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Mandat ory Trai ni ng

1. Purpose. To provide policy and assign responsibility for the
training and devel opnent of all civilian enpl oyees at the Naval
Air Warfare Center Wapons Division (NAWOW) according to
references (a) through (h).

2. Cancell ation. COVPMICI NST 12410.5 and NAVWPNCENI NST
12410. 15.

3. Background

a. Training and devel opnent are essential elenents in the
managenent of Departnent of the Navy (DON) organizations and
activities. The conplexity and variety of our m ssion requires
conti nual upgradi ng of know edge, skills, and abilities to per-
formeffectively and efficiently, and to retain fully conpetent
enpl oyees to neet current and future m ssion requirenents.

Ref erence (a), Public Law 85-507, CGovernnent Enpl oyee Trai ning
Act, and reference (b), Title 5 United States Code, Chapter 41,
Training in the Federal Service, provide the |egal foundation for
traini ng.

b. Naval Air Warfare Center Wapons Division will provide
opportunities to inprove the quality and perfornmance of the work
force. Enployees can use a full range of options to neet their
organi zati onal and professional devel opnment needs, i ncluding
cl assroom training, on-the-job training, technol ogy-based
training, satellite training, self-devel opment activities,
coachi ng, nentoring, career devel opnment counseling, details,
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rotational assignments, cross training, and training rel ated
conferences and sem nars.

4. Pol icy

a. Acadenic Education

(1) Up to three academ c courses may be approved during
one senester/quarter; one course may be funded by the Enpl oyee
Devel opnent Division, Code 733000 E, during that period, depend-
ing on funds avail able. Enpl oyees are responsi ble for funding
non-tuition costs such as books, application fees, and exam na-
tion fees. Academc training is usually acconplished after
wor ki ng hours; however supervisors may infrequently adjust work
schedul es for those courses that occur during working hours. Al
academ c training nmust be taken at an accredited school.

(2) Training for the sole purpose of obtaining a degree
is prohibited, except in certain situations where the training
will aid in the recruitnment or retention of enployees in areas
where there is a shortage of qualified personnel, especially in
occupations involving critical skills. If, while pursuing aca-
dem c training, the enployee receives an academni c degree, the
degree is an incidental by-product of the training.

(3) Enpl oyees nust attain a grade C or better, or equiv-
al ent on funded course work. Failure to do so, when it is within
t he enpl oyees’ control, requires reinbursenent of tuition cost.

(4) Reference (c), Ofice of Personnel Mnagenent Train-
i ng Policy Handbook, Authorities and Guidelines, prohibits the
command from paying the costs for |aw school tuition or bar
adm ssi on fees.

(5) Enpl oyees who are selected to attend training on a
full-time basis for nore than 120 consecutive working days, e.g.,
Fel | owshi p Program are covered under the guidance provided in
reference (d), NAWCWPNSI NST 12410. 2A, Fell owshi p Program

b. Equal Enploynent Opportunity and Merit Pronotion

(1) Managers and supervisors will provide training for
all enpl oyees without regard to political preference, race,
religion, color, national origin, sex, marital status, age,
handi cappi ng condition, or other factors unrelated to the need
for training.

(2) Merit pronotion procedures nust be followed in
sel ecting enployees for training that is primarily to prepare
trai nees for advancenent and that is not directly related to
i mproving performance in their current position.
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c. Examinations, Licenses, and Certifications. Enployees
are responsi ble for obtaining the qualifications necessary to
performthe duties of his or her position. The command may not
pay or reinburse the enployee for the cost of exam nations,
licenses, or certifications, even if required by the state where
t he Federal enployee works. For exanple, the command nmay not pay
the costs for professional certificates required as a qualifica-
tion for the enpl oyee’s position, professional accreditation,
including certification as a Governnent Financial Manager, and
state licenses required for an enployee to perform Federal
duties, unless Federal |aw expressly requires Federal agencies to
conply with State regul ati ons.

d. Forty Hours of Training Policy. Al enployees are
required to participate in a mninmm40 hours of m ssion rel ated
training per year. Mssion related training is described in
paragraph 5 of this instruction.

e. Individual Devel opment Plans (1DP). All enployees should
conpl ete a NAWCWPNS 12410/ 17, |Individual Devel opnent Plan (IDP).
| DPs are mandatory for newly appoi nted supervi sors and enpl oyees
in formal devel opment prograns such as the Senior Executive
Managenent Devel opnent Program and Career Leadership Devel opnent
f ramewor k.

f. MIlitary Personnel Participation in Gvilian Training

(1) Mlitary personnel can attend civilian training when
the training is related to their present duty assignnent and
t hey: have direct or indirect supervisory responsibilities over
civilians; are assigned to performessentially civilian duties
for an extended period of tinme (at |east 30 days), and for which
there is no conparable mlitary training available. Mlitary
personnel are officially enrolled in a regularly schedul ed, on-
board, civilian training course at no additional cost to the
Governnment. Attendance at non-supervisory civilian courses nust
be on a space avail abl e basis only.

(2) Participation by mlitary personnel in career educa-
tion and training by, in, or through non-governnent facilities is
approved and funded under appropriate mlitary training author-
ities or authority other than reference (a). Mlitary personnel
shoul d contact the Navy Canpus Education Center for tuition
assistance. Reference (e), CNETINST 1560. 3D, Navy Vol untary
Educati on Progranms, provides eligibility criteria for mlitary
menbers.

g. Mndatory Training. Refer to enclosure (1).

h. Meetings and Conferences. Meetings and conferences often
provi de an inportant opportunity for learning information rel e-
vant to inproving the conduct and/or managenent of prograns. The
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command may pay an enpl oyee’s expenses for attending a neeting or
conference as a training expense when:

(1) The purpose of the conference is educational.

(2) The content is relevant to inproving the enployee’s
per f or mance.

(3) Mbst of the conference consists of planned, organized
exchanges of information between presenters and audi ence.

(4) The enployee will derive devel opnmental benefits
t hrough att endi ng.

Gover nment funds cannot be aut horized for enployees to attend
nmeetings or conferences for the sole purpose of discharging their
duties as nenbers or officers of private organizations or for
enpl oyees to attend neetings or conferences whose purposes are
soci al, philanthropic, or fraternal, rather than technical,
scientific, or professional.

i. Menbership in Professional Oganizations. Paynent of
annual dues for nenbership in a professional organization is a
per sonal expense, not reinbursable to the enpl oyee, even if the
Government woul d benefit fromthe enpl oyee’ s devel opnent as a
result of the nenbership. In sone instances an individual nmem
bership is included in the conference fee and the conference fee
cannot be reduced by the cost of the individual nenbership. If
t he Governnent pays for an enployee to attend the conference, the
enpl oyee may accept the nmenbership as an incidental by-product of
t he neeting.

j . Non-appropriated Funded Enpl oyees. Enployees paid from
non- appropriated funds are not covered under reference (f),
OCPM NST 12410.1, Training, and may not have their training paid
out of appropriated funds. However, they may attend: job rel ated
general local activity briefings, orientations, and courses on a
space avail able basis. |In addition, they may attend DON
sponsored training provided their training is paid for out of
non- appropriated funds. Appropriated fund enpl oyees will not be
deni ed access to any program because space was allocated to a
non- appropri ated fund enpl oyee.

k. Procurenent of Training

(1) The DD Form 1556, (OP) NAWCWPNS CL 12410/ 77, or (OP)
NAWCWPNS PM 12410/ 33, Request, Authorization, Agreenent, Certifi-
cation of Training and Rei nbursenent, is authorized for use by
DON activities as an obligating docunment to procure publicly
avai | abl e, off-the-shelf courses that require no nore than m nor
nodi fication to neet DON requirenents
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(2) Training may not take place until all approvals (sig-
natures) are obtained on the formfromthe trainee’ s i medi ate
supervi sor, the departnment’s authorizing official, and the Head,
Enpl oyee Devel opnent Divi sion, Code 733000E.

(3) Wien a training programrequires new design and
devel opnent, the authorized contracting officer contracts for the
service on behalf of and as requested by the Training Director or
managenent of ficial.

|. Records. Training |aw and regul ations require the
command to maintain the follow ng information, concerning the
general conduct of command training activities, for internal
managenent pur poses:

(1) Conmand training plan.

(2) Training activities funded and indi vi dual enployees
trai ned.

(3) Paynments made for travel, tuition, fees, and other
necessary traini ng expenses.

(4) Each contribution, award, or paynent nmade and
accepted by a Federal enployee froma non-Governnment source.

(5) Evaluations of the results of training.

m Training Agreenents. Enployees nust sign a training
agreenent (reverse side of Copy 1, DD Form 1556) for any training
event that exceeds 80 hours. Enployees nmust agree in writing,
before training, to continue in service for a period equal to
three tines the length of the training period. |[|f the enployee
| eaves the Governnent before the agreed on anpbunt of service,
NAWCWPNS has the right to require repaynent for the anount of
service tinme not served. Reference (g), 5 CFR Part 410, 5 Code
of Federal Regulations, Part 410, provides additional information
on failure to fulfill agreenents.

n. Training of Non-governnent Enployees. Contractors can be
trained only in skills they are not required to bring to the job,
since they are selected for their expertise in a subject/area.
Contractors can be trained in rules, practices, procedures, or
systens that are unique to the Navy and essential to the perfor-
mance of the contractor’s assigned duties. The authority for
training of contractors is not in the training law. It is in the
authority to adm nister contracts. Training of contractors is
subject to the decision of the Contracting Oficer’s
Represent ati ve.
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5. Definitions

a. Formal Training. Formal training includes governnment and
non- gover nment short courses; long-termtraining; academc
courses (conpleted with a passing grade); mandatory training;
satellite training;, conferences and sem nars when docunented on
DD Form 1556, and all Defense Aquisition Wrkforce | nprovenent
Act training.

b. Line Training. Line training includes education, devel -
oprmental activities, and training taken in the organi zation or on
the enpl oyee’s own tine. Exanples of line training include on-
the-job training, new equipnent training, self-directed studies,
cross-training, devel opnental assignnents, conferences and neet -

i ngs not docunmented on a DD Form 1556, and new | earning on the
j ob.

C. Mssion Related Training. Mssion related training is
trai ning that supports NAWCWPNS goals. This includes training
t hat :

(1) Supports the command’ s strategic plan and performance
obj ecti ves.

(2) Inproves an enpl oyee's current job perfornance.

(3) Allows for expansion or enhancenent of an enpl oyee's
current job.

(4) Enabl es an enpl oyee to perform needed or potentially
needed duties outside the current job; however, at the sane |evel
of responsibility.

(5) Meets organizational needs in response to reengineer-
i ng, downsizing, restructuring, and program changes.

d. Conpetency Specific Courses. Managers nay nake arrange-
ments, throughout the year, with the Enpl oyee Devel opnent
Di vi sion, Code 7330000y E, to bring courses on board that are
specific to the conpetency. These courses are considered to be
“cl osed cl asses”.

6. Procedures

a. Advance Paynent for Training. The Enpl oyee Devel opnent
Di vi si on, Code 7330000/ E, can authorize advance paynent for
trai ning that has been approved on DD Form 1556. This nmethod is
beneficial when prepaynment is specifically required by the
training facility or a prepaynent discount is offered and refunds
are available if the training is not conpleted. Advance paynents
nmust be requested prior to subm ssion of DD Form 1556.
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b. DD Form 1556

(1) The Head and Associ ate Head, Human Resources Depart -
ment (HRD), Code 730000E; the Head and Associ ate Head, Enpl oyee
Devel opnent Division, Code 733000E, are del egated authority to
approve training requests submtted on a DD Form 1556.

(2) The DD Form 1556 training requests nust be approved
before the start date of training. Enployees acting outside
their authority, who order training services or conmt the
Government to pay a vendor for services received, wthout prior
approval, can be held personally liable for the cost of the
transaction and are subject to disciplinary action.

(3) Of-site training requests of |ess than 120 days, at
gover nnment and non-governnent facilities, should be submtted to
t he Enpl oyee Devel opnent Divi sion, Code 733000D/E, 3 weeks before
the start of training.

(4) Individual training requests exceeding $2,000 in
tuition costs nmust be acconpanied by a witten justification
stating that no other conparable or alternative training options
are available. |If other conparable or alternative training
options are avail able, an enpl oyee devel opnent specialist from
t he Enpl oyee Devel opnent Divi sion, Code 733000D/E, shoul d be
contacted for assistance in procuring the course. The witten
justification, signed by the supervisor, is required to neet
regul atory conpli ance.

(5) The DD Form 1556 nay be used to pay an enpl oyee’s
expenses for attending a neeting or conference when the criteria
listed in paragraph 4.h applies.

c. Training of 120 days or nore. Training of 120 days or
nore is considered long-termtraining. The procedures for |ong-
termtraining are outlined in reference (e).

7. Responsibilities

a. Corporate University Council. The Corporate University
Counci | supports the Conpetency Aligned Organi zation by defining
education, training, and devel opnent policy for NAWCWPNS. The
council, conposed of senior nmenbers from each conpetency, serves
as advocates for training issues by advising and providing
recommendati ons on the strategic direction of organizational and
prof essi onal devel opnent. The council provides input that
reflects the concerns of a highly technical and multi-skilled
work force across all conpetencies.

b. Conpetency directors recommend policy, provide guidance
on the training and devel opnent of civilian enpl oyees, and
determ ne organi zati onal and individual training needs in
response to the annual training survey.
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c. Munagers and Supervisors wll:

(1) Attend all mandatory training for supervisors as
shown in enclosure (1). Reference (h), NAWCWPNSI NST 12411.1
Supervi sor Devel opnent, applies.

(2) Assist the Enpl oyee Devel opnment Division, Code
733000D)E in the training and devel opnent of their enployees in
carrying out this responsibility.

(3) Identify and plan the training needs of all enploy-
ees and ensure that enployees receive a mnimum of 40 hours of
trai ning per year. Training plans should be devel oped through a
continual review and anal ysis of individual, occupational, and
organi zati onal training needs, m ssion objectives, training
prograns/ courses, costs, and return on investnment. The nost
opportune tine for supervisors and rmanagers to identify and docu-
ment training requirenents is when performance objectives are
est abl i shed and revi ewed.

(4) Ensure the training is equitably offered and t hat
mandatory training requirenents are nade avail able to every

enpl oyee.

(5) Ensure that nmerit pronotion procedures are foll owed
in selecting enployees for training that is primarily to prepare
trai nees for advancenent and that is not directly related to
i nproving performance in their current position. For exanple,
merit pronotion procedures apply to training to prepare an
enpl oyee for a pronotion; whose purposes, or effect, is to allow
an enployee to neet, in whole or in substanti al part, m ni mum
educational requirenents set by the Ofice of Personnel
Managenment or other training required for assignment to a
different position with higher pronotion potential.

(6) Ensure that DD Form 1556 is approved by al
authorities before the enployee attends off-site training,
regardl ess of whether training costs on the DD Form 1556 are
i nvol ved or not.

(7) Sign and comrent on enpl oyee’s Copy 9 of DD Form 1556
(evaluation of training) and forward to the Enpl oyee Devel opnent
Di vi sion, Code 7330000y E, within 5 days of the conpletion of
training. Copy 9 is used by the command as the proof of conple-
tion to reimburse the vendor for services rendered and is the
principal basis for collecting training data.

(8) Keep current on policies and guidelines of enployee
trai ning and devel opnent as outlined in references (a) through

(h).
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(9) Evaluate the effectiveness of training and devel op-
ment efforts in ternms of increased job conpetency, quality, and
ef ficiency of operations.

(10) Report the nunber of hours of training received by
each enpl oyee for the mandatory 40-hour report.

d. Enployee's will:

(1) Share with their supervisor the responsibility to
prepare an IDP to identify training needed to inprove individual
and organi zati onal performance.

(2) Participate in a mninmmof 40 hours of training each
fiscal year.

(3) Consult with enpl oyee devel opnment specialists and
per sonnel managenent advi sors fromthe Human Resources
Department, Code 7330000/ E, for career counseling and training
and devel opnental opportunities.

(4) Submt training requests through conpetency chain of
command and Enpl oyee Devel opnent Divi sion, Code 7330000 E, before
attending training. Successfully conplete and apply training and
fulfill continued service agreenents, if applicable.

(5) Forward Copy 9 of DD Form 1556 (eval uation of
training) on conpletion of off-site training to supervisor for
signature and forward to the Enpl oyee Devel opnent Division, Code
733000y E, within 5 days after conpletion of training.

(6) Foll ow conpetency process for tracking training
hour s.

(7) Apply the know edge, skills, and techni ques acquired
to performance of work.

e. Enpl oyee Devel opnent Division, Code 733000D/ E per sonnel
will:

(1) Conduct an annual training needs assessnent, devel op
t he conmand annual training plan, and present the plan to the
Corporate University Council for recommendati on and approval.

(2) Manage the command’ s all ocation of financi al
resources for training, education, and devel opment. Meet
regul atory conpliance for procurenent of training services.

(3) Procure and coordi nate on-site courses as identified
in the NAWCWPNS Annual Training Plan. Publish on-site courses
and related training events in the comand’ s newspaper,
Announcenent s section
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(4) Review DD Form 1556's for regulatory conpliance. On
approval by Head or Associ ate Head, Enpl oyee Devel opnent Divi -
sion, Code 733000E, notify the conpetency and enpl oyee of
approval of training, submt forns to vendor for registration
and forward copy of DD Form 1556 to Code 761200D/ E

(5) Process on-site training requests submtted by conpe-
tency managers and supervisors. Select attendees for classes and
notify conpetency and enpl oyee. Evaluate the effectiveness of
traini ng.

(6) Serve as training and devel opment consultants to com
pet ency managenent officials on a broad range of organizati onal
and prof essional devel opnent issues. Provide professional assis-
tance and career counseling to enpl oyees.

(7) Maintain required training records on the command’ s
training plan, funded training activities, individual enployees
trained, tuition costs and ot her necessary training expenses, and
eval uation of the results of training.

(8) Prepare all formal training (off-site courses and on-
site courses) and mandatory training for entry into the Manage-
ment Training Information System dat abase that is reported to the
Def ense Civilian Personnel Data System Ensure that the training
data reported is placed on the HRD server on a nonthly basis.

8. Fornms. DD Form 1556, (OP) NAWCWPNS CL 12410/ 77 (Rev. 12-95),
Request, Authorization, Agreenent, Certification of Training

Rei mbur sement; NAWCWPNS 12410/2 (Rev. 6-95), On-Board Trai ning
Request; and NAWCWPNS 12410/ 17 (1-95), Individual Devel opnent

Pl an, are avail able at Tel-Mart, China Lake.

9. Directive Responsibility. The Head, Human Resources Depart -
ment, Code 730000E, is responsible for keeping this instruction
current.

R B. O nsbee

Di stri bution:
L5
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AUDI ENCE MANDATCRY TRAI NI NG LENGTH FREQUENCY
COURSE TI TLE

ALL EMPLOYEES
New Enpl oyee Orientation

Envi ronnent al Awar eness 30 minutes One Tinme
DAW A 45 mnutes One Time
Fraud, Waste, and Abuse 30 minutes One Tinme
Organi zati onal Overvi ew CAO 1 hour One Tine
H V/ Al DS * 1 hour One Tine
Enpl oyee Assi stance Program 1 hour One Tine
Saf ety I ndoctrination 1 hour One Tine
Security Indoctrination 1 hour One Tine
Initial Ethics Briefing 1 hour One Tine
Preventi on of Sexual 1 hour Annual
Har assment
NEW SUPERVI SORS
EEO Tr ai ni ng 8 hours One Tine
Admi ni strative Policies 32 hours One Tine
& Procedures
Basi ¢ Supervi sory Devel oprent 40 hours One Tine
ALL SUPERVI SORS
EEO Refresher Trai ning Vari es Annual
Supervi sory Safety Refresher 1 hour Annual
Hazar dous Comuni cati on 1 hour One Tine
St andard
ACQUI SI TI ON WORKFORCE
( DAW A)
Courses identified in Defense Vari es One Tine
Acqui sition University Catal og
Acqui sition Reform Stand Down Vari es Annual
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AUDI ENCE MANDATCRY TRAI NI NG LENGTH FREQUENCY ATTENDEES
COURSE TI TLE

JOB SPECIFI C SECURI TY

Security Refresher 1 hour 15 nmin/quarter Enmpl oyees
Comput er Security 1 hour Annual Enmpl oyees
operate
equi pnmen
Conmuni cati ons Security Brief 1 hour Annual Enmpl oyees
EC equi pnent
Forei gn Contact O ficer 6 hours One Tine
Enpl oyees desi gnat ed
Certification within C
Security Coordi nat or 4-6 hours One Tine
Enpl oyees desi gnat ed
Security Coordi nat or 1 hour Seni - Annual
ithin each Level 3 or
Ref resher hi gher C
Secret Control Oficer 4-6 hours One Tine
Enpl oyees designated to hold
Secret Control Oficer 1 hour Semi - Annual secret n
Ref r esher
SAFETY
CPR Certification and Renewal 6 hours Every 2 years See audi en
Man- Made Vitreous Fibers 1 hour Annual VWhen appl i
Radi o Frequency Radi ation 1 hour As Required When appli
Er gononmi cs 1 hour As Required VWhen appl i
Pol ychl ori nat ed Bi phenyl s 1 hour As Required
When applicabl e
Bl oodbor ne Pat hogent s 1 hour As Required
When applicabl e
Confined Space Entry 2 hours Refresher
When applicabl e
Laser Safety 1 hour As Required
When applicabl e
Lockout / Tagout 1 hour As Required
When applicabl e
Hazard Specific 1 hour Annual When appl i
Heari ng Conservation 1 hour Annual
When applicabl e
Si ght Conservati on 1 hour Annual
\When applicabl e
When applicabl e
Respiratory Protection 1 hour Annual
When applicabl e
Lead Operations 1 hour Annual
When applicabl e
Repr oducti ve Hazards 1 hour Annual VWhen appl i
Sol vent Safety 1 hour Annual When appl i
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AUDI ENCE
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MANDATCORY TRAI NI NG LENGTH FREQUENCY
COURSE TI TLE

ENVI RONVENTAL
Hazar dous Wast e Managenent 16 hours One Tinme
Hazar dous Waste Coordinators
Tr ai ni ng
Hazar dous WAst e Managenent 8 hours Annua
Trai ni ng Refresher

PROCUREMENT
Contracting Oficers 5 days One Tine
When applicabl e
Representati ve

Contracting Oficers 1 day Every 3 years
Represent ati ve Refresher
Bank Card 8 hours One Tine

* (PL-104-106) prohibits requiring any Federa

enpl oyee to attend or participate in an H V/ Al DS
trai ning program except for training necessary to
protect the health and safety of the Federa

enpl oyee and the individuals served by such

enpl oyees.

** CPR Audi ence: Energency response teans, fire
department personnel, hospital corpsnmen, safety

and industrial hygi ene personnel, electrical power

pl ant, power distribution, electrical and el ectronics
personnel, supervisors (of the above personnel or of
personnel whose jobs pose conparable risks or

who work at renpte sites)
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