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US. Depeutment of Energy ORDER

Washingtcm, D.C.
LxTl

Z-29-88
SUSJECT: TRAINING

1. PURPOSE. To prescribe pollcy, mslgn responslbllities,  and provide gu$dance
and lnst.ructlms for ● st~bllshlngg 8alnt81nlng, monltorlng, ● d ● valuating
Department  of Energy (DOE) employee development and tralnlng program md
● ctlvf tla!s.

2 .  LNtELLAITON.
. .

DOE 341 O.1A, TRAINING, of 5-4-830——

30 APPLICABILITY. Provlslons  of this Order apply to all civfllan  employees
● xcept persons appointed by the President.

4. REFERENCES.—-

8.

b.

c .

d.

● ✎

f .

g.

~E 3735.1. DISSEMINATION OF THE DEPARTMENTAL CONDUCT OF EMPLOYEES
REGuLATIONS, of 5-1-80, uhlch prescribes standards for all employees.

Federal Personnel Manual  (FPH), chapter 410, uhlch contains policy, basic
rqulreaents,  and guidance relattng to the tralnlng of Federal employees.

Title 5, Unfted States Code (U.S.C.), section 4103, uhlch provides
● thor{ty for &gencles  to ● stablish, operate. ● nd mafntaln  tralnlng
programs.

Title 26 U.S.C.  501, uhlch establishes crlterfa for employees
recelvlng  contributions, awards, and other p8yments  from non-Goverment
organ i za t ions .

Civil SeWICt Refom Act (CSRA), which ● stablishes authortty to retrain
eaployees for posftions In other ● gencies to &void  separations during
reductions in force.

Executive Order 11348, uhlch  ● xpands authority to train averment
employees.

Executive Order 1147S, uhlch provides  that qual opportunity be an
Integral part Of ● very aspect of ~rsonnel pollcy  and practice In the
employment, development, ● nd ~dvanc~ent of ctviltan tmplOy@tS Of the
Federal 6overnment.

al olETnlwTloN: INITIATEO BY:
All Rpartmental  Elements Office of Personnel

m
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5. DEFINITIONS.

.

d
.

8,

b.

.

co

d.

.. ..

Approving Of flclal. Secretarial Officers, Heads of Field Elements, and
● ny other person to whom ● uthority has been delegated to ● pprove tra~nlng
asslgmuents. Approvals ● re subJect to ● uthorization in ~ccordancewlth
Subparagraph b.

kthorizlng  Offlclal. Heads of Field Elements, the Director of
Iersonnel for all Headquarters Elcmts (except the Office of the
Inspector 6eneral  (16-1)), Executive Director (16-10), and a~ person
to uhom they have delogeted thelrauthorlty  to authorize tralnlng
tsslg~ents upon assurance  that the contemplated ● xpenses are necessary,
proper funds are available, ● nd that related  legal and adnlnistratlve
requirements ● re met.

m%” An Indfvldual who has ● uthority in the Interest of the
par men to hire, direct, assign, or rewerd, transfer, furlough, lay-

off, recall, suspend, dlsclpllne, or remove ~ployees, to adjust their
grievances, or to ● ffectively recommend such action If the ● xerctse of
the authority is not merely routine or clerical in nature but requires
the consistent ● xercise of independent judgment. Typically, a supervisor
1s responsible for the dlrectlon  of 8 staff of three W more employees.

Msnager. An lnd~vfdual  fn a position uhlch requires the Incumbent to
rect the work of an organlzatlon;  (2) be held accountable for

the success of speclflc  line or staff programs, projects, functions,
oractlvltles; (3) monitor the progress of the organization toward . “d

r)
als and periodically ● valuate and make ● ppropriate ● djustments; and

4 perform a full range ofmanagerlal  duties and responslbllttles.
Typfcally, a manager IS In the GM-13 to 6!!-15 grade range or above
● nd directs a subordinate supervisory staff.

6. POLICY.

● . It 1s DDE policy that all mployees be provldedwlth WXMUnltfeS  to
improve their knowledge, skflls, and abflltles to ● nable them to perform
● ffectively tasks assfgned and to be assigned. Wthin the Constraints
of ● vailable resources, opportunities ● lso wI1l be provided to prepare
aployees for advancement in acco~ance with specifically defined ● nd
● pproved tralnlng needs uhlch arise or ● re ● tlcipated ~n Carrying out
the DDE ● ission.
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b. The ovorall objtctlve of anployet development and training IS to foster
the dwelopent Of m ● fficient ● nd effective work force, and In turn
further DOE’S mission @ccoapllsWnt. DOE recognizes th8t tr~lnlng  1s a
necessory  and Inseparable function ofnencgement and, therefore, supports
maximum flextbfllty to mcowvge menagers to destgn and implement
cost-effective training programs in ways which best flt the spectal
needs of DOE progrems.

c. All anployees till wcelve fafrand quitable consideration for training
opportwiltles wtthout regsrd to race~ color, national orlgln, rellgton,
age, SIEX, physical, mental or aotional hmdtcap, or other factors
unrelated to the need for training.

8Y ORDER OF WE SECRETARY OF ENERGY:

@

IAMRENCE F. MVENPORT
Assistant Secretary
Nsnagenmt and hdmtnfstr~tion
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CHAPTER I

RESPONSIBILITIES AND AUTHORITIES

1-1

1. ASSISTANT SECRETARY, MANAGEMENT AND ADMINISTRATION, shall:

a. Oversee the development of training pollcles &nd thtlr
lmpl~mentatlon.

b. Concur tn requests to the OffIce of Personnel  Management to train
Presfdentlal  ● ppointees.

2. DIRECTOR OF AD?flNISTRATION  $h@ll :

a. Assure that trafnlng pollcies ● nd programs meet the developwntal  needs
of the Department.

b. Assist the Assist&nt Secretary. Nsnagement  and Admlnfstration, In plsnnlng
and guldlng the continued development of executtve  asnpouer  resources,
and In carrying out approved development plans and actions of. the
Executive Personnel Bosrd.

c. Ueep the Assistant Secretary, Nsnagement  and Admfnlstration,  fnfonnetl  of
the current status of employee tralntng mid development fn the Depsrtmnt
and 4ts impact on mlsslon acctmtplishnent.

d. Approve any full-the trafnfng  where tuftlon and fees ● xceed $3,000 for
a single program for a single employee.

● . Authorize, subJect to the concurrence of the Assistant Secretary for
Internatfonsl Affairs, requests for forefgn tralnfng assignment or
● ttendance ● t ~nternatfonal conferences for training purposes.

30 DIRECTOR OF PERSONNEL shall:

a. Se;;:r:: DOE llafsonwlth the Offfce of Personnel Nanagestent  on tratnlng

b. Owlop and praxulgate Oepartmentwlde polfcles, stmhds. PWduWs.
gufdellaes,  and records @nd reporting ?equi?~nt$ Concerning aployee
development and tralntng.

C. Provide &dvice, gufd~nce,  lnfo~~tlon, and st~ff 8SSfSktCe ?eg&?dftIg
estp’!oyee development and tralnlng to DDE organizattons~  msnagers,
supervisors, and employees.
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Develop ● nd administer DeparWentvflde traln~ng programs r’esponsivt to DOE
requirements.

Review utlllz~tlon of ● uthorfty tOW~iV@ St8tutory  Ilmltatlons  on use of
non-6over~nt  factl{ty t?8!nlng to ● nsure compliance With staff-year
llmltatlon  restriction as prescribed by FPN chapter 410, subchapter 5-5.

Recommend ~lver of the l-ye8r-in-10restrlctfon to use non-tiver~nt
training faC411t18Sm (See psge 11-1. Psragraph 2b.)

Uhen necessary, ● nter into agreements ufth other Government ● gencies to
use their tratnfng programs and facflltie$ 8nd to ● xtend to other agencies
the programs ● nd faclllttes of DOE.

Est8bllsh  8 system to ldentffy  those employees ulth potenttal  for positions
of supervisory, msnagerlal, and ● xecutive level responslbtlltles  and
provide support in developing, Implementing, ● nd ● valuating supportive
career development programs. Such programs shall be subject to compttltlve
procedures as appropriate.

,

d

Audit and ● valuate tralnlng conducted bycmponent organizations thrwghout
DOE focusing ● specfallyon needs assessment, relevancy oftrainlng and “ .
tralnlng  ● valuation.

Assure fair and ● quitable treatment of employees and reasonably unlfonn
admlnlstratlon  of employee development and tralnfng.

“d
4.’ APPROVING OFFICIALS shal 1 :

8.

b.

c.

d.

● .

.

Identify short- and long-term development and training needs of their
organizations md employees, ● nd formulate ● nnually ● fomsl plan to
meet such needs. .

Consistent with the criteria In Chap?er  V, deterndne whether It 1s In the
Government’s Interest to ualve, in uhole or In pert, ● ny right to recover,
under a continued sewlce agreement, the additional ● xpenses for training.

Recommend to the Director of Mmlnlstratlon asslgnnent of aployees for
tralnlng by, In, or through non.mverment  facllltles outsfde the United
States ● nd training facllltles  of foreign governments, international
organtzatfons, or their instrumentalities.

Provide ● ppropriate nsnagement,
provided centrally.

Evaluate  ● ll tralnfng sponsored

technical, and general tralnlng when not

&nd/or addntstered  by the~r of’g~n~zat~on.

“d
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I-3

90 f. Recommend cmloyees  for$pecfal Centralized development and training
progroms requiring Departmentulde competition.

99 Ensuro that newly appointed managers and supervisors recetvt tra!ning In
managorlsl and s u p e r v i s o r y  knowledge.  skflls, and abllltles wrowiatt to
the ~sitlon being filled.
rqulred In Chapter 111 or

At 8 mlniswm, they must recetve tkt tralnlng
obtain certification of quivalent training.

S. AIJTHORIZING OFFICIALS shal 1:——

8. Assure that approved tr~fning Is In coispllmct  wtth Federal and DOE
policles and procedures.

b. Waive, aS appropriate, the l-year continuous sewlct requirement for
the use of non-Government trhinlng facilities. (*@ Page II-1,
paragraph 28.)

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

a. Concur wfth the assignment of employees to tralnlng by, In, or through
non-6overnment facilities In countries where sensitfve diplomatic
sftuatfons exfst.

b. Identffy those foreign govtrtmnents, lntern8tional organlzatlons, or thetr
Instrumentalltles,  ellglble  to provide training for DOE employees, or to

Q

attend DOE training “programs.

7. FIRST-LIME SUPERVISORS shall:

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

b. Counsel employees concerning career development ● nd trafnfng opportunities.
Encourage employees to fmprove their performance through systematic cnd
contilnuws  self-development.

C. Prov~de for scheduled and syst~atfc tralnfng and development of all
subordinates--clertcal,  technfcal,  and professional. Conduct on-the-job
tralmlng for mployees, &nd assure that trafnlng fs necessary, re~evant,
● nd reasonable In cost.

d . Assist In ● valuating trtlnlng c~pleted by their perSOnnel, 8S 8PPrOPrf8te. ‘
by formally stattng whether trafnfng was effect~ve In laPr0vln9 Wrfomence.
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8. EUPLOYEES shall:

● . Identlfyaddltlon&l knowledge. skills. ● nd ● bllltles V@qulred to achhve d
lmedlate  ● nd long-range caieer.  develoment  g081s. Each smployee has the
prtury  responslbi~lty  for identifying mid accompllshfng  hls or her own
kdlate and long-range cweerdeveloment  goals.

b.

co

Sstfsf8ctorlly  perfom In all assigned tralnlng.

Provide objective feedbsck  to their supervisors md”approprlate  tralnlng
officials concerning the relevance of trafnfng to job perfomsnce.

.
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CHAPTER 11

LATITUDE AND RESTRICTIONS

1“ ho, offal
AY!TUDE TO TRAIN AND DEVELOP EMPLOYEES. Training my be full the or part

uty. day or ● venlngg or my necessary combination. It my
be Iven by DOE, another tiverment a encyor, subJect to certain statutory

? !llmt8tlans,  by8 non-tivmment fact lty, an ● durational lnstftution,  or by
other competent Indfvfduals or groups h or out of 6overment.  Itmey be
“accomplished through correspondences  clmroom uork~ conferences~ uorkshopso
supervlmd practice, or other methods or cmblnations.

20 PROH181TIOWS AND RESTRICTIONS ON USE OF WON-60VERWKHT TRAIWING FACILITIES.

t. One-Y’ear Service Reaulrement. Nomally, ansmployee heving ’less than
-r current, centlnuous clvlllan service in the 6overnment shall not
be provided non-6overment tralnln unless a u&lver Is granted by the

Iappropriate authorizing offlcf81 8 ter determining that such training
fs ~n the public interest. Exceptions to this Ilmltatlon mid waiver
raqulremnt are tralnfng which:

(1) Does not ● xceed 40 hours of classrom tralnlng In a single program
during the employee’s first year of current, continuous clvillm
Sewfce;

(2) IS provided by a manufacturer as part of a normal servfce Incident
to lnltlal purchase or lease of ● quipment by the 6overnment;

(3) Is provtded through correspondence courses;

(4) Requfres no tultlon, fee, or charge other thm salary expenses; or

(S) IS m integral  part of a fomal, ● ntry-level develowent program.

8:-:n-Ten. In the first IO years of total cfvfllan servfce folloutn~
smployee’s entry fnto Govefment sewfce, md in ● ach such

10-ye8r period of service thereafter, the total length of non-fiovernnmt
tralnlng provided to ● ach mployee shall not 8xceed 1 year. Training time
not used during 8ny 10-year period msy not be cmrled over for use dur$ng
succeeding lo-year periods.

(1) Rquests for wafvers of the l-year-in-10 llaltatlon for periods “
of tralnlng  not to ● xc@ed 2 ys8rs mst be su~ltted to the Director
Of Personnel thr~gh the Euployee ~velopment  mdlralnlng
Divlslon. A recmndatlonulll  be msde to the Secretary or the
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c.

d.

.
● .

f.

OffIce of Personnel Mana9@nent~ as 8PProPrlate~ *ether tht waiver
should be granted. The conditions under uhlch a waiver may be
granted are provided In FP14 chapter 4100 subchapter  5-s. d“

(2) ne ~rlods of tralnW lndlc~ted  On PW II-1. paragraphs 2a(l) -(3)o
do not hw@ to be counted ● gahst the l-year Ilaltatlon.

e Percent Ltmltet\on. The tOt81 St8ffyQatS ofnon+overmnt tralnlng
rtwnt ~n ● nY fiscal year shall not ● xceed 1 percent

of the total nke~aofstaff years of clvlllan employmnt fw the
Otpartment  in the sme fiscal YCW. This llaltatlon  ● pplles within each
or~nizatlonal  ● lmnt ● nd adquate controls must be melntafned  to
● nsure that it Is not ● xceeded. Mquests  to ● xceed this llmltatlon shall
be addressed to the Director of Personnel.

Academtc Oegrees. Ilon+overmmnt  tralnfng cannot be provided for an
aployee  solely  for the purpose of obtalnlng an ● cademic degree or degrees.
This does not preclude provldlng tralnlng in ● degree granting Instltutlon,
nor does it prohlblt m employee from earning and 8cceptlng credit toward a
degree. Employees msy receive ● cademic degrees 8s an Incidental by-product
of non+overnsmt tralnlng sponsored by the Oep8rtwent.

Pmnotlon Oualtflc8tlon. #on-6overment  tralnlng solely to prepare m
employee to fill a posftion by promotion shall not be provtded If there
1s ● nether aplo et in the local area of qual ablllty  ● nd sultablllty

fwho Is fully qua Ifled to fill the available posltlon. )
Before non-Boverment  tralnlng uhlch Is more

rogram or is used to prepare m employee for a @
dl;;erent occupational series 1s wthorlzed,  a detennlnatfon  must be made
by the appropriate approving offtclal  that the functions for which the
tralnlng would be needed cannot be assumed by other anployees.

3. wAL OPPORTUNITY.

● ✎

b.

In ● ccordancewlth OOE8S comnttment to ● qual opportunf~, Itwlll
● st~bllsh and support development md trainfng program and op~rtunltles
that provide knmledge ● nd skills to &sslst mployees  to advance @nd to
perfom  ● t thetr highest potential considering all tralnlng prlorltles
● nd ● vailable resources.

Ilsnsgers  81M supervisors shall  ● ssure falrand qultable treatment In
the selectlon mdassigment of aaployees fortrainlng. In provldlng
development and trafnlng ~portunltles  for mployees, there shall be no
dlscrlmlnatlon  because of sex, race, mllglon, color, n8tlons.1  orlgln, @ge,
physical, nental or aotlonal handicap, or other factors unrelated to the
need for training.

I

d
I
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c.

d .

● ✎

f.

DOE chall, In the s@l@ctlon of Walnlng faclltttes, meke reasonable
accanmodation to the known physical Ilmltatlons  of handicapped employees.
The existence of architectural Mrriers that restrict the free movement
of i#dlvidu81s  18 8 aejor factor to be considered. Mhen aore than one
fhclllty 1s available at 8 desired Sfte, the f~clllty wfth fewer bsrrier$
may be chosen ● ven if the cost ~% higher. The ~ddit~onal  cost Is a
lagitlmste  tr~inlng expense under tftle S. U. S. C., sectfon 4103.

Expenses to provide handicapped enployees wfth such SpQCItl services as
interpreters for the deaf. reader8 for the vlsuslly Impaired, and taping
and brallllng of~terlals  ~~ch ● - necwary to provide access to
prifited course msterlals  my be wthrlzed  ● s ● ppropriate.

Seriws consideration %hou~d be given to the posslbfllty  of retraining
dl$abled anployees  for posltlons wlthln DOE forwhfch they have the
basic qualifications and capsbllltles in lleu of dfsabfltty retirement.

DOE shall not support or fln8nclslly assist. directly or Indirectly.
any conference, %emlnar~  or mcetlng-held under circumstances where- -

participants are segregated or are treated unequally  because of race,
color, rellglon, sex~ national origin. ages or physical, mental or
emotional  handicap.

ACCEPTANCE OF CONTRIBUTIONS, AWARDS, AND OTNER PAYMENTS FRON NON-GOVERN?lENT
4 “ _~ONS.

8. Subject to written approval by the ● pproving offlclal  ● nd the concurrence
of the Assistant 6eneral Counsel for General Law. employees my accept
conltrlbutlons  and &wards fran non-9overfunent  organfz~tfons Incident to
tralnlng In non-6overnment facllltles and payment of travel subsistence.
● nd other ● xpenses Incident to &ttendance ataeetlngs If the
contributions.”awsrds.  or payaents we msde by an organization determined
by the Secretary of the Treasury to be an organization whfch ts ● xempt
from taxstlon. Rquests for &pprov&l of acceptance of such contributions,
awards, or pe~nts must be in wrltlng.

b. An ● pproving official my approve such ?equests lf he or she determines
that ● cceptance of the contr~butfon, award, or psyaent wfll not result
in ● conflict or ● pperent conflict of interest ● nd th8t( except ● s
authorized by peragraph 48).the psyment 1s not a ?eU8?d for my
oftfcial act perfomed by the eaployee. Inmaklng such detemlnatlons. “
W! approving official should consider:

(1] The ● ffect on the mployeels ability to carry out hfs or her dutfes
objectively and lmpsrtlally.
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(2) The ● ffect of the psyment
and offlcfal declslons.
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on the lntegrlty of Soverment programs a

(3) The nature of the ofgafiizatfon mkfng the payment, lts relationship
to DOE, md the dutfes of the UP1OYW  ● s they relate to the
organlzttfon.

(4) The reasonableness  of the rnunt of the psymt and my condftlons
attached to Its acccptmce.

c. the pr~lslons In peragraph4a  ● pply Ifthe.instances  of tralnlng or
● ttendance ● toeetfngs:

(1) &;c: ~rtially or wholly althln ~rlods *en the mployees are on

(2) h psld for fn whole or psrt by DOE.

5. ATTENDANCE AT#EETIH6S FOR TMINIH6 PURPOSES.
. 8.

. .

b .

c*

It is lmportmt for professional staffto kwp ● breast of slgnlflcant
developments in thefr career areas, both for thecontlnued  success of ‘ .
● gency program and for the development and retentton of competent
personnel. Adetemlnatlon  must be msde whether theneetlng 1s for . .

training purposes. If the prlmsry purpose of attenhnceat 8 conference, o “
sednar, workshop, or slmlhr session Is to Improve knowledge, skills~
or abflltles,  then such ● ttendance should be considered tralnlng. e
~nslderatlon  should be focus~d on ldentlflcatlon  of the objectives of
the meetings in term of ‘outcmese uhlch are clear, concfse statements
“of Ulmt the attendee wI1l be ● ble to do, or do better, ● s ● result of
● ttending the aeetlng. Requests to attend meetings that are for tr~lnlng
purposes nust be subdtted to the servlcfng  personnel office in the same
manner as other rquests for tralnlng.

The ● uthority to pay ● xpenses fncurred  for attendance at meetings Is in
addltlon to the training authorized by chapter 41 Of tltlc SO  Mted

Ststes Code. It is not subject to the special rqutrmnts ahtch the
law ● stablishes for tralnlng.

Each servlclng personnel office shsll ● stabllsh policy ahich provides
cr~terla for approval of att8ndanc8  MmeetingS.  6enerally~  that
~~fcy should:

(1) Encourage ● ttendance at appropriate meetings Wich prmote
● ffective Comunicatlon  of l*as and Infomtlon tn a?CaS
Slgnlftcmt  to agency operations and/or the career development
ofeaployees.

“4P
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(2) Ptrovlde for constderatlon  of the probsble Impact of ttt~ndan~~
m the conducts supervision- or Mnagemnt  of agency functions. .

[3) Oelegate  authority to ~PProve  ● ttendance at a level comparable
to that for tralnlng approval.

(4) A11ow for attendance at meetings without charge to leave when
travel funds ccnnot be provided.

(S) Provfde  for Wfde dfstrfbutlon  of Omrtunftfes ● nwng those who
me eligfble and would *neflt frm attendance &t meetings.

f
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CHAPTER 111

PLAWING AND EVALUATING TRAINING

1. IOEKTIFICMION OF TRAIHIHG NEEDS AND PRIORITIES.

a. Approving offlclals wI1l conduct, at least annually, a systematic trafnlng
needs assessment. As a mtnlxwm requlranent,  the needs {dentlficatlon
system aust:

(1)

(2)

(3)

(4)

(5)

(6)

(7)

(8)

(9)

Place emphasis on Pro ram objectives and program  needs uhfle
?Iconsiderlng  indivldua S6)P10yee tr&lnlng needs.

Be utilized as actfve Input In detenn~nlng  resouvces necessary to
8st8bllsh  and mafntafn  an efflcht  ● nd effective training program.

Obt8fn input frcm employees a’nd supervisors.

Deal wfth needs and objectives 8S well ● s courses or program tftles.

Consider future staffing and program”needs.

Identify and rank prforfty needs, regardless of whether resources
are available to meet all defined needs.

Provtde feedback to man~gers,  supervisors, 8nd employees regarding
the nature ● nd ● xtent of trafnfng needs.

Be coupled with a resource inventory ident~fying  potential fn-twse
?esources that might be utlllzed to meet the Identltled needs.

Be used as a basis for the annual tralnlng plan @nd budget.

b. While the predominant focus of the needs Identlflcatlon  system Is
.~dentifylng  ● nd ● ddressing organizational needs, supevvlso?s should mtlce
maximum use of current Infomatlon on the experience, qu811flcatfons,
performance, and potential of employees under their supervision.
Suporvlsors should refer to performance tppratsals of -plOye@S for
~nd~cators of performance deflclencles.  If the cmise ofa deficiency
Is the employee’s lack of competency (knowledge, skill, or ablllty),
the findings of the perfomnce appraisal should be used to design ● nd
Se~ect the tralnfng (formal or on-the-sob)  most Cpp?OprtCte * CO?rOCt thR -

particular deficiency.

2. ANNUAL TRAIItl?iG PLANS.
-I process

Followtn the annual needs dete~l”MtlOn and prfo?l~
!every Departmen  al Element 1s required to develop  ● n ● nua%

tralnlfig plan o; update the ● xlstlng one. The purpose of the tralnlng plan
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3 .

4 .

Is to rank training needs, to estimate rewfred r@sourCtS, Prepare budget
Submissions, Bnd to develop 8tT~t@@S fOr C8rry!ng out the plan. The plan
should include the needs 88se88MtW and Prforfty Setting methodology utlllzed;
the ● stlmsted resources needed to carry Wt the plan; and the ● stlmeted number
of mployees  to be trained, listed by typtS Of training, and tralnlng sources.
This document wtll not only serve as a trafning msnageaent tool, but also 8s a
basis for Mpamntal  ● valuation of tr81nlng. the tralnfng plan  IS a
blueprlnt of the or~nfzatlon’s  tralnlng program bssed on the needs ● ssessment.

JWNSELING. Counseling aployees tbwt career development and tralnlng
opportunities IS a supervisory and Wtgerial res~nslblllty.  This should be
done M least  MCe per year, preferably at the performance appratsal ● idyear
and ● rid-of-year appraisal periods. An aplo~e of the servlclng  personnel
organization can assist md caplement the supervisor and msnager  by providing
tnfomstlon ● nd guidance on tralntng mstters to ~plOytC!S.

SELF-DEVELOPMENT.

● ✎

b.

5.

Purpose  and Scope. Self-development 1s growth through planned development
● nd t ralnlng activities which serve to lncr~ase the asployee’s competence
and usefulness to the organization. The actlvltles 88y consist, for example,
of study, teaching, professional urltlng for publlcatlon, membership, and
partlctpatlon in professional organlzatfons and socletles, and other
● ctivities related to the Interests and goals of buth the employee and
DOE. These actlvltles  are prlmsrily psld for by the mployee and ● ngaged .
in on hls or her own time. \

ResponslbflltlesO Mnagers ● nd supervisors shall actfvely and regularly
● ncourage employees to pursue a wide variety of self-development and
self-improvement efforts. This Includes  befng knowledgeable about and d
counseling employees on potenttal beneffts and possible DOE assistance
lncludlng:

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

(2) Tuition support or ● ssistance.

(3) Mork schedule varlatfon  with appropriate documentation In offlclal
personnel folder.

(4) Possible leave without My, annual leave, or part-tfne mployaent
in support oftr~lnlng.

JEVELOPMENTAL TRA1NIN6.

a. Wthln the constraints of available resources, supervisors mdmwem
should encourage developmental tralnlng to expand upon the SkIlls
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9 mployees need to currentlY  Wfom their off~ctal duties or those that
they could reasonably be W@cted to wfo~ In the fOPesee8ble future.
Such tralnlng  should be carefully planned. Wwwfsors and mnagers
should consider SpeClflC crfter~a Such 8s thOSe Il$ted bel~ to detemfne
whether a particular d@velOmMal  QffOrt  is ● ppropriate and cost
● ffect!w:.

(1) Will the trtffdW/devel~fMl  actfvfties contribute to the
accmpll~tint of short- or low-mge orwnlzatlonal goals?
(Mfll it meet m organizational need?)

(2) Is lthe tr8~ntn9 for an area of ● xpert$se or a tktll that an be
Wwonably attained in the foreseeable future (generally I-2 years)?
IS flt ● conMlcal/cost ● ffcctlve for the tfma Invested  or the ● xpenSe
lncwrad when other mems for acqufrlng  the sktll$ areconsldered?
(If ● n ● xtended period of training Is requfred for an lndlvidu81
to obtain the necessary Sklllso other options, such as outside
recru~tment  of an Indlvldual who already possesses the needed sklllsg
should be considered.)

(3} Wll the training directly contribute to the employee’s Improved
● ffectiveness In performing the duties of his or her posltlon  ● s tt
● xists or 1s ● xpected to ● volve fn the next 1-2 years?

14) Ulll the amount of time that the trainfng ● ffort wI1l requfre
Impact ● dverselyon the current work of the organization?

(S) Is the training commn to groups of employees or Is ft an tndivfdusl
need? (1s the training  belnq provided ● lsewhere in the Department?
Can

(6) Can
owl

b .  Although

resources be shareil?) - -

the tvalnlng be obtafned/provided  In conplimce with ?tlevant
● nd DOE regulations ● nd pollcies?

there is no prescribed fomula for developmental trainlfw
● xperliifices In uhlch &ployees may partlclpate,  su~rvfsors  and -

8anager$ ● re responsible for assur!ng that such trbinlng 1s related  to
or~nl~ntlona~  9iSS10n and objectives ● s mll ● s the overall career
fnterests of employees.

6. IIIDIVIWAL DEVELOPMENT RAW.

8 . An Mdlvidual Development Plan (IDP) 1S m Indlvldually tatlored plan
● stablished between supervl~r @n$ ~ployee with the &SSlSt8nCe  of ●
tra~filllg SWclallst wtllning the ~ployae”s short. and long-range
career  objectives and the mans (e.g. foml tralnlng, on-the-job
trainlflg, or developmental assfgmnt) for achlevlng  these objectives

.- —.
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c.

.
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Mithln  certafn tiaeframe$. The purpose of an IOP fs to increase the
current proffcfency,  develomnt, and Pro9re$slon  of the employee through
● systeastfc  tr8inlng plan.

IDPOs are encouraged, but ● - OPtlOn$l, except fn the followfng cases where
they are msndttory.

(1) For all ambers of the Sentor Executive ServfCe.

(2) For an -P1OY8Q C-P@tftlv@lY  selected for tralnlng that wfll lead
to advancsaent or uhlch IS rqulred for promotion.

(3) For m aplom sel@*@d *r uwsrd moblllty. If tralnlng IS
Prcparatlon  for an ldentlfled posltlon.

(4) For employees selected to psrtlclpate in a program rqulrlng an IDP.
For example, the Senior Executive Service Candidate Development
Program.

(5) For developmental tralnlng designed to meet projected tralnlog needs.

(6) For my speclflc tralnlng lncldent or program exceeding 120 hours. in
length or $3,000 In cost to DOE (excludlng  salary, travel, and per “
diem).

If an organizations c~mltment to an fndlvldu~l or a tr~fnfng plan or ‘
program 1s such that a formsl  development plan would be In order, lt dshould include the nsture and scope of the progresi, fts objectives, the .
respective contrlbutlons, md coamltment of the Wtles. It should be
revleued and u~ated annually, or as necessary, and ccwles provided to
the local servlcfng  personnel-office snd the &ployee involved. IDP’s
w1ll be mslntalned in a tralnlng  folder or on the left side of the
official personnel folder.

7. JRIENTATIOM TRAINING.

8.

b.

Orientation has significant v~lue In asslstlng aployees to become
productive as aulcklyas  gosstble, fn reducing turnover, and In provfdlng
-ployees nece%sarylnfo&tlon ● d knouled ‘about their total anploymnt.

cProcedures shall be ● stablished to msuret t lnltfal orientation Is
8y$t-atlcallywid thow hl provided asch WUploy@e. In ● ddltlon-,

?ieperiodic orientation shou d

Inltlal program orientation fs
%Qfvtdng personnel office ● nd
DOE orgenlzatlons.

provfded to all aPIOYQes - ~ee$ develop.

usually ● rranged and coordinated by the
conducted by rcpresentatlve$ of varlws

d



.

9
DOE 341O.1B
2-2$-88

111-S

c. On-the-job orlentatlon,  usually provfded by the supervisor, shwld be
conducted to assure the employee fs orfented to theuork of the .
organization, the rehtfon$hfp of hl$ or her work to thht of others,
● nd applicable operating procedures and standards.

8. LoN6-TERlf  l’RAIMING.——
a. long-tom tralnlng, training as$lgmnts lasting mre th~n 120daYss *s

a unique learning and developmental opportunity which enables employees
to keoj) abreast of changes ati lnnovathn$ In their occupatlon81  tfelds,
learn now skills, or develop or tmprove abllitles needed In current or
futuro posltlons. As lt 1s a substantial investment of both dollarmd
mnpotw!r resources.  special procedures should be developed to assure that -
long-ton training assignments are ● ffective and appropriate tra~n!ng
● ndeavors.

b. Selections for lon -term trafnfng, whether In a Govermnent or non-tioverment
?faclltty, may resu t In ~ncreased opportunity for advancement and promotion.

Campetltive  selectfon  procedures must be used, therefore, to select
oaployoes for long-term tralnlng opportunities. Merft selections wfll
ellmlnmte the possibility of c~plalnts of dlscrlmfnatlon  or preselectlon
for rotultant promotions.

C. 6enerally, long-term trafnlng should be used uhen:

(1) The needed set of knowledge or skflls rqufres a comprehensive study
program which could not be accomplished by a series of
short-term courses.

(2) The time span for acqufsftlon  of the knowledge or skfl’
a concentrated long-term program Is most feasible.

(3) The set of knouledges or sMIIs Is so new or so unique
mot be readily obtained on a short-tern basfs from any
alr Interagency  source or fran 8 non-6overment source.

lnconsecut~ve

s fs such that

that it could
avaflable agon~

d. Schedule C ● nd noncareer employees should not be selected for long-term
tralntng  as DOE would not realize ● ny long-tern benefit from ft$ substantkl
fnves~~nt due to the Indefinite employment perfod of such ~plOyOeS.

9. RETRAINING.—-
● . An @mployee  may be trained fora vacancy In another agency ~fthe mPIoym “

would otherwfse  be separated under conditions which would ● ntitle hlm or
her to severance pay. An aaployee must have recefved ● Speclffc notfce
of proposed separation before tralntng fs gfven.
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Every effort should be -de to r-sslgn dtsp~aced smployees  to posltlons “d”
using their present skflls prior to undertak~ng Wralnlng programs. .

Retrainlna Is ● uthorized uheria need foraPPllcants with such skills or
abtlities-h#s  been concurred fn by m appropriate
or the retratnlng wII1 qualify the employee for:

(1) A SWcfal pay rate posttton;

(2) A shortage

(3) A posltlon

(4) A posltton

(5) A position
and losing

category occupation;

foruhlch there 1s dlmct Mre or

OPN ezmlnfng office

recruiting authority;

covered by ● training ag?aement; or

to be filled under a,jolnt agreement between the gsfnfng
● gency.

Retraining 1s not to be ● pproved when It would quallfyan eaployee for ●

occupation with greater promotional potential than the career ladder of
the occupation formerly held unless the smployee to be retrafned was
selected competitively for such training.

10. SUPERVISORY AND MANAGEMENT TRAINING.
\

a.

.
b.

c.

d.

Recognlzlng the lmportmt  ● nd critical role ofsupervfsors  and msnagers
in carrying out mfsslons  and program, DOE supports the tralnlng and
development of supervisors ● nd msna ers to ● nsure that they possess the

4P

!required knowledge, skills, and abl Itles.

.All new first-level supervisors are to receive 80 hours of supervisory
tratnlng wlthln their l-year probattonsry period or certify, subject to
concurrence by the training officer and approval by the authorlzln

?offtctal, the coapletlon ofqulvalent  tralnlng. The80 hours wI1 be
designed to ● nable aployees to trmsltlon successfully from being an
lndlvldual worker to dlrcctlng the work of others. The flrSt 40hours
of the training must be caplemd within the first 6 months of SQWICQ
fn the supervisory posltlon. . .

The first 40 hours of the ?equlrsd 80 hours of 8up8WlS0rY  tralnlng w1ll
cover the role ● nd responsibilities of the supervisor md Oepartmit
personnel pollctes, practices, and procedures. The40hOurS will be a
prereqtifslte  for ● ttending the s~cond 40 hours.

The second 40hours ulll cover supewlsory  phllosophfes, PrlnClPle8 and
techniques, human relatfons and motlvatlon, canlcatfon, and probl=-
solvlng skills.

9?
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The crlterla for attendance at the DOE suwrvtsory development program 1s

f .

9)

h.

as follows:

(1) FIu%t Prlorlty -

(2) SeconCl Prfor~ty .

(3) Third Prtorlty -

(4) Fourth Prlorlty -

Mew supewlsors serving a probationary period. “

Supervisors whouere not rqulred to complete
Or WhO htv@ c=plcted a probttionery period but
hwe not had qulvalent supervisory trafnlng.

SU@rVISOrS  *O have not had supe~lsory tralnlng
in the last 5 years.

Non8upervfsory  ~Ployees on a case-by-case bssfs.-. . - - - .- ---
as Ju8tlfl@d under weclal clrcumstenceso  url=n
#ustlflcatlon must be approved by the Employee
Development md Tr81nlng  Dlvlslon before ● n
employee cm be scheduled to attend.

The content of the 80-hour supervisory program 1s to be determined by the
Employee Development and Tralnlng Dlvfsion in consultatlonwlth  msnagers
and personnel &nd tralnlng  officers. Delivery wI1l be accomplished through
appropriate field caeponents and the Eaployee Development md Tralnlng
Dlvlsfon.  Awrltten Justlflcatfon for attendanceat courses other than
ttmse administered and/or conducted by DOE staff to meet the II&hour
r~qulrement must be provided and approved by the apProprl~te  Cuthorfzlng
official. Welopment  of local progrsms to meet the 80-hour rqulrement
must be approved by the Employee Development ● nd Trafnlng OIvision.

Supervisors-who successfully complete thetr probationary period ● nd the
80 hours of required training should continue to enhance their supervisory
skills and prepare thanselves for increasing management responsibllltles
through partlclpatlon in various specialized fomsl tralnlng  courses at
least every 2 years ● nd in other developmental ● ctlvitfe8m ● .g., rotat~onsl
● sstgnnients and special projects designed to 8ddress their speclffc needs.

Msnagers tervlng ● probationary period we to attend the 40-hour Hanag-ent
DWe\OIWK Seminar sponsored by the Depsrtaent or certify, subject to
concurrence by the tralnlng officer ● nd ● pproval by the authortzlng
offlc~alt thecompletlon of qufvalanttrafntng.  The cr~t@rf@ for
attendance at the DOE management development program  follows the seine
squence as psragraph 10s above, does for supervisors.

Nsnagers *O successfully complete their probationary period Sbuld
continue to tmprove their managerial ● ffectlvones8  through developmental
8xpe?~@nCeS and trafn~ng which foas on aesterlng identified aenager~al
and ezecutive  competenctes.
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J. satisfactory cowletion of rquf?ed suwrvlsory  and/or management trafning
1s one of the factors considered by revlewfng offlclals  in detemlnlng
whether newly appointed m8n~gerS Or supervisors have recetved a full and
fair trial as a probationary emPIOYCe and are ready to be pe~nently
● ssf ned to ● supervisory Or-na9@r181 Posttlon.  Thely attendance at

?rqu red tralnlng Is critical.

k. ~adquarters and field personnel Offices should develop a $y$tan for
tracking probationary SUPtW~SOrS md 8snagem and scheduling than for
appropriate tralnlng wlthln required timeframes. “

11. EVALUATION OF TRAININ60

8.

b .

c.

&st 8s tralnlng 1s m fntegral p8rt Of Wery supeFv~sor8s*8nd msnsgerss
responslbfllty,  perlodtc ● valuation of tralnlng pollcles  ● nd programs to
detemine if objectives ● re beln aet and resources utlllzed effectively

?● re also  a management responslbl  Ity. Accordingly, approving offlclals
are charged with the responslblll

Y
to evaluate  periodically the .

● ffectiveness of their tralnln  PO icles and programs. At a ● inlwm, the
!Waluatlon  must address the fo loulng issues:

(1) 00 the operational tralnlng policfes aid procedures wsfst  msnagers
in carrying out their responslblllties  and, if not, tiit changes
● re recommended?

(2) Ooes the organlzatfon  have an 8ffectlve  systm for detemlning
tralnlng needs and ● st~bllshlng tr&lnlng prlorltles?

(3) Is:s~t;r81nlng  lncldent ● valuated to assure tmfning objectives

(4) Are Departmental ● nd Office of Personnel Wsnagement tralnlng
. regulations and directives being followed?

(5) Are accurate data wh~ch reflect tr~lnlng costs, numbers of tratnfng
instances, ● nd types of tratnlng available to assist in asn~glng
the progrsm?

.

Records shall be kept to ShOW the methods of malysls, flndlngs, ● nd
ruomendatlons  ● s a basfs for plannlng -P1OYW development ● nd tralnlng
● ctivities.

In Mdltton to the internal orself.evaluation  described ● bove. both the
OfflCC Of Pwsonnel  ● nd the office of personnel Msnag~nt. perlodfcally
till conduct lndepth r~l~ ofdevqlo~nt and tralnln mtlvltles and

Iprograms seekfng to l~prove the overall ● ff@ctfv@ne$s  O ap10y8t
development ● nd tralnlng fn DOE.

. .

d .

. .

d
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CHAPTER IV

REOUESTIM6  AND UTILIZING TRAININ6 RESOURCES

1. ~UD6Ey A~D ~7HERmAIN1ti6RESWRCES.

a. In plwwlng. progra~lng~ and ~diwtfng *r ~PIOyW development 8nd
tralnlng, resmnslb~e offlclals ● ust give careful consldemtlon to
resourw needs and the most cost-effective approach to meet thost needs.
These iwqufrnnts lncludemnwmr, training mterltls and qulpment,
tralnln~ space, and funds to assure that resources m adequ8te to meet
program objectives and identified prlorlty needs.

b. As & pmvt of the annual needs ldentlflcatlon.and  prlorlty setting process.
@ tralnlng budget Is to be developed based on protected ● ctlvltles and
cost ● stimates ● s reflected In the annual training plan.

c. The Mpmrtatental  Employee Development and Tralnlng Otvlslon budgets for
and adadnlsters  oepartmentwfde~  centrally sponsored trafnlng programs.

2.

45
3.

DETERMINING THE SOURCE OF TRAINING. Non-6overment  facilftles may be selected
for tralofnfj only when lt 1s detemlned th8t adequate training Is not reasonably
available fvm 6overment sources. The appropriate mthorlzln of flcfal wIII

1detcmlne that adquate training is not reasonably waflable ( pm chapter OO*
subchapter !i-2).

PAYMENT FOR TRAINING.——

8. DOE supports  $ist ● nd equitable finmclal ● ssistance for anployee
development and trblnlng Includlng paying for anyor all costs (wlthln
budgetavy constraints) related to tralnfng outllne$ fn FPH chapter 410.
subchapter 6-3(d). In paytng training  ● xpenses, priority should be
given to:

(1) Trafnfng which ts rqulred for m aployee to perfom or more
● ffectively perfom current duties or anticipated future duties
in the same posttfon.

(2) Tralnln$ that fs rqufred by law or regulation.

(3) Tmfning reqalred to provfde for systaatfc  replacrnnt of skilled
awployees  through offfclal  developmental PWra*s.

b. Authorlzlng officials me responsible for taking ti8~eVet ”StePS are
8pproP~f8te to assure that employees are not receiving dupllcate  p8ynents
frm smre than one source for trcfning wthorlzed at ODE ● xpense (1.c..
Veterans  Mmlnfstratlon  ● duc~tlonal benefits) ● nd making adJusWents~
when m!cesssary, to avoid duplicate  ~~nts for the same expense.
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C. Theauthortzi ngofficlal shall deterdne whether to pay orrelmbursean d“
● wmloyee for necessary training. Uhether the training IS peid for In
advance or the -ployee IS reimbursed, the training must be approved  snd
● uthorized by the ● ppropriate Offlclals  before the employee ● nrolls.
reglsten, ● rid/or ● ttends the traintng. The folloufng fees ● nd servfce
costs relating to tratnlng meY be psid:

(1) Tultlon and ntrtculatfon  fees. ● xcept fees related to thesis
research or preparation.

(2) Lfbrary  ● nd laboratory services.

(3) Purchase or rental of books, asterlals, ● nd supplles.

(4) Hembershfp fees to the ● xtent that the fm ● e necessary costs
directly related to ● llglbfllty to ● nroll In the tralnlng Itself,
or th8t peyment of the fee Is a condltlon  precedent to undertaking
the tralnlng.

d. Direct and Indfrect Tralnlng  Costs.

Mhen tmlnlng 1s provided by the Department and “ “
● n smployee. direct costs Include books, supplles,
directly assoclatedwlth the lnstmce oftralnlng  :

&nd  cost factors related to the design, structure, and conduct of
the tralnlng program. In the case of trclnlng acquired from external
sources, direct costs my include the dollar smounts paid for tultton. 4
laboratoryor llbrary fees, books, and other materials or supplles
for ● ach completed instance of tralnlng.  Such costs include contracts.“
to conduct tralnlng,  text metwlal, visual ● ids, classroom rental,
miscellaneous ClaSS msterlals, ● nd travel costs for Instructors.

(2) Indirect Costs. Expenses incidental to the tralnlng  thetare not
Incurred in the ● ctusl structuring and conducting of the program.
Transportation ● nd per dlen costs necessary for participants to
● ttend the progr~ ● re ~jor indirect costs.

4. PROG~ WNDS VERSUS TRAINING FUNDS. Training funds DSy be budgeted
flcally fortralnln purposes eras ● psrt of admlnlstratlve  or program

!f%s. me provisions o thfs Order and FPMchapter 410 apply r8gerdless  of
the origin of the funds. In or nlzatlons having consolidated or ccntrallxed ~

rtralnfng  budgets, program orgen zatlons are not authorized to tr~ln NE
aployees with program funds without first obtaining advance ~pprov~l  from the
8pp?OPritte  authorjzlng official ● nd the appropriate finance 6fflCe. In my
cases 8 speclflc dollar  ● llocation should be idcntlfled ● nd Set ● side to ● nsure
th~t the Identified and prioritized tralnlng needs are met.
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IV-3

5. TRAVEL AND PER DIEM.——
8.

b.

c.

Of flclal travel perfomed *or the wpo$e of p8tilclpetlng in mthorlzed “
tralnlng or attending professional ~etfngs and conferences for develop-
ment and tralnlng Is psld for the smQ 8s offlclal  travel perforwed  for
my other purpose. Travel md per dia. or actual subsistence ● xpenses
Mm $ustlfied, ulll be authorized and pafd in accordance with the
Federal Travel Regulations (mR) and subchapter  1 ofchapter S7, title S.
United States Code.

The Employee  Development ● nd Tralnlng Dtvlslon,  Office of personnel,
shall  ● uthorize 811 travel for eaployees selected to ● ttend centrally
Sponsored tratnlng progrsms.

EmDloYew on extended trafnlnq asslments (mom than 30 days) msY be
authoifzad pew dfm payments ixceeding 55 @rcent of the applicable
msxlaum per dlan rate only after documentation $ustlfytng  the higher
rate has been provided and ● ccepted byapprovlng and authorizing
officials.

6, TIME AND ATTENDANCE.

8. Ttme and Attmd8nce Records w1ll bemelntalned  for employees ● uthorized
io participate In development and tr~lnlng actlvltles such 8s semlnarsc
professfanal  conferences, or meetings uhlle In psy status In the same
nsnner and with the sane security and control u for other employees.

b. Computation ofTlme and Tr81nln~. Time in tralnlng 1s to be computed in
~CCO?dSnCQ With ~ chapter 41 0, subchapter 5-6.

C. ?rohlbitlon of PreRIluaI Pay. Approving ~nd authorizing offlclals have
-ln81blllt Y of@dvfsfng amployees  selected for tr~fnfng of the
prohlbltfons regarding prmlum pay *he being trained. Prmlum PaY
cannot bo Paid for the spent In tralnlng 8xcept under the followlng
condftlons:

(1) In instances describti fn FM chapter 410, section 6-2c:

(2) ~an ● sPeclflc  exceptton has been mithorlzed by OPN; or

(3) ~Qn tralntng fs considered hews of work under the Fair Mor
Standards Act (FLSA). (Tralnlng  1S considered hours oftmrk under
the FLSAuhen the tralnfng 1S to corrsct deflclmcles  in an aPIOYQe’S
perforasnce  or to provide an cmployee with the know~~m or skflls to
perfom new duties or responsibilities In hls or W PrQS@nt  PWftlom.)
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d.  Leave  Status  D u r i n g  L o n g - T e r m  Tralnln~.

An Indlvldual  who IS assigned to d“

fiue tO be reported on the mployee’s
regular time and ● ttendance report in accordance with the
rqulremnts of time and attendance reporting.

(2) Annual ● nd Sick L@8v@. Absence for personal masons fr~ scheduled
classes and activities shall be charged to annual or sick leave,
dependent on the reasons for the ● bsmce.

7. ?AYRENT FOR PROFESSIONAL  EXAMINATION FEES. CERTIFICATES, AND LICENSES.

● ✎

b.

Fees assessed  for employees to compete in professional certlflcatlon
● xeninations or for job-related certlflcites or Ilcmes me the
responslbflity of the smployee mid not DOE. Such ● xaminations and
● ccredltatfon are personal to the holder and remln with them whether
or not they remeln In the employ of DOE.

Thts does not preclude DOE from authorlzfng training funds to MY for
job-related tralnlng that may, M a secondiry benefit, assist ;n-saployee
to mslntain certlflcatlon or accreditation. Tralnlng of this nature
should be closely scruttnlzed to determine the aDDroDrlate  roles ● nd.-
resPOnslbllltles”  of the parties.

8. TRAINING REQUESTS AND APPROVAL.

8. Requests to ● ttend DOE-sponsored tralnlng programs
duration, lf in-house or interagency, ● nd training
● t a non-6ovtrmnent  faclllty, w1ll be submitted to
tralnlng offlceror reDresentatlve. Deta from the

of 4 or more hours
Droarams of ● ny length
the-organlzatton’s
reauest wI1l be ● ntered

Into the hpar~nt~s  Trafnlng Infomatlon Systm for”electronlc
preparation of the DOE F 3410.4, ‘Raquest, Authoriz&tlon, Agreement
● nd Cert4flcation.m

b. The requests ~ust be slgn~ by the ~ployee~s  l~dlate supervisor;
then forwarded through no-l supervisory channels to the Indlvldual
designated to revl~ and to es~blfsh tratnln prlorltles for the OffiCe

!or Organlzatlonal element Involved; and final y to the authorizing
OffiCial for detemln~tlon  of •llgfbflf~ fir tra~nlng, coapllmcewlth
appropriate pollcles ● nd resul~tfons,  avallabll~ty of funds, md
?eglstr@tlon  of the l~lvldu~l once tr~ln~n 1S approved. As t?81tIl~
$enerallyrequfres thet prior arrangements L msde with the tralnlng
faclllty,  training ~t~ s~uld be •nte~ ~nto the Mpamntal T?alnlng
Infomtion Systen M f~r in advanceas ~ssible, but !io later than 2
weeks prtor to the begtnnfng date for the desired course Or program.
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9.

10.

110

c . OU F 3410.4 1s not
tralnlng  periods of
when no costs other

NOTIFICATION OF ACTION.
hlr tralnlng rSW@StS

specifically required for on-the-$ob  tralnlng, or
less th~n 4 hours duration wlthln the organization
thm shlary are Involved.

EaploHes ufll be advised of the action takenon
pr io r  to cwrse reg is t ra t ion  detes. ~Ployees

● nrolltng in or riglsterlng  for courses  without the prior aut~rlzitlon  of
the autkrlzlng  offlcl~l,  do not obll$tte  the tiverment for tultlon and
other course costs, or for the ?eMws-nt of such costs.

COMPLETION OF COURSE. Upon capletlon  of tralnlng  cwrses provided at
kvmwent axpense, eaployees are rqulred to forward a copy of their grade
notlflcatlom  Or other evidence of satisfactory cwrse capletlon, signed at
the bottom bythdr lmdlate supervisor, to the servlclng personnel .offlce
to be included tn their offlclal  personne l  fo lder .  Themlnim81  a c c e p t a b l e
gr~de for sdtlsfactory  completion ofacademlc courses 1s ● CO at the
undergraduate level and ‘Bm at the graduate level.

INCWPLETE OR UNSATISFACTORY TRAINING.

a.

b.

c.

If m employee rquests pemlsslon to wltMraw from a program or course,
or If the supervisor finds It necess8ry  to request the employee to
wltMrwO a aenorandum  frm t h e  e m p l o y e es  Iamediate supewlsor cont8fn-
tng full lnforaation  as to the c i rcumstances  o f  the  wi thdrawal  must  be  -
submftted to the servlclng p e r s o n n e l  o f f i c e . Except In a case where the
supervisor has requested the emplo~e  to withdraw from trainfng because
of mrkload or for  other reasons benefit ing the organization rather th8n
the employee, ● deterdnatlon will be made by the ● uthorizing offlclal,
and the anployee wfll be notified whether repaymnt of any dfrect costs
incurred Is required. An lndlcatlon  of employee withdrawal, whether
voluntary or involuntary, must be ● ntered into Oepartnental Training
Inforntlon $yqtem.

Gnployeos approved for ● cademic cwrses w1lI be required to register for
credit. The Department w1ll not pay for employees to ● nroll in a course
on m audit basis. If thvdo not successfully c-plete undergraduate
or graduate courses, they ufll be rqulred to reimburse the G o v e r n m e n t
for the tultlon ● nd related c~rse costs incurred. ExceptIons  may be
considered by the authorfzlng Offfcfal upon receipt of urltten
$ustlfi~:at~on frm the .ployee and supervisor concerned.

In •~1 courses of 16 hours oraore duration, here grades or other
scores indicating successful c~pletlon  of the courses ● re not  @ven,
an employee  1s requ~red to ● ttend at least 80 percent of the program
or course  sessions and satisfactorily cmplete cwrse activities  in
order to be considered to have completed the program 8ucceS8fully.
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CHAPTER V

AGREEMENTS TO CONTINUE IN SERVICE

1. AGREEMENTS TO CONTINUE IN SERVICE AFTER TRAINING. A continued servfce
● greement shell be required for ● ll tralnlng wh~ch meets the followlng
criteria:

● ✎

b.

c.

Non-6ovmment  tralnlng  that ● xceeds 80 hours (2 weks) in ● single program
during which an employee receives salary from DOE ● s well ● s some or all of
the add~tlonal 8xptnses Incurred in the traln~ng. Mdltfonal  ● xpenses are
defined os any contrlbutfon or expense peld by WE In connection with the
training except salary or psy. Trafnlng hours we to be cwputed ”per FPll
chapter 410, subchapter 5-6. .

Hon-8ovorment tralnlng,  regatiless of course length, where the cost of
tralnlng,  excludfng  the employees transportation, per diem, and salary,
● xceeds $1,000 for a speciffc lndlvldual program or course.

AnYcaso”uhere the 8Dprovlng  and authorlzlna ’offlclals agree that 8
coit!nued service agreanent-would be appropriate.

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

e
service agreement on the reverse side of the first pe ● of DOE F 3410.4

!Indlc&ting that the trainee has read and understands he provfslons of the
agreanent. Aslngle agreanent wtll cover one or more phases of training
when such ~hases cover an unbroken oerlod.  A CODY of the um-nt wfll be
provided the employee md appropriate ftnance of+lce.

3. PERIOO OF OBL16ATED SERVICE.

● ✎

b.

c.

The agrmsent obligates the aployee to ramtn with
training plus a post-training period equal to three
the train~ng.

DOE for the perfod of
times the length of

When DOE pays some or ● ll of the addftlonal  ● xpenses Incurred In m
eaployee’s  tralnlng, but the employee receives no pey uhlle in tralnlng,
the Perfod of obligation my be reduced with the approval of the Director
of Personnel.

The obligated period of post.training service be Ins on the first workday
● fter the tr@lnlng Is completed. ?It includes al workd~ys thereafter In
which the employee 1s In pey status,  ● xcept that credit for this purpose
1s lfmlted to 5 days (40 hours) per calendar ueek.
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d. When the time In tralnlng IS ● wber ofWs Plus @ fraction of a day,
the total tim shall be caputed to the next higher day.

● . TIM g~nt in gub$qwnt tralnfng P?OgMaS8SY be 8PPlfed towards
s8tlsfyfng  previous lnservlce Wra-nt obllgstfons.

f. Tqw 8@nt in 8 nonpay st8tus 1S not countsble toward cmpletlon Of the
fnservfce 8greemit obllgetfon Unless it fs M the convenience of the
Department.

4 . WIOELINES FOR ADMIllISTERIN6 AGREEMENTS.

Jnvoluntery  $epmtlons.  The agreement wI1l be canceled ● nd right of
r8coverY wslved When the aploxe 1% %eParatod lnvokmtarfly *r ressons
beyondkis  or her control and not bOCMMe Of misconduct or-mrsonal
dellnauency during the tralnfng or the post-t?ainlng obligated service

bo

.

c.

de

period. For purp6ses of the 8@wement, when an empioyee ?eslgns under
clrcumtmces  thet show clearly that the resignation 1s m electlon to
resfgn rather thm to undergo other sepmtlon procedures, (and there 1s
a record of a pmlfmlnwy personnel action on ffle, e.g., reductfon-fn-
force notice), the reslgnatfon  will be considered an Involuntary separation,
provided that the reason for the separation Is notmlsconduct  or personsl
dellquency ● s lndlcated above.

m tuMflltarY $ervfce. Orders to report fbrmflftwy  service (other “
be sufficient reason for wefvfng the trdfnfng

of tralnfng orobll ted post-tmlnl
r “i

servfc,e.
for submfttng proof a copyof hls or er orders

“d

with reporting ● ndofiments) If he or she wishes to secure a wsfver of
thfs post-trafnfng servfce oblfgatfon.

Trmsfer to an International Organlzatlon.  $operation frm DOE for the
purpose ofacceptlng omploymnt with ● n ~nternational organization of
uhlch the United States 1S ● ~berwlll be considered grounds forwalvlng
the rfght to recover If such enplo~nt Is deemed to be ~n the fnterest
of DOE and the publfc.

?ansfQr to Another 60verment Agency. When DOE receives 8 *WW for
o a continued service agroasent, lt

e mployee 1s stfll subject to a
continued servfce ● greement. If DOE detemlnes thet the tmfnfng rocefved
wIII be utlllzed In tk sw ~sttlon, the agr~nt is t?aMfW?Od tO the

r
lnlng qency. The gslnfng ● gencymst then assure that thO 89ft8Unt
S fulfilled .If DOE detemines that the tralfilng rocelved uI1l not be

utfllzed in the new position, it ~st notify the employee in writing
before the ● ffectfve ate of the transfer that tt intends to recover the
additional ● aponses.
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e.

f.

$.

h.

Llablllty In Voluntary $tparatlon. When an smployee voluntarily leaves
~deral .servfce during a perfod of obllgated post-tralnlng  service,
he or she immediately becomes llable to the Iiovernment for repayment of
the additional expenses ● xcept as set forth In paragraphs 4b &nd c of
this chapter.

Method of Collection. tilleCtiOnWlll  bemsde bywfthholdfng  the ● ctuel
mount~addl tlona~exPenses  from anymnfes due the ~ployee  fraOOE
or by other procedures Consistent with Collectlonaethods rovtded by
statute or regulations. fThe appropriate flnsnce office Wf I collect the
● ount due.

Amount-~f Additional Ex enses to Rs8 .
-M ● nforced ?--”+- ?

The Govenment’s right of recovery
ora percen age o addttlonal  ● xpenses proportionate to

the Walnfng agreement not conpleted unless there is 8 waiver act~on.

Re uc$t for W81ver. Employees with oblfgsted service who leave the
+partment and  ● re notlfled by the Department that It Intends to seek
recovery  instead of transferring obllgat~on must be advfsed  by their i+
supervisors of their right to request reconsideration of the mount to
be rwovered or a waiver of the 9overnment0s  right to recover and Met
their rquests must be msde tnwrltlng  to the appropriate approv~ng
offlclals through the servlclng  personnel office before the effective date
of soparatlon from the Department. They ● lso must be advised to state the
grounds on which they belfeve the detenslnatlon to reconsider orwalve
recovery rights should be bssed. Enployees  must have the opportunity to
respond to the Department’s flndlngs before the Oepartwnt  IS able to
recover the ● ppropriate mount of tralnlng expenses.

5. ENTRY IN PERSONNEL RECORDS. If any agreement Is vtolated  ● nd a.waiver  Is not
~~~-a statement to that effect wfll be placed In the employee’s official
personnel folder. This statenent will confirm that an unfulfilled agreement
● xtsts, uI1l specify the amount of the unexpired term of the agreement, ● nd
wII1 note the ● mount of money due the 9overnaent. A copy of the not$ce
received under psragraph  4h must also be included In the officfal  personnel
folder.

;a
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CHAPTER VI

TRAINING FORM, RECORDS, AND REPORTS

[“9P

1. TRAIIUN6F ORMSAMDRECORDS.—~

t. Fores. The folloulng fom$ are prc8cribed for use in DOE -P1OYOQ
Hopment and tralnfng program:

(~) ODE F 3410.4, 8Rq~st0 kt~plzatlono ~r-ntO and
Certlflcatlon oflralning.”

(2) OPM Fotu 1306. a training report on .ployees rocelvlng  mm
thBn 120 days of training under so U.$.C.. S-tfon 4103 by~
in, or through a non-$overment facllfty durfng 8 fiscal year.

b. Records. The caputerlzed Oepartaental Tmlnlng Infomstion $ystm
utilized to create, mslntain,  ati produce records.

VI-1

(1)

(2)

(3)

(4)

Tralntng data shall be ● lectronlcclly entered In the
Dopsrtmental Tralntng Infomstlon $ystm through the preparation
of Indlvldu@l tralnlng fores, ODE F 3410.4. and stored for the
production of deslrod records.

Trtlning officers or their representatives are responsible for
● caurate ● nd complete dsta ● ntries, tralnln status updates

?(@valuation received. ● ctual costs, ● nd CO1 ● ge psss/f@ll ),
● nd the review of produced records to ● nsure v~lldlty.

Records of tralnlng expenses mwt be msintalned,  ● nd shall cover
the paynentsmde by DOE for travel tuftldn, fees, and other

;Recessarytxpenses  of training by, n, or through Goverment  ● nd
non-~vemnt facllltlas.  Momsll those records can be developad

ffrm dsta in the Departmental 7raln ng Infomstlon $y$tem ~is
dmtawlll also be used to prepare thst prtlon of the annual report
ralatlng to cxpondlturos for tralnlng.

Each semlcing personnel office shsll k8ep on file 8 copy ofaqy
fomslized lndfvldual mployoeBs or any orQsnizatlon’s  develom- .
plans.

c. Indtvldual Tralnlng Records.

(1) DOcumntatlon of successful cmpletlon of 6overment trafnlng of 4
haurs or aore, any instance ofcompletod  non-$overnnent  tralnlng.  ond
tralnlng cmpleted to met stctutory or ODE rqulmnts rogadless
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of length or source ● ust be filed fn the employee’s  Official personnel
folder. The documentation may be a Copy of OOE F 3410.4, a COPY
of the certlf~cate  Of tPa!nlng. or m ● uthorized Departmental
Tralnlng Infomstlon Systm record.

(2) Enployees should revieu their tralnfng records at Isast  ● nnually.
Servlclng personnel Or training offices shall aeke lndivldu81  tralnlng
records mllable upon request. Infomatlon concerning course work
or trafnfng actlvltfes othewse funded my be added to the tralnlng
record ● t the request of the mployee  ● nd the presentation of ● violence
of tralnlng campletlon.

2. REPORTS.

a. Reports fmm Employees and Supervisors on Tralnin Upon cmpletlng 8
the -plone 8nd supervisor all complete the

Teminatlon and Evaluation Data sheet, secttons H and I of DOE F 3410.4
or ● uthorized substitute ● v&luatlon fern, ● nd submit the coapleted form to
their servlclmg tralnlng officer. Evaluation should be cmpleted no later
than 15 days following completion of tralnlng  ● nd appropriate ● ntry
Indlcatlng satisfactory cmpletfon of tralnlnq nsde into the Departmental
Training ~nfomstlon $stmi

b. Annual Reports on Employee Development and TralnlnQ.
~ement shall report on ● ctlvltl ● s as follows:

(1)

(2)

.

(3)

Tralnlng deta not melntalned In the Departmental
System m requtred  by the Olrector of Personnel

Each Departmental

Tralnlng Infomtlon
besed on the

requirements of the OffIce of Personnel Msnagesmt for the particular
fiscal year. The Olrector  of Personnel shall subdt a consolidated
report ● nnually to the Office of Personnel Managment, based on the
● bove, ● nd in ● ccordance with FPH chapter 410, subchapter 9.

Infomatlon on the number of anployees fafllng to fulffll their
obllgstlons  under continued service agreements ● nd 8 brief
description of the ● ction taken on the recoveryof the additional
expenses incurred by the 6overment for their tralnlng.

Any uslvers relatlve to use of non-tivermnt traintng facilities or
lniervlce agreements.

3. CERTIFICATES OF TRAIWIN& A ce~ff~cate  of Trafntng  should  k l%s~d to
● ach eaployee who successfully cmpletes @ WE tralnlng COU?SQ of 4 hours
or aore. ‘successful capletlon”  1S deflmd as fulfillment Of 8ttendanCQ,
uark~ and all testlna reauirmntg ● stabllshed for the course or program



U.S. Department  of Energy
Washington, D.C.

ORDER

SUBJECT: TRAINING

2-29-88

Change 1: 10-18-89

.

I

1. PURPOSE. To prescribe policy, assign responsibilities, and provide guidance
instructions for establishing, ml ntai ni ng, monitoring, and evaluating

#partment of Energy (DOE) employee development and training programs and
act i vi ties.

2 . CANCELLA1”1ON.

3. APPLICABILITY.
except persons

4. REFERENCES.

DUE 341 LJ.lA, TRAINING, of 5-4-83.

Provisions of this Order apply to al 1 civilian employees
appointed by the President.

a. DOE 3735.1, DISSEMINATION OF THE I)EPARTMENTAL  CONDUCT (JF EMPLOYEES
REGU!.ATIONS, of 5-1-80, which prescribes standards for ’all employees.

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

c. Titl[? 5, United States Code (U. S.C. ), section 4103, which provides
authority for agencies to establish, operate, and maintain training
proyrams.

d. Title 26 U.S. C. 501, which estab’
receivi ng contributions, awards,
orya niza t i ons.

e. Civil Service Reform Act (CSRA),
employees for positions in other
reductions in force:

i shes criteria for employees
and other payments from non-Government

which establi shes authority to retrain
agencies to avoid separations during

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

~* EXeclJtiVe  Order 11478, which provides that equal opportunity be an
Integral part of every aspect of personnel policy and practice in the ,
empl oyment, development, and advancement of civilian employees of the
Federal Governnmt.

DISTRIBUTION:
All Departmental  Elements

INITIATED BY:

Office 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.

I b. Authorizing Official. Heads of Field Elements, the Director of Personnel
and Career Develop~-nt for all Headquarters Elements (except-the Office of
the Inspector General (IG-1), Executive Director (IG-1O], and any person
to whom they have delegated thefr authority to autnorfze traintng assign-
ments upon assurance that the contemplated experses  are necessary, proper
funds are available, and that related legal and administrative
requirements are met.

c. Supervisor. An individual who has authority in the jnterest of the
~epartment to hire, direct, assign, or reward, transfer, furlough, lay-
off, recall, suspend, discipline, or remove employees, to adjus~ thei}
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 d~rection of a staff of three or more employees.

Maria er. 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. It is DOE policy that all employees be provided with opportunities to
improve their knwledge, 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 which arise or are anticipated In carrying out
the DOE mission.

,

Vertical line denotes change.
.
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CHAPTER 1

I-1
I

. .

.

.

RESPONSIBILITIES AND AUTHORITIES

1. ASSISTANT SECRETARY, 14ANAGEMENT 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.

I 2. DEPUTY ASSISTANT SECRETARY FOR PROCUREMENT AND HUMAN RESOURCE MANAGEMENT,
shal 1:

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 nanpower resources,
and in carrying wt 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 acccmplislunent.

d. 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 trai~;ng purposes.

j] 3. DIRECTOR OF PERSONNEL AND CAREER DEVELOPMENT shal 1 :

a. Serve as I)OE liaison with the Office of Personnel Management on training
matters.

b. Develop and pranulgate Departmentwide policies, standards, procedures,
guidelines, and records and reporting requirenmts  concerning anployee
development and training.

c. Provide advice, guidance, information, and staff assistance regarding
employee developrmt and training to DOE organizations, managers,
supervisors, and employees.

Vertical line denotes change.
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d.

e.

f.

9.

h.

i.

j.

DOE 341O.1B Chg 1
10-18-89 ..

I)evelop and administer Departinentwide training programs responsive to DOE
requirements. d

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-lo  restriction to use non-Governnmt
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 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 L
administration of-employee development and training.

*
4. 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.

b. 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.

c. 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.

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

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

Vertical line denotes change.
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CHAPTER 11

JATITUfIE AND RESTRICTIONS

.
10

2.

LATITUDE T(I TRAIN AND DEVELOP EMPLOYEES. T r a i n i n g  m a y  be full t ime  o r  pa r t
t i m e ,  o n  o r  o f f d u t y , day or evening, or any n e c e s s a r y  c o m b i n a t i o n . It may
be g i v e n  b y  DOE, a n o t h e r  Govermnent  a g e n c y  o r ,  s u b j e c t  t o  c e r t a i n  s t a t u t o r y
l i m i t a t i o n s ,  b y  a  non-Governmnt  f a c i l i t y ,  a n  e d u c a t i o n a l  i n s t i t u t i o n ,  o r  b y
other canpetent  individuals or groups in or out of Goverrunent. It may be
accomplished through correspondence, classroom work, conferences, workshops,
s u p e r v i s e d  p r a c t i c e ,  o r  o t h e r  m e t h o d s  o r  ccinbfnations.

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 t,reining
is in the public interest. E x c e p t i o n s  t o  t h i s  l i m i t a t i o n  a n d  w a i v e r  -
r e q u i r e m e n t  a r e  t r a i n i n g  w h i c h :

(1) Does not exceed 40 hours of classroan  training in a single program
d u r i n g  t h e  e m p l o y e e ’ s  f i r s t  y e a r  o f  c u r r e n t ,  c o n t i n u o u s  c i v i l i a n
service;

( 2 )  I s  p r o v i d e d  b y  a  m a n u f a c t u r e r  a s  p a r t  o f  a  n o r m a l  s e r v i c e  i n c i d e n t
to initial purchase or lease of equipment  by the Government;

( 3 )  I s  p r o v i d e d  t h r o u g h  c o r r e s p o n d e n c e  c o u r s e s ;

( 4 )  R e q u i r e s  n o  t u i t i o n ,  f e e ,  o r  c h a r g e  o t h e r  t h a n  s a l a r y  e x p e n s e s ;  o r

( 5 )  I s  a n  i n t e g r a l  p a r t  o f  a  f o r m a l , e n t r y - l e v e l  d e v e l o p m e n t  p r o g r a m .

b . O n e - Y e a r - i n - T e n .  In  t h e  f i r s t  1 0  y e a r s  of t o t a l  c i v i l i a n  s e r v i c e  f o l l o w i n g
t h e  d a t e  o f  t h e  e m p l o y e e ’ s  e n t r y  i n t o  Goverrunent  service,  and in  each s u c h
10-year  p e r i o d  o f  s e r v i c e  t h e r e a f t e r ,  t h e  t o t a l  l e n g t h  o f  non-Governnmt
t r a i n i n g  p r o v i d e d  t o  e a c h  e m p l o y e e  s h a l l  n o t  e x c e e d  lyear.  T r a i n i n g  t i m e
n o t  used d u r i n g  a n y  10-year  p e r i o d  m a y  n o t  b e  c a r r i e d  o v e r  f o r  u s e  d u r i n g
succeeding lo-year periods.

(1) R e q u e s t s  for waivers of the l-year-in-10 limitation for periods of
t r a i n i n g  n o t  t o  e x c e e d  2  y e a r s  m u s t  b e  s u b m i t t e d  t o  t h e  D i r e c t o r  o f
Personnel and Career Development thrwgh  the Employee Development a n d
T r a i n i n g  D i v i s i o n . A  r e c o m m e n d a t i o n  will be made to the Secretary or

9 Vertical line denotes change.
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c.

I
d .

e.

f.

t h e  O f f i c e  o f  P e r s o n n e l  M a n a g e m e n t ,  a s  a p p r o p r i a t e ,  w h e t h e r  t h e
w a i v e r  s h o u l d  b e  g r a n t e d . The condit ions under which a waiver  may
b e  g r a n t e d  are provided in  FPM  c h a p t e r  4 1 0 ,  s u b c h a p t e r  5 - 5 .

( 2 )  T h e  p e r i o d s  o f  t r a i n i n g  i n d i c a t e d  o n  p a g e  II-1, p a r a g r a p h s  2a(l)-(3),
d o  n o t  h a v e  t o  b e  c o u n t e d  a g a i n s t  t h e  l - y e a r  l i m i t a t i o n .

O n e  P e r c e n t  L i m i t a t i o n .  T h e  total  s t a f f  y e a r s  o f  non-Governmnt  t r a i n i n g
p r w i d e d  b y  t h e  D e p a r t m e n t  i n  a n y  f i s c a l  y e a r  s h a l l  n o t  e x c e e d  1  p e r c e n t
o f  t h e  t o t a l  n u m b e r  o f  s t a f f  y e a r s  o f  c i v i l i a n  employnmt  f o r  t h e
D e p a r t m e n t  i n  t h e  s a m e  f i s c a l  y e a r . T h i s  l i m i t a t i o n  a p p l i e s  w i t h i n  e a c h
o r g a n i z a t i o n a l  elenumt  a n d  a d e q u a t e  c o n t r o l s  m u s t  b e  m a i n t a i n e d  t o
e n s u r e  t h a t  i t  i s  n o t  e x c e e d e d . R e q u e s t s  t o  e x c e e d  t h i s  l i m i t a t i o n  shall
b e  a d d r e s s e d  t o  t h e  D i r e c t o r  o f  P e r s o n n e l  a n d  C a r e e r  D e v e l o p m e n t .

A c a d e m i c  Deqrees.  Nc)n-Goverrsnent  t r a i n i n g  c a n n o t  b e  p r o v i d e d  f o r  a n
e m p l o y e e  s o l e l y  f o r  t h e  p u r p o s e  o f  o b t a i n i n g  a n  a c a d e m i c  d e g r e e  o r  d e g r e e s .
T h i s  d o e s  n o t  p r e c l u d e  p r o v i d i n g  t r a i n i n g  i n  a  d e g r e e  g r a n t i n g  i n s t i t u t i o n ,
n o r  d o e s  i t  p r o h i b i t  a n  e m p l o y e e  f r o m  e a r n i n g  a n d  a c c e p t i n g  c r e d i t  t o w a r d  a
d e g r e e .  E m p l o y e e s  m a y  r e c e i v e  a c a d e m i c  d e g r e e s  a s  a n  i n c i d e n t a l  b y - p r o d u c t
of  non-Government  t ra ining sponsored by the Department .

P r o m o t i o n  Q u a l i f i c a t i o n .  Non.Goverrmnent  t r a i n i n g  s o l e l y  t o  p r e p a r e  a n
employee to fill a  p o s i t i o n  b y  p r o m o t i o n  s h a l l  n o t  b e  p r o v i d e d  i f  t h e r e
i s  a n o t h e r  e m p l o y e e  i n  t h e  l o c a l  a r e a  o f  e q u a l  a b i l i t y  a n d  s u i t a b i l i t y
w h o  i s  f u l l y  q u a l i f i e d  t o  f i l l  t h e  a v a i l a b l e  position.

R e v i e w  o f  N e e d  f o r  T r a i n i n g . B e f o r e  non-Govermnent  t r a i n i n g  w h i c h  i s  m o r e
t h a n  1 2 0  h o u r s  i n  a  s i n g l e  p r o g r a m  o r  i s  u s e d  t o  p r e p a r e  a n  e m p l o y e e  f o r  a
d i f f e r e n t  o c c u p a t i o n a l  s e r i e s  is a u t h o r i z e d ,  a  d e t e r m i n a t i o n  m u s t  b e  m a d e
b y  t h e  a p p r o p r i a t e  a p p r o v i n g  o f f i c i a l  t h a t  t h e  f u n c t i o n s  f o r  w h i c h  t h e
tra in ing would be needed cannot  be assumed by other  employees.

3 . EQUAL  OPPORTUNITY.

a .  I n  a c c o r d a n c e  w i t h  D O E ’ S  c o m m i t m e n t  t o  e q u a l  o p p o r t u n i t y ,  i t  w i l l
e s t a b l i s h  a n d  s u p p o r t  d e v e l o p m e n t  a n d  t r a i n i n g  p r o g r a m s  a n d  o p p o r t u n i t i e s
t h a t  p r o v i d e  k n o w l e d g e  a n d  s k i l l s  t o  a s s i s t  e m p l o y e e s  t o  a d v a n c e  a n d  t o
p e r f o r m  a t  t h e i r  h i g h e s t  p o t e n t i a l  c o n s i d e r i n g  a l l  t r a i n i n g  p r i o r i t i e s
a n d  a v a i l a b l e  r e s o u r c e s .

b . M a n a g e r s  a n d  s u p e r v i s o r s  s h a l l  a s s u r e  f a i r  a n d  e q u i t a b l e  t r e a t m e n t  i n
t h e  s e l e c t i o n  a n d  assignmnt  o f  e m p l o y e e s  f o r  t r a i n i n g .  I n  p r o v i d i n g
d e v e l o p m e n t  a n d  t r a i n i n g  o p p o r t u n i t i e s  f o r  anployees,  t h e r e  s h a l l  b e  n o
d i s c r i m i n a t i o n  b e c a u s e  o f  s e x ,  r a c e ,  r e l i g i o n ,  color, n a t i o n a l  o r i g i n ,  a g e ,
p h y s i c a l ,  m e n t a l  o r  e m o t i o n a l  h a n d i c a p ,  o r  o t h e r  f a c t o r s  u n r e l a t e d  t o  t h e
n e e d  f o r  t r a i n i n g .

V e r t i c a l  l i n e  d e n o t e s  c h a n g e
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e. The criteria for attendance at the DOE supervisory development program is “

. as follows:

(1) First Priority

(2) Second Priority

(3) Third Priority

(4) Four”th Priority

- New supervisors serving a probationary period.

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

- Su~rvisors  who have not had supervisory training
in the last 5 years.

Nonsupervisory employees on a case-by-case basis
as .iustified under special circumstances. Written

*

jus~ification must be approved by the Employee
Development and Training Division before an
employee can be scheduled to attend.

f. The cofl?e~t of the 80-hour supervisory program is to be determined b! the
Employee Development and Training Division in consultation with managers
and personnel and training officers. Delivery will be accomplished through
appropriate field canponents 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.

9= Supervisors who successfully canplete 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 ”a probationary period are to attend the 40-hour Management
Development Seninar 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 loe above, does for supervisors.

i. Managers who successfully canplete their probationary period should
continue to improve their managerial effectiveness through developmental
experiences and training which focus on mastering identified managerial
and executive campetencies.
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S a t i s f a c t o r y  canpletion  o f  r e q u i r e d  s u p e r v i s o r y  a n d / o r  m a n a g e m e n t  t r a i n i n g o
i s  o n e  o f  t h e  f a c t o r s  c o n s i d e r e d  b y  r e v i e w i n g  o f f i c i a l s  i n  d e t e r m i n i n g
w h e t h e r  n e w l y  a p p o i n t e d  m a n a g e r s  o r  s u p e r v i s o r s  h a v e  r e c e i v e d  a  f u l l  a n d
f a i r  t r i a l  a s  a  p r o b a t i o n a r y  e m p l o y e e  a n d  a r e  r e a d y  t o  b e  p e r m a n e n t l y
a s s i g n e d  t o  a  s u p e r v i s o r y  o r  m a n a g e r i a l  p o s i t i o n . T i m e l y  a t t e n d a n c e  a t
r e q u i r e d  t r a i n i n g  i s  c r i t i c a l .

H e a d q u a r t e r s  a n d  f i e l d  p e r s o n n e l  o f f i c e s  s h o u l d  develop  a system  for
t r a c k i n g  p r o b a t i o n a r y  s u p e r v i s o r s  a n d  m a n a g e r s  a n d  scheduli~g  them for
a p p r o p r i a t e  t r a i n i n g  w i t h i n  r e q u i r e d  t i m e f r a m e s .

11. EVALUATION OF TRAINING.

a .  J u s t  a s  t r a i n i n g  i s  a n  i n t e g r a l  p a r t  o f  e v e r y  s u p e r v i s o r ’ s  a n d  m a n a g e r ’ s
r e s p o n s i b i l i t y ,  p e r i o d i c  e v a l u a t i o n  o f  t r a i n i n g  p o l i c i e s  a n d  p r o g r a m s  t o
detemline  i f  o b j e c t i v e s  a r e  b e i n g  net a n d  r e s o u r c e s  u t i l i z e d  e f f e c t i v e l y
a r e  also  a managennt  r e s p o n s i b i l i t y . A c c o r d i n g l y ,  a p p r o v i n g  o f f i c i a l s
a r e  c h a r g e d  w i t h  t h e  r e s p o n s i b i l i t y  t o  e v a l u a t e  p e r i o d i c a l l y  t h e
e~~ectiveness  of their tra+ning policies and Pro9rams= A t  a  ninimum,  t h e
evaluation,must  adaress  t h e  follwing  i s s u e s :

( 1 )  D o  t h e  o p e r a t i o n a l  t r a i n i n g  p o l i c i e s  a n d  p r o c e d u r e s  a s s i s t  m a n a g e r s
i n  c a r r y i n g  o u t  t h e i r  r e s p o n s i b i l i t i e s  a n d ,  i f  n o t ,  w h a t  c h a n g e s
are recommended?

( 2 )  D o e s  t h e  o r g a n i z a t i o n  h a v e  a n  e f f e c t i v e  s y s t e m  f o r  d e t e r m i n i n g
t r a i n i n g  n e e d s  a n d  e s t a b l i s h i n g  t r a i n i n g  p r i o r i t i e s ?

( 3 )  I s  e a c h  t r a i n i n g  i n c i d e n t  e v a l u a t e d  t o  a s s u r e  t r a i n i n g  o b j e c t i v e s
were met?

(4) Are Departmental and Office of Personnel Management training
r e g u l a t i o n s  a n d  d i r e c t i v e s  b e i n g  f o l l o w e d ?

( 5 )  A r e  a c c u r a t e  d a t a  w h i c h  r e f l e c t  t r a i n i n g  c o s t s ,  n u m b e r s  o f  t r a i n i n g
i n s t a n c e s ,  a n d  t y p e s  o f  t r a i n i n g  a v a i l a b l e  t o  a s s i s t  i n  m a n a g i n g
the program?

b . R e c o r d s  s h a l l  be k e p t  t o  s h o w  t h e  m e t h o d s  o f  a n a l y s i s ,  f i n d i n g s ,  a n d
recommendat ions as a  basis  for  planning employee development  and tra ining
a c t i v i t i e s .

c.  In  a d d i t i o n  t o  t h e  i n t e r n a l  o r  s e l f - e v a l u a t i o n  d e s c r i b e d  a b o v e ,  b o t h  t h e
O f f i c e  o f  P e r s o n n e l  a n d  C a r e e r  C)evelopnmt  a n d  t h e  O f f i c e  o f  P e r s o n n e l
M a n a g e m e n t  p e r i o d i c a l l y  w i l l  c o n d u c t  indepth  r e v i e w s  o f  d e v e l o p m e n t  a n d
t r a i n i n g  a c t i v i t i e s  a n d  p r o g r a m s  s e e k i n g  t o  i m p r o v e  t h e  o v e r a l l
e f f e c t i v e n e s s  o f  e m p l o y e e  d e v e l o p m e n t  a n d  t r a i n i n g  i n  DOE.

Uertical  l i n e  d e n o t e s  c h a n g e .
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5. TRAVEL AND PER DIEM.

a.

b.

c.

Official travel performed for the purpose of participating in authorized

Iv-3

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.

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

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

6. TIME AND ATTENDANCE.

a.

b.

c.

Time and Attendance Records will be maintained for employees authorized
to participate in develommt and training activities such as seminars

n

professional conferences; or meetings whiie in pay status in the same
manner and with the same security and control as for other employees.

Computation of Time and Training. Time in training is to be canputed
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 ~nder the following

.
.

conditions:

(1) In instances described in FPM chapter 410, section 6-2c:

(2) Uhen a specific exception has been authorized by OPM; or

(3) wh~~n training is considered hours of work under the Fair Labor.-
Standards Ac~ (FLSA). (Training is considered hours of work under
the FLSA when the training is to correct deficiencies ifi an ~ployee’s
performance or to provide-an employee with the knowledge or skill~ to
perform new duties or responsibilities in his or her present position.)

Vertical line denotes chancre. I.=—.
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t-i. Leave Status During Long-Term Training.

(1)

(2)

7. PAYMENT

Ttme and Attendance Reportinq. 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 reporttng.

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

FOR PROFESSIONAL EXAMINATION FEES, CERTIFICATES, AND LICENSES.

a. Fees assessed for employees to compete in professional certlflcatlon
examinations or for job-related certificates or licenses are the
responsibility of the employee and not I’)OE. SUC6 examinations and
accreditation are personal to the holder and remain with them whether
or not they remain in the employ of DOE.

.W. Tnl: noes not preclude DOE fran authorizing training funds tO pay for
joD-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 llOE-sponsored training programs of 4 or more hours
duration, if in-house or interagency, and training programs of any length
at d non-Government facility, will be submitted to the organization’s
training officer or representative. Data fran the request wI1l be entered
into the Department’s Training Information System for electronic
preparation of the DOE F 3410.4, ‘Request, Authorization, Agreem+nt
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 ● stablish training priorities for the office
or organizational element involved; and finally to the authorizing
official for determination of eliglbflity  for training, canpliance with
appropriate policles 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 trainlny
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.

.

.

1
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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.

b.

c.

Non-Govermnent 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 Fer FP?I
chapter 410, subchapter 5-6.

Non-Govermnent training, regardless of course length, where the cost of
training, excluding the employee’s transportation, per diem, and salary,
exceeds $l,!)uLJ for a specific individual program or course.

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
dgrement. 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 off_ice.

3. PERIOD OF ORLIGATED SERVICE.

a. The agreement obligates the employee to remain with
training plus a post-training per!od equal to three
the tra~ning.

DOE for the period of
tines the length of

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 line denotes change.
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d.

e.

f.

Uhen the time in training is a number of days plus a fraction of a day,
tfie total tim 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
Inservlce agreement obligation unless it is at
Department.

toward completion of the
the convenience of the

4. 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.

b. Orders to Military Service. Orders to report for military service (other
than training duty) will be sufficient reason for waiving the training
dyreenent 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 fran 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.

d. Transfer to Another Government Agency. When lldE receives a request for
transfer from an employee subject to a continued service agreemnt, it
wIII notify the gaining agency that the employee is still subject to a
continued service agreement. If DOE deterwdnes that the training received
will be utilized in the n~ position, the agreement is transferred to the
gaining agency. The gaining agency must then assure that the agreement
is fulfilled. If DOE determines that the training received will not be
utilized in the n~ position, it must notify the employee in writing
before the effective date of the transfer that it intends to recover the
additional expenses.

I



b

DOE 3410.  IB
2 - 2 9 - 8 8

b .

VI-1

CHAP+ER  VI

TRAINING FORMS, RECORDS, AND REPORTS

1 . TRAINING FORMS AND RECORDS.

a. F o r m s . T h e  f o l l o w i n g  forms are prescr ibed for  use in  DOE e m p l o y e e
* =opment  a n d  t r a i n i n g  p r o g r a m s :

(1) DOE F  3 4 1 0 . 4 , ‘ R e q u e s t ,  A u t h o r i z a t i o n ,  A g r e e m e n t .  a n d

d

.

.-
C e r t i f i c a t i o n  o f

(2 )  OPN F o r m  1 3 0 6 ,  a
than  1 2 0  days  o f
i n ,  o r  t h r o u g h  a

T r a i n i n g . ”

t r a i n i n g  r e p o r t  o n  e m p l o y e e s  r e c e i v i n g  m o r e
t r a i n i n g  u n d e r  5 ,  U.S.C.,  s e c t i o n  4 1 0 3  b y ,
non-Govermnent  f a c i l i t y  d u r i n g  a  f i s c a l  y e a r .

b . R e c o r d s .  T h e  c o m p u t e r i z e d  Departnmtal  T r a i n i n g  I n f o r m a t i o n  S y s t e m
s h a l l b e  u t i l i z e d  t o  c r e a t e ,  m a i n t a i n ,  a n d  p r o d u c e  r e c o r d s .

( 1 )  T r a i n i n g  data  s h a l l  b e  electroni’kally  e n t e r e d  i n  t h e
D e p a r t m e n t a l  T r a i n i n g  I n f o r m a t i o n  Systm  t h r o u g h  t h e  p r e p a r a t i o n
o f  i n d i v i d u a l  t r a i n i n g  f o r m s ,  D O E  F  3 4 1 0 . 4 ,  a n d  s t o r e d  f o r  t h e
p r o d u c t i o n  o f  d e s i r e d  r e c o r d s .

( 2 )  T r a i n i n g  o f f i c e r s  o r  t h e i r  r e p r e s e n t a t i v e s  a r e  r e s p o n s i b l e  f o r
a c c u r a t e  a n d  canplete  d a t a  e n t r i e s ,  t r a i n i n g  s t a t u s  u p d a t e s
(evaluation received, actual costs, and college pass/fail ),
and the review of  produced records to ensure val id i ty .

( 3 )  R e c o r d s  o f  t r a i n i n g  e x p e n s e s  m u s t  b e  m a i n t a i n e d ,  a n d  shal 1  cover
t h e  paynwnts  m a d e  b y  D O E  f o r  t r a v e l ,  t u i t i o n ,  f e e s ,  a n d  o t h e r
n e c e s s a r y  e x p e n s e s  of tra ining by,  in ,  or  through Goverranent  a n d
non-Governmnt  f a c i l i t i e s . Normal ly  these records can be developed
fram d a t a  i n  t h e  D e p a r t m e n t a l  T r a i n i n g  I n f o r m a t i o n  S y s t e m .  T h i s
d a t a  w i l l  a l s o  b e  u s e d  t o  p r e p a r e  t h a t  p o r t i o n  o f  t h e  a n n u a l  r e p o r t
r e l a t i n g  t o  e x p e n d i t u r e s  f o r  t r a i n i n g .

( 4 )  E a c h  s e r v i c i n g  p e r s o n n e l  o f f i c e  shal 1 keep on f i le  a  copy  o f  a n y
f o r m a l i z e d  i n d i v i d u a l  e m p l o y e e ’ s  o r  a n y  o r g a n i z a t i o n ’ s  d e v e l o p m e n t
p l a n s .

c .  I n d i v i d u a l  Traininq  R e c o r d s .

( 1 )  D o c u m e n t a t i o n  o f  s u c c e s s f u l  canpletion  of Govermnent  t ra in ing  o f  4
h o u r s  o r  m o r e ,  a n y  i n s t a n c e  o f  c o m p l e t e d  n o n - G o v e r n m e n t  t r a i n i n g ,  a n d
t ra in ing  canpleted  t o  m e e t  s t a t u t o r y  o r  D O E  r e q u i r e m e n t s  r e g a r d l e s s
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of length or source must be filed in the employee’s official parsonnel a
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.

2. REPORTS.

a. Reports from Employees and Supervisors on Training. Upon caapleting a
training assignment, the employee and supervisor shall canplete  the
Termination and Evaluation Data sheet, sections H and I of DOE F 3410.4
or authorized substitute evaluation form, and submit the completed form to
their servicing training officer. Evaluation should be ccanpleted  no later
than 15 days following completion of training and appropriate entry
indicating satisfactory canpletion of training made into the Departmental
Training Information System.

b. Annual Reports on Employee Development and Traininq. Each Departmental
~ement shall report on activities as follows:

(1)

(2)

(3)

Training data not maintained in the Departmental Training Information -

System as required by the
!

rector of Personnel and Career Development
based on the requirements f 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 Managenmt, 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 tbe recovery of the additional
expenses incurred by the Government far their training.

bAny waivers relative to use of non-Governmnt training facilities or
inservice agreements.

3. CERTIFICATES OF TRAINING. A Certificate of Training should be issued to
each employee who successfully completes a DOE training course of 4 hours
or more. “Successful completion” is defined as fulfillment of attendance,
work, and all testing requtrenmts  established for the course or program.

Vertical ine denotes change. 9
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US. Department of Energy
Washington, D.C.

ORDER

49 1 DOE 3410. IB

2-29-88
Change 1: ;Oi:8i~9

SUBJECT: TRAINING Change2: - -

1. JWRPOSC. 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. APPLICA131LITY  . Provisions of this Order apply to all civilian employees
except persons appointed by the President.

4. JWFERENC~.

a.

b.

c.

d.

e.

f.

9“

D(IE 3735.1, DISSEMINATION OF THE DEPARTMENTAL CONDUCT OF EMPLOYEES
REGULATIONS, of 5-1-80, which prescribes standards for all
employees.

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

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

Title 26, U.S.C. 501, which establishes criteria for emp”
receiving contributions , awards, and other payments from
Government organization.

n“

oyees
non-

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

Executive Order 11348, which expands authority to train Government
employees.

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.
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DEFINITIONS.

a . Amwovinq 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. /!uthorizincl 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-1O)),  and any 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.

c. Su~ervisor. 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.

d. Manaqer. 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,

6.

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.

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.

1

1
J

Vertical line denotes change.
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b. 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.

c. 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:

@

*

A:t “ DONALD W. PEARMAN, JR.
Acting Director
Administration and Human

Resource Management

Vertical line denotes change.
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CHAPTER 1

I-1

a.

b.

RESPONSIBILITIES AND AUTHORITIES

OR OF ADMINISTRATION AND HUMAN RESOURCE MANAGEMENT shall

Oversee the development of training policies and their
●

implementation.

Concur in reauests to the Office of Personnel Manaciement to train
Presidential ‘appointees.

2. J)IRECTOR OF PROFESSIONAL AND TECHNICAL TRAINING AND DEVELOPMENT shall:

a.

b.

c.

d.

e.

f.

9*

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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h.

i.

J.

k.

1.

m.

I n.

I o.
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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
410, subchapter 5-5.

Recommend waiver of the l-year-in-10
non-Government training facilities.
2b.)

p~escribed  by FPM chapter

restriction to use
(See page II-1, paragraph

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. “

I 3. 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.

b. 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 III or obtain
certification of equivalent training.

AUTHORIZING OFFICIALS shall:

a. Assure that approved training is
DOE policies and procedures.

b. Waive, as appropriate, the l-year
for the use of non-Government tra
1, paragraph 2a.)

n compliance with Federal and

continuous service requirement
ning facilities. (See page II-

ASS IS1”ANT 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.

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.



I-4 DOE 341O.1B Chg 2
5-18-92

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.

I 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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II-1

CHAPTER 11

~ATITUOE  AND RESTRICTIONS

IATITUDE TO TRAIN AND DEVELOP EMPLOYEES. Training may be full time or
part titie, 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.

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

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;

(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. Qne-Year-in-Ten. In the first 10 years of total civilian service
following the date of the employee’s entry into Government
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 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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I

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(l)-(3),  do not have to be counted against the l-year
limitation.

c. 9ne Percent Lim itatiorl The total staff years of non-Government
training provided by tie 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 Professional and Technical Training and Development.

d. ademic Dearees . 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.

e. 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.

f. Review of Need for Traininq. 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.

3. ~OUAL OPPO RTUNITY .

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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The criteria for attendance at the DOE superv-
is as follows:

(1) First Priority - New supervisors
period.

(2) Second Priority - Supervisors who
complete or who

f.

9“

h.

i.

(3) Third Priority -

(4) Fourth Priority -

sory development program

serving a probationary

were not required to
have completed a

probationary period but have not had
equivalent supervisory training.

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

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
Development

Supervisors
80 hours of
supervisory

80-hour requiremefit must be approved”by  the Employee -

and Training Division.

who successfully complete their probationary period and the
required training should continue to enhance their
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 IOe 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. 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
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)

(2)

(3)

(4)

(5)

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

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

Is each training incident evaluated to assure training
objectives were met?

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

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

flEOJESTING  AND UTILIZING TRAINING RESOURCES

~UDGET AND OTHER TRAINING RESOURCES.

3.

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.

DETERMIN:[NG THE SOURCE OF TRAINING. Non-Government facilities may be
selected for training only when it is determined that adequate training is
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.

b. Authorizing officials are responsible for taking whatever steps are
armroDriate  to assure that employees are not receiving duplicate
payments from more than one sour~e for
expense (i.e., Veterans Administration
making adjustments, when necessary, to
the same expense.

Vertical 1 ine denotes change.

training authorized at DOE
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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
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
research and preparation.

(2) Library and laboratory services.

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

for

s

(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 Trainin q 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) Jnd irect cost Expenses incidental to the training that are not
incurred in t;; actual structuring and conducting of the program.
Transportation and per diem costs necessary for participants to
attend the program are major indirect costs.

4. PROWM 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. In any case, a specific dollar allocation
should be identified and set aside to ensure that the identified and
prioritized training needs are met.
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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
(1’TR)  and subchapter 1 of chapter 57, title 5, United States Code.

b. The Office of Professional and Technical Training and Development
shall authorize all travel for employees selected to attend centrally
sponsored training programs.

c. 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 has been provided and accepted by approving and authorizing
officials.

6. _JIME AND ATTENDANCE.

a. J-ime 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.

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

c. Prohibition of Premium Pav. 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~onq-Term Training.

(1) Time and Attendance Rer)ortinq.  An
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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.

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, 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 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

)lGREEMENTS TO CONTINUE IN SERVICE

v-1

1. ~GREEMENTS 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.

a 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.

1
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

>
I

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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d. 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.

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

f. 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.

4. !WIDE1 INES FOR ADMINISTERING AGREEMENTS.

a.

b.

c.

d.

Jnvo luntary Se~arations. 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.9.~ 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 AaencY. When DOE receives a request
for transfer from an employee subject to a continued service

t
?

agreement, ~t 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 DOE 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. -“ 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
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 Trainin~  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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(2)

2. JIEPORTS.

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 traininq activities
otherwise funded may he
request of the employee
training completion.

added to the training-record at the
and the presentation of evidence of

a. Re~orts from EmDlovees  and Supervisors on Training. Upon completing
a training assignment, the employee and supervisor shall complete the
Termination and-Evaluation Data ;heet, sections H and I 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.

b. Annual ReDorts on Emt)loYee Development and Training. Each
Departmental Element shall report on activities as follows:

(1) 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 Trainina and Development shall submit a consolidated

(2)

I
(3)

report annually t; 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-

3. CERTIFICATES OF TRAINING. A Certificate
each employee who successfully completes
or more. “Successful completion” is def
work, and all testing requirements estab-

ng above $3,000.

of Training should be issued to
a DOE training course of 4 hours
ned as fulfillment of attendance,
ished for the course or program. ●
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CHAPTER 1

RESPONSIBILITIES AND AUTHORITIES

1. DIRECTOR OF ADMINISTRATION AND HUMAN RESOURCE 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. MRECTOR oF pROFEssIONAL  AND TECHNICAL TRAINING AND DEVELOPMENT shall:

a.

b.

c.

d.

e.

f.

9“

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.

Deleted.

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.

Vertical line denotes change.
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Provide advice, guidance, information, and staff assistance
a

regarding employee development and training to DOE organizations,
managers, supervisors, and employees. 1

Develop and administer Departmentwide training programs responsive I
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 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. m

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 em~lovees and reasonably
uniform administration of employee developme~t and training. -

I 3. ~PPROVING 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.

b. 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.


