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ABSTRACT 

The training of ovemm ':il employe , regar I s f the fu djn.::, our e, is regulo:ed by 1he 
G -vernrncnt Ernr Joye s Trn i ing ct. The Office of P r oru cl Maeag, e:n l OPM_> ha· 
estabJi hcd r 0 ulat1on~ ha ·ed r. Ji legislation for all federal age , cie-.. The Dep rl.11ern of 
Def ::1 c (D D) has interpret~d ml rpplicd the er gu l. tiuns t Defense ngencies. 

This In tructic nest a li ·he p lici , ~ign re pons:bili tie. , an<l define · operational 
pro dures a l Lhc Uniform ices Cniv...rsi ty of the H alth . cience (USUHS). 

A. Rei · uau e and Purpo . . Th is rei · ue-; 
U UBS Ll t.ruction 1401' , and es t:i li ·hes 
p licjes, resp nsibilitie., and pr ced11r"' · for 
implementing the 1J II · training , nd 
cJeve·opn:ent progn1m requ .. r d y D D 
1,11 0.25- -..ib, rid FPM Cha_ t r 4 1 ". 

=.:..;::.;_==· Ref ren~e, u · d in thl · 
in En - losure l. 

C. ppli abilitv. This lnstmc11011 apr lie.~ Lo 
1.:ivi lian e.:nploycc or U UR . rt :1ppli ii tc, 

aJl traininc : cquests fr 1111 c ivili1111 
cmpl )' e. reg n.lle · · of the ·o rec of Lh 
fund. u ed t pay ror the tra ining. me 
I cal proc ure , a noted als include 
nlilita.ry p rsorrn el. 

D. Definitions. Term· u ed in this 
.nslruction are defined in Enclo. ur I. 

E. Polky. 
1. Ernpl yee Lrnining and d v lopmt:nt 

are ·senlial f· mclions of ' UHS 

manager.1ent. The L'SUHS mi. si n demand~ 
the continual up :-adir:g or empl oyee 
know] dgc, skill s. and abilities in rder tJrn t 
ll UHS er onnd can b fuJJy competent in 
meeting r ulurc pe1fo1mnnce rcquiremen: . . It 
is the U Ull policy to cnco ag::: empl yee 
elev I pmcnt at .11 level. a d in all 
o cupntional lidtL'. This <le.velo1n1ent c1n 
includ:- consi:tent ..,,_,. ith "vork req·.i iremc.nts 
and priorive.s: altendan e £{ fonnal course~ 
duri ng both dmy and non•cluty hour,; 
pa 111 i cion in appropriate \VOrkshops ::nd 
seminar.; and imol eme l in both informal 
a11CJ form al o,-tJ1e-job miining experience . 

2. l'rnining and develo: mcm progra. 1s 
mu t focu on specific identified ne <l · ;rn<l 
pecific desire r .·ul ts. JSUTJS mployce 

development tmd lruining pr grams arc 
de: igne<l to: 

a. Jrn prove cnployce p rfonnan e of 
current duties. 

b. Provide a means ror systematicall y 
developing employee skills in order t . e:::t 
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current ·md fu ture manpower kiJl 11-.;.cd . . 
c. Provide opportunities fi r 

develo?menl of high poten ial employ c:. . 
d. Provide employ cs with the abi lil 

lo meet changes in organizatio al poli~ 1• 

mi sion, technology, :tn..clure, r 
equipment. 

e. Maintain stale-of-Lhe-art p"'cializcd 
proficiem,ie ·. 

f. Encourage a11d fa ilLatc a s1.rnctur .... d 
program f upv,rard mobility for l01A,er-l vel 

mployee·. 

F. Responsibili ties. 
I. The Pre1iident,; ill e~tablish the basic 

p( I icy for trailing to meet the needs f 
individu, J components of the USUH 

2. The Civilfan Human Resource 
Managcmc:u D~r 'Lorate (CITR) will: 

a. CoordinaLe, implement, and prnvidc 
general supervisi n of th train in pr gram 
~ r dvilian UH employ ~ .. 

b. Approve training r que ·ts · nd 
·~ertiJy c mpli ance with regularory 
requirements. 

c. A ·sd op 0 rnting o::-fo..;iaL, 
nece. ·.iry, in an arurnal . urvey or training 
need . 

d. Dev lop an ,mmrnl training plan 
and annual budget. 

e. A<lvi~e managers on Applicatio. 
R ~gulatory R quiremcnt to be sent co 
requ ·ted trainin pro n. m.' and cours ·. 

f. Pro c . adminisLralive d ta:!· 
relato.;d t t;~rolling cmpl yee into in-hou:e 
··oun; ·s. 

g. Develop and implement evaluat ion 
procedures for employees attending all 
c m ·e . 

h. Incorporate grade re_ ort · a!1d 
records of b·aining into the officinJ personr cl 
files of each employee enrolled and 
participating i.n .11 idemiiiahl· tra;ning 
event. 

i. Prepare training re: orts . 

.>. M·magers are re pon iblc and 
accou table for en uring · at th ir 
subordinates are competent in performing 
their duties efficiem l y a:id cffi ti v I y. 

upervisors arc respo:1. iblc tor: a. se ' ing 
the training needs of · ::ich ~ubordinate 
employ e; making re .. our es available for 
training; providi g rea on ble pportuo.ity 
for thei r employee· to acrend required mld 
approved tra ining: en mi.n j1at they attend 
the tr inin cour c and subsequently util i1.e 
the skill. they ob:.ain; counsel 1. o their 
~ubordinaLe. in career development and 
produ_frvily improvemenl: and making 
recomm n<lation· for trni ing that \.Vould 
enhan e employee p rforman ... 

4. The em1 h vee i: r .-p n ·ible for 
ubmitting a properly co1 pl t d DD orm 

1556 to his/her immedia1e ·upervi r for 
signature and 10 l]1e l) partment 

h · irpersoniActivicy Head for nn auth -
rizing signature. Thi ho Id b d ne so that 
ca h tr :ning appJ i :.1lion Lm v~· at Lhe 
L"SUHS CHR al least thr we ,._ before the 
regi. traLio:i deadlin for the our e. ·ailurc 
LO obloin advance approval of raining ma 
be the ba is for denial of payment by 
L UHS. The ci ilian mpk ye .- shall 
demon tral initi 1 i"·e in meeting their 
Lniining and deve101 me:lt need . and hall 
ex pen I the time and effort necessary 10 

achiev career bjc riv s c nsistcnt with 
L · UHS and D •par:m L or Def"ens goals . 
Employee .. hall provide informati m on 
self-dev lop 1enl ai..;tivities to the training 
officer in the CUR office for rec rd kecpino 
purpose ·. 

5. The Traj11ing Offic r i.· re~pon ·ible to 
th Director, CHR for the verall 
management, implementa ion, and 
evaluntion of the USUHS Employee 
Developmem nd Trninino Pmgra1T1 . The 
Training Officer sh· 11 plan, program, aod 
manage adequute fman inl and :aff 
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re ·ources to meet lhe USUH trnmmg 
n ed'i-. The raining Officer shaJJ ... , t:abli h 
and work with an appropriate U HS 
Tr-ining Corr .. mi.tt e to d velop trnining 
policie and inve tment strategic.~ develop 
and administer recommend d training pro­
n-ran.:'J; provid r fe. sional advice and 
co'.l.nselir.g l employees and mnnagernent 
officials; en ure that. all required rrnining i 
conducted in a pr fi ional and cimcly 
manner: and evaJuat the cffectivl!nes, f 
compl tcd t.rnin.ng. 

En ·losure ·: 
1. Refere ce 
2. Definitions 
3. Procedures 

6. Trai.1ing pro 0 ram commit.tees may be 
e t, bli hed to improve ;pecific port ions of 
the USUHS training pro0 r· m. The. e 
c mmitLees shill pr vid the training offi ·er 
\.vi1h a<lvice and r-conunendation · and a i t 
in implementing specifi program . 

G. Procedures. Proc durc 
. 

thar impl ment 
the Employe;:.. Development aud Traini g 
Program a::-e in Enclo ·ure 2. 

H. Eff cctiYe Date. r1i lnstrnction is 
effective inuncdiate ly. 

(Y! f! r'v-
~~ L-. /~ ~ 

Charles L. Rice M.D. 
Presid nt 
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Enclosure l 

RRFERE~CES 

(a) ' UHS Instruction 1401. dat d May 27. (c) FPM Chapter 4l0, Training 
1993 (hemby anc 11:.,tl) 

(d) OPS SOP No. FMG 307. Accounting for 
(b DoD 1400.2 -M. dated November 25, Training Costs, May 17, 1989 

1996 
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Enclosure 2 

DEFr 

1. mining. A planned, prepared, and 
coordinated program. cour e, cu.rri ulun:. or 
routine of in truct10n .r education. It has 
. pcc:fic objc rive, , a s ctu re<l program i 
. Ludy deL nnin d mileslon, wi th 
e ·tablished tim -frame ·, a meth d of 
evsluali n, and provi ions for re ognizing 
sat i fact ry c mplction. Training is an 
cpis de where acadc.mjc r;.,d1L may h 
. iv n tui tion charg d, and an in. tructor­
srud nt r lationsh ip usua]ly exi. s . 

Ltendance al certain ·eminar nnd 
·ympo in may be onsidercd training if th 
prLmary ptu·1 ose f r attending them i . 
• quiring n w knowle<lge whic:i has tli recl 

pplic::.tion t th mtende · ·, po. ition t 
U LrfS . 

2. Government raining. All trnini ng 
conducted b a trr.in.in::i re w ~ f the 
federal govcmm nt regard I' . r where lhe 
trail jng take. pl a . 

3. Kon-government Train ing . Al l training 
:::onducted by a training re. ow-cc th, t is not 
pal.1 of the f "deral go cmmcnt. 

4. Int ragency Traini1 g. All training 
c nducted by a non-DO trnmrng re ourcc 
of th federal government. 

5. J\cr.dcmic Credit Cour:e. Any course 
prn i<li.:d by a univers ity. college. high 
·c ool. or other accre<lil d ·chool (in Ju ing 
the . . Department of gricultme 

raduate Sebo l and imila:r r anizari ,ns) 
as part of it regular academic calen<lar, and 
Lhr ugh which cr~dil ll>Wmd completion of a 
fonr al progr· m :-.iL the · ho I i earned. 

6. h rt our. e. Any cours oth r than 
academic credit our. e · ' Ch <lLll ti · s part of 

TIONS 

as h 1' regular a adenic calendar, 
\Vcl\ as tho coffer d by government (e. 
OPM, GS. or n n-o-ove m nt trainer' 
regarclle 'S of the :itl e .) f the cour:-e. Sh 11 
cour e · may be h Id in ·ide r ut ·i le tl:e 
l aJ area of the U ' UH and vary in length 
frou I than a day to sev ral we ~ . (Sh rt 
cou:-s~ . hould not be confu~ed ·i6 
conf erenc : or m li1 g: .) 

ur ·e held on- ·ite 

organi· tion..11 need · and are paid ~ r by th 
appropriat organiz.ac· � al comp ~nt 
specifically rcque ring the traininb cm . 

. Conf rcnce/:'vf cting/Sympo. ium. These 
cleve] p71enLal inciJen1s differ from formal 
training in that they are usuall~· ·hon in 
dmatlon, may requ ire fee (n t tuit ion , a.re 
nomiall..' not hiohly .- rm tur d. have 1 

number of sp a.ken, or le d r: · ra·J1 r :han 
one teocher wiLh an in ·truc tor-stuclen: 
relation hip, and ·eldom provide academi 
c:·edit or require fonnal evaluation . 'lhey 
may b ~µ n. orcd by govcnuncm or non­
govem m m fac il itil.!s through pro cs, i nal 
·ucie1jes. trade associati )n ·, ·pecial inter l 
gro ps, or ·imilar organi,.ations . DD 
form 1556 Request, Authorization 
Agre mcnt, Ce1tification of raining and 
Rcimbursem ~nt) i. used only wh nit is 
determined Llrnl the onf rence/m ting/ 
·yJnposium · s of a "training wture." i.e. It is 
primarily to train the indivi ual to meet a 
job-rela:ed need . If the confer n cl meeting/ 
syrnpoS:um do . nol me t that tc. t hut :. a 
coming togeLh r of profes:ional~ for 01he 
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th, n trninin° purpo c . the proper fonn: are 
OD1610(r gtLlartra !)and. F 7 -(iflh 
cv nt i local, . 

9. orr ' P ndence Cour e. A OUJSC 

~ nducted prirnJrily thr ugh the mail . ., , tern 
and i.nvolving x hanges bet\ ecn tr. 
.. ntdem and <11 in. tru t rat th 'chool. The 
mat rial i. ~ nt by the tr· ining re o rce 
dire ·tly t th ·tudent. The cour e may be 
r dlt or on- red it: government or non­
overnm-..nl. 

10. Di.rcdcd Study. vid Otap . n mp· ter 
Assi L d ln ·truction (C l), or th r elf-
pa l proo:-am. 

l l. fficia l J utie ·. Agency-author ized 
dutie whi h an employee . l;urrcntl)' 
rerf rmb 0 or could rca rnhly b exp ·1 d 
L perform 111 th fore~eeable r uture. Tn 10 t 
ins um ·es, these duties are docum med in the 
p . i1ion de ·cripti n PD). 

End o, ure 2 

l2. Trainin° Priorirv. The degree f nc..:cd 
for training an be eparat .... d imo thr 
categories: 

a. Prioritv one - E. cmial: Tr ini g lh;it 
mu. t b accompli 'hed during the immcdiaL 
training cycl or it will ha 1e an ad\erse 
mi · ·i n effe L; tr hli.Jl g n ded to en ·m 
attainment of perfo!1 ance obje tive 
orr t criou p rfor:nancc defi icnci s; 

and tra.inir: r quircJ by law. rc0 ulation, or 
higher authority. 

h. Pr:.ority Lwo - Nee led: raining 
r qui1 <.I for ·y·H matic replacement of 
killed emplo ' e through career 

manaocment r th r w rk ore 
dcvEl pment programs. D r TTTien t will h 
an a<lver. e mi ·si n ff ei.:l over :111 

indeterminate perioc.l. 
c. Prioritv thre - · seful: Trainin° that 

genernlJy broaden · an indtvidLal and 
enhances th ov r I pcrf nuance le l. of 
c:npl y c, alrca y c nsid red to I 
com pete nt. Deferment,. ould ha lill l 
im1 i le ::idver ·e mi ·~ion impa t but 
would preclude or de ay impro ing pre cnt 
mi i n accompli hmcnt ". 
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EncJosure 3 

PROCEDURES 

1. Eli:a.ibilitv. All USUHS cmpl yee ' are 
eligi' le to p·articipat..., in Lraining activiLies at 
go cnnn~nt expen ·e. However. manager 
r qu sting training for part-time/temporary 
employe · maybe a ked to do umcnt the 
nece · ·Lty and co 1-cffectivcnci s of ch 
reque ted training. 

a. Corr t p rformaoce tlefi iencies 
ci tcd ith the execution of offi ial 

dutie. in I.he current po ·ition. 
b. cquire k.nov ledge, kill , nn<l 

abil itie- hi h rue p· rt of indi idual and 
formal arcer progres. io pr gmr1 ·. 

uire c()mpetenc nece · ·ary to 
rfon i11 the r . 11l posit ion \1v·here 

cha11g i. occuring dtJe Lo org,mizational 
restn..1cl1tre, poli ·y revision mission 
inodifi ·a~ion, I hnological i1rn at: n . . or 
new e uipmcnt. 

d. '1 et requircmenl a'isociated with the 
crall tmin ing and developme t of activity 

' Laff memb" · ( .g .. tenm training and 
organizatio al development). 

. Fulfill retraining rcquireme. Ls for 
mp o_ l: . di p:aced through re.ducti n-in­

forc : r for emplor · affe ·r d by hnn°cs 
in the organi,aLion, a reempha i of the 
mi ·si m, or modified work a ignmcnb. 

f. Full relrain.ing requircmc1m for 
cm ploy'c. who become di ·abled and cannot 
pcrfonrt the dutie. Jf their ·urr nt po-- irion. 

2. M rit Prom~1t ion. 
n. 1it prornoti n procedure must be 

followed in clc ting career and career-
c nditi r~c I empl ye. l\ for Lhe following 
thr type. of training: 

( 1 rn infog that i part of an 
uthorized training agreement that provide~ 
uali.fic:Hion. for a dirr ren t occu ational 

series. 
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(2) Trainin that is pnrr of a 
p:·om tlon proor2.rn, even though the 
p::om tion may not f l low training 
immediately e.g .• upv.-ard mobility. intern. 
apprentice. and competiLively selected 
lo11g-tem1 training). 

(3) Training 1hr.t i r quired before an 
~mployc may be con. idered qualified for a 
p sition. 

b. :\1ferit promotion pro· ·dur s f r a 
selecl!on for 1raining don t appl_ 1 when th 
training i a social d with a promo:.ion u l 
covered by the agency'. Merit Promotion 
proc~dures e.g., an ai.;cretio:, or ·Jul i s 
prom ti n . 

nLific::ition f Tro.inin e >leed . 
a. fndividual 1 eeds. Ind ividual tr, .ining 

need· r.aJI be detcrmi11cd ru mally, in 
onjunccion with th applicable perfom1ancc 
pprai al s ·. te 1 cyde. Forn1::i l lndividuuJ 

Developm nt Pl an. (ID . } ar normally 
requ ir d only f r probatio.rnJy supervisor , 
S nior E e utiv 'ervi c ( ES) members 
up,,vard mobili:y program pa.nicipan s, 
Veterans Readjustment ct (VRA) program 
members, lo:ig-Lenn 1rninee~, per. m in 
cu peraLive edacation programs, and other 
employee~ under pe iaJ training 
agrcem n . Neverthclc.,, the u. _ or Lhe IDP 
i .. encouraged o.s an effective Looi lo 

accurate! y idcuif y an<l rn el empl ye s · 
training 11 eds. 

b. · ctivity Needs. 
(I) uperv i or • i.n consul:ation with 

their ubordinat employ , •. hal l tl l.erm.ine 
and approve in<li i<lual n tls and obje tives 
for ea ·h ·ubordim1te employee in 
conjun ion with the annual performanc 
a pra· al procc . . 
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Endo ure 3 

(2) . fonagement o~hal at euch 
ucceeding level of the a tivicy ·ball review. 

con olidatc, and end r ' e rcquir ir.cnt 
:dcntified for funding uppo11 by 
. ubordinate offi:;iaJs. The shall add major 

r organiz.a•j n· I tnining req 1irements 
which re not addressed through the 
individual needs determinatim1 proces · or 
which ar omitted i.Jl the a.n11uaJ tr, ini.t1 , 
. u:-vcy r view. · y ' llb rdinmc upcrvisory 
and m· agement officials. ,ardul j dgrnenL 
must he exen:i cd t 1 assi0 11 priorities to all 
soJr · s or nee I -.:u h a· individua· employee 
need erall workforce bl! requi.remenrs, 
and f nnalized arc r management 
pro0 rnrn, . 

4. General Training P:-ohihitions. 
E,.pencliLur~ fo,- tra·ning , hall n t be 
authorized f r the following: 

a. Training which i prim~ ·ily for the 
·'mp~oyec' s personal benefit aud which 

•ou~d < r.ly ir.cidentally in ·reas hi. lhLr 
corn elence and ' efu ne ·s lO U UJ I . 

b. In mo ·t ca e . trainint:: or paymem of 
"'Xpen e for the olc puq o c of btaining 
an acadt;mi dcg1·ee o:- f r qualifying for 
· ppoimm nt to· position for whit.:h a degre 
i ' o bu ·ic requireme~11. Regard ing paym nt 
of di · rtation 1 ·earch fe ·. rcqu ·ts for 
funding m t be made vi~ the individual's 
upcrvi ory chain and mu. t plain tl1c 

di r ct relationship h..,tw en the disserlalion 
r ·enrch ·ubjecl und the mploye ' · 
p ., iti n. If nn cm_;J loyee receives ::i degree 
from training cour · "'hi h ;-ue primarily 
intended Lo improve work performance. th 
degree i con. ide1cd 1 in idcmal 
by-product of the t.rainin~. 

NOTE: Recent legi lation (]]low 
flexibility in ex1..-ept.ioas to thi pr hibition if 
there i. a qu -.lion of hir: ng a p rson inw or 
keeping a person in an ideolified hard-lo-fill 

po ·ition. CHR ·hould be on ulted o the 
applicatio of the new legi · Jation in . p ific 
in tam:es at the CSUHS. Thi con ulla.t · u 
hould precede the , ubmi • ion of an_ 

training requ;::~t. for rhe purp c of 
ohtaininc a deoree. 

. Training in fa ·ilitie \vhi h d·, rimin t 
i1: the admi ion or ub qu nt treatment of 
· tudenc n t.ic basi of race, sex, a_,e 
r liui n, or nat:onal origin. 

Cmw "· 
a. Empl yci:: may attend cour e , holly 

0 :1 official working time if manao :n nL 
judg -; that their participation\\' ukl 
inerca. e th ir value t L SUHS. 

b. Courses which !be em ploy e ti · ires to 
at tend prir arily for hi ·/her per ·onal b nel 1L, 
and which only indire tly r light! 
mcrca hi /her alue to U UH mu t be 
tak n on hi. /h r o,,vn time and at hi /he wn 
e. p n e. 

6. Training Record·. 
a. A record f aU authorized 

LI aining received by each emplo Jc \Vhil 
em ployed at U. UH i.-; maimaine<l by the 

IlR ffice. Tt i.' re om'l1en<led LhaL ea ·h 
em1 loyee en ·ure the o:11pletenes · and 
a ... uracy f hL/h 'r wn u·ai.ni.n record by 
p ' ti odical.y re ·iewing hi!-./h r Official 
Pe~ nn I Folc.ler OPF) or computer 
printcut of training. 

b. mpJ ye- who t • ke job-r laL d or 
career-orient training cour·e on their ov,'n 
time and at no expen e to CSUHS, may 
have the course. record~<l in th ir trainin 
record · b .- ·ubmilting a D Fonn l-56 
along with verification by the trninfog 
resomcc (e.g., chool, c.ollcge) to the CHR 
Training omccr (complelin only bl c s 1, 
3, l 9a and b. 23a an<l b). F m 1' submille<l 
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for thi · purp e rcquir ... neith:::r jtnification 
nc r approval. 

7. E aluacion uf Training,. Employee 
tr::.inin an<l evelopmcnc r presen t a 
ul stantial annual c pcnse Lo U UHS in 

li me and m ney. fanagement expect the 
re. ults of training tc he c unc:1. urate with 
its exp1;;nditurc or r ··our . Consequently. 
lhe a ailabl :.raining re ourc.:.s. the c ts 
involved. and the re ulcs of the trirung m s.L 

be cvalu ted co:iti.nually. 
a. Trainees are asked Lo evaluate tJ1e 

~< ur ·e they , ttcud and Lo forward these 
... valuation through the approving authority 
lo Llr CHR Tra' n.ing fficcr. ff !!Tades arc 
awanle l. the individual tra ini n~ incident i. 
n t ompleted until n trninc -;ub111i t · an 
~valuation and grade. 

h. The CHR T iaining Officer s.hall 
revi w 1hc trc inl;e's alua ion, and. a: 
necc- a.ry seek the ad ·i c of otJ1 r 
employee. ,-md manager , regarding the 
effectiveneu f ])L:Cif:.c cour · ·. 

c. Sup rv i or and manager who cc11iry 
tra ining for US HS ml1 ·t e a.luatc t:ie 
·e uh of the tra iniC1g. 1 he cvaluatkms are 
u~cu L <leLem, ine tlr cxtc1n Lo which the 
(raining as impro cd Lhe employ1:c's 
knowledge, ·kill , ani tude, :md 
pc:fonnancc· to cnsnr that training 
rei_our c. are used economically an<l 
cfkctiv ly in the areas f greates, need; and 
Lo es~abli ·h trni.n.iDg pri ritie · and plan. for 
Cutw training. Wht:n training re -ult in a 
substan tial :11onc1 c • savings, or, conv..,rsely 
i · j udged in de uate, the HR Train ing 
Offi er hould he advi ed. 

w ai lable to USUHS 

ndcrgraduale and Graduate Level 
Course..;;. Employee must meel all the 
academic requirement. of the traini1 g 
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in ·tit tion before enrolling in ru1 academic 
cour. c. 

( I) t DoD installation. in the 
Washington area. there are after-hours 
cour · · ponsorcd by local colleges anc. 
un iver itie . lnfom at ion oncerc.ing c ur ·e 
offerings i~ va ilabl fr rn the C HR 
Training Offi er. 

(2) U UHS mployc "may. witt 
prior approv, l, attend academic credit 
emu ·es given on campu · at college. and 
u'1iver itie . Ordinarily, only one cour e p r 
·eme tcr i allowed. US IIS paymcnLs 
u ually over co ·t of tu ition and book . 

b. h m Cour . CS -H o ca ionally 
off er· sho1t our s in certa in pr gram 
are" . The c urses are taught during 
v..orking hour and pro ide for the need~ or 
U UHS empt y e,· . Jn cert. in case. 
npervisori;, man 1gers . • nd mployees may 

request a ~ p ial com~ to b bro ght n-
. i Le at U Lill . Wh-n cnrnllme -rforan in­
huuse comse i: a ailable USUHS-,1vi<l . 
"no- hmv." anJ lat anc llations may '-:,e 
char0 c<l h a Department n p r apita rate 
for tJ1e e p n ·e incurred by Lhe I IR in 
providing the ur . Employ es de iring 
training may rcqucH (orb :i sign 'd to :alee) 
hon our. cs a: non-govenuncnt fac ilitie ·. 

c. lnt~ragency Training. There are a 
variety f int ragen ~y cour cs in 
\llanagement, Persc nncl , Finan , 

1p rv i ·01y De clopmenl, C mputcr , 
Clerical kil.s , anu other ureas. PublicaLion~ 
bull tins. w<l brnchrn °s will be avail uh le 
fr m the CHR Trnining Offic r. 

d. Su rvisor/Mana 0 cr Trainin . a ic 
)'; upervisor and manager trai ning ourscs arc 
adver1ised, and in ·, me case· offered at 
U UH periodic.illy in order thac: 

I) w ·upervi or. 2crnd manager 
can meet the 1mrndatory 40 hour · of 
supervisor training. 
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End o. ore 3 

2) Expc1icnce ·uperv isor may 
re eive appsopriate up-dates and refre 'her 
train.ing. 

. Training throu gh ~ on -Government 
Faci lities. 

n. Limitati n . . 
(1) Temporary employc (under 

ce 1ain condi Lio7 ·), ::ind cmpbyees wbo 
cupy perman nt career, career cond:tionaJ 

r x epLed po itions, who are expected to 
· .. nili,e Lhe !mining in performa.c.ce of job 
:-e:-.po1 ·ibilitie , are eligible to attend 
training in non-go ernmem faclliti e~. 

(2) n employee' s tota l training may 
n t :c ed l yeardurino theCir·tlO-year r 
:111 • sub equent l 0-year period of hi. /her 
continuous or non-con:inuous ·erv i e in th 

ovemmem follm ing Lhe date of initial 
en:ry inro th ci ii service (tim ' spent in a 
n n- a_ catu.' count · tO\vard the I 0-year 
pc::iod. ) If an mployee receives Jes than 1 
yc:::tr < f tr..i ining in any decade, there i n 
carryover or accumulation f eligibility l 
the n xt dee, de. 

( Th rollowing at , not c 1u11ted 
a2.ain ·t the 1 year in 10 limirnLion: 

(a) hor: course,.,, seminar.;; , r 
01 ti er training that d n l exc ed 40 hour:-; 
wi :-hin a ·ingl ~ program. 

(b) Tr ining provjded by 
manufocurer-" us part of the no1111al se:·vice 
incidt:nl l ) Lh pur~ha ' C or I eas of their 
product · un er procurement .ontracr. . 

{ ) Training through 
con·esp nd nee course ·. 

(4) Th TSUII Pre. idem m· y waive 
thi. l year in IO limit al ion for an ern plo:ycc 
whc all th fo ll ··in" condition· arc met: 

(a) The employee is crving under 
a areer or car er-condi tional appoirilment 
or md ran nppointment ,vith ·)ut time 
limitati n.-; in the cxccpteu service. 

(b) The Lraining, when added to 

liSUHS lnstmction 1401 , 09/2006 

the amount of previou. tra ining through 
non-gover.uncnt faci li ties. wouJd not c. ced 
2 years in he current 10-year period of 
·erv1ce. 

(c) A record of U1c authority used 
in making Lhe waiver is .iJ1aerced into 1.h 
employee' · OPF, showing description of 
training, amount of trninin° applied toward 
limilarion, tim p 1-:od i r whi h waiver i: 
r quir'd, de ·ript ion of 1mtjor dutie. lo 
which training pplie. , bcgi.Jming of next 
decade of servi ·e.. an statement or reaso1 
why lirnitmion or postponcm nl of tr in ing 
w uld be contrary to the puhlic intere t. 

(5) A U UHS employee h. ving le ·s 
tl:an 1 y ar o current, continuous civil 
crvic·' i. not elig ible for trajning in a non­

gov mmcnt facility unless the approving 
official determines :hat po lponem nt f the 
training would be comrary Lo the public 
i nLerest, and o c rLi l'ies on the tr, ining 
r~que-c. The approving uperv i. r must 
arta h a wriuen jusrifi ati n to th DD l : 56 
anc. ting l\ the fa-t tbnt the expenditure of 
tr- inir.g lu.7ds i beneficial. Example· of 
such 1rnini:1g i elude: 

a) Training whi h docs not 
ex ecd 40 hours wi thb1 a inglc program, 
. m .. Ler, or qt1arter. 

(b) Trajning pro icled by 
nrnn ufuctu rer as part of tr.e normal service 
incident to the i.ni ti·•l purcha e or lea. c of 
their product under procurement contracts. 

(c) Trnining tlu-ough 
com~spond nee oures. 

(d) T ·nining c scntia[ to law­
nf ore ment activi ties. 

) Trainir.. g e ·sential to the 
protecti n of life, ·afety, 01· pr .perty. 

(f) Trnir, ing which employee - ~an 
lake al little or 10 o. t Lo Lheir agencies, 
other t.han alary xp n ·cs . 

(g) Training which is part of a 
formal apprentice tmin.in program for a 
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Endo·ur 3 

killed trade. 
(h) Trainin ~,J, ich i · relativ ly 

. hon hi hly special iz d, very cl el y job-
1 lated, an<l uf immedi le applicat ion. 

i) Training whi h i an 1t gral 
art of a fonnal. ntry-lc I de clopm nLal 
r gram. 

(j) Training in a Non-g -.•emmcnt 
:acibty will not he a•.ith ·ized if the tr in.i.n0 

n ... d can rea:onably be r 1et th.rough 
av;.iilable government re ourcc . 

(6 r cs for inrcm1iuen1 
and p, rt-: imc mploy mu. l he justified 
fully on the ba i. f aJue to he 

v mmenl, as well a, on re.: onabl 
expectation f continued employment at 

fl I up n comp~etion of th course .. 
Only in ex eptional ase~ will approval b 
granted to the c cmployc s f r :nore than 
01 ~ OllrSe per cCm · ter. When :uch an 
cxc ption i. granted, Lhe trair,ing hall not be 
accornpli.' hed on go 1ernmenc time and 
written ju tifi ati n by th upcrvi or .-h II 
be requ ired. 

0 

b. AQr m nls t mrinue in ervi 
(l) Requir m nts. Before employee 

dre ;:i ·igned t n n-gov nun nr training 
e -e ... din.s 80 hour , th y nrn. t sign an 
Er.1ploye~'s 0 :-c ment to Continue ir. 
Scrvic .' cction 38 f Lhe DD Fonn 1556) 
stating that they will onti ue a u U 'UHS 
employ e for an approprim period of tim . 

houJd they voluntarily lea c USUH 
before thj bligated rvicc cn<ls, they will 
reimbur c U ' UHS f r th 
by 

(b) I. provided by manufacturers 
a a normal rvicc incid nt Lo initiaJ 
purcha. c or I ase of their produ I • un !er 
procurement contra~t . 

(c) D e not ex eed 80 hour 
within n Lllgle program, quancr or 

ervice. 
(a) I for I. For trainmg in 

a non-government facility c c ding 0 
bour in a ingl ;>mgram. sem ·ter. or 
quarter; tike:i on rhe employee'· time; nnd 
for vhich ·ome r all of the ~xp , e ar 
paid by U H , th oblioatcd pcri d is 
equal to th nu:nbcr of hour~ that th 
cmpl yce is in training r < e month, 
whi h· vi:::r is gre"ter. 

(b) for ·. For trninin in a 
non-g v mment facility cxc., dinn Oh ur. 
in a ·ingle program, scm tcr, or quart r; 
tr:.kcn 11 go cmmcnt time and fo r whi 'h 
. omc or all of the e.'J n-; · are paid by 
t:SUll , the bligated period i tlm~e tim s 
the number f hour t.1al the employee ~: :11 
training. 

(5) Recovery of Fund.'. Employe s 
who r:11 lctc :ong- t rm t:-aining in a n n­
gov mmem facility and plan to lvave 
gov mmenl ·ervice prior to fulfilling a 
service agreemcm, mu t r imbu c US H 
for training xpcn:c. in an amoum 
proporti nate to th remainin · rvice 
obligation. Thee pJ yee or hi er 
supervi or i reque ted to nctif y the CHR 
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irector m writing at least 21 cnlendar day · 
prior t departure. An employee who has 
reimbursed the government for an 
unfulfilled ervicc obligation upon v lur tary 
. parntion i. no: cnt'tlcd to a reCund if lat r 

employ'a with the govemme L. 

Repayment will not be required i any o e 
of the following c1rc11m tance. : 

(a) Ten per ent or J s f the 
. crvi c ligation remain ' . 

(b) The employ e i Lnmsf errin° to 
nolh r gov mment ag nc_. 

The emplo ee enter , on active 
nilitary duty with r i;torntion rights under 
cm. 353. 

d) A waiver h· s bee grnnle<l by 
the U. S President. 

e) An appeal or denial or" aiver 
has re. ul ted in the granting of a waiver. 

(6) \\r iver o Payment. 
a) Employe_ may request :n 

, riting a waive:· of repaymcr:t co the 
SUHS Pre ident vvho i. aulhoriz.ed to 

wai"e in writing in whole or i part) the 
,bligalion to repay trnining x n es under a 

ntinned ervice a0 reement ju the 
fol lowing circum .. tances : 

l Th c:nploy e has completed 
mo · t. but 11(.)L all of th quired ·ervi e 
period. 

£ An employee re ign 
due co personal illn or Lo a cri u ii Ines: 
in the immcdiat' f miJy. 

.1 An employee i unab:e 
to mak I.he required paym nt be au · of 
·evere financial hard ·hip. 

(b) An employee may appeal 
ad nial of waiver of rcpaymcn obligati n 
to th Pre, idem, SUH . The employee 
rnusL s bm1L a ~ ritten appeal via 1}1e CJIR 
Director within 14 d::iy · after r civing 
notific tion of the right of appeal. l11c 
appeal mu. t include: 

l Summary of re~ons 
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reque~ting the rev iew. 
2 Copies of the originaJ DD 

l 555 wich the sign Conti.n 1c-d Service 
/\grccmcm and the original request for 
wai er. 

l Other suppon·ng do ument 
v hid1 tl e employee wi ·he · to have 
considered. 

10. Funding and Paym nt of Training 
Expen:es. lJSl;HS OPS SOP '.'JO. Fl\1G 
307:i tles ·nbe~ accounting proc.:e<lure.' for 
training co ·tc. For a majority of ca · s, 
our e c t · are ·harged again t A.1ea/ 

Organizario1 30361, CHR. H w~v r tra 
costs and regi u·ation f e .- for meeting , 
conference·. nd ·ympo ·iums which do not 
q ulil"y as Lr~iiring incidents, are char0 ed to 
individual department c >st center ode·. 
Re ue.st5 for prepavn ent hould be made 
tJ1rou 0 h a m mo ubmitt d with the DD 
l 556. Rcimburscmcn: to the trainee during 
training may be done in , ome n~Lances. The 
Lrainee should c nta~t HR. Payment after 
completion is generally done \.Vh nth 
vend r submits an ~nvoice to CHR. stntin 
that the Lrain_ing ha. b 'CJ1 delivered. 

~UTE: Only in rare L:a ·es will U II" 
rei1 1bu ·e an employee for Lrnining Laken r 
b 'gun with ut a tborization. The Pre idcnt, 
USUHS, mu. c pr vidc a waiver before 
payment .~haJI , e aulhoriz d The USU JI 

raining Officer m 1 ' i. be ~orn.;ull <.lb· fore a 
requ ·t for reimbur~em nt i~ :ubrnitled in 
the jnstances. 

I I. Pro ·~cdLU"c. for Requesting Train ing 
AcLi ities. 

a, Forms Req11hed. 
( l) DD 1556 (Request, Authorizaciou, 

Agrcl;mcm, Ccrtifo.;ation f Training a.nd 
Reimburs 1 .ent L u. cd LO requ st all 
goveminenL or non-governmenl training. A 

6 

http:aulhoriz.ed


eparate DD J -6 i · completed for ca h 
training i.-lcidem. Note that althou0 h this 
form is intendc for u e by civi lian 
employee. , military per onne] at US H 
ma use it if lhe reque-;ted training is r lated 
I > the r quir rnent · of p siti n · held at 
UH. 

co cs. 

que t 

t regi trali n. 
(2) Trainin r qu· sts will be routed to 

the CHR Training Officer via the 
empl yee's ·upervi or chain, the 
administrative of ccr, and the autJ1orizin 0 

offi ial. 
(3 The employee will compl tc a 

·eparate in-h u~e registrn tion form or a DD 

Enclo ure 3 

1556 for each cour e u ing the detailed 
in ·truction on th re er e side f tbe fmm • 
fa e- ·heet . Handicapped employee~ will 
alert the CHR Trainin Offi er ab utan , 
special r--quir m nt that l:c or she will need 
to P· rticipate in the ·ourse. 

4) In the ent of a ourse 
can llation or other . ll b 0 volving ir 
cun: taires that prevent an employee fn m 
an nding a. scl1cduled urs , employee 
must imrn'diat ly notify th CHR Training 
Offic r, L11c emplt y e'. 1,,1n mar.agement 

bain- r-commar.d, and if appropiiate. the 
lTainirg fa ·ility a out th ituation . 

(5) Empl yccs ha..l 1tify 
ati • foctory c ur. e co:npl ti n via a mrs 

c aluujon rorn1 -.ent b I Lhe HR Training 
Offi er. The c luati n form :hould he 
r lLLrncd itltin 10 day. of rec ipl. 
. · bsequenllrn 'ning reque ·1 will n t be 
pro e~ ed until the certification i r ei v d 
by the CHR Tr ining Officer. 

(6) Ei:-1ploye1..8 \.\•ho n::ceiv :1 failing 
grade. r who rai · lo compleL or a ll nd the 
clesignaled training. will be required l 

r imbur~e USU! I ~ xccpt in cas of 
perrnnaJ illne s, ~mcr0 cn y :cc v due t 
death in th family or work! atl 
requ ir:!menl-; v rified in aclv:lnce b_ the 
~up rvisor. 

7) Tl:e ·upervi ·or will sign nnd date 
U1e DD f rm 1556 r 11 -House Course 
R' i trati n F rm jndicating hi. /her 
co111..urrenc ~nd ve1ify thaL lh lni ing i 
related lo u1c :nployee' s 1.·urrent p sit ion 
and official dutie a outlined in 11i ·/her 
po ·,tion de ·cripti n. 

(8) When an employ c h. not 
prcviou ly complckd c.raining ~aLi. factori ' y, 
a j u~lification typed in riemorandum form 
i:lnd :.iua hed to the DD form 1556 i • 
required for ub eq cnt lrnu u1°. A ppr val 
for an cmpl yce to rep at a course will 
clt,;Jl rail~ not b gi,·en. 
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(9 uthorizing Official . The 
aulh nz g offici .I will approve the trainjng 

y ·igning and dating the DD rorm 1S56 in 
he approprjatc entry box. Auth rit-y to 

approve all course. i de. ga ted by the 
USCHS Presid nt to the director. lf each 
divisic n. In L e abse. ce of Lhe ·e official . 
tho " hoar offi inlly a ting for them may 
·•i n as pprovi.J10 offici, 1. 

(10) CHR Training Officer. The CHR 
Trainin-=- 0 1ccr will r view u-aining 
rcqu sts :or Ct nformity tor~ ulations ,md 
will certify hef ,re proc~ ·ing tbat the 
training i , j b-related and that the employ e 
i eligible. Questions rcgardin di. approvals 
will be res lvcd by the CHR Training 
Orri er, th employee. ll e employ e ' · 
up r i. r, and th1,.; authorizing official. 

( I l) Payment Procedure . Upon 
r c ipt of an invoice fr m the ·ch ol or 

lhe. trt ini g our the. CHR Training 
ection , iU certify the invoic and :·t nvard 

it vith a 1.,0py of lh :1ppro e<l training 
r ~qu-. t lO th F nance Division to initiate 
p:.l)T l nt. . dvance payment may be 
ammged lmder ·pedal circum ldl C'S. A 
memo requc tin g ndvan c · p::iymL:nts mu. t 
be atla hcd to th DD 1556 when if is 
submitted to CHR Trnining Sc ·tion. 

Enclosure 3 

(12) Limitation. \Vh 'n a. trai:'ling 
cou: c cccds $25,000 in cost or r quires 
devdopm nt in order LO m el a specifi 
reqnirernent Lhut cannot be addre~sed 
through an ff-the- helf training ,o 1rcc. the 
U UUS C ntracting Divi ion mu. t contract 
for the cour_c. The CHR Training omcer 
,..,ii] p::o' ide the Contra ting Divi ·ion wi th 
the fo ll iw:ng information: 

a) C01 plete escription f the 
required training. 

(b) Recommended oures. if 
po-sihle. 

(c) T chnical alualit n criteria for 
: lecting the final contrn ·tor. 
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