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DIRECTIVES SY STEM [P 1011478

Suhi-n, TRAINING AND EMPLOYEE DEVELOPMENT

Title: Director

1. PURPDSE. The purpose of this directive 1s td delineate
the policy and procedures governing the training of Office of
Surface Mining Reclamation and Enforcement's (OSMRE) empl oyees,
Title 5, United States Code, Chapter 41, which incorporates the
Guvernment Employees Training Act, is the bagsis for the
establishment of OSMRE training policy. The provisions of this
directive apply to all headquarters and field employees,

2, DEFINITIONS,

. Training. Training is defined as "the process of
providing for and making available to an employee, and placing
or enrolling the employee in a planned, prepared, and
coordinated program, course, curriculum, subject or system, of
instruction or education, in scientific, professional,
technical, trade, clerical, fiscal, administrative, or other

L fields which are or will be directly related to the performance
{ by the employee of official duties for the Government, in order

to increase the knowledge, prbfic1ency, ab!IIty, skill, and
gualifications of the employee in the performance of official
duties."

Sources and Types of Training. The training may be
provided by OSMRE, the Lepartment, another Government agency, an
educational institution, a manufacturer, a professiconal _
asgociation, or by competent individuals or groups in or out of
Government. The training may be full-time or part-time, on or
«ff duty, day or evening, or a combination thereof, Training
may be accomplished through correspondence, classroom work,
workshops, supervised practice, or other methods or combination
of methods,

C. Official Duties. The Agency defines official duties
as those authorized duties which an employee is currently
performing or those which the employee would reasonably be
expected to perform in the future, The following are examples
of future duties an employee would be expected to perform:

(N duties of a position which the employee will
likely enter because of being in an occupational serles where
there is an identified career and full performance level;




{2) duties of a position where there has been a
competitive process involved in selecting an employee for
placement; e.g., an upward mobility position, a long-term
training target position, or an OSMRE developmental program with
target position;

{3) duties of a higher level position where the full
performance level was identified at the time of selection and
the emplovee selected was placed at a grade level below the full
performance level.

The following are examples which do not meet the definition of
official duties:

{1} assigning higher level dutiesa in the same
occupational area to an employee which, if performed, could be
the basis for the supervisor, at a subseguent date, to reguest a
promotion for the employee based on accretion of duties;

{2) assigning unauthorized duties of a different
occupational area to an employee (e.g., administrative duties to
a secretary, biological technician duties to a clerk-typist)
that enhance the employee's promotion potential for the new
occupational area to the competitive detriment of other
employees in the same circumstances.

d. Agency. &s used in this document, Agency refers to
the CEfice of Surface Mining Reclamation and Enforcement.

8. Employee. Employee means any employee within OSMRE,
f. Government Training. Government treining is that

which is conducted by a Federal employee acting in his/her
official capacity and on property owned, rented, or leased by
the Federal Government.

gd. Interagency Training. Interagency training 1s that

which is provided by one Federal agency for employees of other
agencies or shared by two or more agencies.

k. Non=-Covernment Training. 2ll other training not
meeting the detinltion of Government training is considered to
be non-Government training.

i. Short-Term Training. Short-term training is defined
as training that 1s 12¥ training days or 968 training hours, or
legs, Most formal training fallis into this category.

3. Long=Term Training. Long-term training is defined as
training that Is more than 120 training days or 960 hours. 2




gystematic selectiop process must be established for all
iong=-term training programs, ensuring that all eligible
employees are considered and that the best candidates have an
opportunity to apply or to be nominated.

3. POLICY/PROCEDURES.

a. ResEonsihilities.

(1) The Director has responsibility for the overall
effective operation of the training program.

{2) The Deputy Directors and Agsistant Director
assist the Dirsctor in the implementation of training policy.

{3} Chief, Mninistrative Service Centers Field

Office Directors and Area Office Managers are responsible for

' the development and conduct of an eifective training program in
thelr respective organizations. The implementation and
operation of the program largely rests with these key management
officials. In addition, these officlals are responsible for
surveying training needs annually, developing training programs

and providing training in recoegnition of employee needs in
conformance with OSMRE policy and mission.

(4} Supervisers and Managers have a basic
respansibility for training. This incIudes all management
levels, from first-line supervisors to executive-level
managers. Each supervisor and manager is responsible for
assuring that all emplcoyees are trained effectively in order to
perform their jobs satisfactorily, for advising employees om
developing their career potential and for encouraging and giving
recognition to self-development. It is management's
responsibility to counsel employees on career objectives and
training needs at least annually, and to assure that information
on self-development opportunities is distributed on a regular
basigs. Managers must establish and follow a uniform selection
process to ensure that all eligible anployees receive egual
consideration and/or have an opportunity to apply for avallable
training.

(5) Pergonnel Officer has prime responsibility for
administering the Agencywide tralning progran.

(a) planning, developing, coordinating, and
evaluating training policy, procedures, and activities;

(b} interpreting regulaticns and
establishing procedures related to training;

{c) working closely with management o
provide staff advice and assistance op training matters;



(d) approving Long Term requests;

o (e) Preparing congolidated reports on Agency
training activities;

(£) announcing Agencywide competitive
training opportunities and completing the selection process.

(6) Chief, Headquarters Personnel Services, Chief,
. Administrative Service Centers and Administrative Ulficers are
respnnslsie Tor impiementing the training DIOErams 1in their
respective areas to include:

{a}) working closely with management to
provide staff advice and assistance on training matters;

(b} approving training requests up to BD
hours;

(c) maintaining official individual training

files for employees in their jurisdiection; and
(d) preparing training reports.

(7) Employee. Each employee should be involved in
training and self—geveIopmant. This includes developing his/her
ability to perform the duties and tagks of his/her positicn
competently and, through self-improvement, to prepare for
advancement or reassipnment. Examples of scme gaelf-improvement,
or develcopmental activities are: taking evening college courses
or a speed reading course, participation in Toastmaster/
Toastmistress clubs, and active participation in professicnal
gsocieties and organizations related to the employee's potential
duties. :

b. Foliey. A comprehensive training and employee
development program is availabie tc OSMRE employees. OSMRE
agsists employees in carrying out their responsibility for
self-development by offering needed training in the Agency, the
Department, other Government agencies, and in non-Government
facilities,

(1) Reasons for Training. Training is a vital part
of good program Management a&s it contributes directly to
effectiveness and efficiency by:

(a) providing to Agency employees skills
necessary to correct iob performance inadequacies;

(bl improving emplovee performance of
current duties; .

(e) assisting the upward mobility of

employees;



: (d} providing employees with skills,
knowledges, and abilities necesgsary to accommodate to changing
policies, technolegy, equipment, or mission assignment;

{e) keeping employees abreast of the “state
of the art" and maintaining specialized preficiencies; and

(£) providing for the Agency's future
gtaffing requirements through the systematic development of high
potential employees.

(2} On-the-Job Training. On-the-job training is one
of the most important aspects of tge developmental process and
should be used to the maximum extent possible. This is the besat
location for training when the superviscr ls able to provide the
needed guidance and instruction effectively. On-the-job
training is economical and minimizes mistakes that often result
when learning occurs in one environment and the work in
another, It gives the supervisor contrcl over the learning
process and provides the services of the employee while in a
training status. Essentially, all employees in similar
circumstances must be treated equitable when on-the-job training
is provided. In any proposed on-the-job training which would
enhance the promction potential of one employee over other
employees in similar circumstances, the selection process should
be accomplished through a competitive process.

(3) Emplovee Self-Development. The Agency
encourages employee participation in professional societies
whose activities are related to the employee's cfficial duties.
It is recognized that membership in a professional society
offers employees an opportunity toc keep abreast of developments
in their professions and to maintain continuing contacts with
their colleagues, Each employee 1s expected to furnish the
servicing Personnel 0ffice with a record of any outside
education, training or developmental activity, including
volunteer wotk, which relates to the present job or prepares the
employee for other work. This record is maintained in the
emplovee's Official Personnel Folder.

(4) Selection for Training. Selection of employees
for training programs shall be made without discrimination for
any reasonh such as race, physical or mental handicap, treligious,
color, national origin, sex, age, political or labor
organization affiliation or any other nonmerit factor.

Employees selected for training mest have the gualifications and
capabilities necessary to benefit from the instruction and to
apply it efficiently in their work.

{5) Factors to be Considered. Whether training wili

be approved in a given instance depends on a number of factors;
e.g., assessment of the employee's potential, the linking of
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that potential with actual duties supporting the Agency's
programs, the availability of funds to support the training and
the availability and utilization of other smployees who have the
expertise the training is intended tc provide. The selection
and assignment of employees to training is based on the Agency's
current and continuing operational needs and the immediate
training needs and career poteantial of the employee. The
following factors should be considexed:

(a) The degree of the employee’s need for
the specific training in the present position;

{b) The potential of higher graded duties in
the employee‘s present position: :

{c) The extent to which the smployee's
knowledge, skills, abilities or performance are likely to be
improved by training; ' "

(3) The abllity of the employee to share
aspects of the training with others upon return to the job;

(e) The length of time and degree to which
the organization expects toc benefit from the employee's improved
knowiedge, skills, abilities and performance;

(£} The employee's own interest in and
efforts to improve his/her work; and :

(g) The length and cost of the training to
QEMRE,

(7) Failure to Complete Training. An employee whoe
fails to complete approved tra?nIng {Government or
non-Government) shall notify his/her supervisor in writing of
the circumetances and reasons within 15 calendar days of the end
of course date. His/her superviscor shall submit the case with
comments and a recommendation through channels to the Personnel
Of ficer or Chief ASC, whe shall determine what action ig
necegsary, including recovery of all or part of the expenses of
the training. The employee may appeal the determinatien to the
Personnel Officer, to the Chief, ASC or to the Assistant
Director, Pudget and Administration, using established grievance
procedures,

(B) Time of Training. Training may be granted
full-time or part-time, during official duty hours, or after
duty hours. An office may reschedule an employee's workweek to
allow him/her teo take courses not sponsored by the Agency if:

(a) Additional costs to the Agency will not be
incurred;




. {b) completion of the course will better
equip the employee for work in the Agency;

{e) there will not be an appreciable
interruption of work caused by the employee's absence or revised
duty hours.

Ca Proceduras,

{1) Frior Approval Required. Prior approval of
training must be obtained from the Personnel Officer or Chief
ASC, or his/her degignee. To provide for timely approval,
training request form 5F-182, (Request, Anthorization, Agreement

and Certification of Training) should be submitted to the
Personnel Officer or Chief ASC in time to meet coursge
requirements, {Exception: No training regquest form is required
for 0BM-sponscred onsite training unless the initiating
directorate/office specifically states such requirement in the
Course announcement.)

"Retroactive approval of training through non-Government sources
cannot be authorized unless aéministrative error on the part of
the agency can be shown as the reason for not obtaining prior
approval; e.g., misrouting that causes the training form to be
lost before final administrative approval." ({(Comp. Gen, Dec.
B-187215, July 7, 1977)

{2) The Approval Process. The esfahlished procedures
for regquesting and approving training are attached to this
directive as Appendix A.

(a) The lP¥-part version of SF-1B2 (Request,

Buthorization, Agreement and Certification of Trainin ig to
be used for all training with a charge for tultion ang the

S-part version of the form for all training without a charge for
tuition; '

{b) Employee or superviscr completes the
required information on the SF-182 form.

{c) the second-line supervigsor for concurrence.

Exception: At Headquarters, when the second level supervisor is
the Assistant Directer or higher, no further concurrence is
reguired, In the field, when the first-level supervisor is the
Field Office Director or Assistant Director, no further
concurrence is required, '

{d) The form is submitted to the servicing
Personnel Office for approval and processing. _ :



(3) Relating Traiping to Official Duties. 1In item 16

(Course Title Objectives) of SF-182, provide a brief description
of the relationship of the training to the employees current
position,

{4} Determining Training Needes. The Office of
Personnel Management (0OPM) reguires each agency to review, at
least annually, its program to identify training needed to bring
about more effective performance at the least possibkle cost., To
ensure that this review is accomplished on a systematic basis,
the Personnel Office 1s responsible for conducting and
coordinating a training needs survey before the beginning of
each figcal year. The survey must ccover long raange as well as
immediate needs, whether they are to be mat through Govermment
or non-Government facilities, The purpose of this survey is to
identify existing and foreseeable employee and organizational
training needs and thereby provide a realistic basis upon which
to plan, program and dire¢t training activities toward the
achievement of the Agency's mission., To ensure the most
effective use of training funds, management must give pricrity
attention to thoese needs which will improve employee performance
in ourrent position.

{5) Annual Review of Training Needs. Individual
training needs are to be identified and documented on a fiscal
year basis, This review will normally be accomplished during
the formal performance appraisal discussion regarding the annual
summary performance rating. The results of the discussion will
be documented onh the IDF (See Appendix B) and attached to the
employee's revised performance standards which are submitted to
rhe servicing personnel ocffice,

{€) Computing Length of Training Time.

{a) Full-Time Training. An employee assigned
to full-time training is counted as being in training the same

numker of hours as he/she is in pay status or leave status up to
a maximum of eight hours a day or 4@ hours a week, regardless of
the number of hours spent in actual training. Part-time or
intermittent employses who request and are approved to attend
full-time training are in a pay status during the time spent in
training, up to a maximum of eight hours a day or 40 hours a
week.

(b} Pazrt-Time Training. An employee assigned
to training on less than a full-time basis in counted as heing
in training the same number of hours as he/she spends in class
e.g,, an employee whe attends a course which lasts three hours a
week for 2P weeks would be counted as recelving 68 hours of
training.




{7) Ctilizing Non-Government Training Facilities.
When training needs cannot be met or are not available through
Agency, Department, or interagency training courses,
consideration may be given to non-Government scurces. When
selecting non-Government sources cof training,
managers/supervisors must collaborate with and receive approval
of the serviecing personnel office, The evaluation and selection
of a non-Government source for training will be a jeoint effort
between the using organization and servicing personne)l office.

{8} Selection of Non-Government Facility. &
non-Government facillty shall be selected on the basis of
capacity to provide effective, economical and timely instruction
of the type needed. The following factors are to be considered

when suitable training is not available in-house or through
interagency sources:

(a) relative competency of the facility to
provide the training; '

{(b) the slgnificance of accreditation:

{c} the comparable quality of the training
invelved;

(d) practicality of the administrative
arrangements involwved;

(e) the availability of the training at the
particular time or place needed;

(£} the geoygraphic accessibility of the
training facility;

{g) the comparative total costs of the
training, including tuition, fees, transportation, per diem,
time away from the job, and other cost factors.

{9) Nondigcrimination Policy. No non-Government
facility shall be selected that discriminates because of race,
celer, religion, physical or mental handicap, or national origin
in the admission or subseguent treatment of students, When

there is any doubt, an inquiry is to be made with the Training
Officer in the Persconnel 0Office,

(18} Prohibition on Training Through Non-Government
Facllities. Selection and assignment or payment of expenses of .
an employee for training in a non-Government facility is
prohibited for the purpose of providing an opportunity for the
amployee to obtain an academic degree in order to gualify for
appointment to a particular position for which the academic
degree is a basic reqguirement, or solely for the purpose of
providing an oppertunity for the employee to obtain one or more
academic degrees.




{11} Zuthorizaticon of Non-GCovernment Trailning.
Training in a non-Government facllity requires advance

authorization. Training request form SF-182 should be submitted
to the Personnel Office at least four weeks before the beginning
of the training unless an earlier due date is announced.

{12) Limitations on Training., Except as provided in
Paragraph 13 below, the following Lim]tations apply:

(a) One Percent Limitation. The number of
staff years of training in non-Government facilities for the
‘Agency in any fiscal year shall not exceed one percent of the
total number of person years of employment as indicated by the
budget estimates for that year. Control is maintained by the
Department.

(b} Year-to-Service Limitation. No empl oyee
having less than one year of current, continuous, civilian
gervice in the Government shall be eligible for training in
non-Government facilities. Continuous service includes periods
in a nonpay status.

{c) One=-Year-in-Ten Limitation. Between
ten-year anniversary periods of continuoug or noncentinvous
civilian service In the Government, the time spent by an
employee in training in non-Govermment facilities may not exceed
one year, Allowable training time not used in a ten-year period
" of service doces not carry over into a fellowing ten-year
perieod. Continucus service includes periods in a nonpay status.

{13y Waivers.
{a} Wailver of One-Year-in-Ten Limitationa. The

one-year-in-ten limitation may be waived for emplioyees serving
in cocperative education programs.

(b) General Waiver., The following types of
training ars not counted against the abave limitations:

1l training not in excess of 49 hours within
a sBingle course or program;

2 training provided by manufacturers as a
normal service incident to initial purchase or lease of their
products under procurement contracts; - and

3 training given through correapondence
courses,
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{c) Request for Waiver. Reguestes for waivers
shall be submitted through channels to the servicing Personnel
O0ffice for approval, with justification showing that all of the
following conditions are met:

- the amployee is merving under & career o

career-appeintment or under an excepted appeintment as

a Student Trainee;

- only certain customary expenses of college training
covered by 5 U.S.C. 4109 (a} (2) are being paid (e.qg.,
some expenses of training are paid by the Agency but
the employee receives nc salary during the college
training.};

- a determination is made and the reascns recorded that

application of the limitation would be contrary to the

public interest.

(d) walver of the Year-of-Service Limitation.
Requests for waivers may be submitted through channels to the
Personnel Office for approval of the following:

1 employees serving in cooperative
edycation programs;

2 training essential for the pratect1an of
life, safety, or property or for enforcement activities;

3 training that employees can take at
little or no rcast to the Agency other than salary expenses;

4 training that is a part of a formal
apprentice training prngram in a skilled trade;

5 training that is short, highly
gpecialized, very closely job-related and ¢f immediate
application; and .

6 training which is an integral part of a
formal, entry-level development program.

{14) Employee Agreement.
{a) Terms.
1 Each employee, before assignment to
non-Covernment training that exceeds 8@ hours in one instance,

shall agree to continue employment with the Department for a
specified period of time unless involuntarlly separated.
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2 If employee veoluntarily leaves the OS5MRE
before completing this service, employee must reimburse the
Agency for expenses of tralning {except salary) unless a waiver
is granted,

3 If employee transfers tc another agency,
employee must give notice of at least ten workdays; otherwise,
waiver of reimbursement cannot be granted.

4 Employee must agree to assume any costs
¢f training which the Agency will not pay.

{r} Form. The official agreement appears on the
reverse side of copy 1 of the l@-part 5F-182.

{c} Length of Continued Employment., The
empl oyee must serve at least three times the length of the
period of training. When an employee receives training cutside
regular duty hours, the period may be reduced to not less than
one month or egual to the length of training time whichever is
greater. Such reguests must be submitted with the SF-182 and
approved by the servicing persconnel office. The agreement is
amended to show the reduction.

(d) Excepticns to Agreement Requirements. Wo

agreement is reguired when there is no expense to the Government
other than salary, or for training that is:

1l provided by manufacturers as a normal
service incident to initial purchase or lease of their products
under procurement contracts;

2 not in excess of 8% hours within a single
program;

3 given through correspondence course,

{15} Fallure to Fulfill Service Agqreement, When an
empl oyee voluntarily leaves the Agency/Department before
completing the agreed period of service, he/she must reimburse
the Agency for the training expensges incurred (except salary)
unless a waiver is approved.

{16} Granting of Waivers. Upon notification of the
employee's leaving, the supervisor should immediately determine
if a request fur waiver of reimbursement in whole or in part is
warranted, Waivers may be granted under the following
circumstances! :

ia) Employee transfers within the Department or
to another Federal sgency which will reguize that he/she makes
reasonable use of the training in which the Government has
invested; :
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{b) Employee completes moest of the reguired
period of service;

{c} Employee resigns because of personal
illness or gerious illness of a member of his/her immediate
family.

{d) Employee is financially unakle to nmake the
reguired payments because of severe hardship.

{17} Reqguest for Waiver. & reguest for walver,
adeguately justified, must be submitted in triplicate through
channels t¢ the sexvicing perscnnel office for approval at least
10 workdays before the employee‘s separation. One copy is sent

to the employee [through appropriate channels] and one copy is
sent to the employee's supervisor,

{18) Reguest for Repayment. If a request for waiver
"is denied or is not made, the servicing personnel office must
notify the employee in writing, before his/her separation, that
recovery of training expenses will be reguired.

(19) Payment of Training Expenses.

{a} Partial or Full Payment, It is the
Agency's policy to pay all or part of directly-related expenses
for authorized training, including the following:

Ll

Salary

|n2

Tuition

|

Books or materials

ol

Travel, parking

|

Per diem

& Other services oxr facilities directly
related to the training; e.g., laboratory fees, library fees,
- interpreter fees.

(b) BSharing the Costs. Where training will
perscnally benefit the employee tc the degree that he/she should
assume part of the training expenses, employee's supervisor may
recommend to the Perasonnel QOffice what part of the total cost of
training Agency shall pay. Procedures must be establisgshed that

agsure equitable treatment for all employees whexe a
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determination is made to pay less than the full coat of
Eraining., 7The following EacEa:s should be considered:
1l The length of time away from duty;

2 The extent that the employee chooses
additional courses while engaged in Government-sponsored
training;

3 The additional expenses resulting from a
location of training preferred by the employee.

{c) Reimbursing the Employee for Training
Costs. There may be i1nstances of non-Goverhment training where
it & advisable for the Agency to pay for the training only
after the course has been completed, but the vendor regquires
payment at time of regigtraticn (e.g., correspondence courses),
The approval of such training must still be received prior to
enrellment. In these instances the employee would pay for the
course and then be reimbursed upon satisfactory completion of
the training. Partial reimbursement related toc academic grades
received must be avoided,

(2¢) Premium Pay. Extra compensation for overtime,
night, holiday or Sunday work will normally not be paid an
empl ayee while he/she is assigned for training except under the
following conditions:

{a) The training is given during a period of
duty for which the employee iz already receiving premium pay.
However, this exception does not apply to an employee assigned
to full-time training at an institution of higher learning;

{b) Training is given at night because the
siteations which the employee must learn to handle occur only at
night;

{c) The training is given on overtime, a
holiday or a Sunday because the costs of the training with the
premium pay included are less than the costs of the same
training confined to regular work hours.

(21) Expenses Other than Pay (Long-term trazining).
Depending upon whichever serves the best interest of the
Govermment, any of the following payment plang may be used for
long=term training {more than 12# training days or 960 hours);

{a) Payment of the travel and per diem expenses
for the employee while traveling to and from the training site,
travel expenses for his/her immediate family, and trangportaticn
costs of household goods and personal effects between ocfficial
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duty staticen and training point. (The regulations governing
payment of travel and transportation sxpenses are applicable to
employees in training.} The cost for the transportation of
dependents and household goods may net exceed the total per diem
allowance the employee octherwise could have received while
undergoing training at the location, Per diem payments covering
employea’s travel to and from the place of training are not
counted when estimating the per diem allowance;

{b) Payment of travel and per diem expenses for
aemployee only. The official per diem rates conform to the
prevailing rates designated in the Federal Travel Rsgulations.
For any travel and training away from the primary training
point, during the perlod of training {except the primary if such
period secondary site training is at the employee's official
duty station -~ no per diem will be paid), the per diem rate
ghall be either on a lodging-plus basisg, or asctual-gubszistence
basis in a high cost area, as prescribed in Departmental
regulations;

(¢) Where privately-owned automobile is
auvthorized for travel to point of training and return to duty
station, the mileage reimbursement rate shall be the designated
rate as established in the Federal Travel Regulations; or

id) Per Diem = Where Lodging and Meals are
Provided. The per diem rate for participants at the Federal
Executive Institute and Executive Seminar Centers will be the
rate 'authorized for Department employees. The per diem rate for
cther Government training centers will be the maximum allowed by
the OPM unless the Center has a lower rate, in whicli case the
lower rate will apply.

{22) Travel - Commuting Costs., The daily cost of
commating between the employee's home and a training facility
which is located in the same commuting area iz reimbursable to
the extent that the daily commuting costs for training exceed
the regular commuting cost to work. In submltting a clalm for
reimbursement, the employee will indicate total mileage normally
traveled each day to work and tetal daily mileage traveled to
the training farility. Reimbursement will be determined at the
appropriate mileage rate multiplied to the number of miles
traveled in exceas of the number regularly traveled daily to
work. Reimbursement may also be claimed for patking fees.
Receipts or parking stubs should be furnished for other than
metered parking., The parking fee will be allowed only to the
extent that the fee plus mileage allowance does not exceed
estimated cost for use of a taxicab., In any case, the
availability of more economical public transportation should be
considered. :
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(23} Recording Documents. The 5F-182 is used as the
training facility's approval for billing and as the obligating
document. This requires entry of the appropriate training order
and account numbers by the gervicing personnel office. No
purchase order or certificate of receipt 18 reguired.

(24) Other Training Expenses. Where training is
approved in accordance with OSMRE training policy, it is the
policy of the Agency to pay the expenses for special assistance
for handicapped esmployees {e.g., interpreters for the deaf,
readers for the blind, etc.}. Handicapped employees may choose
an assistant of their choice or may ask the Personnel Office for
help in identifying an assistant. Travel expenses fer the
asgistant are not authorized. For interpreters for the deaf,
expenses shall net exceed the established rate per hour for
¢lassroom time only. The expenses must be submitted and
approved simultaneously with the request for training. 1f an
USMRE employee is chosen to be a reader/interpreter, this person
must have prior approval of his/her supervisor.

{(25) Contributions, Awards, Payments--Non-Government

Sources,

{a} Approving Acceptance. Acceptance of a

contribution, award, oxr payment incident te¢ training in a
non=Government facility must be approved by the Director of
OSMRE or his designee.

(P) Regquest for Approval.

1 A memorandum request with the SF~182
shall be submitted through channels to the Personnel Officer for
review and submission to the PDirector or his designee,

2 The request shall give the name of the
recipient; the name and address of the orcanization; the
estimated amount and nature of the contribution, award, or
payment; the purpose for which it is to be used; how it is to be
granted; and certification that the following regquirements are
met:

- the contributicn, award, or payment is made by an
organization that is exempt from taxation under
Sectiaon 58l(a) of Title 26, United States Code;

-— the contribution, award, or payment is not a reward
for services rendered the organization prior to the

training;
- acceptance of the contribution, award, or payment
- would hot reflect unfavorably upon the ability

of the employee to carry out official duties in
a fair and objective manner;
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5.

- would not compromise the honesty and integrity
of Government programs or of Government
employees and their official actiens or
decisions}

- would ctherwise be proper and ethical for the
employee concerned under the circumstances in
his/her particular case,

REPORTING REQUIREMENTS. Hone

REFERENCES.

a. Federal Personnel Manual, Chapter ¢16.

b. U.S8. Department of the Interior, Department Manual,
Part 370 DM 414,

EFFECT OHN QTHER DOCUMENTS.

Supersedes Transmittal Number 55, dated March 11, 1%8d,
Transmittal Number 42, dated April 22, 1580 and Transmittal
Number 158, dated March 2, 1883,

EFFECTIVE DATE, Upon issuance.

CONTACT. Division of Personnel,

Branch of Policy and Evaluation
1951 Constitution Avenue, N.W.
Washington, D.C. 28248

f2€2) 343-8223
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APPENDIX A

Training Nomination Procedures
Purgose

This document sets forth procedures in the processing of
training requests. All such request forms must be completed in
accordance with the instructions herein provided.

Use of the Request, Authorization,
Agreement and Certification of TraInIng Form (SE-182)}*

1. The S5F-182 - (five-part form) will be used for all training
which has no cost for tuition.

2. The SF~182 (ten-part form)} will be used for all training
with a charge for tuition,

3. The S5=part and the l¥-part training request forms are both
avallable from the Administrative Office. If the 5-part
form jis used when a l¥-part form is needed, problems of
ingufficient copies arise.

4, When submitting training regquests, please complete all
portlons of the 85F-182 according to the instructions on
pages 18=-22.

5. A brochure, or copy of the pamphlet, catalog, etec,, which
gives a complete description of the requested training
{including cost), muat accompany each SF-181. No training
requests will be approved without this informaticn,.

6. Only one course is to be entered on each training reguest
foxm.

7. Travel and/or per diem expenses must be shown on the
training regquest if trainee seeks reimbursement.

g. All courses must be approaved by the Personnel Officer or
Chief, ASC or his/her designee before the beginning of the
conrge date,

9. After the course has been approved, no substitution of the
course can be made.

*If supplies of OF-17@ are still on hand, they should be used
untll exhausted.
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18,

11,

12,

The
are

Employees should not register themeselves for Office of
Personnel Management (QOPM}, General Services Administration
(GSA) or Department of the Interlor courses, In order to
malntain proper control, the servicing personnel office
will register nominees for these courses. The employee
will register himself/herself for all other training after

the training forms have been approved. Copies will be
forwarded to the nominee for tEEs purpose, _
Sufficient time for processing and registration must be

alliowed. 1In the case of an DPM course, this should be at
least 4 weeks prior to the beginning date of the course,

When training has been completed, the nominee will be sent
an evaluation copy of the SF-182. This evaluation must be
completed and returned to the servicing personnel office,
Only then can the Certificate of Training Completion be
placed in the employee's 0Official Personnel Folder and
payment for the course be authorized,

Completion of Standard Form {SF) 182

employee fills out the appropriate version of SF-182, There
two versions of SF-182, the S5-part and the l@-part. The

S-part version is for all training which has no cost for
tuition; whereas, the l@=-part version is for all training with a
charge for tuition., All forms must be typewritten.

Item A, Type in: IN-22-4228

Item E. Leave blank. Servicing Personnel Office will
insert training order number.

Item C, Request status: Mark (x) in appropriate box,

SECTICN A

APPLICANT:

Item 1. Enter your full name (Laat, first, middle); then

ehter the first five letters of your last name in
the shaded area. Use of preferred title ("™r.," or
"Ms.," etc.) is optional.

Item 2. Enter your Social Security Mumber (9 digits) in
shaded area.

Item 3. Enter year and month of your birth (DPTICMAL)

Item 4. Enter our home address, including zip code. {(The

home address is used by the wvendor to notify
applicant of time and lecation of training.)
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Item 5.

Item 6.

Item 7.

Item 8.

Item 9.

Ttem 14.

Item 11,
Itam llb.
Item 12.
Item 13.

Item 14.

Enter your home telephone number, including area
code (CPTIQONAL)

Position Level. Selection: Only one of the
following:

a. Hun—suge:visarx. An employee who has no
guperviscIy or managerial respongibility.

b. Supervisory, Basically, anyone who is
Yesponsible for establishing and menitoring
preductien goals, giving advice, counsel or
instruction to individual employees and
participating in selection, training and
evaluating employees,’

c. Manager. Basically, any employee whose primary
responsibility includes directing the work of an
organization or specific programs, function or
activity.

d. Executive. All employees at SES level or above.
Enter your complete crganfzational mailing address:

Office of Surface Mining
{(Headgquarters/field office address)

Enter your office FTS telephone number (i.,e., FTS

123-1453) or office commercial number if not on FTB
{i,e., (383 111-1111}.

Enter number of years and months of continuous
civilian service,

Leave blank. Training Office will complete.

(Appears as Item lla. on revised §F-182,) Enter
your position title or function.

(Only on revised §F-182,) See instructions on back
of revised SF-182.

Enter your pay plan, series and grade, *Indication
of step is optional,

indicate appropriate informatien; e.g., career,
career-conditional (CC), ete.

Leave blank.
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SECTION E

TRAINING COURSE DATA:

Item 15.

Item 16,

Item 17.

Item 18,

Item 19,

Itam 20.

SECTION

a. Enter name and complete mailing address of
training vendor, including zip code.

b. Entar location of training site., (If same as
15a, indicate by marking an "x"™ in box.)

Enter course title and the remark, "See attached
IDP." REQUEST MUST BE ACCOMPANIED BY AN APPROVED
1DP,

Enter catalog and/or course number if appropriate.

Enter the year, month and the day the course begins
and ends (e.g9., a course starting June 15, 1986 and
ending December 13, 1986 would be enterad asg
86/06/15 and B6/12/13).,

Enter the total number of course hours (4 digits)
and show the breakdown by the number of hours
during duty and non-duty. (If the total number of
coursge houprs is 15, enter 8815,)

Enter the appropriate training codes from back of
last page of SF-182 (bottom saction).

ESTIMATED COUSTS AND BILLING INFORMATION:

Item 21,

Enter the total amount of direct costs to
Government (4 digits) in dolliars, showing breakdown
of tuition, boocks/materials and other related
costs, {If total is $95, enter P#%5.) If employee
will share some of the expense, he/she may indicate
thiz in the klock marked “Agency Use Only."

In Appropriate/fund block, enter l4618B¢]1 for FY

'86. (The third digit of this number changes every
fiscal year. Thus, for FY '87 this number will be
1471801.) After this number, enter your office's
account number. If you are not sure of your
assigned number, please check with your supervisor
ar with the Division of Budget and Planning,
Headguarters.
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Item 22.

Item 23.
Item 24.

Item 25.

SECTICN D

Enter the total amount of indirect cests to
Government (4 digits) in dollars, showing breakdown
of travel, per diem, and other related costs. (If
total cost is 5258, enter B25§.) If employee will
share some of the expense, he/she may indicate this
in the block marked "Agency Use Only."

Leave blank.
Type in: 14-168-0001
Type on SF-182, S-part: Office of Burface Mining

Reclamation and Enforcement
Division of Finance

{Preprinted on 5F=-182, B, 0. Box 25865
l@-part} Denvexr, Colorade 80225

APPROVAL OF TRAINING:

Item 26a.
Item 27a.

Item 23&-

SECTION E

Typed in names, titled and phone numbers of
applicant's immediate and second-line supervisors
and obtain signatures before submission of form to
the Approving Official.

Type in name, title and phone number of Approving
of ficial.

APPROVAL/CONCURRENCE!:

Item 2%.

SECTICN F

Type in name, title and phone number of Personnel
Qf ficer or Chief ASC,

CERTIFICATION OF TRAINING COMPLETION:

Item 38a.

Item 3#b.

Type in name, title and phone number of Approving
official.

Leave blank.
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SECTION
EMPLOYEE'S AGREEMENT TO CONTINUE IN SERVICE:
{On reverse side of Copy 1)

Item 32, This agreement must be signed by the nominee for
all non-Government training that exceeds B® hours
in any one instance and for which the Government
approves paymant of training costs prior to the
commencement of such training, The servicing
personnel office will enter the length of obligated
service Item 31,
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APPENDIX B

Preparation of Individual Development Flan

In accordance with Departmental policy, all OSMRE employees arg
required to complete Individual Development Plans (IDP's}.

IDP's are to be developed jointly by the employee and the
supervisor. BAfter a discussion of performance-related concerns,
ags indicated on the OSMRE Employee Performance Appraisal Form, a
review ghould be made of short and long range career goals and
an agsessment of developmental objectiven. Both developmental
agssignments (on-the-job training, details) and proposed formal
training must be indicated on the IDP in priocrity order. (See
definition of priorities on reverse side of attached IDF form).

If additicnal courses are identified as essential after IDP's
are completed, the IDP's must be amended to show the titles
{Item 7B) and developmental ¢bjectives to be attained (Item 6).

IDP's are to be submitted to the respective servicing personnel
office, and will be maintalned in the employee's individual
training file. Specific training requests will be reviewed to
agsure agreement with IDP's before approval by the sexvicing
personnel office,

Copies of the IDP Process, An Employee Guide for Individual
bDevelopment Planning is available from the servicing perscnnel
oftice.

-24-



Instructions:

Item 1-3

Itemg 4-5:

Item 6:

Item 7A:

Item 7E:

Item B:

Item %;:

Items 18=15:

Complete as appropriate,

Enter employee's career goals
Short Perm - within 3 years
Long Term - within 6 years

Bpecific knowledge, skills and abilities that are
needed to meet career goals are to be identified
and entered,

Developmental assignments such as on-the~job
training or a detail should be identified if
relevant to meeting career goals. Each assignment
must be related to an identified need shown in Item
EI

Enter course titles if known, If more information
is needed in order to complete, contact the
Training Officer. FPor every proposed training
course listed, an identified training need should
be shown in Ttem 6,

The supervisor is responsible for assigning a
priority designation to each proposed training
COUrses e.g.,

Priority 1l: If training is not given, current
job elements cannot be met.

Priority 2: Needed to increase the efficiency
and upgrade the skills of the
individual, '

Priority 3: Training is needed, but can be

deferred until a later time.

I1f employee is a supervisor, check appropriate box
and complete information; otherwise, leave blank.

Signatures of employee and supervisor: dates.
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