfer to Another Government Agency. When DJE receives arequest for
transfer from an employee subject to a continued service agreement, it
will notify the gaining agency that the employee is still subject to a
continued service agreement. If DOE determines that the training received
will be utilized in the new position, the agreement is transferred to the
gaining agency. The gaining agency must then assure that the agreement

is fulfilled. |If DUE determines that the training received will not be
utilized in the new position, it must notify the employee in writing
before the effective date of the transfer that it intends to recover the
additional expenses.
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CHAPTER VI

TRAINING FORMS, RECORDS, AND REPORTS

TRAINING FORMS AND RECORDS.

a. Forms. The following forms are prescribed for use in DOE employee
aeveiopment and training programs:

() poE F 3410.4, 'Request, Authorization, Agreement. and
Certification of Training.”

(2) OPM Form 1306, a training report on employees receiving more
than 120 days of training under 5, U.S.C., section 4103 by,
in, or through a non-Govermment facility during a fiscal year.

b. Records. The computerized Departmental Training Information System
shall be utilized to create, maintain, and produce records.

(1) Training data shall be e'lectroni'cally entered in the
Departmental Training Information System through the preparation
of individual training forms, DOE F 3410.4, and stored for the
production of desired records.

(2) Training officers or their representatives are responsible for
accurate and complete data entries, training status updates
(evaluation received, actual costs, and college pass/fail ),
and the review of produced records to ensure validity.

(3) Records of training expenses must be maintained, and shal 1 cover
the payments made by DOE for travel, tuition, fees, and other
necessary expenses of training by, in, or through Government and
non-Government facilities. Normally these records can be developed
from data in the Departmental Training Information System. This
data will also be used to prepare that portion of the annual report
relating to expenditures for training.

(4) Each servicing personnel office shall keep on file a copy of any
formalized individual employee’s or any organization's development
plans.

c. Individual Training Records.

(1) Documentation of successful completion of Government training of 4
hours or more, any instance of completed non-Government training, and
training canpleted to meet statutory or DOE requirements regardless
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of length or source must be filed in the employee’s official pérsonnel ‘
folder. The documentation may be a copy of DOE F 3410.4, a copy

of the certificate of training, or an authorized Departmental

Training Information System record.

(2) Employees should review their training records at least annually.
Servicing personnel or training offices shall make individual training
records available upon request. Information concerning course work
or training activities otherwise funded may be added to the training
record at the request of the employee and the presentation of evidence
of training completion.

REPORTS.

a. Reports from Employees and Supervisors on Training. Upon completing a

training assignment, the employee and supervisor shall complete the
Termination and Evaluation Data sheet, sections H and 1 of DOE F 3410.4

or authorized substitute evaluation form, and submit the completed form to
their servicing training officer. Evaluation should be completed no later
than 15 days following completion of training and appropriate entry
indicating satisfactory campletion of training made into the Departmental
Training Information System.

Annual Reports on Employee Development and Training., Each Departmental
tlement shall report on activities as follows: .‘

(1) Training data not maintained in the Departmental Training Information
System as required by the @i rector of Personnel and Career Development
based on the requirements Of the Office of Personnel Management for
the particular fiscal year. The Director of Personnel and Career
Development shall submit a consolidated report annually to the Office
of Personnel Management, based on the above, and in accordance with
FPM chapter 410, subchapter 9.

(2) Information on the number of employees failing to fulfill their
obligations under continued service agreements and a brief
description of the action taken on thre recovery of the additional
expenses incurred by the Government for their training.

(3) Any waivers relative to use of non-Government training facilities or
inservice agreements.

CERTIFICATES OF TRAINING. A Certificate of Training should be issued to

each employee who successfully completes a DOE training course of 4 hours

more. “Successful completion” is defined as fulfillment of attendance,

work, and all testing requirements established for the course or program.
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U.S. Department of Energy ORDER
Washington, D.C.

I DOE 3410. 18 |
2-29-88
Change 1: 10-18-89
. Change 2: 9-18-92
suJeECT: TRAINING -
L. PURPOSE. To prescribe policy, assign responsibilities, and provide

guidance and instructions for establishing, maintaining, monitoring, and
evaluating Department of Energy (DOE) employee development and training
programs and activities.

2. CANCELLATION. DOE 3410. 1A, TRAINING, OF 5-4-83.

3. APPLICABILITY . Provisions of this Order apply to all civilian employees
except persons appointed by the President.

4. REFERENCES.
a. DOE 3735.1, DISSEMINATION OF THE DEPARTMENTAL CONDUCT OF EMPLOYEES

REGULATIONS, of 5-1-80, which prescribes standards for all
employees.

b. Federal Personnel Manual (FPM), chapter 410, which contains
policy, basic requirements, and guidance relating to the training
of Federal employees.

C. Title 5, United States Code (U.S.C.), section 4103, which provides
authority for agencies to establish; operate, and mainta p*
training programs.

d. Title 26, U.S.C. 501, which establishes criteria for emp oyees

receiving contributions , awards, and other payments from non-
Government organization.

e. Civil Service Reform Act (CSRA), which establishes authority to
retrain employees for positions in other agencies to avoid
separations during reductions in force.

f. Executive Order 11348, which expands authority to train Government
employees.
9« Executive Order 11478, which provides that equal opportunity be an

integral part of every aspect of personnel policy and practice in
the employment, development, and advancement of civilian employees
of the Federal Government.

‘ DISTRIBUTION: INITIATED BY:

All Departmental Elements Office of Professional and Technical
Training and Development
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5. DEFINITIONS.

a.

Approving Official. Secretarial Officers, Heads of Field
Elements, and any other person to whom authority has been
delegated to approve training assignments. Approvals are subject
to authorization in accordance with paragraph b.

Authorizing Official. Heads of Field Elements, the Director of
Professional and Technical Training and Development for all
Headquarters Elements (except the Office of the Inspector General
(IG-1), Executive Director (IG-10)),andany person to whom they
have delegated their authority to authorize training assignments
upon assurance that the contemplated expenses are necessary,
proper funds are available, and that related legal and
administrative requirements are met.

Supervisor. An individual who has authority in the interest of
the Department to hire, direct, assign, or reward, transfer,
furlough, lay-off, recall, suspend, discipline, or remove
employees, to adjust their grievances, or to effectively recommend
such action if the exercise of the authority is not merely routine
or clerical in nature but requires the consistent exercise of
independent judgment. Typically, a supervisor is responsible for
the direction of a staff of three or more employees.

Manager. An individual in a position that requires the incumbent
to (1) direct the work of an organization; (2) be held accountable
for the success of specific line or staff programs, projects,
functions, or activities; (3) monitor the progress of the
organization toward goals and periodically evaluate and make
appropriate adjustments; and (4) perform a full range of
managerial duties and responsibilities. Typically, a manager is
in the GM-13 to GM-15 grade range or above and directs a
subordinate supervisory staff.

6. POLICY.

a.

It .is DOE policy that all employees be provided with opportunities
to improve their knowledge, skills, and abilities to enable them
to perform effectively tasks assigned and to be assigned. Within
the constraints of available resources, opportunities also will be
provided to prepare employees for advancement in accordance with
specifically defined and approved training needs that arise or are
anticipated in carrying out the DOE mission.

Vertical line denotes change.
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The overall objective of employee development and training is to
foster the development of an efficient and effective work force,
and in turn further DOE’s mission accomplishment. DOE recognizes
that training is a necessary and inseparable function of
management and, therefore, supports maximum flexibility to
encourage managers to design and implement cost-effective training
programs in ways which best fit the special needs of DOE programs.

All employees will receive fair and equitable consideration for
training opportunities without regard to race, color, national
origin, religion, age, sex, physical, mental or emotional
handicap, or other factors unrelated to the need for training.

BY ORDER OF THE SECRETARY OF ENERGY:

DONALD W. PEARMAN, JR.

Acting Director

Administration and Human
Resource Management

Vertical line denotes change.
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CHAPTER 1

RESPONSIBILITIES AND AUTHORITIES

1. DIREC OR OF ADMINISTRATION AND HUMAN RESOURCE MANAGEMENT shall

a.

Oversee the development of training policies and their
implementation.

Concur in reauests to the Office of Personnel Management to train
Presidential “appointees.

2. DIRECTOR OF PROFESSIONAL AND TECHNICAL TRAINING AND DEVELOPMENT shall:

a.

Vertical

Assure that training policies and programs meet the developmental
needs of the Department.

Assist the Director of Administration and Human Resource
Management in planning and guiding the continued development of
executive manpower resources, and in carrying out approved
development plans and actions of the Executive Personnel Board.

Keep the Director of Administration and Human Resource Management
informed of the current status of employee training and
development in the Department and its impact on mission
accomplishment.

Approve any full-time training where tuition and fees exceed
$10,000 for a single program for a single employee.

Authorize, subject to the concurrence of the Assistant Secretary
for Domestic and International Energy Policy, requests for foreign
training assignment or domestic and international energy policy
attendance at international conferences for training purposes.

Serve as DOE liaison with the Office of Personnel Management on
training matters.

Develop and promulgate Departmentwide policies, standards,
procedures, guidelines, and records and reporting requirements
concerning employee development and training.

line denotes change.
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Provide advice, guidance, information, and staff assistance
regarding employee development and training to DOE organizations,
managers, supervisors, and employees.

Develop and administer Departmentwide training programs responsive
to DOE requirements.

Review utilization of authority to waive statutory limitations on
use of non-Government facility training to ensure compliance with
staff-year limitation restriction as prescribed by FPM chapter
410, subchapter 5-5.

Recommend waiver of the l-year-in-10 restriction to use
non-Government training facilities. (See page 1I-1, paragraph
2b.)

When necessary, enter into agreements with other Government
agencies to use their training programs and facilities and to
extend to other agencies the programs and facilities of DOE.

Establish a system to identify those employees with potential for
positions of supervisory, managerial, and executive level

responsi- bilities and provide support in developing,

implementing, and evaluating supportive career development

program.  Such programs shall be subject to competitive procedures
as appropriate.

Audit and evaluate training conducted by component organizations
throughout DOE focusing especially on needs assessment, relevancy
of training, and training evaluation.

Assure fair and equitable treatment of employees and reasonable
uniform administration of employee development and training. “

APPROVING OFFICIALS shall:

a.

Identify short- and long-term development and training needs of
their organizations and employees, and formulate annually a formal
plan to meet such needs.

Consistent with the criteria in Chapter V, determine whether it is
in the Government’s interest to waive, in whole or in part, any
right to recover, under a continued service agreement, the
additional expenses for training.

Vertical line denotes change.
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| C. Recommend to the Director of Administration and Human Resource
Management assignment of employees for training by, in, or through -
non-Government facilities outside the United States and training
facilities of foreign governments, international organizations, or
their instrumentalities.

d. Provide appropriate management, technical, and general training
when not provided centrally.

e. Evaluate all training sponsored and/or administered by their
organization.

f. Recommend employees for special centralized development and

training programs requiring Departmentwide competition.

9« Ensure that newly appointed managers and supervisors receive
training in managerial and supervisory knowledge, skills, and
abilities appropriate to the position being filled. At a minimum,
they must receive the training required in Chapter Ill or obtain
certification of equivalent training.

| 4. AUTHORIZING OFFICIALS shall:

‘ a. Assure that approved training is n compliance with Federal and
DOE policies and procedures.

b. Waive, as appropriate, the I-year continuous service requirement
for the use of non-Government tra ning facilities. (See page II-
1, paragraph 2a.)

| 5. ASS ISTANT SECRETARY FOR DOMESTIC AND INTERNATIONAL ENERGY POLICY:

a. Concur with the assignment of employees to training by, in, or
through non-Government facilities in countries where sensitive
diplomatic situations exist.

b. Identify those foreign governments, international organizations,
or their instrumentalities, eligible to provide training for DOE
employees, or to attend DOE training programs.

| 6. FIRST-LINE SUPERVISORS shall:

a. Use performance appraisal as a basis for recommending training.
b. Counsel employees concerning career development and training

opportunities. Encourage employees to improve their performance
through systematic and continuous self development.

Vertical line denotes change.
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C. Provide for scheduled and systematic training and development of
all subordinates--clerical, technical, and professional. Conduct

on-the-job training for employees, and assure that training is
necessary, relevant, and reasonable in cost.

d. Assist in evaluating training completed by their personnel, as
appropriate, by formally stating whether training was effective in
improving performance.

7. EMPLOYEES shall:

a. Identify additional knowledge, skills, and abilities required to
achieve immediate and long-range career development goals. Each
employee has the primary responsibility for identifying and
accomplishing his or her own immediate and long-range career
development goals.

b. Satisfactorily perform in all assigned training.

C. Provide objective feedback to their supervisors and appropriate
training officials concerning the relevance of training to job
performance.

Vertical line denotes change.
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CHAPTER 11

LATITUDE AND RESTRICTIONS

1. LATITUDE TO TRAIN AND DEVELOP EMPLOYEES. Training may be full time or
part tiwe, on or off duty, day or evening, or any necessary combination.
It may be given by DOE, another Government agency or, subject to certain
statutory limitations, by a non-Government facility, an educational
institution, or by other competent individuals or groups in or out of
Government. It may be accomplished through correspondence, classroom

work, conferences, workshops, supervised practice, or other methods or
combinations.

2. PROHIBITIONS AND RESTRICTIONS ON USE OF NON-GOVERNMENT TRAINING

EACILITIES.

a. One-Year Service Requirement. Normally, an employee having less
than 1 year current, continuous civilian service in the Government
shall not be provided non-Government training unless a waiver is
granted by the appropriate authorizing official after determining
that such training is in the public interest. Exceptions to this
limitation and waiver requirement are training that:

(1) Does not exceed 40 hours of classroom training in a single

program during the employee’s first year of current,
continuous civilian service;

@) Is provided by a manufacturer as part of a normal service

incident to initial purchase or lease of equipment by the
Government;

3) Is provided through correspondence courses;

(4) Requires no tuition, fee, or charge other than salary
expenses; or

(5) Is an integral part of a formal, entry-level development
program.
b. One-Year-in-Ten. Inthe first 10 years of total civilian service

following the date of the employee’s entry into Government
service, and iIn each suchl0-year period of service thereafter,
the total length of non-Government training provided to each
employee shall not exceed 1 year. Training time not used during
any 10-year period may not be carried over for use during
succeeding 10-year periods.

(1) Requests for waivers of the l-year-in-10 1 imitation for
periods of training not to exceed 2 years must be submitted
to the Director of Professional and Technical Training and
Development. A recommendation will be made to the Secretary

Vertical line denotes change.
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or the Office of Personnel Management, as appropriate,
whether the waiver should be granted. The conditions under
which a waiver may be granted are provided in FPM chapter
410, subchapter 5-5.

(2) The periods of training indicated on page II-1, paragraphs
2a(1)-(3), do not have to be counted against the I-year
limitation.

Qne Percent Limjtation. The total staff years of non-Government
training provided by the Department in any fiscal year shall not
exceed 1 percent of the total number of staff years of civilian
employment for the Department in the same fiscal year. This
limitation applies within each organizational element and adequate
controls must be maintained to ensure that it iIs not exceeded.
Requests to exceed this limitation shall be addressed to the
Director of Professional and Technical Training and Development.

Academic Dedrees. Non-Government training cannot be provided for
an employee solely for the purpose of obtaining an academic degree
or degrees. This does not preclude providing training in a degree
granting institution, nor does it prohibit an employee from
earning and accepting credit toward a degree. Employees may
receive academic degrees as an incidental by-product of non-
Government training sponsored by the Department.

promotional Qualifications. Non-Government training solely to
prepare an employee to fill a position by promotion shall not be
provided if there is another employee in the local area of equal
ability and suitability who is fully qualified to fill the
available position.

Review of Need for Training. Before non-Government training which
is more than 120 hours in a single program or is used to prepare
an employee for a different occupational series is authorized, a
determination must be made by the appropriate approving official
that the functions for which the training would be needed cannot
be assumed by other employees.

EQUAL OPPORTUNITY .

a.

In accordance with DOE’s commitment to equal opportunity, it will
establish and support development and training programs and
opportunities that provide knowledge and skills to assist
employees to advance and to perform at their highest potential
considering all training priorities and available resources.

Managers and supervisors shall assure fair and equitable treatment
in the selection and assignment of employees for training. In
providing development and training opportunities for employees,
there shall be no discrimination because of sex, race, religion,
color, national origin, age, physical, mental or emotional
handicap, or other factors unrelated to the need for training.

Vertical line denotes change.
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e.

9“

The criteria for attendance at the DOE superv' sory development program
is as follows:

(1) First Priority New supervisors serving a probationary

period.

(2) Second Priority

Supervisors who were not required to
complete or who have completed a
probationary period but have not had
equivalent supervisory training.

(3) Third Priority

Supervisors who have not had supervisory
training in the last 5 years.

(4) Fourth Priority Non-supervisory employees on a case-by-
case basis as justified under special
circumstances. Written justification must
be approved by the Employee Development
and Training Division before an employee

can be scheduled to attend.

The content of the 80-hour supervisory program is to be determined by
the Employee Development and Training Division in consultation with
managers and personnel and training officers. Delivery will be
accomplished through appropriate field components and the Employee
Development and Training Division. A written justification for
attendance at courses other than those administered and/or conducted by
DOE staff to meet the 80-hour requirement must be provided and approved
by the appropriate authorizing official. Development of local programs
to meet the 80-hour requirement must be approved by the Employee -
Development and Training Division.

Supervisors who successfully complete their probationary period and the
80 hours of required training should continue to enhance their
supervisory skills and prepare themselves for increasing management
responsibilities through participation in various specialized formal
training courses at least every 2 years and in other developmental
activities, e.g., rotational assignments and special projects designed
to address their specific needs.

Managers serving a probationary period are to attend the 40-hour
Management Development Seminar sponsored by the Department or certify,
subject to concurrence by the training officer and approval by the
authorizing official, the completion of equivalent training. The
criteria for attendance at the DOE management development program
follows the same sequence as paragraph 10e above, does for supervisors.

Managers who successfully complete their probationary period should
continue to improve their managerial effectiveness through developmental
experiences and training which focus on mastering identified managerial
and executive competencies.
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J. Satisfactory completion of required supervisory and/or management
training is one of the factors considered by reviewing officials in ‘
determining whether newly appointed managers or supervisors have
received a full and fair trial as a probationary employee and are ready
to be permanently assigned to a supervisory or managerial position.
Timely attendance at required training is critical.

k. Headquarters and field personnel offices should develop a system for
tracking probationary supervisors and managers and scheduling them for
appropriate training within required timeframes.

11.  EVALUAT]JON OF TRAINING.

a. Just as training is an integral part of every supervisor’s and manager’s
responsibility, periodic evaluation of training policies and programs to
determine if objectives are being met and resources utilized effectively
are also a management responsibility. Accordingly, approving officials
are charged with the responsibility to evaluate periodically the
effectiveness of their training policies and programs. At a minimum,
the evaluation must address the following issues:

(1) Do the operational training policies and procedures assist
managers in carrying out their responsibilities and, if not,
what changes are recommended.

2 Does the organization have an effective system for determining ‘
training needs and establishing training priorities?

®3) Iseach training incident evaluated to assure training
objectives were met?

(4)  Are Departmental and Office of Personnel Management training
regulations and directives being followed?

(5)  Are accurate data which reflect training costs, numbers of
training available to assist in managing the program?

b. Records shall be kept to show the methods of analysis, findings, and
recommendations as a basis for planning employee development and
training activities.

C. In addition to the internal or self-evaluation described above, both
the Office of Professional and Technical Training and Development and
the Office of Personnel Management periodically will conduct in-depth
reviews of development and training activities and programs seeking
to improve the overall effectiveness of employee development and
training in DOE.

Vertical line denotes change.
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CHAPTER IV
EQUESTING AND UTILIZING TRAINING RESOURCE
BUDGET AND OTHER TRAINING RESOURCES.

a. In planning, programming, and budgeting for employee development and
training, responsible officials must give careful consideration to
resource needs and the most cost-effective approach to meet those
needs. These requirements include manpower, training materials and
equipment, training space, and funds to assure that resources are
adequate to meet program objectives and identified priority needs.

b. As a part of the annual needs identification and priority setting
process, a training budget is to be developed based on projected
activities and cost estimates as reflected in the annual training
plan.

C. The Departmental Office of Professional and Technical Training and
Development budgets for and administers Departmentwide, centrally
sponsored training programs.

DETERMINING THE SOURCE OF TRAINING. Non-Government facilities may be

selected for training only when it is determined that adequate training 1Is
not reasonably available from Government sources. The appropriate
authorizing official will determine that adequate training is not
reasonably available (EPM chapter 410, subchapter 5-2).

PAYMENT FOR TRAINING.

a. DOE supports just and equitable financial assistance for employee
development and training including paying for any or all costs
(within budgetary constraints) related to training outlined in FPM
chapter 410, subchapter 6-3(d). In paying training expenses,
priority should be given to:

(1) Training which is required for an employee to perform or more
effectively perform current duties or anticipated future duties
in the same position.

(2) Training that is required by law or regulation.

(3) Training required to provide for systematic replacement of
skilled employees through official developmental programs.

h. Authorizing officials are responsible for taking whatever steps are
appropriate to assure that emplovees are not receiving duplicate
payments from more than one source for training authorized at DOE
expense (i.e., Veterans Administration educational benefits) and
making adjustments, when necessary, to avoid duplicate payments for
the same expense.

Vertical 1 ine denotes change.
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C. The authorizing official shall determine whether to pay or reimburse

an employee for necessary training. Whether the training is paid for
in advance or the employee is reimbursed, the training must be
approved and authorized by the appropriate officials before the
employee enrolls, registers, and/or attends the training. The
following fees and service costs relating to training may be paid

(1) Tuition and matriculation fees, except fees related to thes s
research and preparation.

(2) Library and laboratory services.

(3) Purchase or rental of books, materials, and supplies.

(4) Membership fees to the extent that the fees are necessary costs
directly related to eligibility to enroll in the training
itself, or that payment of the fee is a condition precedent to
undertaking the training.

d. Direct and Indirect Training costs.

(1) Direct Costs. When training is provided by the Department and
conducted by an employee, direct costs include books, supplies,
and materials directly associated with the instance of training
and cost factors related to the design, structure, and conduct
of the training program. In the case of training acquired from
external sources, direct costs may include the dollar amounts
paid for tuition, laboratory or library fees, books, and other
materials or supplies for each completed instance of training.
Such costs include contracts to conduct training, text
material, visual aids, classroom rental, miscellaneous class
materials, and travel costs for instructors.

(2) Indirect costs. Expenses incidental to the training that are not
incurred in the actual structuring and conducting of the program.
Transportation and per diem costs necessary for participants to
attend the program are major indirect costs.

PROGRAM_FUNDS VERSUS TRAINING FUNDS. Training funds may be budgeted

specifically for training purposes or as a part of administrative or
program funds. The provisions of this Order and FPM chapter 410 apply
regardless of the origin of the funds. In organizations having
consolidated or centralized training budgets, program organizations are not
authorized to train DOE employees with program funds without first
obtaining advance approval from the appropriate authorizing official and
the appropriate finance office. Inany case, aspecific dollar allocation
should be identified and set aside to ensure that the identified and
prioritized training needs are nmet.
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5. JRAVEL AND PER DIEM.

a.

Official travel performed for the purpose of participating in
authorized training or attending professional meetings and
conferences for development and training is paid for the same as
official travel performed for any other purpose. Travel and per
diem, or actual subsistence expenses when justified, will be
authorized and paid in accordance with the Federal Travel Regulations
(FTR) and subchapter 1 of chapter 57, title 5, United States Code.

The Office of Professional and Technical Training and Development

shall authorize all travel for employees selected to attend centrally
sponsored training programs.

Employees on extended training assignments (more than 30 days) may be
authorized per diem payments exceeding 55 percent of the applicable
maximum per diem rate only after documentation justifying the higher
rate haf been provided and accepted by approving and authorizing
officials.

6. [IME AND ATTENDANCE.

a.

Time and Attendance Records will be maintained for employees
authorized to participate in development and training activities such
as seminars, professional conferences, or meetings while in pay
status in the same manner and with the same security and control as
for other employees.

Commutation of Time and Training. Time in training is to be computed
in accordance with FPM chapter 410, subchapter 5-6.

Prohibition of Premium Pay. Approving and authorizing officials have
the responsibility of advising employees selected for training of the
prohibitions regarding premium pay while being trained. Premium pay

cannot be paid for time spent in training except under the following

conditions:

(1) In instances described in FPM chapter 410, section 6-2c:
(2) When a specific exception has been authorized by OPM; or

(3) When training is considered hours of work under the Fair Labor
Standards Act (FLSA). (Training is considered hours of work
under the FLSA when the training is to correct deficiencies In
an employee’s performance or to provide an employee with the
knowledge or skills to perform new duties or responsibilities
in his or her present position.)

Vertical line denotes change.
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d. av tus During Long-Termm 11T}

(1) Time and Attendance Reporting. An individual who Is assigned
to long-term training shall continue to be reported on the
employee’s regular time and attendance report in accordance
with the requirements of time and attendance reporting.

(2) Annual and Sick Leave. Absence for personal reasons from
scheduled classes and activities shall be charged to annual or
sick leave, dependent on the reasons for the absence.

1. PAYMENT FOR PROFESSIONAL EXAMINATION FEES. CERTIFICATES . AND LICENSES.

a. Fees assessed for employees to compete in professional certification
examinations or for job-related certificates or licenses are the
responsibility of the employee and not DOE. Such examinations and
accreditation are personal to the holder and remain with them whether
or not they remain in the employ of DOE.

b. This does not preclude DOE from authorizing training funds to pay for
job-related training that may, as a secondary benefit, assist an
employee to maintain certification or accreditation. Training of
this nature should be closely scrutinized to determine the
appropriate roles and responsibilities of the parties.

8. TRAINING REQUESTS AND APPROVAL.

a. Requests to attend DOE-sponsored training programs of 4 or more hours
duration, I1f iIn-house or interagency, and training programs of any
length at a non-Government facility, will be submitted to the
organization’s training officer or representative. Data from the
request will be entered into the Department’s Training Information
System for electronic preparation of the DOE F 3410.4, “Request,
Authorization, Agreement and Certification.”

b. The requests must be signed by the employee’s immediate supervisor;
then forwarded through normal supervisory channels to the individual
designated to review and to establish training priorities for the
office or organizational element involved; and finally to the
authorizing official for determination of eligibility for training,
compliance with appropriate policies and regulations, availability of
funds, and registration of the individual once training is approved.
AS training generally requires that prior arrangements be made with
the training facility, training data should be entered into the
Departmental Training Information System as far in advance as
possible, but no later than 2 weeks prior to the beginning date for
the desired course or program.
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CHAPTER V
AGREEMENTS TO CONTINUE IN SERVICE

1. AGREEMENTS_TO CONTINUE IN SERVICE AFTER TRAINING. A continued service
agreement shall be required for all training which meets the following
criteria:

a. Non-Government training that exceeds 80 hours (2 weeks) in a single
program during which an employee receives salary from DOE as well as
some or all of the additional expenses incurred in the training.
Additional expenses are defined as any contribution or expense paid
by DOE in connection with the training except salary or pay.
Training hours are to be computed per FPM chapter 410, subchapter 5-
6.

b. Non-Government training, regardless of course length, where the cost
of training, excluding the employee’s transportation, per diem, and
salary, exceeds $1,000 for a specific individual program or course.

C. Any case where the approving and authorizing officials agree that a
continued service agreement would be appropriate.

2. PROCEDURES FOR EXECUTING AGREEMENT. The trainee shall sign the continued

service agreement on the reverse side of the first page of DOE F 3410.4
indicating that the trainee has read and understands the provisions of the
agreement. A single agreement will cover one or more phases of training
when such phases cover an unbroken period. A copy of the agreement will be
provided the employee and appropriate finance office.

3. PERIOD OF OBLIGATED SERVICE.

a. The agreement obligates the employee to remain with DOE for the
period of training plus a post-training period equal to three times
the length of the training.

b. When DOE pays some or all of the additional expenses incurred in an
employee’s training, but the employee receives no pay while in
training, the period of obligation may be reduced with the approval
of the Director of Professional and Technical Training and
Development.

C. The obligated period of post-training service begins on the first
workday after the training is completed. It includes all workdays
thereafter in which the employee is in pay status, except that credit
for this purpose is limited to 5 days (40 hours) per calendar week.

Vertical 1 ine denotes change.
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When the time in training is a number of days plus a fraction of a
day, the total time shall be computed to the next higher day.

Time spent in subsequent training programs may be applied towards
satisfying previous in-service agreement obligations.

Time spent in a nonpay status is not countable toward completion of
the in-service agreement obligation unless it is at the convenience
of the Department.

NES

Involuntary Separations. The agreement will be canceled and right of
recovery waived when the employee is separated involuntarily for
reasons beyond his or her control and not because of misconduct or
personal delinquency during the training or the post-training
obligated service period. For purposes of the agreement, when an
employee resigns under circumstances that show clearly that the
resignation is an election to resign rather than to undergo other
separation procedures, (and there is a record of a preliminary
personnel action on file, e.g., reduction-in-force notice), the
resignation will be considered an involuntary separation, provided
that the reason for the separation is not misconduct or personal
delinquency as indicated above.

Orders to Military Service. Orders to report for military service
(other than training duty) will be sufficient reason for waiving the
training agreement during the period of training or obligated post-
training service. The trainee is responsible for submitting proof (a
copy of his or her orders with reporting endorsements) if he or she
wishes to secure a waiver of this post-training service obligation.

Transfer to an International Organization. Separation from DOE for
the purpose of accepting employment with an international
organization of which the United States is a member will be
considered grounds for waiving the right to recover if such
employment is deemed to be in the interest of DOE and the public.

Transfer to Another Government Agency. When DOE receives a request
for transfer from an employee subject to a continued service
agreement, it will notify the gaining agency that the employee is
still subject to a continued service agreement. |IfDOE determines
that the training received will be utilized in the new position, the
agreement is transferred to the gaining agency. The gaining agency
must then assure that the agreement is fulfilled. IfDOE determines
that the training received will not be utilized in the new position,
it must notify the employee in writing before the effective date of
the transfer that it intends to” recover the additional expenses.
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CHAPTER VI

TRAINING FORMS. RECORDS. AND REPORTS
1. TRAINING FORMS AND RECORDS.

a. Forms. The following forms are prescribed for use in DOE employee
development and training programs:

(1) DOE F 3410.4, “Request, Authorization, Agreement, and
Certificate of Training.”

(2) OPM Form 1306, a training report on employees receiving more
A than 120 days of training under 5, U.S.C., section 4103 by, in,
or through a non-Government facility during a fiscal year.

b. Records. The computerized Departmental Training Information System
shall be utilized to create, maintain, and produce records,

(1) Training data shall be electronically entered in the
Departmental Training Information System through the
preparation of individual training forms, DOE F 3410.4, and
‘ stored for the production of desired records.

(?2) Training officers or their representatives are responsible for
accurate and complete data entries, training status updates
(evaluation received, actual costs, and college pass/fail ), and
the review of produced records to ensure validity.

(3) Records of training expenses must be maintained, and shall
cover the payments made by DOE for travel, tuition, fees, and
other necessary expenses of training by, in, or through
Government and non-Government facilities. Normally these
records can be developed from data in the Departmental Training
Information System. This data will also be used to prepare

that portion of the annual report relating to expenditures for
training.

—

(4) Each servicing personnel office shall keep on file a copy of

any formalized individual employee’s or any organization’s
development plans.

C. Individual Training Records.

(1) Documentation of successful completion of Government training
of hours or more, any instance of completed non-Government
training, and training completed to meet statutory or DOE
requirements regardless of length or source must be filed in
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the employee’s official personnel folder. The documentation
may be a copy of DOE F 3410.4, a copy of the certificate of

training, or an authorized Departmental Training Information
System record.

(@) Employees should review their training records at least
annually. Servicing personnel or training offices shall make
individual training records available upon request.
Information concerning course work or training activities
otherwise funded may be added to the training-record at the

request of the employee and the presentation of evidence of
training completion.

REPORTS.
a. Reports from Employees and Supervisors on Training. Upon completing

a training assignment, the employee and supervisor shall complete the
Termination and-Evaluation Data sheet, sections H and 1 of DOE F
3410.4 or authorized substitute evaluation form, and submit the
completed form to their servicing training officer. Evaluation
should be completed no later than 15 days following completion of
training and appropriate entry indicating satisfactory completion of
training made into the Departmental Training Information System.

Annual Reports on Employee Development and Training. Each
Departmental Element shall report on activities as follows:

€)) Training data not maintained in the Departmental Training
Information System as required by the Director of Professional
and Technical Training and Development based on the
requirements of the Office of Personnel Management for the
particular fiscal year. The Director of Professional and
Technical Training and Development shall submit a consolidated
report annually to the Office of Personnel Management, based on

the above, and in accordance with FPM chapter 410, subchapter
9.

(@) Information on the number of employees failing to fulfill their
obligations under continued service agreements and a brief
description of the action taken on the recovery of the

additional expenses incurred by the Government for their
training.

©) Anv waivers to use non-Government facilities or for inservice
agreements and training cost ng above $3,000.

CERTIFICATES OF TRAINING. A Certificate of Training should be issued to

each employee who successfully completes a DOE training course of 4hours
or more. “Successful completion” is def ned as fulfillment of attendance,

work, and all testing requirements estab ished for the course or program.

Vertical line denotes change.
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CHAPTER ]
RESPONSIBILITIES AND AUTHORITIES
1. DIRECTOR OF ADMINISTRATION AND HUMAN RESQURCE MANAGEMENT shall
a. Oversee the development of training policies and their
implementation.
b. Concur in requests to the Office of Personnel Management to train
Presidential appointees.
2. DIRECTOR OF PROFESSIONAL anp technicar TRAINING AND DEVELOPMENT shall:
a. Assure that training policies and programs meet the developmental

needs of the Department.

b. Assist the Director of Administration and Human Resource
Management in planning and guiding the continued development of
executive manpower resources, and In carrying out approved
development plans and actions of the Executive Personnel Board.

C. Keep the Director of Administration and Human Resource Management
informed of the current status of employee training and
. development in the Department and its impact on mission
accomplishment.
I d. Deleted.
e. Authorize, subject to the concurrence of the Assistant Secretary

for Domestic and International Energy Policy, requests for foreign
training assignment or domestic and international energy policy
attendance at international conferences for training purposes.

f. Serve as DOE liaison with the Office of Personnel Management on
training matters.

9« Develop and promulgate Departmentwide policies, standards,
procedures, guidelines, and records and reporting requirements
concerning employee development and training.

‘ Vertical
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Provide advice, guidance, information, and staff assistance
regarding employee development and training to DOE organizations,
managers, supervisors, and employees.

Develop and administer Departmentwide training programs responsive
to DOE requirements.

Review utilization of authority to waive statutory limitations on
use of non-Government facility training to ensure compliance with
staff-year limitation restriction as prescribed by FPM chapter
410,” subchapter 5-5.

Recommend waiver of the 1-year-in-10 restriction to use

non-Government training facilities. (See page II-1, paragraph
2b.)

When necessary, enter into agreements with other Government
agencies to use their training programs and facilities and to
extend to other agencies the programs and facilities of DOE.

Establish a system to identify those employees with potential for
positions of supervisory, managerial, and executive level

responsi- bilities and provide support in developing,

implementing, and evaluating supportive career development
program. Such programs shall be subject to competitive procedures
as appropriate.

Audit and evaluate training conducted by component organizations
throughout DOE focusing especially on needs assessment, relevancy
of training, and training evaluation.

Assure fair and equitable treatment of employees and reasonably
uniform administration of employee development and training.

| 3. APPROVING OFFICIALS shall:

a.

Vertical

Identify short- and long-term development and training needs of
their organizations and employees, and formulate annually a formal
plan to meet such needs.

Consistent with the criteria in Chapter V, determine whether it is
in the Government’s interest to waive, in whole or in part, any
right to recover, under a continued service agreement, the
additional expenses for training.

line denotes change.



