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Training & Development

= What we do
= Development Process

= Needs Assessment
= SF182

= ATRRS Quota source manager for PEC
= DTS

= Training & Development

—



Training & Development

= Regulations and Statutes
 CNGBI 1400.25 vol 400

Includes the responsibilities of...

= NGB

= TAG

= HRO/HRDS

= Supervisor

= Training coordinators

—



Development Process

Individual Development Plan (IDP)

* For Employee development purposes

* Can be added to PAA for accountability

* Helps set employee for successful career

* Should list all training objectives / needs for the
job

* Should list formal/informal trainings

* Good to have




Development Process
Who needs an IDP?

« MANDATORY for growth positions (ie:
GS9/110orWG 8/ 10)

 May be used for all new employees

 Handout IDP example

—



Individual Development Plans
NGB Form 650

Process:

1.Within 30 days of technician hire date, complete NGB Form 650.

2.Ensure technician understands the training and time requirements to
qualify for promotion.

3.Supervisor digitally signs and dates front of form.
4.Technician digitally signs and dates front of form.

5.Supervisor sends signed NGB Form 650 to Human Resource Development
Specialist (HRDS).

6.HRDS reviews and signs front of form and returns to supervisor.




Individual Development Plans
NGB Form 650

Process continued:

7.Upon completion of training objectives, training dates are
annotated.

8.Supervisor and technician digitally sign back side of form.
9.Form is sent to HRDS for review and digital signature.

10.HRDS returns form to supervisor.

11.Supervisor sends SF 52 with completed NGB Form 650 to HRO
when technician is eligible for promotion.




INDIVIDUAL DEVELOPMENT PLAN {IDP)

FRIVACY ACT STATEARENT: Secion 4103 of Titde 5 of U 5. Code suthorizes collection of this information This informstion will be nsed by supervisons,
employees and depariment managers o plan and/er schedule maining, education or other career development actvites melevant to the position. This will be a
fmcticnal fool fior both the supervisor and enployes, o the status of the enmployee’s progress or lack thereof Posifion requirements will be listed  This fiorm will be
nsad to justfy an employes’s progress within hicher probatonary year. This fiorm will also justfy for 8 promotion in grade, for spproprisie posidons. Changes fo
this IDP within the dme frams will be noted and re-signed by the employes, the immediate mapervizor, and the HED representative.  [eme'zoals will be noted as
either short term (5T or long term [L'T) in nahore. Information on this fornm is for offidal use only.  Attach additional pages if requoired
1. MAME T B=M 3 POSTTIS TITLE 4.  PAY PLAN, SFRIES amd CGRADE
5.  INITIALTIPDATE & PERIOD COVERED 7. LASTUPDATED
8. DEVELOPMENT OBJECTIVES
B2 SHORT TERM CHIECTIVES {1-12 MONTHS) Bo. LOMWG TERM CBIECTIVES (1 YEAR +)
9, FORMAL TRAINING OBJECTIVES
4d DATE SCHEDULED
Sa COUREE ID Uh. COUREE TITLE Sc. FROVIDEER. o FROPOEED %q. DATE COMPLETED
10. FOEMAL EDUCATION
10d. DATE SCHEDULET
10a DEGREE 106 MAME OF PROGE AR 10 FROVIDER o FROPOSED 1i0s. DATE COMP FTFDI
11. ONTHE JOB TRAINING (OJT)
[ Ila TIPE (SELF DR A ; - _ - - 11d DATE SCEEDULE | . - —
GUIDED) 1. b HAME OF EYETEM OF. TRATNING ITEM 11.c Providar (PEINT HAME) DR.]"E“.SP‘EE 11s DATE COMPLETED
Supervicor’s Printed Mames: Sizmmhma: Ciapa:
Technician Printed MName: Sismanare: Dhate:
HET» Supsrvisor: Sigmanme: Diapa:




Needs Assessment

= What is it?
« Cost analysis of upcoming training needs

* based on PD/IDP
o Organization’s requirement

= Forecasted annually

* Monthly breakout
 Prioritize 1, 2, 3

—



Needs Assessment

= Supervisors responsibilities
* Forecast upcoming training needs
 Ensure your people conduct training

= Update HRD

 Changing needs
* New needs

 When needs expire

= Accurately prioritize
* Priority 1
* Priority 2

* Priority 3




Prioritizing Training

Priorities
= Priority I|. Statutory (U.S.C.) or regulatory training, or
training that must be completed during the fiscal year

In order to prevent an adverse impact on mission
accomplishment.

= Priority Il. Training required to produce skilled
employees within career fields. It should be
successfully completed within a specified time
period, but may be delayed if funding is not available

= Priority lll. Training for an employee performing
competently to increase his/her productivity

*Majority of training will be Priority 2 and 3

—



Temp Tech Training

= Temporary Technicians usually do not receive
off-site training which requires tuition/travel
funding

= But, may use Technician Budget for training
when critical to job performance (rare)

= Temporary Technicians may (and are
encouraged) attend local training classes

—



Training/Travel Request

Request for training

= Submit SF182 to HRD

* Only when attending a school in T5 or T32 Status for
your duty position

= Submit Non-Training Travel form for all other
travel requests to HRD

= HRD reviews needs assessment
« Determination based on funding

= |f training requires ATRRS enrollment

Contact HRD for enrollment and inform your M-Day unit you are being reserved
Wait for welcome letter (via email from training site)
Submit DTS

o If central funded use LOA provided in welcome letter

= AEA Memo if hotel exceeds Per Diem Rate (Actual Expense Allowance)




Training/Travel Request
Request for training Non Training Travel Form

NOMN-TRAINING TECHNICIAN TRAVEL
FUNDS APPROVAL FORM

The Human Resources Development Specialist (HRDS) is responsible for maintaining and monitoring the
HawaFi MNational Guard Technician Training and Trawvel Budget. The Non-Training Technician Travel Funds
Approval Form provides HRDS with visibility of technician travel requests not related to training. This
form must be completed and forwarded to HRDS, ng.hi.hiarng.mbx.nghi-technician-travel@mail.mil, for
review and HRO approval. This approved document must be uploaded to DTS for authorization approwal.

1. Does this travel pertain to Technician “Training™?

YES: Stop. Do Not Use This Form. Complete 5F 182 Authorization, Agreement and Certification of
Training.

No: Proceed to #2
2. TECHMICIAN MAME:
3. DATES OF TRAVEL:

4. DESCRIPTIOMN/IUSTIFICATION OF TRAWVEL:

5. ESTIMATED COST OF TRAVEL:

6. | certify this travel is directly related to duties described in my position description.
(—

7. SUPERVISORS SIGMATURE OF APPROVAL
[y

Forward completed Mon-Training Technician Travel Funds Approval Form to the HRDS at
[ng.hi.hiarng.mbx.nghi-technician-travel@mail.mil.

HRDS Recommendation: I:I APPROVE I:I DISAPPROVE

SIGNATURE OF APPROVING AUTHORITY (HRO):
_—




Training/Travel Request

Request for training SF182

AUTHORIZATION, AGREEMENT
AND CERTIFICATION OF TRAINING

A AgENCY, cO0E agency subslement  |B. Request Status [Mark () one)
and submitting ofMice numper [] Reswmission [ wtsal
[Jcomection  [[] cancatazon

Section A - TRAI

read instructions on

NEE INFORMATION
age & before completing this form

1. Applicants Name (Last, First, Mddle Inial)

2 Soclal Securlly NumbenFedaral Empioyes Numbear 3. Date of Eirh (yyy-mm-od)

4. Home Address (Number, Street, Ciy, State, 2P Codk) (Cpronal)

5. mame Telephore (OpSonal) . Position Leved (Ma () one)

(include Area Code!

[0 = nonsupenvisory |[C] o Manager

[ = supervsary [0 o Exeanme

7. Crganizaton Maling Address (Sranch-Diison/Ofice BureawHgency])

=Teephone

5 Ema
e Ates Coge ang Evtension) | O VoK EMal Address:

10. Posizon Tie 11. Do2s appiicant nead special
accomaodation?

[ ves [ me

If yas, please gescrbe below

12 Type of Appoiniment 13. Education Leves

{CSCK Tk 10 view codes of go fo page T)

14, Pay Pan 15. Serles 16. Grade 17. Step

Section B - TRAIN

ING COURSE DATA

12 Name and Mallng Aodress of Training Vendor (No., Street, Cly, State, 2P Cods)

1b. Location of Traning She (Fsame, makbox) ||

1c. Wendor Telephone Numoer

2a Course Titie 2h. Course Number Code

3. Training Start Date (Enfer Date a5 yyy-mm-oa)

5. Training Duty Hours &. Training Mon-Datty Hours 7. Trainkg Purpase T . Tralning Typs Code
[z BNk B visw Codes or 9o 1o page B} (il [k B3 wiew codes or Qo 10 page 01

9. Training Sud Type Code 10. TRining Dellvery Type Code . Dessig 12. Training Credit 13. Training Cregit Type Code

£CHEK Ik 15 v Codes or G0 20 00ge 9 CACk ik 40 view co0S S O o 10 page 121 | (Ciick Bk £ wew codes or 9050 0age 13 1CHEK Ik 10 wew codles o 90 &0 page 13/

15. Continued Sendce

14. Training Accrediation Indicator it
Required INdicItor iChack below)

(Eheck beiow)
[ we

[ e [ ves [] me [] na

6. Contnued Service Agreement Expiraton Date
Enter date 33 yyyy-mim-ad)

17
(G ik fo Wew odles o 9 10 page 13)

1E. Training Cojectve

15, AGENCY USE OMLY

Section C - COSTS AN

D BILLING INFORMATION

Section D - APPROVALS

12 Immedlate Supenisor - Name and il

1. Area Coge ! Telsphone Mumder

1c. Emall Address.

Signature

1e. Daz

23 SeconHing Supenisor - Name and mis

20 Area Code | Telsphone Mumber

2c. Emall Address

2e Dae

3a Tralning Oficer - NSme and i

3. Area ¥ Telephone Mumber

3c. Emall Address

rAm—

1. Authorzing OMcial - Name and tiiie

N

1o Code / Telephone Mumoer

1c. Emal Adaress

1e. Daz

S

1. Direct Costs and Appropriation ! Fund Changeabie 2. Indiract Costs and Approprnation | Fund Chargeabie
= Amount Appropriation Fund Item Armount Appropriation Fund
a. Tuition and Fees. g a Trawel 3
b. Books & Material Costs | g b. Per Diem 3
o TOTAL g c. TOTAL 3

1. Area Coge ! Telsphone Mumder

-
‘ . 1c. Emall Address.

- C

—  \STRUCIOR
1N

3. Total Training Non-Govesmment Contribution Cost

6. BILLING INSTRUCTIONS (Fumish imvolce o)

4. Document / Purchasing Order / Requisifon Numbsr

5. & - Digit Stafion Symiool (Example - 12-34-567E)

U_%. Office of Perconnel Management

Faga1
NN TE£0.07-002 3801

Standard Form 152
Feviced December 2008
AN previous saflcns not usable.

COMPLEYES

TRANNE T

5ot 0 officn Indicatod In ftom C5. 1| Flaass rafer to number given in fias

ULE. Office of Perconnel Management

PrintForm | | SaveForm | [ Clear Form

Standand Form 152
Feviced Degember 2008
tous scfions not usabie.



DTS Authorizations

After determining the priority of need

Forward a completed and signed SF 182 / Non Training Travel
Request through organizational channels and then to HRDS

HRDS will then approve/disapprove training request based UPOH
position requirements and fundlngl._ Upon approval, HRDS will
process training request (e.g. publish orders, pay tuition)

Include MOI/LOI screen shot and signed SF 182 / Non Training
travel approval if not ATRRS course in your authorization request

Include DTS Statement of understanding in authorization request

Statement of non-availability if lodging off post when on
installation in your authorization request

Expense authorization for hotel signed by USPFO if hotel is
greater than per diem rate




DTS Vouchers

Receipts also required for:
Voucher must haves: P d
« Baggage and excess

= Rental car receipt baggage fees
- Rental car fuel receipt * Parking
- Parking receipts for rental * Registration fee

= Airfare invoice showing  ° Receipts for all expenses
. * Graduation Certificate if
« Ticket numbers

attending school in tech
« CTO fee

status
« Any form of payment
* Lodging receipts (with zero
balance) Must have this in
| top left of Airfare
THIS IS YOUR OFFICIAL RECEIPT FOR TRAVEL Receipt!

PLEASE RETAIN FOR VOUCHERING OR
REIMBURSEMENT PURPOSES.




DTS VOUCHERS

Non reimbursable expenses:
* More than 1 ATM fee every 5 days
* GPS equipment
« Gas provided by rental company (fill it yourself)
« Parking at short term

* Fee increases for air reservation not made through
CTO

« Changing flight at the convenience of the traveler and
not the govt. Ex: You want to get home eatrlier is not
reimbursable

~CTO 24-hour phone #. 1-800-468-2863




References:

 CNGBI 1400.25, Vol. 400
e Joint Travel Regulations Dated 1 FEB 19




QUESTIONS

Y

—



