
U.S. NUCLEAR REGULATORY COMMISSION

I -A

TN: DT-96-26

lo:

Subject.

Purpose:

Office of Origin:
Contact:

Date Approved:

Volume:

Part:

Directive:

Availability:

NRC Management Directives Custodians

fransmittal of Management Directive 10.77, "Employee
Development and Mlaining"

Directive and Handbook 10.77 replace Manual Chapter and
Appendix 4150 and were revised to conform to the new
management directives system format.

Office of Personnel
Maria Dolan, 415-7082

August 27, 1996

10 Personnel Management

3 Performance Appraisals, Awards, and Raining

10.77 Employee Development and Raining

U.S. Government Printing Office, (202) 512-2409

OFFICE OF ADMINIS TRA TION



Employee Development and
Training

Directive
(Formerly
MC 4150) 0 On 77

. . . ..



Volume 10, Part 3 - Performance Appraisals, Awards, and Ifraining
Employee Development and Gaining

Directive 10.77

Contents

Policy ........................................................

Objectives ......................................................

Organizational Responsibilities and Delegations of Authority ..........

Executive Director for Operations (EDO) ...............................

Director, Office of Personnel (OP) .....................................

Director, Office for Analysis and Evaluation of Operational Data (AEOD) ...

-Office Directors and Regional Administrators ...........................

Regional Administrators ..............................................

Line Managers and Supervisors .......................................

Employees .........................................................

Applicability .........................................................

Handbook ...........

References ..........

Approved: August 27, 1996 ...



A X U. S. Nuclear Regulatory Commission
r Volume: 10 Personnel Management/ Part: 3 Performance Appraisals, Awards, and

Training OP

Employee Development and TRaining
Directive 10.77
Policy
(10.77-01)

It is the policy of the Nuclear Regulatory Commission to provide
training that improves individual and organizational performance to
assist in achieving the agency's mission and performance goals.
Therefore, NRC plans, develops, establishes, implements, evaluates,
and funds training and development programs designed to improve
the quality and performance of the workforce.

Objectives
(10.77-02)

* To provide training and development programs for employees
whose positions include formal qualification requirements. (a)

* To provide training and development programs for employees to
maintain the skills needed to perform their current job
effectively. (b)

* lb provide training and development programs for employees to
broaden their capabilities to meet future skill needs of the
agency. (c)

Organizational Responsibilities and
Delegations of Authority
(10.77-03)

Executive Director for Operations (EDO)
(031)

Oversees the establishment, operation, maintenance, and evaluation
of technical and nontechnical training programs.
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Director, Office of Personnel (OP)
(032)

* Establishes, operates, maintains, and evaluates nontechnical
training programs to improve individual and organizational
performance in support of accomplishing the mission of the
agency. (a)

* Manages the funds allocated for external training and authorizes
external training requests, as appropriate. (b)

* Ensures that all course enrollment and attendance information for
courses sponsored by OP and conducted in headquarters is
recorded in a timely manner. (c)

Director, Office for Analysis and
Evaluation of Operational Data (AEOD)
(033)

* Establishes, operates, maintains, and evaluates technical training
programs to improve individual and organizational performance
in support of accomplishing the mission of the agency. (a)

* Ensures that all course enrollment and attendance information for
courses sponsored by AEOD is reported or recorded in a timely
manner. (b)

Office Directors and
Regional Administrators
(034)

* Periodically provide the Directors of OP and AEOD, as
appropriate, with forecasts of training needs for the office or
region, including the type of training required, the number of
employees requiring training, and when the training will be
required. (a)

* Schedule appropriate time at Division Director Counterpart
Meetings for discussion of training issues. (b)

* Nominate employees for management and technical
developmental programs. (c)

* Approve or disapprove external training requests based upon
available training funds and established NRC and office or
regional training and development objectives. (d)
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Office Directors and
Regional Administrators
(034) (continued)

Approve or disapprove all requests from supervisors to cancel an
employee from a course. Office directors and regional
administrators may delegate this responsibility to a single point of
contact within their office or region. (e)

Regional Administrators
(035)

Ensure that all course enrollment and attendance information for
their employees is recorded in a timely manner.

Line Managers and Supervisors
(036)

* Meet at least semiannually with staff members to ensure that all
are qualified to perform assigned tasks and have completed the
training specified in formal training and qualification
programs. (a)

* Approve or disapprove all training requests for their staff based
upon the appropriateness of the training and available
resources. (b)

* Ensure that employees confirmed for training attend the training,
adjust work schedules as necessary, and only withdraw an
employee from a course in the event of a personal or agency
emergency. (c)

* Meet with staff members after completion of training to evaluate
the effectiveness and relevance of the training. Provide
appropriate information to the division director or training
committee for discussion with the training providers at the
Division Director Counterpart Meetings. (d)

Employees
(037)

* Attend courses for which attendance has been confirmed and
devote the effort required to achieve the maximum benefit from
the training program. (a)
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Employees
(037) (continued)

* Evaluate both internal and external courses, and provide direct
feedback to their supervisors. For external courses, submit course
completion information to OP within 5 days of course
completion. (b)

Applicability
(10.77-04)

The policy and guidance in this directive and handbook apply to all
NRC employees. NRC COOP students, however, should refer to
Management Directive 10.13 for specific training guidelines and
restrictions.

Handbook
(10.77-05)

Handbook 10.77 provides general training guidelines and restrictions;
the criteria and procedures for the selection, registration, confirmation,
and evaluation of internal and external training courses; and descriptions
of NRC-sponsored employee development programs.

References
(10.77-06)

Atomic Energy Act of 1954, as amended (42 U.S.C. 2011 et seq.).

Code of Federal Regulations, 5 CFR Part 410, "Training."

Course Catalogs-

Course Catalog, Professional Development Center, OP.

Technical Training Division Course Catalog, Technical Training
Division, AEOD.
The NRC Guide to Training Opportunities, Employee
Development and Training Staff, OP.

Energy Reorganization Act of 1974, as amended (42 U.S.C. 5801
et seq.).

Government Employees Training Act, 1958, as amended
(5 U.S.C. 4101-4118).

NRC Management Directive 10.13, "Special Employment Programs."
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References
(10.77-06) (continued)

-- 10.42, "Hours of Work and Premium Pay."

-- 10.78, "NRC Intern Program."

-- 10.135, "Senior Executive Service (SES) Employment and
Staffing Programs."

-- 14.1, "Official Temporary Duty IRavel."
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Part I
General Training Information and

Provisions
Purpose (A)

Part I of this handbook provides general training guidelines and
restrictions.

Guidelines (B)

Equal Opportunity for Development and 'Draining (1)

NRC provides training and development opportunities to employees
without regard to race, creed, color, national origin, sex, disability, or
other factors unrelated to the need for training. (a)

NRC will not use any training source that discriminates in the
admission or in the subsequent treatment of students because of
factors such as those stated above. (b)

Examinations, Licenses, and Certification (2)

NRC can pay for training to prepare an employee for an examination
when the training is relevant to the agency's mission. Although NRC
cannot pay for fees associated with the examination, it can pay for
examinations that serve as a diagnostic tool or are part of a training
program.

Meetings and Conferences (3)

NRC may support an employee's attendance at meetings and
conferences as a developmental assignment when the content is
pertinent to the functions or activities of the agency and
developmental benefits will be gained by the employee's attendance.
Additionally, Federal 'Gtavel Regulations require that agencies
exercise strict fiscal responsibility when selecting conference sites and
when scheduling employee attendance.

Approved: August 27, 1996 1



Volume 10, Part 3 - Performance Appraisals, Awards, and 'Training
Employee Development and Raining
Handbook 10.77 Part I

Guidelines (B) (continued)

fraining Accessibility (4)

NRC can pay for expenses necessary to make training accessible to all
employees, such as interpreters for the hearing impaired and readers
for the visually impaired.

Training Expenses (5)

NRC can pay all or part of the expenses of authorized training, including
tuition, registration fees, and the costs of such instructor-required course
materials as books, audio tapes, and computer discs.

Training of Contractors (6)

NRC is permitted to train contractors only in skills that they were 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.

Travel Costs (7)

NRC can pay travel costs associated with attendance at a training
program. For further information, please see Management
Directive 14.1.

Restrictions (c)
Academic Degree Training (1)

The NRC is not permitted to train employees for the sole purpose of
attaining a degree, except to train qualified employees in shortage
occupations involving the skills critical to the mission of the agency.
These shortage occupations must be formally recognized. This
restriction does not preclude NRC from paying for individual college
courses that improve individual and organizational performance to
assist in achieving the agency's mission and performance goals.

Continued Service Agreement (2)

When an employee attends a non-Government training course or
program that exceeds 80 hours and NRC has paid for the course or
training, the employee is required to sign a continued service

2 Approved: August 27, 1996



Volume 10, Part 3 - Performance Appraisals, Awards, and Ikaining
Employee Development and 'raming

Handbook 10.77 Part I

Restrictions (C) (continued)

agreement. As part of this agreement the employee agrees to remain
working at the NRC for three times the length of the training period.
Should the employee leave the agency before fulfilling the agreement,
the employee shall reimburse the agency for the tuition and related
training fees (including travel) paid in connection with the training.
However, a continued service agreement does not commit the agency
to the continued employment of the employee, nor does it limit the
agency's authority to waive, in whole or part, the obligation of the
employee.

Membership Fees (3)

The NRC is not permitted to pay for individual membership fees in
professional societies.

Premium Pay (4)

Employees may not receive premium pay while in a training status
except under certain circumstances specified by regulations
promulgated by the Office of Personnel Management. For further
information, please see Management Directive 10.42.

Promotions (5)

The NRC must follow merit procedures when selecting an employee
for a training program that may lead to a promotion without further
competition.

Approving Training (6)

Employees may not approve their own training requests.
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Part II

Internal Technical Training

Purpose (A)

Part II of this handbook provides the criteria and procedures for the
selection, registration, confirmation, and evaluation of internal
technical training courses. Internal technical training is provided by
the Office for Analysis and Evaluation of Operational Data (AEOD)
and includes training in reactor technology, probabilistic risk
assessment, engineering support, radiation protection, fuel cycle
technology, security and safeguards, and regulatory skills.

Selection (B)

Employees and supervisors should meet on a regular basis to discuss
the requirements of employee qualification and development
programs, the training and development needs of the employee and
the needs of the agency. This discussion can result in the preparation
and approval of an Individual Development Plan (Exhibit 1) or similar
training plan. If required training or skill needs are identified, specific
training courses and programs should be identified to address these
areas. For advice on the selection of specific courses, the employee or
supervisor may contact the Technical Training Division (TMD) of
AEOD.

Registration (C)
Internal technical training courses are listed in the lTD Course
Catalog. The catalog includes a brief description, prerequisites,
applicability, and location for each course; special registration
requirements; and procedural information. The catalog is published
semiannually and includes a schedule of course offerings for the
succeeding 24 months. Probabilistic Risk Assessment courses also are
listed in the Weekly Announcements. (1)
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Registration (C) (continued)

Registration for courses conducted or coordinated by the TrD is
accomplished through the region or office training coordinator CTC).
For courses identified in the TID catalog as available through the
NRC Form 368 process, registration is accomplished in accordance
with Part IV of this handbook. (2)

Supervisory approval is required to register for a TID course. The
supervisor submits the name of the employee to the appropriate TC
for transmittal to the TID via E-mail. The information required for
registration is described in the sample registration E-mail message
(Exhibit 2). (3)

After the student information is entered into the TTD registration
database, a registration notice E-mail is sent to the employee,
immediate supervisor, and TC. If the class is full, the employee will be
placed in a standby status and a standby notice E-mail will be sent to
the employee, immediate supervisor, and TC. If the registration status
of an employee is changed, a registration status change notice E-mail
will be sent to the employee, immediate supervisor, and TC. (4)

After registration has been documented by a registration E-mail or a
registration status notice, employees cannot be withdrawn except with
permission from their immediate supervisor and concurrence from
their office director or regional administrator. The information
needed to withdraw someone from a course for which he or she is
registered is described in the sample withdrawal E-mail request
(Exhibit 3). (5)

Classes that have insufficient registration 8 weeks before the start date
of the course normally will be cancelled. This determination will
include an analysis of the programmatic impact of course cancellation.
A class cancellation notice will be sent via E-mail to the registered and
standby employees, their immediate supervisors, and their TCs. (6)

Confirmation (D)
For classes that meet or exceed the minimum class size, the TID sends
an enrollment confirmation notice E-mail to the enrolled employees,
their immediate supervisors, and their TCs. This is followed by an
enrollment confirmation letter to the TCs for distribution to the
employees. Once employees have been confirmed for a course, they
cannot be withdrawn except with permission from their immediate
supervisor and concurrence from the office director or regional
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Confirmation (D) (continued)

administrator or the single point of contact designated by the office
director or regional administrator. If the class is not filled, 1TD will
continue to accept, on a space-available basis, enrollment any time
before the start date. If employees are added after issuance of the
enrollment confirmation letter, TCs are informed and supplied with
an updated enrollment list. (1)

If a class is overbooked, employees are prioritized according to
whether or not the course is mandatory, the needs of the associated
region or office, and the dates the requests were received. Preference
will be given to employees with mandatory training defined by formal
qualification, development, or training programs. All employees
remaining in standby status after this determination will be notified by
E-mail that they are not included on the final course enrollment roster
but will be maintained in a standby status in the event an employee is
withdrawn from the course. (2)

TID shall provide the NRC Training Records Administrator with a list
of employees confirmed for each course before the start date of the
course. Should this information change, ITD also shall provide
updates to the NRC Training Records Administrator, as
appropriate. (3)

Evaluation and Course
Completion (E)

At the conclusion of the course, employees are provided with an
evaluation form. For selected courses, employees also will receive a
post-course evaluation 9 to 12 months after the course is completed.
These evaluations will be used by the training staff to modify and
improve the internal training programs. (1)

After attending training, employees and supervisors should discuss
and evaluate the effectiveness and relevance of the training and
provide this information to the appropriate region or office TC for
transmittal to the training staff to modify and improve the internal
training programs. (2)

The TID shall provide course completion information to the
employee, division director, and NRC Training Records Administrator
after the course end date. (3)
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Part III

Internal Nontechnical Training

Purpose (A)

Part mII of this handbook provides the procedures for the selection,
registration, confirmation, and evaluation of internal nontechnical
training courses. Internal nontechnical training is provided by the
Office of Personnel (OP) and includes computer training,
management and executive training, administrative and clerical
training, and employee assistance training.

Selection (B)
Employees and supervisors should meet on a regular basis to discuss
the training and development needs of the employee and the needs of
the agency. This discussion can result in the preparation and approval
of the Individual Development Plan (Exhibit 1) or similar training
plan. Once skill needs are identified, specific training courses and
programs should be identified to address these areas. For advice on
the selection of specific courses, the employee or supervisor may
contact the Organizational Development and Raining component of
OP.

Registration (c)
Internal nontechnical courses are listed in publications such as the
Professional Development Center's Course Catalog and the Weekly
Announcements. These listings include a brief description,
prerequisites, applicability, and location for each course; special
registration requirements; and procedural information. Employees
may register for any of these courses by completing a registration
request form. Written approval from the employee's supervisor must
be obtained before registering for any course.
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Confirmation (D)

Employees will receive, through interoffice mail or E-mail, a note
stating whether or not they have been confirmed for the course. Once
employees have been confirmed for a course, they cannot be
withdrawn except with permission from their immediate supervisor
and concurrence from the office director or regional administrator or
the single point of contact designated by the office director or regional
administrator. (1)

Since many courses receive more applicants than can be accepted,
employees should not attend a training course without first receiving a
confirmation note. If a class is overbooked, employees are prioritized
according to whether or not the course is mandatory, the needs of the
associated region or office, and the dates the requests were received.
Preference will be given to employees with mandatory training defined
by formal qualification, development, or training programs. (2)

OP shall provide the NRC Training Records Administrator with a list
of employees confirmed for each course before the start date of the
course. Should this information change, OP also shall provide updates
to the NRC Training Records Administrator, as appropriate. (3)

Evaluation and Course
Completion (E)

At the conclusion of the course, employees are provided with an
evaluation form. These evaluations will be used by the training staff to
modify and improve the internal training programs. (1)

OP shall provide course completion information to the NRC Rfaining
Records Administrator after the course end date. (2)

8 Approved: August 27, 1996
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Part IV

External ¶Yraining
Purpose (A)

Part IV of this handbook provides the procedures for course selection,
registration, confirmation, and evaluation of external training courses.
External training is technical and nontechnical training provided
outside of NRC to employees usually on an individual basis.

Selection (B)

Employees and supervisors should meet on a regular basis to discuss
the training and development needs of the employee and the needs of
the agency. This discussion can result in the preparation and approval
of the Individual Development Plan or similar training plan. Once skill
needs are identified, specific training courses and programs should be
identified to address these areas. For advice on the selection of specific
courses, the employee or supervisor may contact the Organizational
Development and 'aining component of the Office of Personnel (OP)
or the Technical Training Division of the Office for the Analysis and
Evaluation of Operational Data.

Registration (c)
Employees may register for external courses by completing NRC
Form 368, "Raining Request and Authorization" (Exhibit 4). Written
approval from the employee's supervisor and approving official must
be obtained before forwarding the request to OP. These training
requests should be submitted to OP no later than 9 weeks before the
start of the course.

Confirmation (D)
After the authorizing official and the funding official have authorized
the training request, the office or region will receive through
interoffice mail a note and a completed copy of the training request
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Confirmation (D) (continued)

confirming their employee's attendance. These notes are then
forwarded to the employee. Employees should not attend a training
course without first receiving a copy of the completed NRC Form 368,
which includes the course evaluation form.

Evaluation and Course
Completion (E)

At the conclusion of the course, employees are required to evaluate
the course. These evaluations are used by OP to confirm employee
attendance at the course as well as to monitor the quality of external
training programs and thereby make informed recommendations to
other NRC employees about the quality and appropriateness of the
training.
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Part V

Employee Development Programs
Purpose (A)

Part V of this handbook provides general information on NRC-
supported employee development programs. The NRC sponsors
developmental programs in three broad areas: administrative and
clerical programs, managerial and supervisory programs, and
technical programs. Provided below is a description of each program
along with the eligibility criteria. For additional information about any
of these programs contact the Office of Personnel (OP).

Administrative and Clerical
Development Programs (B)

Certified Professional Secretary Program (1)

The Certified Professional Secretary Program helps secretaries obtain
training and education in areas somewhat outside the very narrowest
confines of secretarial duties. Based upon professional requirements
established by Professional Secretaries International, this program
supports training in the areas that secretaries must demonstrate
competency to become a certified professional secretary. These
competency areas are: behavioral science in business, business law,
economics and management, accounting, office administration and
communication, and office technology. (a)

The Certified Professional Secretary Program is open to NRC
secretaries GG 3 and above who meet the following criteria: (b)

* High school graduate (i)

* Full- or part-time permanent NRC employee (ii)

Approved: August 27, 1996 11



Volume 10, Part 3 - Performance Appraisals, Awards, and Raining
Employee Development and fraining
Handbook 10.77 Part V

Administrative and Clerical
Development Programs (B) (continued)

Certified Professional Secretary Program (1) (continued)

* Continuous 1-year employment with NRC (iii)

* Fully successful performance appraisal (iv)

Participants of the Certified Professional Secretary Program must
understand that this is a noncompetitive program that is
developmental in nature and, therefore, provides no guarantee of
promotion or other upward mobility action upon completion. (c)

Administrative Skills Enhancement Program (2)

The Administrative Skills Enhancement Program helps secretaries
and administrative assistants obtain training and education in a
specific administrative area to help further the employee's career
goals as well as help meet NRC's future administrative needs.
Employees who wish to participate in this program must identify a
specific administrative area in which they desire to pursue a career.
The following are examples of administrative areas that employees
may pursue: accounting, budget and finance, contracts and
procurement, paralegal, and personnel. (a)

The Administrative Skills Enhancement Program is open to NRC
secretaries and administrative assistants GG 5 through 12 who meet
the following criteria: (b)

* High school graduate (i)

* Full- or part-time permanent NRC employee (ii)

* Continuous 1-year employment with NRC (iii)

* Fully successful performance appraisal (iv)

Participants of the Administrative Skills Enhancement Program must
understand that this is a noncompetitive program that is
developmental in nature and, therefore, provides no guarantee of
promotion or other upward mobility action upon completion. (c)
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Volume 10, Part 3 - Performance Appraisals, Awards, and Staining
Employee Development and Gaming

Handbook 10.77 Part V

Administrative and Clerical
Development Programs (B) (continued)

Computer Science Development Program (3)

The Computer Science Development Program helps secretaries and
administrative assistants obtain training and education in a computer
area to help further the employee's career goals as well as help meet
NRC's future computer needs. Employees who wish to participate in
this program must identify a specific computer area in which they
desire to pursue a career, such as telecommunications or computer
programming. (a)

The Computer Science Development Program is open to NRC
secretaries and administrative assistants GG 5 through 12 who meet
the following criteria: (b)

* High school graduate (i)

* Full- or part-time permanent NRC employee (ii)

* Continuous 1-year employment with NRC (iii)

* Fully successful performance appraisal (iv)

Participants of the Computer Science Development Program must
understand that this is a noncompetitive program that is
developmental in nature and, therefore, provides no guarantee of
promotion or other upward mobility action upon completion. (c)

Upward Mobility Program (4)

The Upward Mobility Program provides employees at lower grade
levels with developmental opportunities that will eventually qualify
the participants for technical and administrative positions within the
agency. This program is open to current NRC employees who hold
permanent appointments at or below the GG 9 level and have
completed any probationary period. (a)

Once an office or region has decided to sponsor an Upward Mobility
position, applications are solicited through the NRC Vacancy
Announcement system. Applicants will be rated and selected for
Upward Mobility positions under NRC merit qualification and rating
procedures. Due to the developmental nature of this program, rating
factors for these positions address employee potential. Some
indicators of potential are: career progression, interest in the
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Administrative and Clerical
Development Programs (B) (continued)

Upward Mobility Program (4) (continued)

regulatory process, interpersonal effectiveness dealing with all levels
of employees, and efforts at self-development through internal and
external training or education. (b)

Should an employee accept a downgrade to participate in this
program, the employee's salary will be retained. (c)

This program is typically 12 to 24 months in duration, depending on
the initial qualifications and experience of the participant. Participants
who attend NRC-sponsored external training and educational
programs to develop the skills, knowledge, and abilities needed to
perform the Upward Mobility position, are required to sign a
continued service agreement. Payback of the continued service
obligation shall begin on the first workday after employees complete
their program. (d)

Upon completion of the program, employees will be considered fully
qualified for the position they occupy. Placement of participants who
do not complete the program will be handled on a case-by-case basis.
For example, the employee may be returned to a position similar to the
one held before entering the program, voluntarily accept a
reassignment at a lower grade level, or be allowed to remain in the
position if the position has no greater promotion potential. (e)

Managerial and Supervisory
Development Programs (c)

NRC Supervisory and Managerial Development Program (1)

The NRC Supervisory and Managerial Development Program
provides courses to develop managers and supervisors within the
NRC. As part of the program, managers and supervisors may take
courses within three developmental levels: Level I courses consist of
mandatory basic supervisory core courses, Level II courses consist of
specialized management courses, and Level III courses consist of
public administration courses. (a)
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Managerial and Supervisory
Development Programs (C) (continued)

NRC Supervisory and Managerial Development Program (1)
(continued)

The NRC Supervisory and Managerial Development Program is only
open to employees currently serving in a supervisory position;
however, many of the courses within the program are open to all
employees on a space-available basis. (b)

Senior Executive Service (SES) Candidate Development Program (2)

The Senior Executive Service (SES) Candidate Development Program
provides high-potential GG 14 and above employees with training
and developmental activities that prepare them for future positions as
senior executives within the NRC. This program is tailored to each
participant's own developmental needs focusing on the requirements
for the SES as established by the Office of Personnel Management
(OPM). (a)

The SES Candidate Development Program is offered on an as-needed
basis. Once the NRC announces a call for nominations, employees
interested in participating in this program apply and then are
competitively selected. (b)

Upon completion of the program and initial OPM certification,
employees may be selected for an SES position without further
competition. Employees who become OPM certified will retain their
certification for three years from date of certification. For more
information on the SES Candidate Development Program, please see
Management Directive 10.135. (c)

Supervisory Development Program (3)

The Supervisory Development Program provides high-potential,
nonsupervisory GG 13 and above employees with training and
developmental activities to prepare them for future positions as
supervisors and managers within the NRC. This 18-month program is
tailored to each participant's own developmental needs, focusing on
those competencies desirable for successful supervision at NRC. (a)

The Supervisory Development Program is offered on an as-needed
basis. Once the NRC announces a call for nominations, employees
interested in participating in this program apply and are competitively
selected. (b)
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Managerial and Supervisory
Development Programs (C) (continued)

Supervisory Development Program (3) (continued)

Upon completion of the program, employees will not be guaranteed a
supervisory position. However, when competing with all other
applicants for specific supervisory/management positions, these
employees will automatically be rated "A' in the supervisory/
management knowledge and skill rating factors. (c)

Technical Programs (D)

Intern Programs (1)

The NRC can develop and sponsor intern programs to recruit and train
entry-level employees and provide them with a broad exposure to
NRC's work and role in the regulatory process. (a)

As an entry-level program, participants are recruited primarily from
colleges and universities; however, the program is open to both
internal and external candidates. Tyrpically, NRC sponsors technical
intern programs. Applicants for these programs usually are Bachelor's
or Master's degree candidates or recent graduates in the fields of
nuclear, mechanical, electrical, environmental, materials, or human
engineering; chemistry; reactor physics; molecular or radiation
biology; or health physics. (b)

Upon completion of the program, participants will assume permanent
assignments in headquarters or the regions, based upon their
academic background, personal career preferences, and the needs of
the agency. For more information on the program, see Management
Directive 10.78. (c)

Graduate Fellowship Program (2)

The Graduate Fellowship Program sponsors employees who wish to
pursue full-time graduate work to develop technical expertise in
health physics and specialized engineering disciplines. The program
provides an additional means of obtaining needed technical expertise
to help reduce the impact of attrition and help ensure that the NRC
will have an adequate supply of highly qualified health physicists and
engineers in the future. (a)
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Technical Programs (D) (continued)

Graduate Fellowship Program (2) (continued)

The NRC Graduate Fellowship Program is an entry- to mid-level
program targeted for individuals in technical positions at the GG 11
level and below who want to undertake full-time graduate work at the
Master's degree level to meet NRC's needs. Applicants must have an
engineering, health physics, or scientific background and an interest in
pursuing additional education. The program is open to current NRC
employees and participants in the NRC Cooperative Education
Program, as well as men and women outside the agency. Applications
from internal candidates are solicited annually through an all-
employee announcement. (b)

Employees selected for this program will go on a leave without pay
status and receive a monthly stipend as well as full payment of tuition,
fees, and books. NRC will be responsible for travel costs associated
with the program. However, these employees must comply with a
continued service agreement. (c)

Upon completion of the program, employees will be assigned to an
NRC position determined by the Executive Director for Operations,
based upon input from appropriate office directors and regional
administrators. (d)

Senior Fellowship Program (3)

The Senior Fellowship Program develops, through graduate study,
highly qualified, experienced senior NRC engineers and scientists in
disciplines critically needed to support the agency's mission. (a)

The Senior Fellowship Program is targeted at employees grades
GG 14 and above. Candidates must have a scientific or engineering
background and an interest in pursuing additional education at the
graduate level, or other studies, in specialized engineering and
scientifie disciplines that have been identified by NRC management as
a critical need. Applications are solicited through an all-employee
announcement when a critical need has been identified by senior
management. (b)

Employees selected for this program will retain their current
appointments, and NRC will be responsible for the salaries, benefits,
temporary subsistence or relocation, if required, and tuition, fees, and
books. However, these employees must comply with a continued
service agreement. (c)
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Technical Programs (D) (continued)

Senior Fellowship Program (3) (continued)

Upon completion of the program, employees will be assigned to an
NRC position determined by the Executive Director for Operations,
based upon input from the appropriate office directors and regional
administrators. (d)

Resident Inspector Development Program (4)

The Resident Inspector Development Program trains qualified
individuals in nuclear technology, inspection, and NRC regulatory
affairs sufficient to certify them for noncompetitive selection as
resident inspectors. This program helps NRC maintain a pool of
certified candidates for assignment as resident inspectors. (a)

The Resident Inspector Development Program is open to current
NRC employees as well as men and women outside the agency.
Applicants must have the knowledge of scientific principles, theories,
and practices equivalent to that gained through a Bachelor of Science
degree in engineering or science and 2 years experience. This
experience may have been gained through commercial, Government,
or military nuclear experience. (b)

This program is typically 12 to 18 months in duration, depending on
the initial qualifications and experience of the participant. (c)

Once the NRC announces a call for nominations, employees
interested in participating in this program apply and are competitively
selected. Upon completion of the program, employees will be
reviewed by an oversight panel that will certify participants who have
successfully completed all their requirements. Certified graduates of
this program may be selected noncompetitively for resident inspector
positions within the agency. (d)

Senior Resident Inspector Development Program (5)

The Senior Resident Inspector Development Program trains qualified
individuals in nuclear technology, inspection, and NRC regulatory
affairs sufficient to certify them for noncompetitive selection as senior
resident inspectors. The program helps NRC maintain a pool of
certified candidates for assignment as senior resident inspectors. (a)
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Technical Programs (D) (continued)

Senior Resident Inspector Development Program (5) (continued)

The Senior Resident Inspector Development Program is open to
current NRC employees as well as men and women outside the agency.
Applicants must have the knowledge of scientific principles, theories,
and practices equivalent to that gained through a Bachelor of Science
degree in engineering or science and 5 years experience. This
experience may have been gained through commercial, Government,
or military nuclear experience. (b)

This program is typically 12 to 24 months in duration, depending on
the initial qualifications and experience of the participant. (c)

Once the NRC announces a call for nominations, employees
interested in participating in this program apply and are competitively
selected. Upon completion of the program, employees will be
reviewed by an oversight panel that will certify participants who have
successfully completed all their requirements. Certified graduates of
this program may be selected noncompetitively for senior resident
inspector positions within the agency. (d)
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Glossary
Approving Official. An office director or regional administrator, or any

person to whom he or she has delegated authority, in writing, to
approve external training requests.

Authorizing Official. The Director, Office of Personnel, or any person to
whom he or she has delegated authority, in writing, to authorize
external training.

Continued Service Agreement. Time an employee agrees to remain
working at the NRC after attending a training assignment, the cost of
which has been borne in whole or in part by the NRC.

External Training. 'aining provided outside of NRC to employees,
usually on an individual basis.

Funding Official. The Chief Financial Officer, or any person to whom he
or she has delegated authority, in writing, to certify that there are
sufficient funds to cover the costs of approved and authorized training.

Individual Development Plan. A plan of action prepared by an employee
and approved by the supervisor describing skills needed and the
corresponding training and developmental activities identified to
meet an employee's particular career goals.

Internal Tiraining. 'raining provided by the Office for Analysis and
Evaluation of Operational Data, Office of Personnel, and other NRC
offices to NRC employees.

Mandatory Taining. 'haining required by statute, the Commission, the
Executive Director for Operations or other management official, or by
directive for all employees or employees in certain positions or
developmental programs.

Nontechnical Training. Training sponsored by the Office of Personnel,
including computer training, management and executive training,
administrative and clerical training, and employee assistance training.
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Glossary (continued)

NRC Training Records Administrator. An employee within the Office of
Personnel who is responsible for NRC-wide oversight of training
records administration.

Technical Training. 'Raining sponsored by the Office for Analysis and
Evaluation for Operational Data, including reactor technology,
probabilistic risk assessment, engineering support, radiation protection,
fuel cycle technology, security and safeguards and regulatory skills.

Training Expenses. lhition, registration fees, and the costs of
instructor-required course materials such as books, audio tapes, and
computer disks.
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INDIVIDUAL DEVELOPMENT PLAN (IDP)

GENERAL INFORMATION

It Is In the best Interest of all NRC a bes to complete an Individual
Development Plan (IDP). Your IDP should be based upon discussions
between you and your supervisor regarding your career development Your
performance appraisal should be the foundation of your IDP. When describing
your goals and development objectives, identify the knowledge, skills,
competencies, and the variety of developmentaltraining activities necessary to
obtain these goals. As you progress, update your lOP. You may choose not to
complete the entire form, as not al parts of it may apply to you, but in any
case, you should submnit a signed lOP. All pants In formal NRC
programs (IB., Intern, Executve Development Upward Mobility, Executive
Potential, Womons' Executive Leadership, Administrative Skills Enhancement,
and Computer Science) must have a current IDP.

You and your supervisor will use this Information as a guide for development
and training planning purposes. Organizational Development and Training
(ODT) wil use it when assistance is requested In making arrangements for
develpmental assignments and will also use the formal training Informiation as
an important input to the NRC training pln and budget formulation process.
The original IDP should be retined by the employee with a copy to the
supervisor. Particpants I formal developmental programs must send a copy

It Is NRC poicy to encourage every employee to develop short- and long-range
development goals and to pursue self-development activities. NRC attempts to
provide, to the maidmum extent possible within available funding and
workloads, opportunities for employees to participate In training HOWEVER,
THE FACT THAT TRAINiNG AND DEVELOPMENT ACTVmES ARE
IDENTIFIED ON THIS IDP CANNOT BE CONSTRUED AS EITHER FORMAL
NRC APPROVAL OR AUTHORIZATION TO UNDERTAKE THEM.
Implementation of the plan must be in accordance with the provisions
established In Management Directive 10.77, NEmployee Development and
Training." For coplete information for developing an lOP, seea The lOP
Processw (NUREGIBR.0088, revised October 1989).

INSTRUCTIONS TO BOTH THE INDMDUAL AND THE SUPERVISOR FOR
PREPARING INDMIDUAL DEVELOPMENT PLANS

Items 1-4 Self-explanatory.

Item 5 Enter employee's career goals (be as frank and practical as
possible). Specify position title, series, and grades, N appropriate.
Specify short-range goals (1 to 2 years) and long-
range goals (about 5 years).

Enter specific deveopmental objecives that are lobe met by oneItem 6 or a combination of expeences or activities. State as clearly and
concisely as possible knowledge, skills, and competencles to be
obtained in support of identified goals. a new ne f each
different objective.

Items 7-9 For each developmental objective, enter the corresponding
Information horizontally across the page. Include scheduled dates
during which (or by which) developmental activities should occur.
(Note: An entry is not required in each column if It will not
contribute to achieving the objective sought)

Developmental Assignments: State details or rotational
assignments, also include on-the-job assignments.

Formal Classroom Training: List in-house and external courses,
including college courses.

Other Activities: List supplemental reading and other
self-development activities.
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Exhibit 2

Sample Registration E-Mail Message

To: TIDREG
From: [Your name]
CC: [Whomever you wish to copy]
BC: [Whomever you wish to blind copy]

Subject: 1TD Student Registration

The following registration information is to be provided in message box:

Student Name: [Firstname, middle initial (MI), lastnamel
E-Mail Address: [E-mail address of student]
Office/Region: [XXX]
Position Title: [Position title as per staffing plan]
Registration Reason: [Mandatory for qualification or development

defined by ...; needed to support training as agreed
in IDP; etc.]

Division: [Official abbreviation of division]
Division Director Name: [Firstname, MI, lastnamel
E-Mail Address: [E-mail address of division director]
Immediate Supervisor: [Firstname, MI, lastname]
Approved: [E-mail address of immediate supervisor]

Course Name: [Name from TFD Course Catalog]
Course Code [Code from TID Course Catalog; e.g., R-304P]
Course Start Date: [Date from TED course schedule]
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Exhibit 3

Sample Withdrawal E-Mail Request

To: l IDREG
From: [Your name]
CC: [Whomever you wish to copy]
BC: [Whomever you wish to blind copy]

Subject: TID Student Course Withdrawal

The following withdrawal information must be provided in message box:

Student Name: Firstname, middle initial (MI), lastnamel
Office/Region: [XXX]
Position Title: [Position title as per staffing plan]
Withdrawal Reason: [Identify the occurrence that will prevent the

enrolled student from attending the course. This
information will be retained for subsequent
analysis.]

Office Director/ [Has the office director/regional administrator
Regional Administrator concurred in this withdrawal? This is a required
Concurrence: response for withdrawals after confirmation.]

Division: [Official abbreviation of division]
Division Director Name: [Firstname, MI, lastname]
Immediate Supervisor: [Firstname, MI, lastname]
Immediate Supervisor [What is the immediate supervisor's position

Position: regarding the requested withdrawal of this staff
member from this course? This is a required
response.]

Course Name: [Name from TYD Course Catalog]
Course Code: [Code from TTD Course Catalog; e.g., R-304P]
Course Start Date: [Date from TID course schedule]

26 Approved: August 27, 1996
0



Volume 10, Part 3 - Performance Appraisals, Awards, and naining
Employee Development and Raining

Handbook 10.77 Exhibits

Exhibit 4

NRC Form 368, "Graining Request and Authorization"

.
. .
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Exhibit 4 (continued)
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NRC-il des'ed t S Fdeal Regtr36482 (J*y7.1993), and NRC-19, deactbed at 58 Fedral Register3 7 (Ju7, 193). eorE recent
Federal Regster pubicatbin of te Nuclear Regulatory Commisablorf Republcation of System of Records Noticed' that M avallablSe at Eu NRC Public
Document Rooam Gelmn Butlding Low Ll, 2120 L Street NW. Wasdington. DC.

I1 Avnrrv m aC 33We 5 te. 4m0 c1u6f W M-1. ON. n1ie ited ft. he dilce.-d_ - pep.fnes Fd.c. 61l.. Iced cg.cy cmSNW II
Ard 206 Ie -ee by E 21. Deee 1075 Theet h i Ind e e e.1.0. or peterl e.b..- d h- e.d c i. ~cews at,-Wee S ee eeeo c.ih In £.ee4e Ode. SeW, jbi N-6.~ 2Z e W k ejeIWI Pteiee.

4. WHETHER DISCLOSURE IS MANDATORY OR VOLUNTARY AND EFFECT C. PRINCIPAL. PtURPO&S~e The flormadcs ettrewd cc tidlet. .da. w . aINirVIOUAL CO NOT PROviDING INFORMATIONc RlW vokwierfty dec V" r b a
Inc5_d.Veee,. I- ebki r - Sn W -- ft r-e . I _tddicef. .Iqin?-e- Ft p ehrrdn__

IL NOUThN Uaqft W- e-ne W. he .- cd In ad. %e Set. c 0. *Y5TE MANAOGERal Abl ADDRESS: Dbs-o. OMr of rs
icel ryee tec I _eteci b. melesice -dhe -MeaWn Om tpees - MIN- d R Ce..n.I, VWe 1 DC 205 l.
ceicie by mECemynecS inesebdblepd The .vede m

0.

__ 0_c
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INRC FORM =A U.. NUCLEAR REGULATORY COMWISSION F

wwa41ToIW-2 EVALUATION OF TRAINING "oCOURSECATALOG5M S

EDmy BN IWO

AeeMss40_

T YUO0IDODlS COUFL1T4U1S1Ra*O WILL I3OTi ITEROMOW~A FO. INITull~SEMIIA UNOCCtLI lAor NEIa.U~.
.. u~inYmU*n aCHAS OS~LU.maigoI.AI1U WA DAS WTt OMPLIIO 0PMSU~ .I4APMMlVO~

4 5
UF8 d. AYB

I

A. EMPLOYMENT INFORMATION
1. "m WEE A..( EAW1 MLdbW 

L nY N l _ SP

4FWACSMN4 ILPOSMMTEL I E 7. EISIEP I C l R

"03OIJO.iW 
45. cOKTION mJm OUS 9~N8ONEM -VWR

1HA UOI40L h. OO.L 0'T3 °J *o |IOOR 130 ABSABFeW UI MOL MTh .dnHH.. nWiini

0HAESGRADS 
IVbWSVkw

11. HC~dMAII AE8S 
N1 45ALHOWKSABER OPM5

IL PROPOSED TRAINING DATA _____________

1. TRAMMMNINO AOYR. AMS AM AODRESS n -d4 2 LOCAT1IONOPIRA1WMG5-" p.d.,M WMh am

*. TioUfN Cooi

o 04I ON D T PURPOW t5 |O1 r

-A t _. C _ UlT | . S OJIY IL TOTAL

&IMIRANIN ~ . b AI w IM LaGALRN "cums L U Ib'O

C. EVALUATION OF TRAINING

PROVIDE YOUR EVALUATION ON THE NEXT PAGE
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C. EVALUATION OF TRAINING1. 0ID YOU COMPLETE THE 0YES I PIF NIOWAIIIATA COLLEGE O7R UNERTV AND ~6OREWSb~~~n
COURSE? i YE WtOES WR 2 A I VHAT k C - 0I

EVALUATIN FACTORS Rad ach Hnn Ad chek Ih appwlhate ra1ng colm_ _ _ _ _ _ _ _ _ _ _A B IC - 04 STATED OBJECTIVE ACCOMPUSHED O ffD O PARTIALLY 0 NmO NOTAPABLE5 COVERAGE O SUBJECT MATTER DEELLEr a .yCINi 0 POOR 0 NarAPPICABEL ORGANIZATION OF SUBJECT MATrER WELOftNIE 0 ACEGJA1U' 0 POOYCltANOE 0 kmaAPIA LE7. APPLICABILITY OF SUBJECT MATTER TO THE JOB 0 daod1CANT 0 ACOWATI 0 *aMeCAMET O WTAwuc'mma RECOMMENDATION TO COLLEAGUES 10 DInHLRECcMMEmm El REmrAE)EG, 0 NaRcoemO 0 NOTAPPUCABRO9. MEETS CAREER DEVELOPMENT PLAN O 0 YE n 0 mo N APC10. SPECIFY THE AREAS YOU FEEL REQUIRE MORE EMPHASIS

11. SPECIFY THE AREAS YOU FEEL REQUIRE LESS EMPHASIS

12. REMARKS PAm, rAk, any conrnents you wfth &bout UV. coureJ

13L I UCCES.JLLYCOOMPLETTTRANe DmIIED ONTHEE REERSE14. NOE
SIGNATURE . EMPIYEE JATE SIATUIP . SAYERVIS ORA

Pma.R TOO MOhLD. 5524(3L .obnold bf mesay Stk. 3SabS. PIhs Ad d11974 to~ a9-f~ blld~ Madl mm5dm 10IMAdladm..I. a.ap~lafnvMdooa. the tIC.Naoa Ro.laa~~aoNaJ. n RCFeeSa. adadnaanN adlaa~ N a.bllf..o dtag~d--d - RC-i .. d NRC 19. a-d a aob".e dIEF-.d.,I aaWp3963 C..20,a1Qe9 -Wan~a annIad~a Rgln.nl~lanal,.Nola. Rgad.ay C.-".a llnybMando at Gyaa a R-and NHadaaioth N-l.bl. oIaNRCPFlil. Oaa,.4R-amG(.ea 611dIn LO-L-okt 2I2EL Moaot NW. Waagkll.% DC
I. AWNOfeTY S usc. 3399. a US&c. M10 eoa.. O~W 1134 OadV Apd & VMETHER %pCLOSURUIS 1 MANDATORY ORt VOL~UNTARY AND OW5701 OR3995 1a~adadby E~nn .n2107 ' 975 h o&mal..k INDIVIDUAL NOT PROVIWINO iNFORMATIOM It W oa.. 11d ye- b.,M.6 aSaalIsnaya..Na1a a.9d. dga MIZIa~. 22.194 Iaq-Iald bIn.,a1n. FaIbs N. p S. toda Sanad6.y .aabaa -1a ad t
X RNIA PURPOSSISI:Th. la ..n~aaetard .a shba tans .1st.. IaC~o.- Bodaoby -b- .N -"a Ia lodho V.. e. SYSTEM MANA5GER AND ADRIESU

S. 51T1945USS~S frdewdoe smyb. -ead Ia W-4d. dat .to tn. ftftsm. thoWo eW la-a oSE P.I.-nMnaOo -ands s.ao"MO 19oaangW kread at enn- daaa NRC U. aoadn.nsaSsPloyaa and Aoft , la &-a vwn pooada,. TM kft.aOm isa atod~la Womh~ql..~a aad~R onlaop-S a=laalfaXan e~t.aaad=-% .I =e m tonoe.,aaadSaalla ana
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