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SECTION 503  REQUIRED TRAINING

1.  Introduction.  This section contains a listing of general types of training required by DON at all activities employing civilians.  Since other types of mandatory training, usually of a specialized or technical nature, are levied on activities by their major claimants or other higher authorities, activities should supplement this listing accordingly.  In any case, activity officials should consult their Employee Development Officer at HRSC Pacific who can provide advice and guidance as to the most effective and economical means of satisfying any training requirement.  Activity heads may delegate to their Employee Development Officer at HRSC Pacific authority to approve and authorize the training of employees who are to undergo mandatory training or other training specifically required by management determination.  Such training should be included in the approved Activity Training Plan and the delegation of authority to the EDO to approve and authorize the training must be in writing. 

2.  New Employee Orientation

    a.  Activities shall provide this training to all employees newly appointed to Navy as soon as possible after appointment.  New Employee Orientation training is intended to develop in new  employees an understanding of their new environment and their job, to acquaint them with the relationship of their job to the overall organization, to promote their identification with the  organization, and to help them make a satisfactory adjustment to the job.  Responsibility for New Employee Orientation training is shared by activity management officials and HRSC Pacific.  

    b.  Personnel of the employing activity will conduct that phase of the orientation training covering the following topics, as applicable:

        (1) Brief history of the activity.

        (2) Current facts ‑ physical layout, number of employees,  etc.

        (3) Functional organizational charts showing responsibilities and lines of authority.

        (4) General local instructions, rules, regulations, and policies. 

        (5) Activity requirements concerning security, safety, and health. 

        (6) Introduction to EEO and union officials.

    c.  To assist activities in meeting the requirements for New Employee Orientation, HRSC Pacific will periodically conduct that phase of training covering Navy Core Values, ethics, Equal Employment Opportunity, and Prevention of Sexual Harassment.  Information on HIV/AIDS will also be provided.

        (1) Sessions will be conducted periodically, during the hours of 0800 to 1030, and will be held at the HRSC Pacific Training Center, 94-810 Moloalo Street, Waipahu.

        (2) Activities will receive a memorandum from HRSC Pacific approximately three weeks prior to a scheduled session, notifying them of employees who must be nominated to attend.  Nomination and enrollment procedures will be spelled out in the memorandum.  The Course Registrar at HRSC Pacific is to be notified of employees unable to attend as scheduled so that the employees may be rescheduled for a future session.  Employees not attending their scheduled session will not be rescheduled, except at activity request.

     d.  The orientation training, as outlined above, is not a substitute for the orientation which must be given by individual supervisors to all employees (whether new to their activity or  transferred from another job) for the purpose of acquainting employees with their work responsibilities.

3.  Security.  OPNAV 5510.1G, Department of the Navy Information and Personnel Security Program Regulation, provides detailed guidance on and requires the following types of training to be provided to civilian employees:

     a.  For each person who will have access to classified information, an orientation briefing as soon as possible after reporting on board or being assigned to duties involving classified access.

     b.  For each employee, on‑the‑job training in any specific security requirements for the duties assigned.

     c.  For each person who has access to classified information, an annual refresher briefing.

     d.  Special briefings as circumstances dictate, such as for foreign travel.

     e.  Debriefing at the time a Security Termination Statement is executed.  

4.  Computer Security Training 

    a.  All employees responsible for the management or use of computer systems that process sensitive information are required to receive initial computer security training that emphasizes an awareness of the vulnerabilities and risks of the systems and that provides the knowledge and skills needed to apply an activity's computer security policies, practices, and procedures. This would include, as appropriate, procedures for meeting information security objectives; responsibility and accountability; information accessibility, handling, and storage; physical and environmental hazard protection; system and data access controls; emergency and disaster situations; identification of threats and vulnerabilities; and other security related matters. 

    b.  Refresher training covering the above topics, as appropriate, shall also be provided as deemed necessary by the activity.  Training shall also be provided whenever there is a significant change in the information security environment or in procedures.

    c.  Assistance in identifying training needs, methods, and resources is available from the Employee Development Officer at HRSC Pacific.

5.  Safety and Health.  Each activity shall maintain a continuing educational campaign to help employees avoid and prevent accidents and take all precautionary measures to safeguard their health while on the job.

6.  Civilian Employee Assistance Program (CEAP)

    a.  This Navy program offers assistance to civilian employees who have problems involving alcoholism, drug abuse, or other serious personal problems which result in or may result in impairment of job‑related conduct. 

    b.  Activities are responsible for conducting a continuing CEAP education program for all employees and for providing training on CEAP policies and procedures to all new supervisors and to all supervisors on a periodic basis.  The purpose of the supervisory training is to ensure that all supervisors are aware of current directives concerning CEAP, the use of CEAP procedures as a management tool, and interrelationships between CEAP and other facets of personnel management.  This training is included in the supervisory development course titled, "The Supervisor's Role in Human Resources Management," which is offered approximately every six months at the HRSC Pacific Training Center, and which will meet the requirement for training new supervisors.

7.  Equal Employment Opportunity (EEO)
    a.  Training for EEO Officials.  Initial and continued training of EEO management officials is required if these officials are to perform their duties in a manner which assures that program  objectives are attained. 

    b.  EEO Training for Supervisors.  In an effort to help supervisors implement and practice human resources management based on true merit principles only, activities are required to provide all new supervisors with EEO training during their probationary period.  In addition, Navy requires annual refresher training for all supervisors.  Advice and assistance in developing activity programs are available from the Employee Development Officer at HRSC Pacific.  This training must be included in the new supervisor's Individual Development Plan.

    c.  Training in Prevention of Sexual Harassment.  All employees, both supervisory and nonsupervisory, are required to receive prevention of sexual harassment training within 90 days of beginning employment with the Navy and annually thereafter.  Employees serving a supervisory probationary period who have not had the training must have it included in their Individual Development Plan and receive it during the probationary period.  Activities may use available courses or 

develop their own training.  Training must be in the areas of identification, prevention, resolution, and elimination of sexual harassment. 

8.  Performance Management Program.  New supervisors of employees are required to have training in the DON Performance Management Program.  HRSC Pacific includes this training in its supervisory development course titled, "The Supervisor's Role in Human Resources Management," which is offered approximately every four to six months at the HRSC Pacific Training Center. 

9.  Labor‑Management Relations

    a.  Commanding Officers.  The commanding officer of each activity at which there is one or more bargaining units consisting of civilian employees subject to DOD CPM 711 and the Federal Service Labor-Management Relations Statute should arrange to attend a course in labor-management relations.  The course should be of at least two days' duration prior to or within six months of the date he or she reports to the activity, or within six months of the date an exclusive representative is certified for the first time at the activity, unless he or she has attended equivalent training within the previous three years.  The activity's Employee Development Officer at HRSC Pacific can assist in arranging for this training as well as training for management negotiators.

    b.  Management Negotiator.  An individual designated as the Chair of the activity management negotiating team shall, unless he or she is experienced in labor negotiations, undergo appropriate negotiation training conducted either by a primary national subdivision or the Office of Personnel Management prior to the commencement of negotiations.

10.  DON Drug-Free Workplace Course for Supervisors and Managers. All supervisors and managers are required to attend Drug-Free Workplace training.  Activities are responsible for providing this training.  Advice and assistance in developing this training may be obtained from the activity’s Employee Development Officer at HRSC Pacific. 

11.  Supervisory and Managerial Training

    a.  Definition.  For purposes of this subsection, supervisory positions are those which meet the criteria for supervisor or manager under the OPM Supervisory Grade Evaluation Guide (SGEG) or, if under the wage system, the Job Grading Standard for supervisors.  In addition, military personnel who supervise civilians must have the same knowledge of the activity's civilian personnel policies as civilian supervisors.  Therefore, military officers and enlisted personnel who supervise civilians should be encouraged to attend appropriate supervisory courses or briefings, particularly if the current assignment is the military member's first experience supervising civilians.  Managerial positions are those classified at grades GS-13 through GS-15.

    b.  Policy.  DON policy is that commands and activities shall establish and maintain programs to meet the initial and 

continuing developmental needs of their supervisors and managers. Such programs should reflect the mission, philosophy and needs of the command or activity and should receive full management support in practice as well as policy, including provision of sufficient resources in terms of staff and funding.  Further, the Department of the Navy recognizes the importance of its first-line supervisors to the DON total management team.  Not only are they key to the organization's productivity, but they are the logical feeder group for higher level managerial and executive positions.  Therefore, the training and development they receive must provide the basic management skills and knowledge to form an effective base upon which further management skills can be built. For these reasons, supervisory development programs should be integrated with those for executives and managers in a comprehensive system to enhance career progression through successive managerial levels. 

    c.  Initial Development.  New supervisors and managers do not ordinarily enter their positions possessing the knowledge and skills necessary to cope with the complex requirements of supervising and managing.  Consequently, newly appointed supervisors and managers are required to satisfactorily complete a one-year probationary period.  During this period, the probationary supervisor or manager is to be provided with any training determined to be necessary to prepare and equip the supervisor or manager for the job.

       (1) DON requirements regarding initial development of  supervisors and managers are as follows:

            (a) Needs Assessment.  The competency-based approach will be used as the basis for assessing individual training needs of newly selected supervisors and managers.  The competencies in the Civilian Leadership Development Continuum, found in Appendix A to this section, are to be used for this purpose.  Accordingly, newly selected supervisors or managers and their immediate supervisors will review the supervisory or managerial functions of the position and associated competencies (skills, knowledge and abilities) from Appendix A to determine those competencies which the new supervisor or manager already possesses and those to be attained through training and development during the probationary period.  In evaluating supervisory or managerial competencies and assessing supervisory or managerial training needs, the following factors must be considered: 

                1.  The performance standards established for the supervisor or manager during the probationary period.  Care should be taken to ensure that the performance elements established for this period reflect the competencies in Appendix A to this section and that training and development activities are selected which will assist the new supervisor or manager to successfully achieve those standards.

                2.  Previous training, education and experience which may have equipped the new supervisor or manager with some of the skills and knowledge necessary to perform the supervisory or managerial functions.  In assessing training and development needs, the relative recency of any previous training or experience should be considered.  For example, an employee whose previous applicable training occurred more than five years prior to initial appointment may require updating in the latest supervisory or managerial techniques. 

            (b) Individual Development Plan.  Once the assessment of training needs has been accomplished and a determination has been made as to which supervisory or managerial competencies need to be developed, this determination of training needs must be documented by the supervisor on an Individual Development Plan (IDP).  (See Section 502, Exhibit 1, for suggested format.)  IDP's for 

newly selected supervisors and managers must be established within 45 calendar days following assignment to the supervisory or  managerial positions.  The following general guidance is provided regarding the IDP: 

                1.  All newly selected supervisors will be provided with a minimum of between 88 and 112 hours of formal training in Federal, DON, and local human resources management policies and practices, in communication skills, and in basic management skills.  Such training is to be given to new supervisors as soon as possible during their probationary periods with training in human resources management within the first six months of assuming supervisory duties.  This requirement may be modified as appropriate for supervisors who have substantive experience in personnel matters.  Such modifications shall be noted on the supervisor's IDP.

                2.  For all newly selected managers with no previous managerial training, it is anticipated that at least 80 hours of formal managerial training will be needed.  However, this requirement may be modified for individuals who have had comparable training or on-the-job experience.  Such modifications should be noted on the manager's IDP.  A newly appointed manager may also be a newly appointed supervisor and therefore serving a single (combined) probationary period.  If so, the individual should be assessed for both supervisory and managerial competencies and training needs. 

                3.  Competencies requiring additional training and development must be documented on the IDP with the developmental strategies, time frames, and sources identified to meet them  (e.g., training courses, coaching, etc.).

                4.  Once finalized, the IDP shall be agreed to and signed by the new supervisor or manager and his/her immediate supervisor.  The immediate supervisor will be held accountable, through the performance appraisal process, for ensuring that the new supervisor or manager attains the core and other established competencies.  The immediate supervisor is also responsible for ensuring that training and development activities are scheduled, that the IDP is completed as planned, and that the Employee Development Officer at HRSC Pacific is advised of satisfactory completion of the IDP.  The Employee Development Officer is responsible for documenting successful completion of the IDP in the Official Personnel 

File, and for maintaining IDP's and other appropriate records for review by higher authority. 

        (2) Assistance in meeting the initial development needs of new supervisors and managers is provided to serviced activities by their Employee Development Officer at HRSC Pacific.  A summary of assistance provided on an ongoing basis follows:

            (a) Identification of new supervisors and managers.

            (b) Review of official training records of new supervisors and managers to determine the extent of their past supervisory or managerial training.

            (c) Notification to activities of new supervisors or managers beginning their probationary period and recommendations regarding any training to be included in IDP's.

            (d) Provision of information to activities regarding assessment of training needs.

            (e) Provision of information to activities regarding development of IDP's.

            (f) Monitoring completion of IDP's.

            (g) Documentation of completion of IDP's.

            (h) Maintenance of IDP's and other appropriate records.

            (i) As an aid to activities in meeting the requirement for formal training in human resources management policies and practices, HRSC Pacific offers a comprehensive course titled, "The Supervisor's Role in Human Resources Management," which is designed to provide new supervisors with an understanding of the principal human resources laws, policies, regulations, and practices that govern the management of Navy civilian employees.  It also provides new supervisors with an understanding of major human resources management functions and the nature and extent of the line manager's involvement in and responsibility for civilian human 

resources management. The course is offered several times a year.  Topics covered include: 

The Role of the Supervisor as Civilian Personnel Manager

Position Management

Position Classification

Staffing the Organization

Special Hiring Programs

Employee Training and Development

Workers’ Compensation

Performance Management

Discipline, Grievances and Appeals

Incentive Awards

Leave Administration

Labor Management Relations

     d.  Continuing Development.  Even after completion of the initial development of supervisors and managers described in paragraph 9c above, many new supervisors and managers will need additional help to develop the skills and knowledge needed to perform the many tasks required in a supervisory or managerial position.  In addition, supervision and management are dynamic fields where new techniques are constantly being developed and tested.  Therefore, supervisors and managers must constantly update their skills and knowledge in order to remain effective. 

         (1) DON requirements regarding continuing development of  supervisors are as follows:

            (a) At least annually, supervisors shall be provided with training opportunities to maintain supervisory skills and  techniques and to develop their managerial skills for higher level duties.





 

            (b) Supervisors are to be systematically provided with opportunities to update their knowledge of human resources management programs and regulations affecting their roles as supervisors or that affect their subordinates.

            (c) Experienced supervisors who are new to the command or activity are to be provided training in DON and local human resources management policies and practices under which they will function.  Such training should be provided 

within the first six months of their employment with the activity. 

         (2) DON requires that incumbent managers normally be provided training and development opportunities annually to enhance or improve their managerial competencies.

         (3) While IDP's are not required for supervisors or managers other than those serving probationary periods, activities shall document and plan to meet those training needs identified for experienced supervisors and managers as a result of performance appraisals or other systematic means.

         (4) The Employee Development Officer assigned to provide employee development advice and assistance to each activity serviced by HRSC PACIFIC is available to assist each activity in planning and providing for the continuing development of supervisors and managers in accordance with the needs and resources of the activity.

    e.  Presupervisory Training.  Based upon activity needs and available resources, activities are encouraged to provide some developmental opportunities to interested, full-performance level personnel who do not supervise any employees in their current position.  Providing such opportunities can permit an activity to develop a pool of trained personnel who could be selected for supervisory positions with a minimum of additional preparation.  In addition, some exposure to supervisory responsibilities prior to selection may assist individuals in making career choices about pursuing a supervisory path.  Developmental experiences may be provided as follows: 

        (1) Activities may wish to make available some opportunities for presupervisory development to all full-performance level employees.  The following are examples: 

            (a) Counseling on what a supervisory job entails (such counseling might be accomplished by a cadre of current activity  supervisors on a one‑to‑one basis).

            (b) Current literature on management and supervision.

            (c) Correspondence courses on basic supervision.

            (d) In-house briefings on the responsibilities of  supervision.

        (2) When making presupervisory training opportunities available to some but not all eligible employees, activities must ensure fair and equitable treatment in the selection process.  Criteria established for selection must be communicated to all eligible employees and should be related to employee performance as demonstrated by the last official performance rating.  Where programs provide some of the qualifications for promotion to a supervisory position and/or whose graduates are to be considered noncompetitively for supervisory positions at the command or activity, selections for the developmental program itself must follow merit promotion procedures and be made in a nondiscriminatory manner.  Activities are urged to consult their servicing Employee Development Officer at HRSC Pacific prior to providing presupervisory developmental opportunities to any nonsupervisory personnel. 

    f.  Civilian Leadership Development.  The DON Civilian Leadership Development (CLD) program is designed to prepare civilian personnel for future leadership roles.  The program is open to civilian employees in DON at the GS-9 through GS-15 and equivalent levels. Participation is voluntary and requires participants to acquire the specific foundation, supervisory, managerial, and executive competencies in Appendix A to this section.  Training in these competencies does not guarantee promotion but does form a necessary foundation for promotion.  The basic components of the CLD are as follows:

        (1) Each participant must have a mentor.  The mentor will normally not be the employee’s supervisor but will be an individual in a leadership role in a program or function related to either the employee’s immediate job and/or future career progression.

        (2) Each participant is required to have an Individual Leadership Development Plan identifying all the methods by which the needed competencies are to be acquired.  They may be acquired by a variety of means and are not limited to formal classroom training.

        (3) Participants have the option of using a CLD skills inventory process to obtain a baseline assessment of their leadership competencies.

Each activity should issue additional policy and guidance on CLD as needed.  Adequate resources need to be identified and committed to support CLD.  Advice and assistance regarding CLD are available from the activity’s Employee Development Officer at HRSC Pacific.

12. Executive Training
Programs will be designed to provide all incumbent executives (SES members) with the opportunity to enhance their managerial competencies and to correct any deficiencies identified

in the performance appraisal process.  Training and development activities for SES members will be planned and updated annually in conjunction with the process.  Their Individual Development Plans will reflect these changes.  Further, to maintain and enhance executive skills, SES members shall be provided a minimum of three weeks of training every five years. 
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Definition

Change Management

Serves as a positive agent for changes in the
organization's structural alignment, climate or operational
processes. Learns about and proactively advocates and
influences the adoption of promising new ideas, methods,
services and products from knowledge of best practices in
government and industry.

Coaching/Counseling

Develops skills in observation, listening and one-on-one
teaching; applies them to assist others to learn and
continually improve their performance; and provides
effective feedback.

Conflict Management

Anticipates and seeks to resolve confrontations,
disagreements and complaints in a constructive manner.

Customer Orientation

Actively seeks customer input; ensures customer needs
are met; continuously seeks to improve the quality of
services, products and processes.

Decisiveness

Takes action and risks when needed:; makes difficult
decisions when necessary.

Demonstrate Core
Values

See Navy Core Values

Diversity Awareness

Respects and values the differences and perceptions of
different groups/individuals.

DON
Mission/Organization
Awareness

Possesses knowledge of the mission and organization of
the Department of the Navy (DON) including an
understanding of how the organization fits into the entire
DON.

External Awareness

Stays informed on laws, policies, politics, Administration
priorities, trends, special interests and other issues;
considers external impact of statements of actions; uses
information in decision-making.

Flexibility

Adapts to change in the work environment: effectively
copes with stress.

Human Resources
Management

Ensures effective recruitment, selection, training,
performance appraisal, recognition and
corrective/disciplinary action; promotes affirmative
employment, good labor relations and empioyee well-
being.

Influencing/Negotiating

Networks with, and provides information to, key groups
and individuals; appropriately uses negotiation, persuasion
and authority in dealing with others to achieve goals.

Innovative Thinking

Develops insights and solutions; fosters innovation among
others.




APPENDIX A
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Definition

Interpersonal/Team
Skills

Considers and responds appropriately to the needs,
feelings, capabilities and interests of others; provides
feedback; treats others equitably.

Joint Service
Perspective

Demonstrates an understanding of the role of the
Department of Defense (DOD) and the importance of the
support roles and missions of all the Military Departments
and Defense agencies and how they contribute to the
success of DOD overall.

Managing Diverse

Recognizes the value of cultural, ethnic, gender and other

Workforce individual differences; provides employment and
development opportunities for a diverse workforce.
Mentoring Develops the ability to counsel others to help them to

achieve personal and professional growth.

Model/Reinforce Core
Values

See Navy Core Values.

Navy Core Values

Exhibits through personal performance the principles of
honor (ethical behavior), commitment (technical
excellence and quality of work) and courage (mental
strength to do what is right).

Oral Communication

Listens to others; makes clear and effective oral
presentations to individuals and groups. ‘(NOTE: Use of a
sign language interpreter may be appropriate for persons
who are deaf or hard-of-hearing).

Organizational
Representation &
Liaison

Establishes and maintains relationships with key
individuals/groups outside immediate work unit and serves
as spokesperson for the organization.

Presentation/Marketing
Skills

Demonstrates the ability to clearly articulate, present and
promote ideas and issues before a wide range of
audiences, including senior officials, in such a manner as
to ensure program credibility.

Problem Solving

Recognizes and defines problems; analyzes relevant
information; encourages alternative solutions and plans to
solve problems.

Process Oversight
Management

Develops/demonstrates the ability to examine systems
and workflow within the organization to facilitate process
improvement.

Program Development/
Planning & Evaluating

Establishes policies, guidelines, plans and priorities;
identifies required resources: plans and coordinates with
others; monitors progress and evaluates outcomes:
improves organizational efficiency and effectiveness.
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Quality Principles Understands and applies quality principles such as
teamwork, quantitative decision-making and continuous
process improvement to meet or exceed customer
expectations.
Resource Management Prepares and justifies budget; monitors expenses;
manages procurement and contracting.
Risk Management Identifies potential risks to product/program/ processes
early and implements effective abatement or control
measures,; defines evaluation criteria early and
continuously collects, assesses, shares and responds to
data appropriately.

Self-Direction Realistically assesses own strengths, weaknesses and
impact on others; seeks feedback from others; works
persistently towards a goal; demonstrates self-confidence:
invests in self-development: manages own time efficiently.
Situational Leadership Demonstrates and encourages high standards of

' behavior; adapts leadership style to situations and people;
empowers, motivates and guides others.

Strategic Vision Creates a shared vision of the organization; promotes
wide ownership; and champions organizational change.
Team Building Fosters cooperation, communication and consensus

among groups.

Technical Competence | Demonstrates technical proficiency and an understanding
of its impact in areas of responsibility.

Technology Encourages staff to stay informed about new technology;
Management applies new technologies to organizational needs; ensures
staff are trained and capable.

Written Communication Communicates effectively in writing; reviews and critiques
others' writing.
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