FOREWORD BY THE SECRETARY OF TRANSPORTATION

As the Department of Transportation (DOT) celebrates its 30th Anniversary, we look back on a proud record of achievement, a record we look forward to enhancing by helping to build the transportation system America needs for the 21st century.

If we are to meet the new century’s transportation challenges, we need a DOT workforce with the best possible education and training, one that can get the job done in an increasingly-complex and rapidly-changing world.  Ensuring that we have such a workforce means more than supporting formal education in our schools and universities, important as that is; it also means a commitment to lifelong learning for our employees. 

We want all employees not only to have the knowledge and skills they need to do their jobs today, but also the ability to master changing conditions so that they can do their jobs tomorrow as well.  Recognizing the importance of professional fulfillment to performance, we also want our employees to be able to realize their personal career goals.

In order to do this, DOT has initiated a wide range of learning and professional development activities targeted at enhancing performance and job satisfaction.  You, as managers and supervisors, play a vital role in ensuring that this investment pays off for DOT. 

We have developed this Learning and Development Framework which enables you to support employees in getting the necessary development they need and applying it to enhancing individual and organizational performance.  By using this framework, you will learn about various educational and training policies and programs, and strategies on how to apply them to learning and development.  You will also find out about the services and support managers can and should expect from their human resource development (HRD) offices.

I encourage all managers and supervisors to read this guide carefully, discuss it with your employees and HRD professionals, and explore how DOT can help to strengthen our professional abilities.  Together, we can ensure that we have the resources to be a visionary and vigilant steward of our nation’s transportation system.

Rodney E. Slater
	OVERVIEW

Introduction
In this Chapter


	The U.S. Department of Transportation (DOT) Learning and Development (L&D) Framework (policy guidance) contains a comprehensive explanation of the DOT policies and the

standards, requirements, and related information associated with results-oriented learning and development in the DOT.

The DOT L&D Framework is designed to assist managers, supervisors, employees, and internal/external human resource development (HRD) practitioners by providing guidance regarding employee learning and development activities.  The Framework specifies those training policies and procedures, limitations, and allowances prescribed by law, required by the U.S. Office of Personnel Management (OPM) or DOT, and those that are discretionary.  Where appropriate, it refers to sources that will provide additional information.

This chapter contains these topics:
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	A.  DOT L&D 

POLICY


	One of management's most important functions is to provide learning and development activities that assist in achieving an agency's mission and performance goals by enhancing employee and organizational performance.  Each Operating Administration (OA) shall include mission-related learning and development activities/initiatives in their strategic planning to ensure that learning strategies and activities contribute to mission accomplishment and organizational performance goals are met.



	Standards for all L&D


	The standards set forth in this framework apply to all learning and development activities in which DOT employees are engaged.  This includes activities sponsored by:

· OA and Regional Training Offices

· Program offices and personnel engaged in technical learning activities

· Field organizations sponsoring technical or other learning activities

· Sources outside of DOT conducting learning and development activities for DOT employees

· Transportation Administrative Service Center (TASC) 


	OA and Regional 

Policies 


	The guidelines and principles described in this framework are applicable department wide, consistent with relevant authorities.  OA management may refine and expand upon these guidelines and principles by establishing and maintaining OA policy statements in accordance with this DOT L&D Framework.




	B.  AUTHORITY

Government Employees

Training Act 

(Title 5, USC)


	
Chapter 41 of Title 5, United States Code (also known as the Government Employees Training Act, 1994), is the government-wide authority for the training of Federal employees.  Note: FAA is exempt from Title 5, USC



	Employee Development

	DOT recognizes the importance of developmental efforts of its employees and declares such efforts to be necessary, desirable, and in the public interest.  Education, performance improvement, and career development should be supplemented and extended by DOT funded programs.  DOT further recognizes the importance of providing learning strategies that improve individual and organizational performance and assist in achieving the agency’s mission and performance goals. 




	Develop Employee

Potential
	The Government is committed to develop its employees through the establishment and operation of efficient training programs and to provide maximum feasible opportunity to employees to enhance their skills so that they may perform at their highest potential and advance in accordance with their abilities.




	Departmental Policies


	The head of each Department is required by Office of Personnel Management regulations, 5 CFR Part 410, (Appendix A of this L&D Framework) to determine the policies which will govern the training of employees of the agency and to set them forth in writing, including a statement of the broad purposes for which training will be given and of the assignment of responsibility for seeing that these purposes are achieved.




	Executive Order 13111

Using Technology to Improve

Training Opportunities for 

Federal Government

Employees

	This Executive Order charges Federal agencies to include as part of its annual budget process a set of goals to provide the highest quality and most efficient training opportunities possible to its employees.


	OMB Circular No.11

Section 31.11

Workforce Training and

Development
	Directs Federal agencies to annually develop specific training goals and measures aligned with mission requirements.

	
	

	
	


	C.  EQUAL OPPORTUNITY

Non-discrimination

	All learning and development activities authorized by the DOT, its OAs, and Regions shall be carried out in accordance with Civil Rights Laws and without regard to:

· Political Affiliation (or non-affiliation)

· Religious Affiliation (or non-affiliation)

· Labor Organization Affiliation (or non-affiliation)

· Marital Status

· Race or Color

· Gender

· National Origin

· Non-Disqualifying Disability

· Age

· Veteran Status

· Sexual Orientation



	Selection Criteria


	Selections for participation in learning and development activities shall be based on criteria that are related to achieving an agency's mission and performance goals.


	D.  DEFINITIONS

	

	
	

	Operating

 Administrations (OA)
	For the purpose of this document, Operating Administrations (OA) refers to all DOT entities including the Office of the Secretary (OST).



	Employees
	Employee has the same meaning given the term “employee” in section 2105 of Title 5, U.S.C., and such term shall include members of the armed forces (e.g., United States Coast Guard) and non-appropriated fund activity employees.




	Official Duties


	Official Duties are those authorized agency duties which an employee is currently performing or those which he/she could reasonably be expected to perform in the future.  This includes potential duties in a different job occupation at the same or higher level than the one currently held by the employee.



	Training:

(L&D Activities)


	The Government Employees Training Act, as amended, defines training 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, system, or routine of instruction

or education....in scientific, professional, technical, mechanical, trade, clerical, fiscal, administrative, or

other fields which will improve individual and organizational performance and assist in achieving

the agency’s mission and performance goals.


	Mission-related

Training 
	Mission-related training is any L&D activity that supports

OA goals by improving organizational performance at any appropriate level in the OA.

	
	

	Technical Training


	Technical Training is training, education, or employee development which is agency- or program-specific; e.g., training which provides knowledge, skills and techniques on the subject matter of the missions and functions of an organization.

	Competency
	An underlying characteristic of an employee (i.e., a motive, trait, skill, aspects of one’s self-image, social role, or a body of knowledge) which results in effective and/or superior job performance (Boyatzis, 1982).

	
	

	Government Facility
	Government Facility means any property owned or substantially controlled by the Government in which the services of any civilian and military personnel of the Government acting in their official capacities are provided.  Property that is rented or leased by the Government (or loaned to the Government) is considered to be substantially controlled by the Government.

	
	


	Non-Government

Facility
	The term Non-Government Facility refers to:

· The government of any State, Territory, Indian tribal government, or possession of the United States; the government of the Commonwealth of  Puerto Rico; any interstate governmental organization; or, any unit, subdivision, or instrumentality of any of the foregoing.

	
	· Any foreign government or international organization (or instrumentality of either) which is designated by the President as eligible to provide training under the law.

(NOTE:  This authority is delegated by Executive Order 11348 to heads of agencies, who must obtain and give due consideration to the advice of the Department of State before the first use of the facility and periodically, but at least every three years, thereafter.  The Department of State asks that agencies submit pertinent facts in a memorandum, with two copies attached, addressed to the Director General of the Foreign Service.)

· Any medical, scientific, technical, educational, research, or professional institution, foundation, agency, or organization.

· Any person not a civilian employee or military officer of the Government of the United States or of the government of the District of Columbia.

· Any business, commercial, or industrial firm, corporation, partnership, or other organizations.

· The services and property of any of the foregoing furnishing the learning and development activity.

(NOTE:  The cost-effectiveness of a facility (considering such cost as tuition, travel and per diem) is an important factor in selecting an L&D activity.  Reasonable inquiry into comparable options within the commuting area should be considered before requesting a facility requiring the payment of travel and per diem.)


	Accommodation
	The OA, if properly notified by an employee, shall reasonably accommodate the religious practices of the employee or the mental or physical disabilities of a qualified employee, unless such accommodation would result in an undo hardship on the agency.




	OVERVIEW

Introduction

In this Chapter


	Learning and development (L&D) activities are essential elements in supporting DOT’s mission.  This chapter describes the Department's L&D goal and objectives, key organizational components, responsibilities for learning, and summarizes the responsibilities of groups and individuals.

This chapter contains these topics:
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	A.   L&D GOAL

AND

OBJECTIVES

Goal


	The goal of L&D activities in DOT is to enhance the operation of the Department in accomplishing its mission by investing in the development and utilization of its human resources.  OAs shall include L&D in organizational strategic planning to ensure that learning strategies and activities contribute to mission accomplish-ment and those organizational goals are met. 



	Objectives
	The objectives of the Department's learning activities are to:

· provide an approach to learning focused on quality and results, by developing job-specific, mission-related curricula;

· establish a fully developed DOT workforce of unparalleled competence;

· demonstrate management's commitment to excellence through learning and development by dedication of necessary resources;

· prepare DOT employees to carry out newly mandated programs;

· establish learning opportunities for the development of those competencies which are a prerequisite for advancement of DOT employees; and,

· establish developmental opportunities that maximize an individual's potential, providing performance enhancement in one's current area and to facilitate movement into different career fields and agencies.



	
	

	
	

	
	


	B.   DOT L&D OPERATING PRINCIPLES

	Certain principles relating to the content of employee training must be adhered to department wide in order to comply with the current Treasury, Postal Service and General Government Appropriations Act.  These principles must also be adhered to as OA policy.  It is critical that all managers, supervisors, employees and Training Officials apply the following principles appropriately as L&D activities are designed, developed, conducted and evaluated.  

Generally, the aforementioned Acts stipulate that funds made available for training may be obligated or expended for any employee learning and development only when the activity:

a)  meets identified needs for knowledge, skills and abilities bearing directly upon the performance of official duties; 

All federally funded learning and development must be based on the results of assessments that identify learning and development as the intervention needed to improve individual, occupational,  or organizational performance.

b)  does not contain elements likely to induce high levels of emotional response or psychological stress in some participants; 

Officials responsible for L&D activities must make sure neither learning and development content nor methods induce high levels of emotional or psychological stress.  Activities that simulate stress consistent with the employees’ work environment, such as “Giving Effective Presentations,” are permissible provided that the elements

of the program do not give rise to unnecessary high levels of emotional or psychological stress.  In order to understand what is not acceptable

in this case, one may refer to items “d” and “e” below as examples.

c)  provides prior employee notification of the content objectives, delivery methods, and written “end-of-course” evaluations;

Training Officials (TOs) must communicate to employees, in advance, the purpose of the L&D activity, what the specific course is about, goals and learning objectives related to performance improvement, and method(s) of delivery (e.g., lecture, role play, etc.).  TOs must use written end-of-course evaluations to assess, at a minimum, participant reaction, vendor and instructor performance, and (when appropriate) learning outcomes, transfer of learning, and the effectiveness of participatory learning techniques.

d)  does not contain any methods or content associated with religious or quasi-religious belief systems or “new age” belief systems as defined in Equal Employment Opportunity Commission Notice N-915.022, dated September 2, 1988.

Funding for learning and development and teaching methods associated with religious or quasi-religious belief systems or “new age” belief systems as defined in the Equal Employment Opportunity Commission Notice N-915.022 (EEOC N 915.022), dated September 2, 1988, are prohibited.  OAs should adopt a policy consistent with EEOC N 915.022 that allows for the accommodation of an employee who objects to participating in a L&D activity because it utilizes techniques or exercises which conflict with the employee’s religious beliefs, provided such accommodations do not present an undue hardship on the agency.

e)  is not offensive to, or not designed to change, participants’ personal values or lifestyle outside the workplace; or 

Federally-funded L&D activities that promote particular belief systems or attempt to influence a person’s lifestyle outside the workplace are prohibited.  TOs must ensure that the design, development and delivery of L&D experiences focus on behavior employees are expected to

 exhibit in all workplace contacts--behavior that is consistent with organizational values; such as, respecting each individual, preserving human dignity, honoring personal privacy, and valuing individual purpose for learning and development is to enhance performance. 

Non-technical learning and development activities of this nature are appropriate in two instances:  1) learning and development in interpersonal skills that Federal employees need to provide services to, work with, and manage persons both like and unlike themselves;

2) learning and development about behavior Federal employees are expected to exhibit in the workplace.

f)  does not include content related to human immunodeficiency virus/acquired immune deficiency syndrome (HIV/AIDS) other than that necessary to make employees more aware of the medical ramifications of HIV/AIDS and the workplace rights of HIV-positive employees.

There are only two instances where the Department will conduct HIV/AIDS related learning and development;  1) to make employees more aware of the medical ramifications of HIV/AIDS in order for

them to carry out performance of official duties;  2) to make employees aware of workplace rights of HIV-positive employees in order for them to carry out performance of official duties.



	
	


	C.  OFFICE OF 

THE SECRETARY,

OFFICE OF 

HUMAN RESOURCE

MANAGEMENT,



	Responsibilities

	DOT’s Office of Human Resource Management is responsible for providing leadership, direction, and oversight in the development and execution of departmental L&D activities, and ensuring that these activities are results-oriented, comprehensive, integrated, cost-effective, recorded appropriately, and responsive to the needs of employees and departmental management.



	
	

	D.  DOT L&D 

COUNCIL

Responsibilities
	DOT’s Learning and Development Council (LDC) was created for the purpose of providing oversight and guidance in the development of the DOT L&D structure, policies, scope, and programs.  The LDC is composed of representatives from among departmental OAs, and is chaired by a representative of the OST, Office of Human Resource Management.
The LDC enhances the policy making process through the involve-ment of OA Training Officials and line managers.  Members assist

the Office of Human Resource Management by making recommendations on the need for new or revised policies, reviewing written policy drafts, and providing comments and recommended revisions on content, language, format, and other learning and development issues. It also serves as an advisory group to the Office of Human Resource Management, Human Resource Management Council (comprised of OA Personnel Officers), and Secretarial officials.  The LDC members also provide information, perspectives, and recommendations designed to maximize the effectiveness of the services and programs of DOT available to the OAs and to improve the overall ability of the Department to provide and maintain the knowledge and skills needed in the field.

	

	E.  DOT OPERATING

ADMINISTRATIONS (OA)

AND REGIONAL

ADMINISTRATORS

	Responsibilities


	OA senior level officials are responsible for assessing, planning, budgeting, and providing for the learning and development needs

of employees within their organizational units and for delegating

the responsibilities to Headquarters and/or Regional managers as appropriate.  This includes ensuring that OA personnel responsible

for L&D activities coordinate the following activities, as appropriate:

· Annual learning and development planning linked to strategic plans.

· Set general guidelines for organizational/individual performance.

· Establish a budget and delegate responsibility for L&D activities at a management level where results of such activities can be observed.

· Set and maintain a budget as a percent of total budget

      or payroll, that ensures appropriate investment in learning.

· Keep records and reporting on continuous L&D activities to be undertaken.

· Ensure supervisors and managers are held accountable for their responsibilities as outlined in Section G of this chapter.

· Provide information to all employees on employee learning and development goals, objectives, policies, procedures, and opportunities (including the availability of L&D activities).



	F.  OA HUMAN RESOURCE

MANAGERS AND 

TRAINING OFFICERS


	Responsibilities
	In addition to serving as a consultant to managers and employees regarding activities as mentioned in Section E, OA Human Resource Managers and/or Training Officers have the responsibility to:

· Assist managers in assessing individual and organizational L&D needs for the effective development and utilization of staff.

· Assist managers in assessing, planning, developing, and implementing individual/group L&D activities that are linked to their organization’s strategic plan and performance-based initiatives.  Strongly encourage managers to use these activities as one of their primary strategies for performance enhancement.

· Plan, develop, and administer career development programs for employees and provide required learning and development strategies.

· Develop and administer evaluation programs to determine the effectiveness of L&D activities (see Apprendix B). 

· Implement DOT learning and development policies, principles, and initiatives when necessary.

· Develop OA policies, as appropriate, for the effective administration of OA programs.

· Coordinate above mentioned activities with the Office of the Secretary, Office of Human Resource Management, when necessary.



	
	

	G.  MANAGERS AND

SUPERVISORS 

	Responsibilities


	Managers and supervisors are responsible for assessing, planning, addressing, and evaluating the specific L&D needs of their employees.  Within budget and workload restrictions it is their responsibility to:

· Assure that employees have the opportunity for learning and development that will enhance present job performance.  

· Preparing individual and organizational learning and development plans, and budget for learning and development.
· Make decisions regarding scheduling and nominating employees for L&D activities, ensuring that requests for such 
      activities are in conformance with Office of Personnel 

      Management regulations and DOT guidance and principles, 

      and evaluate the results of such activities.


	H.  EMPLOYEES


	

	Responsibilities


	Employees, including supervisors and managers, are responsible for performing to the best of their ability in their present jobs and for participating in L&D activities that will enable them to enhance their present performance and prepare them for more responsible work in accordance with their potential, interests, and the needs of their OAs.  This includes: 

· Responsibility for discussing their performance and development needs with their supervisors.

· Participation in planning for their development, including, where appropriate, the preparation of a learning and development plan.

· Being aware of, and assisting in, the application procedures for L&D activities.

· Attendance at approved L&D activities.

· Successful completion and evaluation of assigned L&D activities.

· Completion of continued service agreement, where appropriate.

· Bringing learned experiences back to the worksite to enhance and influence the organization.


	OVERVIEW

Introduction

In this Chapter


	Managers’ and Supervisors’ decisions on learning and development (L&D) activities are as important to the successful operation of an organization as any other single management action.  Such decisions are critical to mission accomplishment and involve the dedication of significant resources including money and participants’ time.

Employees are responsible for cooperating with and assisting the supervisor in making informed decisions and getting the most out of the learning experience.  In the ideal situation, decisions regarding L&D activities involve collaboration between the employee and the supervisor.

Planning must take place in advance of each L&D decision.  The process for planning may be further defined by OA and Regional policy, but as a minimum, the process must conform to the DOT principles described in this chapter.

This chapter contains these topics:
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	A.  ANALYZING

L&D NEEDS
Analysis


	Analyzing L&D needs includes an assessment of the organization in terms of the competencies needed by each office for successful mission accomplishment, as well as an assessment of the needs of each employee.  Generally, the main objectives of assessing developmental needs are to:

· determine if development is, in fact, needed

· assess individual skill deficiencies and developmental needs

· assess organizational skill deficiencies and developmental needs

· obtain information needed for developing or selecting the appropriate learning strategy.

(See Appendix B, Training Evaluation Guide, pages 2-4 

for help on determining if “training” is the answer.)



	Organizational Needs
	Organizational factors to be considered include:

· strategic plans

· linkages to Government Performance & Results Act of 1993 (Public Law 103-62)

· program plans

· office work plans

· new legislation

· top management priorities

· results of program operational reviews and recommendations for areas of improvement

· the prospect of new or revised programs and work methods or  techniques

· the supervisor's own assessment of his/her subordinates’ abilities. 


	Employee Needs
	Identifying individual needs includes discussions, decisions,

and commitments linked to individual performance results and required outcomes of organizational performance.  These discussions may occur periodically; however, at a minimum, it is recommended that such discussions occur during performance appraisal meetings, which are designed to enhance the abilities of the employee on current tasks or to prepare for future assignments.  Like performance appraisal, such assessments should also be a continuous process throughout the year.



	Consequences of Not 
Conducting a Needs

Assessment
	When needs assessments are not conducted, the following consequences may result:

· An inability to connect workforce development needs to strategic planning and workforce planning efforts.

· Valuable resources may be wasted on developing learning 

and development materials to teach skills and knowledge that employees already possess.

· Time may be wasted in teaching skills to employees that

they do not need to perform their official responsibilities successfully.

· Employees may have a negative reaction to the activity because of the tone or style used.

· Case-study exercises and examples may not be realistic

or appropriate.

· True training needs and barriers to job performance may go unaddressed.

· It may not be possible to determine if what was learned

helped improve performance since no baseline measures of performance exist.




	
	

	What is Needed 

to Conduct a

Needs Assessment?

	Conducting a needs assessment can be an informal discussion between an employee and a supervisor or it can involve an elaborate process.  In either case, some basic steps to consider

are as follows:

· Identify the Target Population.  Gather the data needed

in order to describe who actually needs to be developed

(e.g., employee or group).  Ask yourself, “Who needs this development?  Who can best benefit from it, NOW?”

· Identify the Competencies Currently Used to Perform Specific Functions/Tasks.   Develop a list of functions/tasks and competencies performed by the employee or group.  Identify established performance expectations and current levels of performance.  Identify potential barriers to job performance.  Determine the most important functions/tasks to be included in the developmental experience.

· Identify Competencies Needed to Perform New/Desired Tasks and Functions (Desired State).  Determine what new or enhanced competencies are required in order to perform the new/desired task or function.  This may include benchmarking successful organizations where “expert” performance models or best practices exist.

· Identify Gaps Between Current and Desired Competencies. These gaps are the developmental needs.  It is important to note that there may be some root causes of deficiencies and/or barriers to effective performance (i.e., business processes, motivation, conflicting policies, workload, etc.).




	

	

	Questions to Ask When 

Assessing Needs
	Characteristics of the Learner:

· What do we expect the learner to do or know as a result of the development?

· Are there preferences for certain developmental delivery methods and media?

· In what past development experiences has the learner been involved in?

Job Function/Task Information:

· What accomplishments does the organization expect?

· Are the functions/tasks being performed expected to change? 

· How well is the learner currently performing the functions/tasks?

· What potential barriers impact successful performance? 

· Which functions/tasks are most critical?

Competency Information:
· What does the employee need to know and do in order to perform the critical functions/tasks associated with the job or mission?

· What special abilities/traits does the employee need to

       possess in order to perform the critical functions/tasks?

· What competencies do successful performers possess?




	B.  PRIORITIES FOR L&D ACTIVITIES


	

	Criteria

	In the practical, day-to-day operation of an organization, decisions on the devotion of staff time to developmental activities often involve the consideration and balancing of a number of factors including:

· linkage to OA strategic plan/mission

· the needs of the office

· the needs of the employee

· the time, cost, and availability of funds for development

· the prospect of benefits to the organization and individual

· the overall staffing and workload situation within the office.

These factors are largely a matter of the judgment of the supervisor (with guidance herein and by OA policies).



	DOT-wide Priorities

	All L&D activities are performance related.  However, given limited resources, it is important to set priorities to ensure that the organization’s most critical needs are met.



	
	Priority should be given to L&D activities that must be acquired as a result of a law or other authority or needed to meet the goals and objectives established under the OAs’ strategic plans.  This applies to those activities needed to ensure an acceptable level of employee performance.  OAs are also encouraged to give high priority to L&D activities that are necessary due to downsizing and restructuring efforts.  These types of L&D activities are expected to have a positive impact on the performance of new tasks or functions that the employee may reasonably expect to be assigned in the near future.



	
	Next priority is given to L&D activities that are needed to enhance proficiency in the present job.



	
	

	C.  SELECTING L&D ACTIVITIES

	

	Annual Planning

	Annual L&D planning cycles normally result in a summary and analysis of needs during the same time that the organization

is reviewing/revising strategic plans and preparing budgets.



	Assistance for Supervisor

	Sources for assistance in planning include higher levels of supervision and the servicing Training Office.  The Training Officer and staff are equipped to provide guidance and assistance in assessing needs, selection of L&D activities, and effectively implementing the appropriate plan of action.



	Employee Involvement
	Selecting L&D activities includes reviewing the options that are normally available and selecting the one(s) most likely to provide the needed knowledge/skills.  The learning process is best served when the learner has participated in the selection of the developmental activity.



	
	

	Clear Developmental 

Objectives

	The developmental objective (what the employee will know or be able to do as a result of the activity) must play a major role in selecting the activity.  It is important that the supervisor and the employee define the objectives of the L&D activity to be taken by the employee.  These objectives are particularly important in evaluating what was learned and determining if additional development is needed.




	Various L&D Methods

	Types of L&D methods available to most OAs include:

· a wide variety of developmental activities can be performed

on-the-job (see below) while the employee is also performing official duties.

· self-instructional activities may include using programs and materials from the various OA Training Offices (contact your Training Office for current inventory).

· computer-based instruction is an interactive learning experience between a learner and a computer.  The computer provides the majority of the stimulus while the learner responds.  The computer then analyzes the responses and provides feedback to the learner.  Computer-based instruction can take place at the job site in order to minimize costs and time away from the job.

· distance learning is used to bring learners, experts, and teachers together electronically with material resources (text, audio, and visual databases; pre-designed packaged learning environments) to learn.  Examples of distance learning delivery methods include television and satellite, computer, and video conferencing technologies.  Many DOT OAs have distance learning capabilities.  (Contact your Training Office for site locations.)  

· developmental assignments that can be planned and structured so that the learner can learn by doing in order to develop the competencies needed.  Developmental assignments might involve working on or leading a problem solving or task group, fix-it/turn around assignments, start-up assignments, design teams, or shadowing assignments. Go to DOT’s website to learn more about rotational assignments. http://www.tasc.dot.gov/onerap/

· formal classroom activities offered in-house and outside DOT.



	
	

	On-the-Job Training

	In many cases, supervisors are able to arrange developmental activities within the office or work area to provide employees with needed competencies.  Examples include:

· one-on-one coaching/mentoring 

· structured assignments of increasing levels of difficulty

· periodic review and assistance sessions with the supervisor or with senior professionals

· working closely with another employee

· sharing assignments normally handled by other employees for cross-training purposes.

Such activities may be supplemented by formal training sessions.



	
	

	D.  ANNOUNCEMENT

OF L&D 

OPPORTUNITIES



	Availability
	OA and Regional Training Offices are responsible for making information available to employees about opportunities to participate in L&D activities as well as the procedures used in selecting and assigning employees for those activities.



	
	

	
	

	Supervisor's Approval
	The immediate supervisor's approval must be obtained prior to

an employee's attendance at any L&D activity.


	OVERVIEW
	

	
	

	Introduction
	All learning and development (L&D) activities provided or funded by the Department or OA require the advanced approval of the employee's supervisor.  Within budget and workload restrictions, managers and supervisors have the responsibility for assessing specific needs of employees, planning and nominating them for all developmental activities, and evaluating the effectiveness of these activities.

Employees are responsible for successfully completing the developmental experience that will enable them to enhance present performance and prepare them for more responsible work.



	
	

	In this Chapter


	This chapter contains these topics: 
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	A.  ELIGIBILITY

FOR L&D
	

	
	

	Eligible Employees
	All DOT employees who are full-time, part-time, temporary, and intermittent are eligible for learning and development opportunities. 



	
	

	Temporary or Intermittent Employees
	The nature of the employment of temporary and intermittent employees assumes that they are able to perform the duties of 

the position immediately upon entering on duty and that the limited time of their employment severely limits the usefulness of formal learning and development provided by the Department. If, however, a developmental activity of temporary or intermittent employees is in the best interest of the Government, the developmental activity must be directly related to the duties of the employee's present job.  This requirement may be waived by OA Heads and Regional Administrators, or their designated representatives.



	
	

	Contractor Staff
	Contractors may only be trained in skills they are not required to bring to the job since contractors are selected for their expertise in a subject-area.  Contractors may be trained in rules, practices, procedures and/or systems that are unique to the employing agency and essential to the performance of the contractor’s assigned duties.  It is recommended that OA contracting officers be consulted prior to contractors attending any L&D activity.




	B.  AGREEMENT TO 

     “CONTINUE-IN-SERVICE”


	
	

	
	

	Requirement
	Each OA determines the conditions for requiring employees to agree to continue in service after completing L&D activity at non-government facilities.  When applicable, employees  must sign the "Agreement to Continue-in-Service" on the backside of the Request, Authorization, Agreement and Certification of Training Form (SF-182) or an equivalent form.  The agreement explains that the employee will continue serving the Department for at least three (3) times the number of hours spent in the L&D activity, unless he or she is involuntarily separated from the Department.  Any employee, subject to a continuing service agreement, who plans to leave federal service must provide the Department with at least ten (10) working days advanced notice.  With a signed agreement, the OA has a right to recover training costs, except pay or other compensation, if the employee voluntarily separates from Government service.  OAs may also require continued service agreements from employees as necessary to protect the government’s interest (e.g., relocation expenses for rotational assignments).



	
	

	
	

	Waivers
	The OA Head may waive the repayment requirement, in whole or in part, under this section if it is shown that the recovery would be against equity and good conscience or against the public interest.



	
	


	C.   APPROVAL OF

L&D ACTIVITIES


	
	

	Authority
	OA management has the authority to approve selection and assignment of their employees for L&D activities.  This authority is principally delegated to the level of managers or supervisors that have employees to be developed.  The following guidelines apply.



	
	

	Advance Approval
	The Department requires each employee's supervisor to approve attendance at each individual L&D activity in advance of the activity.  This approval must take into consideration available resources, cost-effectiveness, legal requirements, current workloads, location, and relevance in terms of the objectives listed in Chapter II of this document.  Exceptions to this approval process may include those activities that employees attend on their own time (e.g., “brown bag” sessions; after-duty hours, etc.)



	
	OAs may have their own system of approval in addition to the first line supervisor.  Employees should be aware of the approval requirements for L&D activities in their organization.



	
	

	Required Forms
	It is strongly encouraged, especially for record-keeping purposes (see section E of this chapter), that OAs require managers and supervisors to prepare and submit a form (e.g., SF-182) or equivalent for all L&D activities, including on-line learning activities regardless of cost or length.  The supervisor is responsible for ensuring that such a form is submitted to the OA or Regional Training Officer (or their designated agency representative) at least three weeks prior to the time the employee begins the L&D activity.  In the case of “just-in-time training,” pre-notification should be adjusted appropriately.

This will permit the Training Officer (or designated representative) sufficient time to review the request and provide alternatives on arrangements that may be more cost effective and result in savings to the OA.

	
	


	Conformance to 

Regulations
	Training Officers (or their designated representatives) are responsible for providing technical assistance to OA managers and supervisors to ensure that requests for L&D activities are in conformance with Office of Personnel Management regulations and DOT requirements.



	
	

	Delegation of Authority
	The authority to review and approve L&D activities may be redelegated by the OA Administrators to managers.



	
	

	
	

	D.  SATISFACTORY

COMPLETION OF

L&D ACTIVITY



	
	

	Definition of Satisfactory Completion
	Satisfactory completion of an ungraded L&D activity (e.g., formal training) is defined as attendance at no less than 80 percent of the scheduled session.  Satisfactory completion of graded courses is determined by the receipt of a final grade that is acceptable for credit by the L&D activity or educational facility, unless otherwise stated in course or activity requirements.  Sponsoring organizations shall elect to impose continued service, minimum grade point, and similar requirements on participants as necessary to protect the Government’s interest.



	
	

	Documentation
	Employees should provide OA Training Offices with grades or measures of course achievement, attendance documentation, or certificates of completion for courses provided or funded by the OA through other training facilities.  Employees have the option to provide this information for any other learning and development in which they participate.




	Agreement to Reimburse
	Before an employee attends a DOT funded L&D activity of eight hours or more, OAs are encouraged to establish a procedure whereby employees sign an "agreement to reimburse expenses."  If an employee fails to complete satisfactorily, withdraws for unacceptable reasons, or changes to an audit status in L&D activity for which the Department/OA has incurred expense and the employee has signed the reimbursement statement, the employee must reimburse the Department/OA for any funds (excluding salary) expended for the L&D activity.  



	
	


	Waiver
	A waiver of the employee's obligation to reimburse the L&D activity expenses may be granted by OA and Regional Administrators or their designated representatives if reimbursement would be against the public interest.



	
	

	
	

	E.  REPORTS AND RECORDS
	


	
	Each OA shall maintain records of its L&D activity plans, expenditures and activities as required by 5 CFR 410 and this Learning and Development Framework.  At a minimum, this will

include: 

· records of training individual employees;

· payments made for travel, tuition, fees and other necessary learning and development expenses;  

· accepting contributions, awards, and payments from

non-government organizations; 

· activities to obtain an academic degree; and 

· activities attended by Presidential appointees.  

Each OA will be responsible for reporting on such activities to the Office of the Secretary, Office of Human Resource Management, or to the U.S. Office of Personnel Management at such times and in such form as the Office(s) prescribe.



	
	

	
	

	
	

	Considerations
	See U.S. Office of Personnel Management’s Guidance for Collection and Management of Training Information (Appendix XXXX). Those responsible for reporting and recording learning activities may alos  consider the following questions recommended by American Society for Training and Development Benchmarking Forum (as amended). 

	
	

	
	1. Financial - How much did the agency spend on training?

How much:  Total money was spent; how much as percentage of payroll; average amount spent on training per employee; how much for internal training; how much on external suppliers?

How much:  Total hours employees spent  in training; number of training hours per employee?

Training and education budget?

Sources of funding for the training organization (HRD budget, special project allocations, tuition and fees, business unit)?

	
	

	
	2. Staffing - Who provides the training?

Number of staff in the training organization; number of contract generalist and specialists?

Salaries of internal generalists, development and instruction specialists; of contract generalists and specialists?  

How agency decides whether to develop or buy training?

Criteria for selecting contractors:

· fit of vendor characteristics with OA culture?

· match vendor skills with project?

· quality of project design?

· past experience with company?

· qualifications of firm and staff?

· understanding work requirements?

· fees?



	
	

	
	3. Organizational Structure - How is training structured and operated?

What types of programs (management development - safety training) and what roles played by HRD (needs analysis - advisor)?

What modes of operation used (formal or informal training, on-the-job-training); centralized or decentralized (curriculum planning, design, delivery); internal or external; training or performance improvement?

	
	

	
	4. Delivery Systems
How is formal training delivered?  

· traditional classroom?

· Computer-based training (CBT)?

· alternative delivery methods?

	
	

	
	5. Measurement and Evaluation - What difference does training make?

Indicate what number or percent of courses evaluated at the following level:

· Level 1 (reaction)

· Level 2 (learning)

· Level 3 (behavior)

· Level 4 (organizational results)

	
	

	
	6. Demographics - Who gets training?

Who by occupational category and subject matter (any formal training; orientation, safety and health, apprenticeship, basic skills, workplace related training, job skills training, other)?

Who gets internal training; who gets external training?



	
	7. Customer Requirements and Satisfaction
How does training organization know customer requirements?  (For example:  requests from managers, new products, changes in methods or procedures, account managers, advisory panels, forecasts from business units, developmental plans, employee surveys, HR staff).

How does training organization know if customer is satisfied?  (For example:  student evaluations, feedback from program sponsors; feedback from managers; customer satisfaction surveys; or feedback from corporate offices).



	
	

	
	In some cases when the General Accounting Office reviews federal training programs the following areas are addressed.

DESIGN OF TRAINING PROGRAMS

1.     How does the agency identify the skills (or competencies) needed by its employees to successfully perform the agency's mission and strategic goals?

2.     How does the agency measure the extent to which its employees have the skills identified as necessary for performing its mission and strategic goals?

3.     How does the agency plan to use training to address any gaps between needed and existing levels of employees' skills?

4.     What priorities, if any, has the agency established for training its employees and why?

5.     What criteria does the agency use in deciding whether to develop internal versus use external sources of training?

IMPLEMENTATION OF TRAINING PROGRAMS

6.     Does the agency have curricula for developing employees' skills? How are such curricula developed?

7.     Does the agency require that staff meet certain training requirements, such as completing training on specific topics or completing a specified number of hours? How does the agency develop such requirements?

8.How does the agency ensure that sufficient training slots are available to meet employees' needs regarding the skills identified as necessary for performance of the agency's mission and strategic goals?

9.     How does the agency determine its training budget? From what sources

does the agency fund its training program?

10. How does the agency determine the cost of providing training to its employees? What cost components (e.g., design, facilities and materials, participant time away from work, travel, contractor fees, etc.) are included?

EVALUATION OF TRAINING PROGRAMS

11. Who or what office within the agency is accountable for evaluating the agency's training programs?

12. How does the agency track the specific training completed by individual employees, particularly related to any training curricula or requirements?

13. How does the agency measure the extent to which its training programs contribute to increased employee skills and improved performance of agency mission and strategic goals?



	F.   EVALUATING 

L&D ACTIVITIES

	
	

	
	Sponsoring organizations shall evaluate L&D activities to determine how well these activities meet short and long-range program needs in a manner and frequency as the organization considers appropriate.  At a minimum, organizations are strongly encouraged to establish standards that address:

· the quality of L&D activities and delivery systems;

· achievement of learning objectives;

· impact on performance; 

· accomplishment of organizational requirements and expectations, as appropriate; and

· written end-of-activity evaluation.

See Appendix B of this Framework (U.S. Department of Transportation Training Evaluation Guide) for additional guidance. There is also a Evaluation Toolkit located on the web at http:// www (L&D SITE)



	
	

	
	

	G.  ACCEPTING 

CONTRIBUTIONS, 

AWARDS, AND 

PAYMENTS FROM

NON-GOVERNMENT

ORGANIZATIONS

	
	

	
	


	
	Statutory provisions as well as the Standards of Ethical Conduct for Employees of the Executive Branch, 5 CFR Part 2635, place restrictions upon Federal executive branch employees’ acceptance of gifts from outside sources, including free attendance at non-Federal training, conferences, and other meetings and activities.  There are also legal restrictions placed upon travel expenses that may be accepted by a Federal agency or employee.  Employees who are offered reimbursement or training expenses from non-Federal sources should contact their ethics office for advice and assistance.


	OVERVIEW

Introduction

In this Chapter


	This chapter describes DOT policies governing payment of  expenses associated with learning and development (L&D) activities (e.g., tests, conferences, and membership dues).  The chapter also contains guidance for policy interpretation and policy application.

This chapter contains these topics:
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	See Chapter V
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	A.  PAYMENT OF

EXPENSES FOR 

L&D ACTIVITIES




	Background


	All DOT-funded L&D activities should be based on the results of assessments that identify these activities as the strategy needed

to improve or enhance individual or organizational performance (see Chapter III, Section A of this L&D Framework).  These activities must also comply with DOT learning and development principles mentioned in Chapter II, Section B of this L&D Framework.

	
	

	B.  FINANCIAL 

ARRANGEMENTS

	Methods


	Operating administrations may:

· Authorize payment for L&D activities prior to completion.*

· Authorize payment for L&D activities upon completion.*

· Require employees to share the costs of L&D activities.


*Note: Be aware that vendors or contractors have direct payment procedures.

	
	

	
	

	Reimbursement 


	In order to receive reimbursement for L&D activities, the employee must submit a completed SF-1034 (Public Voucher for Purchases and Services Other than Personal) or equivalent form and a copy of the receipt(s) for expenses incurred to the OA or Regional Training Office. 

	
	

	Procurement for L&D

 Expenses


	L&D activities should be procured using an SF-182 or equivalent procedure.  The procedures for acquiring training services, including the use of credit cards for such services, are outlined in the Transportation Acquisition Manual (TAM), Note 96-03, Subchapter 1213.71, (please see Appendix C of this L&D Framework).  For more specific information on the Federal and DOT acquisition regulations, it is recommended that managers and Training Officers consult with their Procurement Office.



	
	

	C.  AUTHORIZED EXPENSES 

	DOT encourages attendance at L&D activities to provide employees an opportunity to develop their abilities for use in their current or future positions.  OA and Regional Administrators or their designees are responsible for approving payment of expenses resulting from attendance at authorized L&D activities.



	Permissible Expenses


	The kinds of L&D activity expenses for which full or partial payment may be authorized by OA and Regional Administrators, or their designated representatives are:

· Travel and per diem.  This includes payment of taxi and bus fares which are necessary for transportation to and from L&D activities, and mileage allowance and parking fees for attending L&D activities at other than the normal work location or outside of regular commuting hours.  Any claims for reimbursement for local transportation at the beginning or end of the regular L&D activity should be offset by the employee’s normal commuting costs.

· Transportation costs for the employee's immediate family, household goods, and personal effects; packing, crating,

temporary storage, moving, and unpacking (e.g., long-term training).

(NOTE:  Such expenses are at the discretion of management and are permissible only when the estimated costs of the transportation and related services are less than the estimated total of per diem payments for the period of L&D activity.)

· Full or partial tuition and matriculation fees of L&D activity.  This serves as a very positive recruiting and retention tool.

· Library and laboratory services.

· Purchase or rental of books, materials, and supplies.

· Membership fees to the extent the fees are necessary costs directly related to the L&D activity itself, including situations where payment of the fees is required to attend the L&D activity (see Section E of this chapter for more information).

· Food and Beverages.  With very limited exceptions appro-priated funds may not be used to pay expenses of any form of entertainment, including food and beverages.  The basis of the rule is that entertainment is essentially a personal expense even when it occurs in some work-related context.

· The fact that an OA characterizes a meeting or conference as an "L&D activity" is not controlling.  The activity must meet the definition of L&D activities as defined in Chapter I, Section D of this L&D Framework.

· The Comptroller General of the United States has held that the Government can provide food and beverages under the training authority in the Government Employees Training Act if the agency determines that provision of food and beverages is necessary to achieve the objectives of the training programs.  

Guidance and constraints concerning provision of food and beverages in conjunction with training can be found in: 50 Comptroller General 610 (March 9, 1971); 57 Comptroller General 806 (September 20, 1978); B-193034 (July 31, 1979); 

B-193955, (September 14, 1979); B-195045, (February 8, 1980); B-198471, (May 1, 1980); and B-230939, (August 14, 1989).

DOT has adopted the following criteria to determine whether food and beverage expenses could be paid for an employee attending L&D activities who was not in travel status:

1) the meals are incidental to the L&D activities;

2) attendance of the employee at the meals and/or breaks is necessary for full participation in the planned and structured learning activities;

3) the employee is not free to take the meals and/or breaks elsewhere without being absent from essential learning components of the program.

A justification must accompany any procuring documentation.  The justification must also include a statement explaining 

how the provision of food and beverages is necessary to achieve the L&D activities’ objectives.
· Interpreter Services. Interpreters and readers may be provided for persons needing such assistance for DOT sponsored L&D activities (see Section F of this chapter for more information).

· Other services or facilities which are determined to be necessary expenses of L&D activities.

	
	


	
	

	Approval Authority
	Procurement requests and justifications relating to the provision of and payment for food and beverages at L&D activities must be approved and signed by the contracting official.  DOT Procurement Offices will consult with client organizations when there is a question as to the sufficiency of the justification.

	
	


	D.  PROFESSIONAL

CREDENTIALS

	
	DOT may only test employees for job related competencies using valid, reliable instruments.  Therefore, DOT may only pay for written or performance tests which are directly related to DOT approved L&D activities, either those which are part of the L&D activities or those which are used as a diagnostic tool prior to L&D activities to be used in the assessment and diagnostic process leading to a developmental plan. 

As authorized by Section 1112 of the National Defense Authorization Act (FY 2002) agencies may use appropriated or funds otherwise available to the agency to pay for (1) expenses for employees to obtain professional credentials, including expenses for professional accreditation, State-imposed and professional licenses, and professional certification; and (2) examinations to obtain such credentials.

This authority may not be exercised on behalf of any employee occupying or seeking to qualify for appointment to any position that is excepted from the competitive service because of the confidential, policy-determining, policy-making, or policy-advocating character of the position (i.e., employees serving under Schedule C appointments).



	
	

	Limitation


	DOT may not train or pay employees to take a written or performance test (such as the CPA or LSAT, Bar exam, etc.) in order to obtain better scores.  Furthermore, DOT cannot pay for certificates or licenses to qualify for a position.



	
	If the primary purpose of the L&D activity is to attain or improve skills related to the duties of the present job or to a job that the employee can reasonably be expected to do in the near future, and, preparation for a test is merely a by-product, the L&D activity is permitted.

	
	

	E.  MEMBERSHIP

DUES AND

INITIATION FEES

	
	Appropriated funds may not be used to pay membership fees of

an employee of the United States or the District of Columbia in a society or association (5 U.S.C. 5946).  The prohibition does not apply if any appropriation is expressly available for that purpose

or if the fee is authorized under the Government Employees Training Act.  Under the Training Act, membership fees may be paid only if the fee is a necessary cost directly related to the L&D activities or condition precedent to undergoing the L&D activities, (5 U.S.C. 4109[b]).

	
	

	
	

	Individual Membership Fees

or Dues

	In cases where fees or dues are not directly related to L&D activities, OAs may not pay membership dues or initiation fees 

for individuals, even if a saving would accrue to the Government from reduced subscription rates, and notwithstanding that the Government would benefit from the employee's development as a result of the membership.  However, an OA may join professional organizations and pay the required dues if it is administratively determined to be necessary in carrying out authorized agency activities.  Membership will be in the name of the OA.

	
	

	
	For example, in accordance with a 1986 decision by the Comptroller General of the United States (B-223447, dated October 10, 1986), OAs may pay for individual membership fees in Toastmasters International, since the payment is a condition of undergoing the training offered by Toastmasters.  Moreover, the use of Toastmasters International as a source of public speaking training is supported by the Office of Personnel Management.

	
	

	
	

	Payment of Fees or Dues 


	Individual membership fees or dues which are a necessary cost directly related to L&D activities or a condition required to attend L&D activities, may be paid through the SF-182 or equivalent form.  OA membership fees or dues must be purchased through the use of a purchase request.



	
	

	
	

	F.  REASONABLE

ACCOMMODATION

	
	
As stated in Chapter I, Section D of this L&D Framework, DOT 

is required to provide reasonable accommodation to qualified employees with disabilities who inform the offices of their need 

for an accommodation on the basis of a mental or physical disability, unless such accommodation would impose an undue hardship on the operations of OA programs.  Reasonable accommodation for qualified persons with disabilities is required by Section 501 of the Rehabilitation Act of 1973.

Regulations of the Equal Employment Opportunity Commission

29 CFR. 1614.203 (c) (2) (ii), governing Federal sector equal employment opportunity, state that a reasonable accommodation 

may include the provision of readers and interpreters for qualified individuals with disabilities.  Such services may be acquired under current blanket purchase contracts from outside sources.  The employing OA or Regional Office is responsible for the procurement of interpreter services   Contact the servicing personnel office for more information.

	
	


	OVERVIEW
Introduction

In this Chapter


	Due to the nature of certain learning and development (L&D) activities and recent changes in training regulations, the intent of this chapter is to provide the manager with some insight into four special program areas.  If more detailed information is required, please ask your Training Officer for assistance. 

This chapter contains these topics:



	
	TOPICS


	See Chapter VI
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	A.  ACADEMIC DEGREE 

TRAINING

	

	Background

DOT Shortage

Determinations

	Section 4107 of Title 5, U.S.Code, permits training employees for

the purpose of obtaining academic degrees only if the training is necessary to assist in the recruitment or retention of employees

in shortage occupations as specified by 5 CFR 410.308 (b).  In exercising this authority, the OA shall give priority to relieving shortages in occupations which involve skills critical to its mission.  OAs must follow the regulations in 5 CFR 410.308 when implementing academic degree activities.  Since the Federal Aviation Administration and U.S. Coast Guard military have been exempted from provisions of 5 CFR 410 regarding such programs, it is appropriate for them to be exempt from these requirements.

If a determination of a shortage has not been made which would be applicable to a particular recruitment or retention problem, the OA may determine that a shortage of qualified personnel exists or is anticipated, based on the following criteria:

· Recruitment Problem -- A recruitment problem may be determined when the OA continues to have difficulty in recruiting qualified personnel despite having made a reasonable recruitment effort.  In making a reasonable recruitment effort , the OA must consider the factors listed in 5 CFR 410.308(c)(1) (see Appendix A of this L&D Framework).

· Retention Problems -- A retention problem may be determined based on the factors listed in 5 CFR 410. 308(c)(2) (see Appendix A of this L&D Framework.)

· Continuing Problems -- An OA may address continued recruitment or retention problems through L&D activities under  5 CFR 410.308, if the problems are similar in essential characteristics (occupation, series, grade, geographic locality) to that covered by the initial determination; and it has evidence that the original problem is a continuing one.



	Exceptions


	The authority under this section shall not be exercised on behalf of any employee occupying, or seeking to qualify for appointment to, any position which is excepted from the competitive service because of its confidential, policy-determining, policy-making, or policy advocating character (5 U.S.C. 4107(b)(3)). This generally refers to Senior Executive Service non-career or Schedule C positions and positions to which individuals are appointed by the President.



	
	

	Written Determination Authorizing Academic

Degree Training


	The approving official will make the authorization decision based on a written determination that the training is necessary to assist in the recruitment or retention of employees in shortage occupations.



	
	

	Other Factors to be

Considered

	In reviewing the need to provide learning and development, appropriate consideration must be given to any special salary rate, student loan repayment or other monetary inducement that may already have alleviated the staffing problem in the targeted occupation.

OAs must adhere to the merit principles set forth in 5 U.S.C. 2301(b)(1)and (2).

In selecting facilities to be utilized for academic degree training, consideration must be given to the cost-effectiveness of accredited educational institutions.  Schools or approaches should be selected which are the most effective, economical, and timely.



	Roles and

Responsibilities

	OA and Regional Personnel Officers shall:

· Monitor learning and development assignments made under

5 CFR 410.308 to ensure that continued authorization and funding of the academic degree activity shall be based on:

1) An expectation that the shortage determination serving as the basis for the training has continued validity; and

2) A determination that participating employees’ academic and job performance, while in the course of study, are to the agency's satisfaction.

· Assess the contribution of learning and development assignments under this policy to the resolution of recruitment  or retention problems in its shortage occupations.

· Certify annually that the shortage continues to exist.

· Retain for three years or one year after the employee completes the academic activity:

1) A record of the employees who are assigned to an activity under this section; and

2) A record of any continuing  recruitment or retention problem determination.

· May keep in the temporary side of the Official Personnel Folder of each such employee the documentation specified in 5 CFR 410. 308 (g)(2).

· Ensure completion of a Request, Authorization, Agreement and Certification of Training Form (SF-182) or an equivalent.  If  an SF-182 is completed, be sure to include the appropriate signature in Section F.
· Maintain a copy of a completed and signed Individual Development Plan in the Training Office.

Supervisors shall:

· Consult with the Personnel Officer to determine whether a shortage exists.

· Develop a Learning Plan (LP) jointly with the employee.  The LP will specify the degree sought, the courses to be funded by the OA, and will state how the training will help to resolve the OAs recruitment or retention problems.  A copy of the signed 

LP should be forwarded to the OA or Regional Personnel Office.

· Review the LP with the employee at least annually to monitor progress on achieving the employee's academic goals and the OA’s goals.

· OAs shall follow established merit procedures (e.g., announce and compete) when selecting employees for academic degree training.

· Verify annually that the employee's job performance continues to be at least fully successful.

Employees shall:

· Develop a Learning Plan (LP) jointly with supervisor.

· Maintain a passing grade of “C” for each course.

· Submit a copy of all grades received to the Supervisor and to the OA or Regional Training Officer.

· Initiate the preparation of the SF-182 for each course.

· Be responsible for any tax obligations levied by the

U.S. Internal Revenue Service.



	

	


	B.  EXECUTIVE 

DEVELOPMENT

	
	

	
	OA and Regional Administrators or designated representatives 

are responsible for the systematic development of executives, managers, supervisors, and candidates for these positions.  The Office of the Secretary, Office of Human Resource Management,  Corporate Performance Development Division, performs a central oversight, consultative role for OA and Regional Administrators.

Executive, managerial, and supervisory development programs must:

· be designed as part of the OA strategic plan and foster a corporate perspective;

· make assignments to L&D activities consistent with the merit system principles;

· provide for initial learning consistent with the results of needs assessments (when first becoming a supervisor, manager, etc.);

· offer continuing learning experiences in order for the individual to achieve the mastery level of proficiency for his or her current management level and position; and 

· systematically develop employees for higher management levels.

	
	

	
	

	Formal Senior

Executive Service Candidate Development Programs
	Formal Senior Executive Service Candidate Development Programs (SESCDP) permit the certification of the executive qualifications of graduates by a U.S. Office of Personnel Management Qualification Review Board under the criteria of 5 U.S.C. 3393(c)(2) (B) and selection for the SES without further competition.  5 CFR 412.104 (Appendix D of this L&D Framework) addresses minimum requirements for formal SESCDP such as:

· establishing a development plan for each candidate, prepared from a competency-based needs determination, and approved by the Department’s Executive Resources Review Committee.

· a formal training experience.

· developmental assignments of at least four months of full-time service.

· a mentor from the SES.

· periodic performance evaluations.

· a documented commencement and completion time.

When necessary, the Department will issue separate guidance regarding formal SESCDP initiatives.




	C.  LONG-TERM

L&D ACTIVITIES



	Description


	Long-term L&D activities are defined as assignments of 120 consecutive days or more.  Long-term activities enable employees to keep current with changes and innovations in their occupational fields, learn new skills, or develop and improve abilities needed to perform effectively on the job.  Long-term activities maximize learning opportunities for employees and should be viewed as an investment made in the future strength of the organization.  A long-term concentrated learning program develops and improves skills and knowledge and exposes the employee to new trends and research, fresh insights, and the expertise of professionals, managers, and executives in the public and private sectors.

Long-term activities may include:  a specific program of study at a college or university, federally-sponsored management and executive development programs, and developmental assignments within other DOT OAs or with state, local or other Federal government agencies. 



	
	

	Policy

	The DOT policy concerning approval and payment of expenses

for long-term L&D activities is as follows:

Long-term activities must be approved in advance by the OA Associate Administrator or Regional Administrator level or his/her designate.  In reviewing a long-term program, OAs must ensure that the program and its components are:  (1) consistent with and support the mission and function of the organization; and,  (2) relevant to the proposed participant's official duties; i.e., present or expected work assignments.

The individual courses or elements of the long-term assignments must meet the definition of L&D activities in Chapter I, Section D of this L&D Framework.  If it is determined that one or more courses are not relevant to the overall objectives of the long term training program, the OA may not pay the tuition of those courses.  To illustrate, an OA may not pay for an astronomy course for an investigator since astronomy is not related to the present or future job duties of the employee.

Long-term activities may be requested and approved by the servicing Training Office or designate in advance of the Training or designate office.



	
	

	
	

	When to Use


	Generally, long-term activities should be used when:

1. The knowledge and skills needed by the OA require an employee to take a comprehensive study program which

could not be accomplished by a series of unconnected

short courses;

2. The most feasible time span for acquiring the knowledge

or skills is a concentrated, long term program; or

3. The knowledge or skills are so complex, so new, or so unique that they cannot be readily obtained on a short-term basis from any available agency, inter-agency or non-government source.



	
	

	Developmental  Plan 


	The individual selected for long-term activities should develop, with the assistance of the supervisor, a development plan.  This plan should include a written statement of learning objectives, the significant skills and knowledge to be acquired, and how these relate to identified developmental needs and OA priorities.  The completed and signed plan should be kept for record purposes for an appropriate period of time set by the OA.




	Selecting Opportunities


	When selecting long-term activities, the OA should survey the available resources for accomplishing the specific developmental objectives.  Appropriate government facilities should be considered first.  If adequate learning through a government facility is not reasonably available, the full range of non-government sources should be explored.  Long-term activities that have been developed with the special needs of government employees in mind should receive next consideration.  The primary criterion for selection of an L&D activity is the ability to meet the OA needs effectively, economically and in a timely manner.  Other factors to be considered are:

· comparative cost;

· geographic location;

· special features available (laboratories, libraries, etc.);

· curriculum content (including prerequisites for the proposed program of study); and

· availability of the L&D activity at a particular time or place,

as needed.

Selections for long-term activities should also be made with particular attention given to DOT EEO requirements, merit staffing procedures and collective bargaining agreements. The selection for L&D activities that are given primarily to prepare an employee for advancement and are required for promotion must be made through internal competitive merit staffing procedures (i.e., when eligibility for promotion depends on whether the employee has completed the necessary L&D activities).



	

	D.  DESIGNATING 

PRESIDENTIAL 

APPOINTEES FOR

L&D ACTIVITIES



	Authority
	Section 4102 (a) (2) (B) of Title 5, U.S.C., allows agencies to train officials appointed by the President if the officials are "specifically designated by the President for  training under this chapter."  That authority was delegated to the Office of Personnel Management (OPM) by Executive Order 11895, dated January 6, 1976.  This authority may not be redelegated to officials subordinate to the Secretary of Transportation.



	L&D Activity In the Public Interest
	Presidential appointees rarely need extensive periods of development as they are appointed, in part, on the strength of their command of the skills and knowledge necessary to accomplish their official duties.  However, it may be in the public interest to develop Presidential appointees in skills and knowledge that are necessary to the performance of their officials duties such as:  (1) development in effective organizational strategic planning to ensure cost-effective allocation of Federal resources; (2) development in the unique rules, practices and procedures of the Government and of their respective agencies; (3) development to assist managers in better understanding the need of developing accountability in an organization and the means for achieving it in the public sector; (4) development in the use of automation as a management tool; and (5) development in dealing with the media, including interviews, press conferences and testimony technique.



	Secretarial Responsibility
	When Presidential appointees in DOT are designated for learning and development, the Secretary is responsible for ensuring that the activity is in compliance with all applicable laws and regulations including Chapter 41 of Title 5, U.S.C., and Part 410 of Title 5 CFR.

	Considerations
	The following should be considered before approving a Presidential appointee’s learning and development request:

· Relevancy of activity to the performance of official duties.  Section 4101 (4) of Title 5, U.S.C., requires that training be limited to fields "which will  improve individual and organizational performance and assist in achieving the agency’s mission and performance goals."

· Opportunity to apply the activity to official duties.  If Presidential appointees, in the closing period of a term of office are proposed for training, they must be able to fully and reasonably use what was learned during the remaining period of appointment.

· Non-availability of comparable activity within the Government.  A non-Government activity is appropriate when a comparable Government activity is not available or when a Government activity is less cost-effective than a comparable activity through a non-Government facility. 



	
	

	Required Documentation
	When designating Presidential Appointees for L&D activities, OAs are required to maintain records with the following information:

1) Name and position title of the official;

2) Description of the L&D activity, its location, vendor, cost and duration;

3) Statement of the reasons the designated L&D activity will be directly related to the employee’s performance of official duties;

4) Statement of the opportunity to fully apply the L&D activity to the performance of official duties during the term of office; and 

5) Statement explaining the cost-effectiveness of the facility selected, if travel and per diem are involved.

	
	

	
	

	
	

	
	


