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(500)-100     Training
100.1   Training Policy. 

The Office of Information Technology (OIT) is committed to providing training to all levels of the OIT organization to keep in step with the rapidly changing pace of technology.  Training activities will be accomplished within the context of operational priorities and budgetary constraints.  The Assistant Inspector General for Information Technology (AIGIT) will allocate a training budget to the Deputy AIG (OIT) and OIT Directors at the start of each fiscal year.  The Staff Assistant to the AIG (OIT) will coordinate with the Directors to identify training issues resulting from new or updated technology initiatives, (e.g. implementing a new software package).  The Staff Assistant will forward this information to TIGTA's National Training Coordinator to facilitate development of an organization-wide training strategy.

100.2   Training Coordination.
Directors will act as the training coordinator for their respective sections.  The Deputy AIGIT will act as training coordinator for the AIGIT’s immediate staff and also coordinate overall training activities for the Directors.  The Staff Assistant will function as the liaison with the TIGTA National Training Coordinator representing OIT on the Training Committee to surface OIT training related issues.

100.3   Skills Assessment. 

At the start of each fiscal year, Directors will develop an inventory of the skills necessary to accomplish their section’s responsibilities.  During performance reviews, the Assistant Directors will match the knowledge, skills and abilities of their staffs against the inventory and document each individuals training needs.

100.4   Training Plan.
The Directors and Assistant Directors will review the aggregate training needs and develop a training plan for their respective sections.  Directors will monitor the accomplishment of their sections training plan throughout the year.  The use of individual development plans (IDP) will be optional for staff performing at a satisfactory level.  A formal Performance Improvement Plans (PIP) lasting at least 90 days is mandatory for any staff member before they can be rated “fail” on any critical element.  Before placing anyone on PIP, the manager should contact Employee Relations in the Office of Personnel.

After the mid-year performance reviews, Directors will revalidate the skills inventory for their sections, make adjustments to the training plan and submit unfunded and projected training needs to the Deputy AIGIT for possible additional funding or for planning next years budget request.

100.5   Out-Service Training Requests.
Employees must complete Standard Form SF-182, Request, Authorization, Agreement and Certification of Training and submit the completed form to their manager.  This form should be completed electronically.  Directors must sign as the training coordinator and submit the completed and approved SF-182 to the designated Program Assistant/Secretary or his/her back up for further processing.  For further guidance in completing, approving and routing the SF-182 see TIGTA Memorandum #01-06, Revised Out-Service Training Routing Procedures, dated December 21, 2000.  
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