CIVILIAN EMPLOYEE TRAINING

TRAINING RESTRICTIONS
1.  Training is not a right or a fringe benefit of employees; it is part of the work situation and a responsibility of management to determine what training is needed by each employee.

2.  Merit promotion program provisions will be followed when selecting employees for training intended primarily to qualify them for promotion. 

3.  Employees are required to satisfactorily complete courses approved on DD Form 1556, Request, Authorization, Agreement, Certification of Training and Reimbursement. Failure to do so may require employees to reimburse the costs of the training (other than salary). Prior to approval of training, supervisors and employees should give due consideration to workload, overtime and TDY requirements. Course content and prerequisites should also be reviewed. 

4.  Employees are required to complete copy 9 of the DD Form 1556 to evaluate training. The completed evaluation should be submitted to the approving official. 

5.  Training outside the continental United States (OCONUS) can only be approved by HQDA. This approval is in addition to, and separate from, OCONUS travel approval. Likewise, training to be conducted in the continental United States by a foreign source must also be approved by HQDA. 

6.  Employees may not accept financial aid from outside sources (i.e., grants, scholarships, contributions, Veterans Administration benefits) without proper approval. Check with your activity training coordinator or the CPAC for further guidance. 

7.  Approval of premium pay, overtime, or compensatory time for training purposes is usually restricted. Contact the CPAC for clarification. 

8.  Training conducted through a non-government facility must always be approved in advance. Employees who enroll in a non-government training course without prior written approval are personally responsible for the total training cost. 

9.  Instances of TDY for training purposes which exceed 30 calendar days are subject to a reduced per diem rate (55% of maximum amount authorized for the TDY site). 

10.  When authorizing training through non-government facilities, supervisors will pay all authorized costs (salary, tuition, fees, travel, per diem, books, supplies) for training which employees are directed to take to bring their performance up to an acceptable level (i.e., performance improvement plan). 

11.  Except as outlined in the next paragraph, it is not permissible to approve training for the sole purpose of providing a degree.  For that reason, each non-government training request must clearly show mission relationship and benefit to the government. Justification should address two questions, "Why does the employee need the training?" and "How will the employee apply the information learned to the job?"  A statement that training is "job related" or "on IDP" is not sufficient, nor is a reiteration of course content, without an explanation of how it will be applied to the job. 

12.  Exceptions to the preceding paragraph may be granted if necessary to assist in the recruitment or retention of employees in occupations in which there are existing or anticipated shortages of qualified personnel, especially in those with critical skills.  DOD has placed some restrictions on the use of this authority, therefore, it is imperative that such actions be closely coordinated with the CPAC. 

