BONNEVILLE POWER ADMINISTRATION

HUMAN RESOURCES, DIVERSITY AND EEO

Portland, Oregon

PERSONNEL LETTER NO. 410-1



        DATE:  August 9, 2002
SUBJECT:  Employee and Organizational Development and Training
I. PURPOSE OF ISSUANCE

To provide BPA Policy and Guidance.

II. PURPOSE OF REVISION

Updates BPA Policy and Guidance in line with BPA’s goal to be a High Performance Organization.  This Personnel Letter supersedes and abolishes Personnel Letter No. 410-6 (Revised), Competency-Based Individual Development Plans, dated January 16, 2001, and Personnel Letter No. 410-9, Bonneville Power Administration (BPA) Employee Development, dated June 19, 1998.

III. POLICY

A. Employee training and development is intended to create and sustain a high-quality workforce in support of BPA’s strategic needs, consistent with a High Performing Organization.

B. BPA uses a range of options to meet strategy driven organizational and employee development needs, such as classroom training, on-the-job training, 
technology-based training, employees’ self-development activities, coaching, mentoring, details, rotational assignments, cross training, and development activities at retreats and conferences.

C. All employees receive fair and equitable consideration for training opportunities and career assistance without regard to race, color, national origin, religion, age, sex, marital status, political preference, handicapping condition, or other factors unrelated to the need for training.
D. Competitive procedures must be used when selecting an employee for formal training that enhances promotion potential and/or permits noncompetitive promotion after successful completion of training.  

E. Competencies may be used to help identify development needs for individuals and entire workgroups.  Where they are used in this way, individual development plans will support the overall training program for the workgroup.

F. Individual 360 Feedback on competencies may only be used for development planning.  It may not to be used for performance evaluation and/or measurement purposes.  The 360 Feedback report becomes the sole property of the recipient.  Those giving the feedback are bound by full confidentiality, and may not release their written information (assessment report) without expressed consent of the recipient for any other intent or purpose.
G. BPA provides career transition assistance services to assist employees who have been, or are likely to be, separated by reduction in force (RIF) in finding other employment.  Examples of such services are found in Personnel Letter No. 330-1.

H. Managers are responsible for assessing employee progress in achieving individual development plan goals, using measures developed from discussions with employees.  Such assessments are made by the manager and should be discussed with the employee in an appropriate setting, which might be in conjunction with (but separate from) performance appraisal discussions held with the employee.  Managers are responsible for determining the best approach to use in making such assessments and should document such assessments in writing if requested by the employee.
I. Through staff, the Manager, Personnel Services, is responsible for ensuring that legal and regulatory requirements are met, including the following proscriptions that 
       BPA-provided training content/methods not:

1. Contain elements likely to induce high levels of emotional response or psychological stress in participants. 

2. Contain any methods or content associated with religious or quasi-religious belief systems, or “new age” belief systems, as defined in EEOC Notice 
                        N-915.022, dated September 2, 1988.

3. Be offensive to, or designed to, change participants’ personal values or lifestyles outside the workplace.

4. 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 workplace rights of HIV positive employees.

J. Where BPA-directed or sponsored training has the potential to induce an emotional response or psychological stress in participants, the Manager, Personnel Services, through assigned staff, has the responsibility to inform employees in advance of the program’s content, training methods, and evaluation process.  In addition, this responsibility includes working with trainers so that course content is designed and delivered in a manner than minimizes the potential for such stress. 

IV. RESPONSIBILITIES


A.
Senior Vice Presidents and Vice Presidents are responsible for:


1.
The training and development of employees in their organizations.



2.
Assigning responsibility and adequate resources to meet organizational needs.



3.
Having procedures in place that allow for appropriate selection of employees for development and training in accordance with provisions of this issuance, as well as ensuring that competitive procedures are used when required under merit promotion plan requirements.


B.
Senior Vice President, Employee and Business Resources, is responsible for annually authorizing BPA’s centrally funded training budget.

C. Managers are responsible for:



1.
Tying individual development plans and training to desired organizational results and clearly communicating this linkage to their employees; and, providing opportunities for development of their employees consistent with budget and other available resources, as well as BPA’s needs.

2. Providing an assessment of employees’ skills and competencies against established individual development plans.

3. Informing employees of training and development opportunities, counseling employees about career development programs and opportunities, and assisting employees in their career development planning.

4. Providing on-the-job training when appropriate.  Coaching employees (or assigning a coach) on the application of newly acquired skills, and assuring and reinforcing on-the-job opportunities to practice and develop the skills and competencies targeted in individual development plans.


D.
Manager, Personnel Services, through Personnel Services staff, is responsible for:



1.
Developing, communicating, and implementing BPA training opportunities, procedures, and guidelines.



2.
Collecting, analyzing, and maintaining training plans, expenditures, and activities for information and reporting; and, evaluates training for planning purposes, to assess efficiency, and to determine how well it meets short- and long-term program needs by occupations, organizations, or other appropriate groups.

3. Ensuring that processes for individual development plans, self-assessment and feedback, and development funding are developed, published, and effectively implemented.

4. With the Business Lines, assesse, design and recommend training and development initiatives, as well as evaluation methods, appropriate to meet the development and/or training need identified.

5. Ensuring that the Human Resource Development Management Information system is maintained.


E.
Manager, Human Resources, Diversity and EEO, is responsible, through assigned staff, for developing BPA’s overall training and development policy and evaluating its effectiveness from a policy perspective.


F.
Employees are responsible for:



1.
Their own self-development, successfully completing and applying authorized training, and fulfilling continued service agreements.  In addition, they share with BPA the responsibility to identify competency development needed to improve individual and organizational performance and suggest methods to meet those needs effectively and efficiently.



2.
Completing evaluation forms associated with training received.



3.
Obtaining notification of their grades, or other evidence of completion for 


      non-graded courses when done at government expense.

4. Setting clear and realistic learning goals and discussing them with their manager in a collaborative manner.

5. Developing the competencies and technical/functional skills described in individual development plans.

6. Paying fees assessed for professional certification examination or for job-related certificates or licenses, except as otherwise provided for under the provisions of a collective bargaining agreement.  This responsibility does not preclude BPA from authorizing training funds to pay for job-related training that may, as a secondary benefit, assist an employee to maintain certification or accreditation.

7. Honoring any continued service agreements for tuition reimbursement

V. REFERENCES

A.
5 U.S.C., Chapter 41, Training


B.
5 CFR, Part 410, Training


C.
5 CFR Part 412, Executive, Management, and Supervisory Development

D.
BPA Manual Chapter 400/410A, Employee Development


E.
Section 625 of the Treasury and General Government Appropriations Act of 2000


F.
Equal Employment Opportunity Notice N-915.022


G.
Public Law 104-146 (Section 9 of the Ryan White CARE Amendment Act of 1996)


H.
Executive Order 1311, Using Technology to Improve Training Opportunities for Federal Government Employees

I.
5 U.S.C. 2301, Merit System Principles

J.
Personnel Letter No. 330-1, Career Transition Assistance Program  

K.
Personnel Letter No. 335-5, Career Development Programs


L.
Personnel Letter No. 335-6, BPA Consecutive Accelerated Training and Promotion Plan for Annual Employees

M.
Personnel Letter No. 335-7, BPA Accelerated Training and Promotion Plan for

Annual Positions

N.
Personnel Letter No. 410-7, Information Resources Technical Training Program


O.
Personnel Letter No. 511-7, Technical Career Path Development and Staffing Program

P. Personnel Letter No. 610-3, Telecommuting Guidance

Q. Personnel Letter No. 610-5, Hours of Duty

VI.
DEFINITIONS

A. 360 Feedback:  Consistent with paragraph III.6., a written evaluation of a person’s work-related competencies used to identify development needs.  The assessment is completed by the individual (a self-assessment) and multiple evaluators, at the request of the individual.

B. Competency:  Any observable and measurable attribute whose source may lie in skills, knowledge, values, traits, or perspectives that contributes to success in performing a task or job.  Competencies help ensure that individual and team performance aligns with the organization’s mission and strategic direction.

C. Competency Gap:  The difference between an individual’s current set of competencies and the competencies that add to the success of the organization and success in his/her current position.  Competency gaps and technical/functional skills gaps are the basis for development.

D. Development Culture:  A culture whereby BPA employees are encouraged and supported to pursue development opportunities and/or options that are in alignment with our business, strategic goals, and industry needs.  Development is encouraged and supported from an individual level, as well as from an organizational level.

E. Development Opportunity:  An experience with the potential to assist an individual in his/her development, including, but not limited to, on-the-job assignments, mentoring, shadowing, job exchanges, internships, apprenticeships, training, seminars, and independent study.

 F.  Individual Development Plan (IDP):  A written action plan which lists competencies and technical/functional skills to be learned, sets learning goals, and describes experiences (coursework, job assignments, feedback, and life experiences) which will be used toward that learning and growth, developed collaboratively with an employee’s manager.  The written document may contain specific due dates of scheduled accomplishment.  See Occupational Development Profile (ODP).

G.  Evaluator/Rater:  A person chosen by the “learner” who provides the 360 assessment of another person’s competencies and/or technical/functional skills.

H. Formal Training:  As used in paragraph III.4., formal “training” means the planned coordinated program of training intended to prepare participants for career advancement (e.g., Upward Mobility, BPA sponsored programs such as the Executive Career Development Program, and similar programs operated by the Department of Energy or other Federal agencies).
.

I.
KSAs:  Attributes required to perform a job that are generally demonstrated through qualifying experience, education, or training.  Knowledge is information applied directly to the performance of a function.  Skill is an observable competence to perform a learned act.  Ability is competence to perform an observable behavior or a behavior that results in an observable product.

J.
Mission-related training:  Training that supports BPA goals by improving organizational performance at any appropriate level in BPA.  It includes training that supports BPA’s strategic plan and business objectives; improves an employee’s current job performance; allows for expansion or enhancement of an employee’s current job; enables an employee to perform needed or potentially needed duties outside the current job at the same level or responsibility; or meets organizational needs in response to human resource plans and reengineering, downsizing, restructuring, and/or program changes.
K.
Occupational Development Profile (ODP):  A tool to assist both managers and employees in identifying and planning for the development of employees.  Provides clear and consistent information about the critical knowledge, skills, and competencies required for specific occupations.  It lists performance indicators and suggested actions for employee development.  This is a resource used for creating an individual development plan.
L.
On-the-Job Training (OJT):  Formal or informal performance-based training, conducted in the work environment by individuals who are technical subject-matter experts, that provides the trainee with practical hands-on experience.  The OJT generally occurs at intervals following initial knowledge training that takes place in a classroom or other setting.
M.
Manager:  The employee’s supervisor of record.
N.
Retraining:  Training or development provided to address an individual’s skills (obsolescence in the current position) and/or training and development, in accordance with Personnel Letter No. 330-1, to prepare an individual for a different occupation within BPA, in another government agency, or in the private sector.
O.
Strategic Plan:  Agency’s mission, general goals and objectives, the means and strategies to achieve goals and objectives (processes, skills, technologies, various resources), the relationship between performance goals in the performance plan and general goals and objectives in the strategic plan, the key factors that can affect achievement, the program evaluations to be used, and schedule of evaluations.
P.
Subject-Matter Expert (SME):  An employee who has thorough knowledge of the position requirements, which may be evidenced by currently serving in, having held, or supervised the same or a similar position.
Q.
Technical/Functional Skills:  Skills needed to perform a task or job which are technical (e.g., engineering, economics) or related to a job function (e.g., marketing sales) in nature.
VII.
EMPLOYEE DEVELOPMENT PROCESS

In order to encourage active involvement by both the employee and the manager, the following process is suggested for employee development:

A.
The manager and employee work together to identify occupational KSAs (Knowledge, Skills, Abilities) and behavioral competencies applicable to the employee’s position, consistent with business needs.  Occupational Development Profiles (ODPs), if available and as applicable, can serve as a useful reference for getting started.

B.
Employee partners with the Manager to assess the employee’s development needs.  Self-assessment tools (e.g., Kolbe, Myers-Briggs) can be used to assist in the process.

C.
Employee partners with the Manager to write an individual development plan.  If practical, employees are encouraged to develop an initial draft for discussion with the manager.  Refer to BPA Form 3410.19e (Individual Development Plan).  Following discussion, the manager finalizes the individual development plan. 

D.
The manager and employee discuss methods of implementation and tracking (e.g., determining how these action items will be implemented, what resources will be needed to accomplish actions, etc.), as well as the relationship of action items to other assignments, and the manager decides upon such methods.

E.
Specify the time frame for follow-up reviews of progress and make adjustments accordingly.

VIII. EMPLOYEE DEVELOPMENT GUIDELINES


A.
Planning:



1.
Use Business Line strategic plans to ensure that development efforts support strategic drivers.


2.
Use current staffing plans developed for each Business Line to identify critical development needs within the organization.  Staffing plans can assist in determining development opportunities and resource needs.
3. Assess the training and development needs (individual and organizational).  Use this information to write individual development plans and identify skill gaps within the occupation.

4. Personnel Services, Learning Environment, plans, budgets for, operates, and implements the internal BPA Employee Development Program.

5. Business Lines plan and budget for the development needs of their employees.  In some instances, Business Lines develop, implement, and evaluate functionally specific employee development programs (e.g., dispatcher training) with appropriate coordination with affected employees, as well as Labor Relations staff if consultation with bargaining units is required.


B.
Assessment of Competency Gaps:

1.
Self-awareness is essential to development.  To increase knowledge of individual strengths and weaknesses, all employees are encouraged to do a self-assessment of their competencies and technical/functional skills and to receive feedback from their managers and others whom they (the employees) may designate.  Managers will assist employees by discussing competency/skills gaps and formulating individual development plans. 

2.  Occupational Development Profiles (ODP) for specific series occupations may be used to help assess training and development needs and identify skills gaps.


C.
Individual Development Plans:


1.
It is important to BPA’s success that all employees have or identify and develop the competencies and technical/functional skills needed to meet BPA targets.

2. All employee development opportunities are based on business needs.

3. Development opportunities, beyond legally required training, should be related to clearly identified competency and/or technical/functional skill gaps.  Suggested action items for development that may be useful can be found in specific series Occupational Development Profiles (ODP).

4. The individual development plan typically addresses both technical/functional skills and behavioral competencies needed for successful performance in the employee’s current position/job. 

5. BPA employees may request assistance from their managers to develop and administer individual development plans.

6. The employee and manager may jointly create or revise the individual development plan at any time to reflect changes of organizational or individual development needs.


D.
Evaluation:



1.
Determine specific actions, time frames, and performance indicators for individual development plans so that both the manager and employee are clear on expected outcome and results.



2.
Identify specific metrics that the manager and/or employees can use to measure progress and track the results of training or development opportunities.



3.
Evaluation may include tracking or measuring results as it relates to changed behavior, learned skills, knowledge, and demonstrated abilities.



4.
Identify manager and employee expectations and individual development expectations to manage the development path.  Define the development-related responsibilities of the manager and the employees.  Evaluate development needs and issues on a regular and consistent basis.



5.
Employee development is planned annually, through a cooperative effort between Personnel Services, Learning Environment and Business Units, by analysis of BPA's mission goals and strategic business objectives including High Performing Organization (HPO) targets (e.g., diversity, high-quality communications, etc.); business unit objectives and targets; and, identification of organizational and employee functional, technical, and behavioral competency needs to meet those goals, objectives, and targets.

6. Training and development provided by Personnel Services, Learning Environment, is evaluated by attendees, and for some courses by their managers, to determine how well it meets individual or organizational learning objectives.

IX.
CAREER TRANSITION ASSISTANCE AND RETRAINING

A. BPA provides career transition assistance training to employees in accordance with the provisions of Personnel Letter No. 330-1.  Services include vocational and career assessment and counseling services; training in job search skills, techniques, and strategies; financial and retirement planning; and, retraining.


B.
BPA may train an employee to meet the qualification requirements of another position in the Agency.  The new position must be at or below the full performance level of the position currently held by the employee, or at or below the highest grade previously held by the employee.  Consistent with paragraph III.4., competitive procedures must be used when selecting an employee for training that enhances promotion potential and/or permits noncompetitive promotion after successful completion of training.  BPA may train an employee to meet the qualification requirements of a position in another agency (subject to the “at or below” requirements noted above) if it is determined that such training would be in the interest of the government and there exists a reasonable expectation of placement in another agency.


C.
BPA may authorize full or part-time training to address recruitment or retention issues if the training qualifies an employee for a shortage position based on BPA’s assessment of occupations and the employee is expected to be placed in the shortage position after training.


D.
Retraining programs are established where the nature of the work, or the allocation and assignment of work, are changing.  If otherwise applicable, the provisions of Personnel Letter No. 330-1 will apply.  Prior to starting a retraining program for a specific type of work, Personnel Services, Learning Environment, with input from managers in the impacted business unit(s), develops a written retraining plan specific to the work skills being developed.  Early involvement of affected bargaining units is encouraged.  Once completed but prior to implementation, such programs must be provided to the labor relations staff for a determination as to whether there are any bargaining obligations with any affected bargaining unit.  The plan addresses, but is not limited to the following issues:



1.
The use of a merit promotion plan and other merit-based processes in accordance with merit system principles.



2.
Qualifications for retrainees.



3.
Saved pay and grade provisions.



4.
Availability of promotion opportunities.



5.
Development of performance standards.



6.
The use of individual development plans.



7.
Costs.



8.
Continued service agreements.



9.
Career Transition Assistance Program Requirements, if applicable.


E.
To assist in retraining employees in occupations in which BPA has or anticipates a shortage of qualified personnel, especially in occupations which it has determined involve skills critical to its mission, BPA may exercise the option to authorize academic degree training and payment of related costs.

X.
CONTINUED SERVICE AGREEMENTS


Continued service agreements are required for any employee attending training by, in, or through a non-Government facility, which exceeds 80 hours.  Prior to starting training, an employee selected for training who is subject to a continued service agreement must sign the agreement to continue in service after training.  The period of service will equal at least three times the length of the training.  Any such agreement must note that failure to complete the service agreement will result in a debt that must be repaid.  With a signed agreement, BPA has the right to recover all costs related to the training, except pay or other compensation, if the employee voluntarily separates from BPA, using established salary offset and debt collection procedures.  BPA must, however, provide procedures to enable the employee to obtain a reconsideration of the recovery amount or to appeal for a waiver of BPA’s right to recover.

XI.
ACADEMIC DEGREES


A.
BPA may not authorize training for an employee to obtain an academic degree except for shortage occupations as defined in Office of Personnel Management regulations.


B.
To the maximum extent possible, BPA will assist and support employees in utilizing alternative work schedules to take advantage of existing educational systems on their own time.  In addition, telecommuting arrangements may be considered, consistent with the provisions of Personnel Letter No. 610-3.


C.
BPA will not pay an additional rate of tuition because a student is a degree candidate.  If it is not possible to distinguish between costs associated with the acquisition of specific knowledge or competencies and the costs associated with the acquisition of an academic degree, BPA will pay the full tuition of an employee participating in an authorized program of training at an institution.

XII.
USE OF PSYCHOLOGICAL INSTRUMENTS IN EMPLOYEE OR
ORGANIZATIONAL DEVELOPMENT


Only trained and certified consultants may administer psychological and career assessment instruments.  Personnel Services, Learning Environment, maintains a list of certified internal consultants.  When determining the appropriateness of the instrument, the certified consultant will consider:


A.
The fit of the instrument to the needs and expectations of the client(s).


B.
The costs of administering the instrument(s).


C.
Various options for administering the instrument(s), and timelines and the availability of certified consultants to handle the administration and debriefing of the instrument.

XIII.
CONFERENCES AS TRAINING ACTIVITIES


A.
BPA sponsors an employee’s attendance at a conference as a development activity



when:



1.
The announced purpose of the conference is educational or instructional.



2.
More than half of the time is scheduled for a planned, organized exchange of information between presenters and audience.



3.
The content of the conference is applicable to improving individual and/or organizational performance.



4.
Development benefits will be derived through the employee’s attendance.


B.
For attendance at diversity-related conferences, refer to guidelines published by the Human Resources, Diversity, and EEO office, available on the diversity web page.

XIV.
PAYMENT FOR TRAINING AND RELATED TRAINING COSTS


A.
BPA will pay or reimburse an employee the following expenses incurred in connection with approved training:



1.
The employee’s pay for hours in training that correspond to the employee’s regularly scheduled non-overtime tour of duty, unless on approved absence, as well as any premium pay (e.g., overtime, compensatory time off, etc.) required under OPM regulations.  “Regularly scheduled” means work that is scheduled in advance of the administrative workweek in which it occurs.  Under the provisions of Personnel Letter No. 610-5, managers have the flexibility to adjust the tour of duty for training purposes (e.g., to attend a 2-day university class held on a Friday and Saturday, a manager could adjust the employee’s regular Monday-Friday schedule to a Tuesday-Saturday schedule if deemed appropriate by the manager).  (Note:   See paragraph XIV.D. for rules regarding paid time for hourly employees.)



2.
Tuition and matriculation fees.



3.
Library and laboratory services.



4.
Travel, including per diem and meals and incidental expenses (M&IE) instead of subsistence.



5.
Limited relocation expenses for the transportation of an employee’s immediate family, household goods, and personal effects and related expenses whenever these estimated costs are less than the estimated aggregate per diem payments or actual expense payments for the period of training.  An employee selected for temporary duty training may receive travel and per diem or payment of limited relocation expenses, but not both.



6.
Purchase or rental of books, materials, and supplies.


B.
If an employee does not complete a training course, which exceeds 80 hours in a 


non-Government facility, the employee will be required to reimburse BPA for any tuition or related costs incurred.  Exceptions will be considered by the authorizing official upon receipt of written justification from the employee and manager concerned.


C.
Official travel performed for the purpose of participating in authorized training or attending professional meetings and conferences for development and training is paid in the same way as official travel and per diem for any other purpose.


D.
Authorized Training vs. Required Training (hourly employees) under agreement with the Columbia Power Trades Council (CPTC) to employees in the CPTC bargaining unit:



1.
Non-ordered, authorized training is training which an employee is permitted but not required to attend.  Since the employee is being permitted (not ordered), there is no obligation to compensate for the time spent in class or in travel to and from the class that is in excess of the normal workday.  This interpretation will apply whenever the employee has the option of accepting or declining the training being offered.



2.
Required training is training which the employee must attend.  As negotiated with the CPTC, BPA is obligated to pay for the time spent in class and/or the travel to and from the class.  If such time is outside of the employee’s regular workday or workweek, premium pay shall be paid, consistent with the CPTC agreement.



3.
Apprentice training does not fall into either of these two categories.  Apprentices are required to attend a certain number of related training sessions as specified in their particular Apprentice program, without eligibility for overtime pay.  It is incumbent upon management to determine whether the training is required (mandatory) or merely authorized (permitted).  Managers are responsible for advising employees prior to the training whether or not they have the option to decline such training.

E. Educational assistance expenses (e.g., undergraduate and graduate courses) paid or reimbursed by BPA may or may not be treated as taxable income to the employee under Internal Revenue Service (IRS) rules.  Recent history shows that Congress frequently changes the tax code that applies to such expenses.  Employees are responsible for any income tax liabilities and are encouraged to obtain current information from the IRS or their tax advisors.

F. Under the Government Employees Training Act, BPA may pay for meals or refreshments if the meal/refreshment is necessary to achieve the objective of the BPA officially sanctioned training program scheduled through the BPA training system.  Examples may include:  (1) in a training event where a meal is provided as part of the tuition in order to fully participate, it would be necessary for the employee to have the meal provided;  (2) the size or location of the training, combined with available facilities, prohibits employees from being served in a reasonable time in order to fully participate.

XV.
COURSE ENROLLMENT, TRACKING, AND REPORTING

Procedures for enrolling in BPA funded training are documented in the Human Resources Management Information System (HRmis).  The HRmis allows authorized users to enter, update, and track data for BPA employees and contractor personnel.  The system consists of training data files, supporting data files, and the computer programs necessary to collect, manipulate, and report HRmis data.  For each incidence of training, the following records must be maintained and be accessible to employees and officials with oversight responsibilities:  training participant name and identification number, approving and authorizing officials(s), objective(s), source, location, cost, duty and non-duty hours, beginning and end dates, and evaluation/completion documentation.  In addition, tax liability and continued service obligation records must be maintained, if applicable.  Authorized HRmis users are located throughout the Business Lines and Corporate as well as in the Personnel Services, Learning Environment.

XVI.
MANAGERIAL DEVELOPMENT


A.
BPA provides initial and continuing development of individuals in executive, managerial, and supervisory positions, and candidates for those positions.  Managerial development is designed as part of BPA’s strategic plan and fosters agency as well as Business Line objectives.


B.
Assignments to managerial training and development are consistent with merit system principles and provide for:



1.
Initial training for new supervisors, managers, and new executives consistent with individual development plans.



2.
Continual learning experiences, both short- and long-term throughout an individual’s career, in order for the individual to achieve the mastery level of proficiency for his/her current management level and position.



3.
Systematic development of candidates for advancement to a higher management level (succession planning).

Godfrey C. Beckett

Manager, Human Resources, Diversity and EEO

Personnel Letter No. 410-1, August 2002

Supercedes PL-410-6, January 2001 & PL 410-9, June 1998

Human Resources Diversity & EEO
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