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SECTION 505  ACCOMPLISHING TRAINING

1.  Introduction.  This section provides information concerning specific operational policies, procedures, and requirements that are directly related to the accomplishment of training once the planning process and development of programs has been completed.

2.  Selection and Assignment of Employees for Training
    a.  Activities are required to publish any policies regarding selection and assignment of employees to training that are in addition to those described in the following paragraphs, including any policies delineating limitations on organizational support of training.

    b.  Career, career-conditional employees, and those on excepted appointments may be selected for training in Government and non-Government facilities.  Temporary and intermittent employees may also be selected when needed skills can only be obtained through training in Government and non-Government facilities and provided that these newly acquired skills will be used after training. Full-time, temporary employees whose assignment is expected to last at least one year should be given priority over other temporaries.  Use of long-term training for temporary or limited-term employees is discouraged, and, when used, should be fully documented as to need and expected return on investment to the Department of the Navy.  

    c.  There shall be no discrimination (on the basis of race, color, religion, sex, national origin, age, physical or mental handicap, political affiliation, marital status, sexual orientation, status as a parent, or any other nonmerit factors) in the consideration and selection of employees for training and development.

    d.  Merit promotion procedures must be followed in selecting career and career-conditional employees for the following three types of training:

        (1) Training that is part of an authorized training agreement that provides qualifications for a different occupational series;

        (2) Training that is part of a promotion program although the promotion may not immediately follow training (e.g., upward mobility, intern, apprentice, and competitively selected long-term training); and

        (3) Training that is required before an employee may be considered qualified for a position (such as positive education requirements for professional positions as prescribed in Handbook X-118, Qualification Standards for White Collar Positions Under General Schedule).

    e.  An employee may be trained to meet the qualification requirements of another position in the DON if the new position is at or below the retained grade or the grade of the position the employee held before pay retention. 

    f.  An employee may be trained to meet the qualification requirements of a position in another agency if the head of the agency determines that such training would be in the interest of the Government.

    g.  Equity, equal opportunity, and duty relevancy principles must be reflected in decisions regarding the selection of employees for training that might enhance the relative opportunity for selected individuals to receive preferred assignments and organizational visibility even though no promotion may result.

3.  Determination and Documentation of Training Objectives.  Activity supervisors are to use a systematic planning process for making training decisions.  In addition to reflecting a concern for the relative priorities and urgencies of training requirements, and comparative costs of alternatives, this process must be directly related to identified training objectives.  Consequently, it is a Department of the Navy requirement that all management and supervisory officials are responsible for specifying and documenting training objectives prior to approval of any formal training.  Compliance with this requirement is a prerequisite for approval of any request for formal training (see Section 508) and Employee Development Officers at HRSC Pacific may not certify training requests that lack written pre-training objectives.  Documentation of training objectives is done through use of Block 18, Training Objectives, of the DD Form 1556.  

4.  Determination and Documentation of Training Source
    a.  The Government Employees Training Act (GETA) authorizes agencies to train their civilian employees to perform the duties of their present and likely future positions or assignments. Although GETA (5 U.S.C., Chapter 41) has been amended since its passage in 1958, the basic allowances, coverage, limitations, and requirements have remained essentially the same.

    b.  Department of the Navy requires activities to document each training source determination (whether for individual employees, groups of employees, or facilities usage) that requires expenditures in excess of $2000, not including salary.  This documentation is required whether the decision involves use of OPM, interagency, nonprofit, academic, private contractor, or other non-Government sources.  The Source Selection Justification Checklist element of the Supplement to DD Form 1556, HRSC Pacific 12410/3 (see Exhibit 1), is used for this purpose.  The form is attached to Copy 1 of the DD Form 1556 when the DD Form 1556 is originated at the activity and remains attached to Copy 1 throughout the normal processing procedure.  See Section 508 for further details.  Due to the importance of this requirement, cognizant activity officials are to coordinate closely with their Employee Development Officer at HRSC Pacific regarding its completion.

    c.  All proposed uses of sole source awards for the contracting of non-Government training sources, facilities, or expertise must be fully coordinated with the Employee Development Officer at HRSC Pacific who is responsible for researching, recommending, and documenting selection of a source in accordance with specific Navy procedures and criteria.  Particular attention must be devoted to specifying how the proposed non-Government source is uniquely suited to meet the training need.  Documentation must include identification of at least two other Government and non-Government sources considered and the reason for their nonselection.  All matters involving the use of this sole source approach must be coordinated with the Employee Development Officer at HRSC Pacific and processed through the contracting office utilized by the activity.

    d.  When a training course or program is developed (or modified at additional cost to the Government) to meet a 

specific need at an activity, and only its employees will attend the developed course, it is the responsibility of the authorized activity contracting officer to contract for the training on the behalf of and at the request of the activity's Employee Development Officer at HRSC Pacific who is responsible for developing course requirements and recommending sources in accordance with specific Navy procedures and criteria.

5.  Government Training
    a.  The DD Form 1556 will be used for approving or disapproving attendance at interagency, DOD, and Navy training courses in accordance with Section 508 of this instruction.  The form may also be used to arrange for the use of interagency training facilities.

    b.  Approval of training is required prior to enrolling in, or making any commitment to attend, interagency, DOD, and Navy training.  A copy of the approved form shall be retained for review and inspection purposes or until training is completed and it subsequently becomes a part of the employee's official record of training.

6.  Non-Government Training
    a.  Approval.  Approval of training is required prior to enrolling in, or making any commitment for the training.  Approval for training by, in, or through non-Government facilities must be in accordance with OPM and DON policy and criteria on selection and use of non-Government facilities for training civilian employees.  DD Form 1556 will be used for approving and disapproving the training.  All applicable parts of the DD Form 1556 must be completed in accordance with Section 508 of this instruction.  The head of the initiating unit will originate the form at least 15 working days in advance of the start of the requested training through/in non-Government facilities.  A copy of the approval form shall be retained for review and inspection purposes or until the completed training incident becomes a part of the annual training report and is entered in the employee's permanent cumulative record of training.

    b.  General Constraints.  Questions regarding the following general constraints on training in non-Government 

facilities should be referred to the activity's Employee Development Officer at HRSC Pacific.

        (1) Review of the Need for Training.  The activity head shall ensure that training in a non-Government facility of more than 120 hours or one designed to prepare an employee for a change in occupations will not preclude providing work opportunities for employees already competent and available to perform the function for which the training is intended.  All employees are to be fully utilized.

        (2) Training for Promotion.  Activities may not provide employees training for promotion, using a non-Government facility, to a specific position when there is a suitable, able, and available employee within reasonable distance from the permanent site of the position.  Activity merit procedures must be adhered to when considering and selecting employees for training in non-Government facilities where promotion opportunities are involved.

        (3) To Provide Opportunity to Qualify for Positions with a Degree Requirement.  Selecting and assigning an employee for training through a non-Government facility to provide an opportunity to secure a degree in order to qualify for a position that has a positive education requirement is prohibited.  OPM prescribes the procedure for identifying position categories that include an academic degree as a qualification requirement.

        (4) Solely to Provide Opportunity to Obtain a Degree.  Activities may not fund the costs of non-Government training for any employee solely for the purpose of obtaining a degree.  Funding support is permissible where the obtaining of a degree is an incidental by-product of the training itself.

        (5) Specific Exception to Constraints on "Academic Degree Training."  If a command determines that it has a continuing recruitment or retention problem, it may use full or part-time academic degree training to address the problem.  For a recruitment problem, such training would be used to qualify an employee in the shortage position if the command makes a finding that there is a reasonable expectation that the employee would be employed in the position after the training.  For a retention problem, such training would be used if it involves a course of study which is mainly selected 

for its potential contribution to effective performance of the employee in the shortage occupation. In exercising this authority, commands must comply with very specific criteria established by 5 CFR Part 410.308.  For this reason, commands choosing to exercise this authority must contact their Employee Development Officer at HRSC Pacific for assistance and further explanation of compliance criteria.

    c.  Agreement to Continue in Service
        (1) Employees scheduled to attend non-Government training in excess of 80 hours in a single program and for which the activity pays all or part of the nonsalary cost must sign an Agreement to Continue in Service prior to the start of training. This agreement requires the employee to remain with the Department of the Navy following completion of the training, for a period of:

            (a) a minimum of three times the length of training when the activity pays both the employee's pay and other costs; or

            (b) one month or the length of the training period, whichever is greater, when the activity pays all or part of the training expenses but the employee receives no pay.

        (2) An Agreement to Continue in Service is not required for:

            (a) training provided by manufacturers as a normal service incident to initial purchase or lease of their products if it does not exceed 80 hours;

            (b) training that does not exceed 80 hours within a single program;

            (c) training through correspondence courses; or

        (3) Trainee Agreement/Certification, Section E, back of page 1 of DD Form 1556, shall be used to execute the written agreement.  The agreement must be entered into prior to actual assignment to the training.  Failure to sign an agreement when one is required does not relieve the employee 

of the obligation to continue in service the required length of time.

        (4) The period of time an employee has agreed to continue in service begins on the first complete workday after the end of the training covered by the agreement and does not include any service in a nonpay status, except that which is at the activity's convenience.

        (5) The activity is obligated to fully inform employees of all conditions, entitlements and obligations prior to the commencement of training in a non-Government facility.

        (6) Failure to Fulfill Agreement to Continue in Service
            (a) If an employee voluntarily separates from Government employment before the expiration of the period of agreed service, the employee will be required to pay the Government an amount no more than the percent of additional expenses that are proportional to the percent of the agreement completed.  The activity must notify the employee in writing of the repayment amount prior to separation.  The written notice will also inform the employee of reconsideration, waiver, and appeal procedures.  Issuance of the written notice must be closely coordinated with the Employee Development Officer at HRSC Pacific.  When repayment cannot be secured directly from the employee, action to recover the funds will be taken according to NAVCOMPT Manual, paragraph 033020.

            (b) Repayment of additional training expenses will not be required in any one of the following circumstances:

                1.  the employee is involuntarily separated, 

                2.  the employee enters on active military duty with restoration rights under 5 CFR 353,

                3.  the employee is transferring anywhere within DOD, in which case any time remaining on the agreement will be transferred to the other component,

                4.  a waiver has been granted by the activity head, or

                5.  an appeal of denial of waiver has resulted in the granting of a waiver.

            (c) Reconsideration of the amount to be repaid may be requested when an employee disputes the repayment figure.  The initial request for reconsideration should be made to the Employee Development Officer at HRSC Pacific who will review the agreement.  If not satisfied, the employee may then seek review by the activity head.  The request for review by the activity head must be in writing and should reach the activity head before separation to provide sufficient time for the review because the employee's final pay will not be computed until repayment issues are resolved.  Repayment that is properly collected and deposited in the Treasury cannot later be refunded.

            (d) The activity head may waive in writing, in whole or in part, the obligation to repay all or the remaining portion of training expenses under an Agreement to Continue in Service when finding that recovery would be against equity, good conscience, or the public interest.

            (e) Denial of a waiver of repayment obligation may be appealed by the employee to the next higher level of management in the chain of command where the final DON decision must be rendered.  

            (f) The activity's Employee Development Officer at HRSC Pacific is to be consulted regarding any possibility that an employee may fail to fulfill an Agreement to Continue in Service.  The Employee Development Officer will be able to provide advice regarding waivers, recovery of funds, and other aspects of failure to complete an Agreement to Continue in Service.

7. Disciplinary Action for Noncompletion of Training.  Employees officially approved for training must be advised that they are on an official duty assignment during a period of activity-supported training, and thus subject to the same conditions and requirements that govern all other job-related duties and assignments.  Employees attending either non-Government or Government training facilities may be disciplined by the supervisor and/or activity head for any 

unexcused absences from or for failure to complete a training assignment.

8.  Acceptance of Contributions, Awards, and Payments from Non-Government and Government Organizations in Connection with Training

    a.  Employees may be authorized, in writing, to accept a contribution or award (in cash or in kind) incident to training in non-Government facilities or to accept payment (in cash or in kind) of travel, subsistence, and other expenses incident to attendance at meetings.

    b.  CNO, CMC, CNR, and AA/USN are delegated authority by DON to authorize acceptance of contributions, awards, and payments in connection with training from a non-Government source. This authority may not be redelegated any lower than Echelon III.  In authorizing acceptance, the contribution, award, or payment may be made only by an organization determined by Secretary of the Treasury to be an organization which is exempt from taxation, or by an organization to which the Criminal Code prohibitions on augmenting Government salaries do not apply, and then only if the following conditions are met:

        (1) The contribution, award, or payment is not a reward for services rendered the organization prior to the training or meeting.

        (2) Acceptance of the contribution, award or payment:

            (a) Would not reflect unfavorably upon the ability of the employee to carry out his or her official duties in a fair and objective manner.

            (b) Would not compromise the honesty and integrity of Government programs or of Government employees and their official actions or decisions.

            (c) Would be compatible with the Ethics in Government Act of 1978, as amended. 


     (d) Would otherwise be proper and ethical for the employee concerned under the circumstances in his/her particular case. 

    c.  An employee may accept a contribution, award, or payment from a non-Government source only with specific written authorization from an official designated in the preceding paragraph.  Authorizing officials shall ensure that all civilian employees are informed of their responsibilities to advise their supervisors of any offer received directly from a Government or non-Government source, as a result of participation in an activity as a Department of the Navy employee.

    d.  A request for authorization to accept a contribution, award, or payment shall be submitted by the employee through channels, to the approving official.  The request shall address all pertinent information including:  name, location, and tax status of the awarding organization, the total amount or nature of the contribution (itemized, as applicable), its intended purpose, and a copy of the granting letter.  The reviewing official (normally the immediate supervisor) will verify the tax status of the donor and forward the request to the appropriate official for final review and approval.  The employee will be advised, in writing, through channels, of the final decision.

    e.  Activities must make appropriate adjustments in payments, where necessary, in order to avoid duplicate payments for the same expenses.  If the contribution, award, or payment from the non-Government organization covers expenses which the activity is not authorized to pay, or which exceed the activity's ability to pay, no adjustment in the payment by the activity is called for. Accordingly, the activity must obtain expense data from the employee or donor in sufficient detail to make these determinations and to meet all budgetary regulations and requirements. 

    f.  Activities should coordinate closely with their Employee Development Officer at HRSC Pacific regarding requests for authorization of acceptance of contributions, awards, and payments from non-Government and Government organizations in connection with authorized training of employees.  Activities are required to maintain records of these authorizations to include the following information:  

Names of the recipient and the granting organization; the amount and nature of the contribution, award, or payment and the purpose for which it is to be used; and a copy of the written authorization.

9.  Attendance at Meetings
    a.  Department of the Navy policy permits and encourages attendance at and participation in professional meetings; for example, those meetings concerned with the functions or activities of the Department of Navy or which will contribute to improved conduct, supervision, or management of those functions or activities.  Meetings of local chapters of professional societies, held during or after working hours at Government or non-Government facilities are included in this definition.  Opportunities for attendance at such meetings will be provided on a fair and equitable basis.  Attendance at Government expense may be approved for any employee whose primary purpose for attendance is training or developmental in nature and whose purposes include one or more of the following objectives:

        (1) To acquire information needed in the performance of official duties;

        (2) To instruct/brief the meeting group on Department of the Navy's work or functions;

        (3) To help maintain state-of-the-art scientific, professional, technical, and managerial knowledge and abilities.

    b.  Civilian employees who attend meetings as official representatives will abide by policies established by the DOD and DON on participation by representatives in activities of private or non-Government organizations, including technical and professional societies.  These policies are set forth in SECNAVINST 5760.4B, Participation of Department of the Navy Components and Personnel in Activities of Private Associations; policies governing.

    c.  Activity heads or their designees are authorized by DON to approve civilian attendance at, and participation in, meetings. 

    d.  DD Form 1556 is to be used for requesting, certifying, approving, and certifying payment for attendance at meetings whose primary purpose is to train the individual to meet a job-related need.  Procedures in Section 508 of this instruction are to be followed in processing the DD Form 1556. 

OPNAV Form 5050/11, Request and Approval for Attendance at Meetings (Exhibit 2), should be used to request and authorize attendance at meetings that do not have training of participants as the primary purpose.  Guidance as to whether or not a meeting has training of participants as its primary purpose, and therefore which form to use in requesting and authorizing attendance, is available from the Employee Development Officer at HRSC Pacific.  Activities should be aware of any special requirements levied by major claimants or headquarters commands regarding use of the OPNAV Form 5050/11.

    e.  Training funds may be used to support attendance at professional meetings and conferences only when these activities have as their primary purpose the enhancement of job-related knowledge and skills. 

    f.  It is Government policy that Federal personnel acting in their official capacities shall not participate in any conferences or meetings in which discrimination is practiced on the basis of race, sex, religion, or national origin.  This policy also applies to attendance at meetings and conferences held in facilities that practice these types of discrimination.

EXHIBIT 1

SUPPLEMENT TO DD FORM 1556

Course Title: ___________________________________________

Training Source: ________________________________________ 

This form includes requirements set forth in CPI 410 that are not included on the present version of the DD Form 1556 and which must be met PRIOR to the approval of any instance of training requested by an activity.  This form must be completed and submitted with the DD Form 1556 to the Employee Development Officer (EDO) at HRSC Pacific for review and certification in accordance with standard procedures.


SOURCE SELECTION JUSTIFICATION CHECKLIST.  In instances where total training costs (tuition, books, travel, per diem, misc.) exceed $2,000, excluding salary, for a NON-GOVERNMENT training source, activities must document their determination of the source of training.  This determination is to be made by checking one or more of the most appropriate reasons given below AND providing a brief supporting narrative justification.  If the reasons listed are insufficient, check “other” and provide the justification for selection of that particular source.

    a.  REASONS FOR PERFERRED TRAINING SOURCE:

         (  ) Least Cost to Government                              (  ) Unique Technical Capability

         (  ) Available Locally                                             (  ) Demonstrated Previous Experience

         (  ) Available When Needed                                  (  ) Other (List Below) 

    b.  SUPPORTING NARRATIVE JUSTIFICATION (continue on reverse if necessary)



EXHIBIT 2

[image: image1.png]REQUEST AND APPROVAL FOR ATTENDANCE AT MEETINGS (See Instructions on reverse sidej

1. ACTIVITY AND ADDRESS 2. REFERENCE

3. DATE

Authorization is requested for attendance at a meeting by proposed personnel. The criteria Jor auendance at and participation in meetings as set [onh in
CPI 410.8 for civilian personnel and SecNavinst 4651.8K for military personnel have been mer.

PART | - MEETING INFORMATION

4. OFFICIAL TITLE AND OBJECTIVE OF MEETING (Attach announcement) (Continue on back if necessary) 7. SUBJECT MATTER CATEGORIES, CPl 410
MANAGEMENT OR SUPERVISION
WITHIN SPECIALIZATION

5. NAME AND NATURE OF SPONSORING ORGANIZATION OTHER (Specify}
6. LOCATION OF MEETING (Ciry and Siate) 8. INCLUSIVE DATES OF MEETING:
FROM: TC:
9. SERIES/GRADE 10. NAME ANO PAYROLL TITLE
SERVICE/RATING (i miliary, give organizational title) 11. ESTIMATED COST OF THE NAVY
{RANK} (Use reverse for additional names)

a. TOTAL ESTIMATED COST §
b. ESTIMATE PER PERSON
{In accordance with JTR Vol I}
REGISTRATION...

TOTAL PER PERSON s

12. STATEMENT OF BENEFIT TO THE DEPARTMENT OF THE NAVY FOR ATTENDANCE AT OR PARTICIPATION IN THIS MEETING. IF PARTICIPATING GIVE
NATURE AND EXTENT OF PARTICIPATION

13. SIGNATURE AND TITLE OF SUPERVISING AND REVIEWING OFFICIALS {Sce Instructions on reverse side) DATE
a.

PART il - AUTHORIZATION TO ACCEPT PAYMENY (To bc completed if applicable - Civilians only}
Authorization to accept paymens from a Non-Government source in ion with this g is req d. The criteria as set forth in CPI 410.7 have been met.

14. NAME, PAYROLL TITLE, GRADE OR RATING OF CIVILIAN EMPLOYEE(S)

15. NAME AND LOCATION OF ORGANIZATION MAKING PAYMENT

16. AMOUNT AND NATURE OF PAYMENT 17. PURPOSE FOR WHICH PAYMENT IS TO BE USED

PART Wl - ACTION BY APPROVING AUTHORITY
{Anry change made in PART I should be explained under COMMENTS)

18. AUTHORIZATION IS HEREBY GRANTED FOR D ATTENDANCE AT MEETING D ACCEPTANCE OF PAYMENT

18. COMMENTS

20. SIGNATURE OF AUTHORIZING OFFICIAL  (As designated in CPI 410.8 and SECNAVINST 4651.3K0 DATE

OPNAYV 5050/11 {JUN 1983) SUPEACEDES NAVSO 1200072, WHICH MAY BE USED Page 1 of 2 Pages




[image: image2.png]PART | - MEETING INFORMATION

ITEM 4. OFFICIAL YITLE AND OBJECTIVE OF MEETING (Continued from reverse side}

ITEMS 9 and 10. - SERIES/GRADE, SERVICE/RATING (RANK) AND NAME AND PAYROLL TITLE (Confinued from reverse side)

S. SERIES/GRADE
SERV‘I&EI':\:TING 10. NAME AND PAYROLL TITLE (If military, give organizational title)
3
INSTRUCTIONS
I.  The following i 30N pertain (o sigt ired:

2. Partl-ttem 13:
Line a - For the signature of the supervising official initiating action
Line b - For the signature of the reviewing official when the comananding officer or head of the activity has been authorized to approve requests for astendance
& mestings; or
Linc ¢ - For the signaturc of the commanding officer or head of the activity when the request is forwarded to the management bureau or office.

2. PartIl - ltem 14 - names of employee(s) will be entered here regardiess of possible duplication of kem 10. There may be instances when not all employees listed
in hera 10 will be requesting authorization to accepl paymens.

Past HI - Jeem 20 - For the signature of the authorizing official, department of ficld, to whom authority has been dedegated 1o approve atendance at meetings of (o
authorize acceptance of payments.

‘When milicary and civilian personnet are included o the same fom, 3 record copy will be forwarded as required for military personnel and for civilian personnel.

OPNAV 5050/11 {JUN 1983} Page 2 of 2 Pages
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