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.CHAPTER 5 

EMPLOYEE TRAINING AND DEVELOPMENT 

SECTION 501  POLICY AND ORGANIZATION

1.  Purpose.  This section establishes policy and the organization for administration of civilian employee education, training and development programs for employees of activities serviced by the Human Resources Office, Commander Navy Region Hawaii (HRO CNR HI) and the Human Resources Service Center, Pacific (HRSC Pacific).

2.  Policy

    a.  General

        (1) Training shall be provided to improve employee performance and organizational productivity and to contribute to organizational economy, efficiency, and the attainment of mission goals and objectives.  Employees will be encouraged to pursue self‑development activities consistent with work requirements and priorities.  Training needs shall be reviewed periodically and at least annually in conjunction with the performance appraisal process.  Proven learning practices and techniques will be employed to meet identified present and long‑range priority training needs.

        (2) Effective use shall be made of internal training facilities consistent with required cost‑benefit comparisons. Interagency (Government) and non‑Government facilities may also be used when determined to be more cost‑effective than comparable Department of the Navy or Department of Defense facilities.  Joint use shall be made of DOD training facilities, when feasible.  Availability, timeliness, quality, geographical proximity, competency, and cost‑effectiveness are to be considered when evaluating the relative ability of potential sources or facilities to meet a training need.

        (3) Training shall be integrated with other human resources management and activity operations and functions and shall involve line management in systematically determining and approving training and development needs. 

        (4) The Activity Training Plan (ATP) process will be used to identify, plan, program, and meet civilian training and development needs.  All civilian training approved at the start of the fiscal year planning cycle shall be incorporated into a written ATP.  The ATP must be approved by the activity head (or officially designated senior management official) prior to its implementation.  The ATP must include identification of all related training costs, including subsistence, per diem, transportation, tuition, and fees.  Flexibility shall be exercised to meet changing conditions or requirements during the ATP period of coverage. 

        (5) Reasonable effort should be undertaken to train and develop employees who are adversely affected as a result of reorganizations or reductions‑in‑force.

        (6) The following priority system will be used in planning, funding, and authorizing training:

            (a) Priority One ‑ Essential.  Training that must be accomplished during the immediate training cycle or it will have an adverse mission effect.  

            (b) Priority Two ‑ Needed.  Training required for systematic replacement of skilled employees through career management or other work force development programs.  Deferment would have an adverse mission effect over an intermediate term. 

            (c) Priority Three ‑ Useful.  Training designed to increase the efficiency and productivity of employees who perform adequately.  Deferment beyond the immediate training cycle would have little immediate adverse mission effect but would preclude or delay improving present mission accomplishment.

         (7) There shall be no prohibited discrimination in planning, conducting, or selecting for training and development.  Selection for training (whether individually focused or part of a formal program) designed to facilitate civilian employee upward progression, provide a part of qualification requirements, or enhance specific opportunity for advancement shall be consistent with established competitive selection requirements of governing merit promotion programs.  Training designed to assure effective 

performance of official permanent, collateral, or ad hoc EEO duties will be provided to management and supervisory officials, counselors, and investigators.

         (8) Reasonable accommodation shall be provided to handicapped Department of the Navy civilian employees attending training.

         (9) Training data collection and reporting requirements shall be complied with.

    b.  Objectives.  Following are legitimate objectives for civilian training activities:

        (1) Improving employee performance of current duties;

        (2) Providing a means for systematically developing employee skills to meet current and future manpower skills needs;

        (3) Providing opportunities for development of high‑potential employees;

        (4) Providing employees with the necessary competencies to meet changes in organizational policy, mission, technology, structure or equipment;

        (5) Maintaining "state‑of‑the‑art" specialized proficiencies; and

        (6) Assisting with the planned upward mobility of lower‑level employees.

    c.  Responsibilities

        (1) Activity Heads.  Activity heads are responsible for establishing and maintaining civilian employee education, training, development, and career staffing programs consistent with policy and instructions contained in CFR, CPM, and CPI 410, other applicable directives, and requirements imposed by headquarters commands, systems commands and/or major claimants through:

            (a) identification and determination of both broad and specific training and development needs of the work force;

            (b) establishment of an Activity Training Committee or some other effective means to advise, assist, plan, coordinate and evaluate activity training programs;

            (c) planning, programming and budgeting for training and development activities;

            (d) formulation of Annual Training Plans in accordance with established policies and procedures,

            (e) establishment, operation, and maintenance of training programs to meet these needs;

            (f) evaluation of training received by the work force; and

            (g) preparation and submission of records and reports of all training received by employees.

        (2) Supervisors.  All supervisors are responsible for developing employee competence needed in carrying out the work of the organizational unit by:

             (a) keeping abreast of local policies and objectives of employee training and development;

             (b) developing an understanding and appreciation among employees of the significance of continual growth in job competence and professional advancement;

             (c) building a work climate in which employees will enthusiastically put forth their best efforts and which will stimulate breadth of view, receptivity to new ideas, and a readiness to learn;

             (d) initiating and conducting a training needs assessment for each subordinate employee annually in conjunction with the performance appraisal process and documenting identified training needs;

             (e) planning, developing and conducting, or otherwise making available on‑the‑job and off‑the‑job training opportunities that will best serve the needs of the organization and the vocational interests and objectives of the individual;

             (f) assuring that the skills and knowledge acquired in off‑the‑job training are put to use when the employee returns to the job;

             (g) evaluating the effectiveness of training and development efforts in terms of increased job competency and efficiency of operations; and

             (h) providing job‑related training and development counseling to their employees at least annually, in conjunction with the performance appraisal process, in order to help subordinates to attain full competency in the performance of official duties;

             (i) submitting required records and reports of all training received by employees within the organizational unit.

        (3) Employees.  All employees are responsible for:

            (a) helping to define their own training needs in relation to current and future job requirements;

            (b) fulfilling their obligations with respect to the execution of career plans;

            (c) successfully completing assigned training efforts;

            (d) applying the knowledge, skills and abilities acquired through training to the work situation and passing on the knowledge, skills and abilities to other employees needing such information;

            (e) fulfilling any agreements to continue in service;

            (f) pursuing a program of self‑development that may include correspondence courses, the reading of job-related articles, books, and magazines, and participating in after‑hours training and education programs; and

            (g) reporting any job-related self‑development activities to their supervisors for appropriate documentation in official records.

        (4) Employee Development Officers.  Employee Development Officers at HRSC Pacific shall serve as the primary advisors to activity heads in managing and administering activity training and development programs.  As primary advisors to activity heads, the Employee Development Officers are responsible for:

            (a) advising and assisting line managers/supervisors in:

                1. identifying operational conditions that could be improved by training;

                2. preparing and implementing individual and group training and development plans;

                3. designing and conducting learning experiences to meet identified training needs and requirements;

                4. researching and arranging for vendors to meet identified needs;

            (b) working with and through activity training committees and key management officials in promoting clear understanding of the policy and objectives of Federal/Navy  employee training and development; 

            (c) coordinating, reviewing and administering all employee training and development programs in a manner that will best satisfy identified training needs and advance the contribution of all employees in the attainment of the activity's objectives and goals;

            (d) keeping abreast of research findings, current trends, developments and available resources and materials in the training field for possible application to activities' programs;

            (e) initiating contacts with cooperating agencies, colleges, universities, and other training facilities in matters relating to curriculum, instructors, schedules, registration, and other matters;

            (f) providing for the dissemination of information concerning training and development opportunities;

            (g) arranging for or coordinating training courses, seminars, conferences and similar efforts when such training can be done effectively or economically to meet the needs of serviced activities;

            (h) providing management and employees with education, training and development advice and assistance;

            (i) evaluating training efforts in terms of effectiveness in meeting activity training needs and recommending corrective action as appropriate; and

            (j) serving as the processing center for official training records of all activity personnel receiving training and being the submitting office for the Employee Development Subsystem of the Defense Civilian Personnel Data System.

    d.  Participation by Military Personnel in Civilian Training Programs

        (1) Military personnel may attend civilian training programs when the training is related to their present duty assignments and they:

            (a) Have direct or indirect supervisory responsibilities over civilian employees; or

            (b) Are assigned to perform essentially civilian duties for an extended period of time (at least 30 days), and for which there is no comparable military training available; or

            (c) Are officially assigned to a regularly scheduled, on-site civilian training course at no additional cost to the Government.  Attendance at nonsupervisory civilian training courses by military personnel must be on a space‑available basis only.  Military personnel shall not displace civilian employees in civilian training courses.

       (2) Participation by military personnel in career education and training by, in, or through non‑Government facilities must be approved and funded under appropriate 

military training authorities or authority OTHER than the Government Employees Training Act.  Nonduty military education is supported out of military support funding sources or (for industrially funded activities) chargeable to the appropriate industrial fund provided it is job‑related (refer to NAVCOMPT Manual Section 074703, paragraph D). 

3.  Organization for Employee Training and Development

    a.  Employee Development Officers, HRSC Pacific.  Operational training support to activities comes from the employee development specialists in the Training Department at HRSC Pacific. These employee development specialists are assigned to specific activities for which they function as each activity's Employee Development Officer, serving as the principal advisor to the head of the activity on all employee development matters.  Each of these Employee Development Officers is solely responsible for providing all of the professional training support and assistance that may be required and serve as the primary point of 

contact between the activity and the Training Department, HRSC Pacific. 

    b.  Training Committees.  Activities are encouraged to establish training advisory and decision‑making committees to develop internal training policy and procedures, review the

Activity Training Plan, facilitate the nomination and selection processes, determine priority funding, and authorize employees for high‑cost training and development (e.g., executive and management development, long‑term training and rotational development assignments).  These committees may also serve a key role in assessing overall program effectiveness and projecting future work force skill requirements and developmental needs.  A training committee is normally chaired by a senior management official (e.g., executive officer or equivalent) and serves as an advisory body to the activity commanding officer.  Following is the suggested composition for training committees:

        (1) Senior managers from major activity departments and functions;

        (2) Appropriate employee representatives, and

        (3) Representatives from the accounting and budget offices.

The Employee Development Officer from HRSC Pacific serves as the technical advisor to the Committee.  Recommendations arising from these committees are normally submitted to the activity head for approval.  In selected cases where the Committee composition is made up of senior activity management officials, the body may be delegated decision-making authority by the activity head. 

    c.  Activity Training Coordinators.  Activities may find it useful or necessary to designate training coordinators where management priorities or the frequency and/or specialized nature of activity training needs dictate.  Coordinators may coordinate internal administrative processes and procedures involving employee development and training, serve as a general liaison with the HRSC Pacific Employee Development Officer, coordinate internal processing of DD Forms 1556, conduct training need surveys, distribute course announcements, or perform other necessary assistant-level tasks.  Functions performed by training coordinators need to be fully coordinated with the activity's Employee Development Officer so as to promote the effectiveness of training programs and procedures and compliance with applicable law, regulations, policies, and directives.  The 

duties of the Training Coordinator may also be incorporated in the duties of a Civilian Personnel Liaison. 
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