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INTRODUCTION

February 1694

The Office of Personnel sponsors a wide
variety of inchouse colrses, and provides
information and adminigtrative support to
employees seeking 1o take courses from other
government agencies, outside organizations,
colleges, and universities. This thirteenth
edition of the Guide to Training Qpponunities
describes many of the training and education
opportunities available to NRC employees.
Additionally, the Technical Training Center's
addendum to this publication describes the
TTC curricutum, Both publications should
assist managers in developing training plans
for their emnployees and should assist
employees in obtaining the education and
training they need to perform their jobs

A

Eloen B Mason, Chief

o'mm‘ Dwmpfnent
and Training

Oftice of Personnel
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PROGRAM MANAGERS

The prg;ram ma in the Organizational Development and Training (DDT) componart of the

Office

A PR ¥ RSN A .

Personngl (OP) and the programs they manage are listed balow:

............ Elleen Mason
(E-MalileEBM or 482-7400)

Information Tachnology Services Training Laboratory, Individualized

Laarning Center, financial managemeant courses, technical
training course design and development | Do

Administrative Developmental Programs, The Madia Training
Wokshop, NRC and Its Environment, Orientation to NRC Office
Procedures, Women's Executive Leadership Program, Speech
Enhancement Program, NRC Writing Curriculum ...

Nuclsar Reactor Concepls, The Regulatory Process, NRC:
Wnat it is and What it Doas, Sexual Harrassment Prevention,
Effective Briefing Technigues, NRC Senior Fellowship Program

Faderal Executiva Institute, Career Counseung Stress
Management, CPR and first Aid . xS

Supervisbry/management coursas, Management Deveiopment
Canter courses, NRC Suparvisory Development Program,

SES Candidate Development Program, organizational
developmeant and team building, communication courses for
Inspectors and technical professionals, Total Quamy
Management, EEO Curriculum ... ., . T Lo

Acquisition for Project Managers, Acquisition for Supervisors
and Managers, Ethics Orientation, Acquisition of FIP Resources
for Project Officers, Applied Statistics, Planning for Retirement,
Agency Training System, Agency-Sponsored Graduate -Level
Programs, Onentation for New Employees ... ... .. .....

Caroiyn Bassin
(E MaileCBB or 492-8526)

h Maria Rucei Dolan
(E MallsMRAD or 492-4513)

v Mary Louise Roe
(E MailsMLRI or 492 -4649)

Bartara Mack
(E MamBAM or 492-7008)

....... August Spector
(E-MaileAKS or 492-4685)

,,,,,,, Lillian van Santen
{E-MalisL WV or 492-8938)
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SECTION |
GENERAL INFORMATION

POLICY

1t 16 thie poticy of the NRC 1o provide, within available
funding, the maximum feasibie amaunt of training 1o the
broadast spectrum of empioyaes at both govemment and
nan-governmant facilties. The purpose of training is 19
improve amployes joby perormance, prepare employees for
future dutles, and suppon the NRC'S commitment 10 equal
employmant opponunity, affirmative action, upward mobility,
and continuing education principles. This policy is intended
10 SNCOUNAYE Managars and supanvisors lo recognize the
training, education, and doveiopmental needs of their
empioyaes within the context of the agency's ovarall
requirements, In carrying ol this policy, there are cenain
laws and ragulations which govern

Statuaonily, we can, and do, authorize training which is
relavant 12 the parformarnce of an employse's current or
future duties. As a matter of policy, it appropriate and full
justification of relevancy is provided and funds are avallable,
NRC will authorize the fraining requested acoording 1o the
provisions of the Governmant Empioyees Tralning Act and
Chapter 41 of Title 5, United Stales Cade (5 U.S.C. 4101-
4118). 1 1s required that thare De an apparent of
docutmented relation between tha training being provided
anxd the duties of the employee or the nesds of the agency.

{1}y The NRC will not pay tor books uniess they are an
integral pan of course Costs.

{2 NRC cannot pay for expensas incidental to obtaining a
degree (.e., thasis costs, higher fuition costs for
degree candidaes, etc.).

(3)  NBC will not pay tor occupation cartifications or
examination fees such as: CPA, CBS, HP. CPS, PE.
Coursas Isading 1o occupation certification may be
authorized, if job relevancy criveria are satisfied.

(4) NRC will reimburse an amployes fof raining expenses
provided the training was approved and authorized by
OP petore it Legan.

(&  Proof of atteandance must be provided 1o OF upon
complation of all relmbursed raining.

6) NRC will authorize training in tundamantal sklils for
wer-graded employees

(7) OP does not moniton requests 1or Kalting 1o assure
participants gat ino courses except for special
programs such as. Congressional Fellowship
Program, Senior Fetiowship Program, Graduate
Fallowship Program, Woman's Executive Leadership
Program, Fedaral Executive Institute, Executive
Saminar Canters, Brookings. and Harvard,

By  OP nominates individuals. Facility determines
acceptance.

@) i wainee cannot take the requested training, OF shall
be notifiad immediately.

{10) All canceliations shall be made through the NRC Office
Training Cortact to OF and in sufficient time 0 as 10
avoid paymeant by NRC. If impossible to cancel
without cost 1o NRC, a substitute should be found by
the office requesting the traimnng.

{11) Once OP authorizes a particular course, no charges
are allowad without approval from OF

(12) Al raquests tor fraining shall be submitted 1o OP at
iaast six weeks (sarier, if possible) before requested
date of dasired raining. (The Office of Personnel
Management {OPM) requires that requests for training
he received five waeks before the starting date of the
Gourse.)

(13) Al requests for training (@n Forrn 368) must be typed.

{14) Employees shall evaluate all government-paid training
within two weeks after completion of training. Such
evaluations are sent 1o OP through the training conlact,
as noted on NAC Form 3684, “Evaluation of Training.”
{Form 3684 is found on sheet 4 of Form 368.)

(15) Travel Expenses are not paild uniess training is
scheduled during employee's reqular hours of work.

(16) Developmental raining Is not authorized for
non-echnical COOPs and summer hires.

(17) Training is authorized for permanent pan-time
employeas.

(18) Training in vernment facilities generally is not
authorized for NRC employees with legs than one-year
of sarvice (sen below).

ELIGIBILITY

All NRC employees with one year of current, continuous
civilian service are eligible for job-related training in
non-govermment facilities. (*Continuous civilian service® for
raining purposes iIncludes periods of non-pay status.)
However, there arg some types of training that are essentlal
10 carying out the NHC's mission even though an individual
may not have met the one-yaar service requiremen. In that
case, the authorizing official may waive the requirement it

of the training would be detrimantal 10 the
KNRC interest. Examples are wraining that is:

®  Essential to protection of life, safety, or propeny.
®  Essertial to law enforcement.

®  Oflitle or no costic the NRC other than the
employae's salary.

&  Pantof a formal apprentice Faining program in & skilied
frace.

|
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®  Anegral part of a formal, entry-level, development
program

An gmployes may nol spend more than & total of two years
in training, through non-governiment faciiities, in any 10-yoar
peniod of continuous and nonscomtinuous civilian service.

This limitation, may be waived when it is in the public
imeres! 10 do S0 or whan the employee s in a shonage
onCUpation

The toliowing 1abie graphically portrays eligibifity for and
allowable ime in non-government training:

TRAINING ELIGIBILITY AND ALLOWABLE TIME IN NON-GOVERNMENT TRAINING

Employee Status: Eligible for Non-Government Training
More than one year of current, continuous Givilian service Yes
Less than ong year of ourrent, cominuous civilian senvice. No
Lass than one yaar of current. continuous Civilian service,
it postponament would be comtrary 1o the public interest Yos
Service Period: Allowabie Time
First len years of cortinuous and non-continuous civilian service ? Two years
Each tervyear penod of service thereafter Twa yaars

‘Determined by NAC authorizing ofhcial
*May bo waived when in the public interest t do so

GENERAL CATEGORIES

(1) Nontechnical

Training In this category ranges from basic skills for
sacrelaral and Clerical persannel to advanced
managemeont trairing and executive developmant
vourses. This tralning Is in educational or tunictional
areas that neither requires nor involves significant
kKnowledge or skill in scientific, angineering, or
technical disciplines

{2) Technical

This category inciudes the scientific, engineanng
and/or other techmcal training that is customarily
offered by universities and other private, government,
and scientific training faciiities. The objactive of such
lralning is mastery of the genaral and specialized
principlas of individual technical disciplines

(3) Speciaiized technical

Triis category containg intra-NRC tralning presently
conducted by the Office for Analysis and Evaluation of
Operational Data (AEOD) to satisfy that office’s
requirements 10 (1) train inspectors and (2) provide all
inhcuse iraining in reactor systems technology
requirec by other NAC offices. The inspector training is
primartly concermad with nuciear power plant design
and oparation and the principal construction
tachnologies (welding, conorate, electnical) retated 1o
the inspection of construction and operations activities
al nuciear power facilties.

The purposes, types, and sources of raining are cefined by
the Office of Personnel Management in Federal Personne!
Manuat Chapter 280, The current dafinitions are

PURPOSES

{0} Unknown

(1) Program/mission change

Training 10 provide the knowiedge o skills needed as a
result of changes in agency mission, policies,
programs, or procedures; e.q., training provided social
workars 10 acquaint them with new policies and
procedures atfecting the eligibility for, or benefits to be
accorded, welfare recipients.

(2) New technology

Tralning to provide the knowledge or skilis required to
keep abraas! of developments In the employee's
occupational field or in a relatec field; e.g., training
provided an employee in the use, maintenance, of
rapair of new and advanced electronic equipment; the
application of new techinology; or advances in the state
of the art,

(3) New work assignment
Training to provide the knowledge and skills needed as
a rasult of assignment to new duties and
responsibiiities, when such training is not a part of a
planned career development program; e.g., technical
training provided an accounting clerk who has been
nawly assigned accounting fechnician dutias.

(4) Improve present performance
Training to provide the knowledge or skills needed to
improve or maintaln proficiency in present job; e.g..
training provided typists to increase typing speed and
Improve accuracy, training in telephone techniques for

i e
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(5)

(6)

(7)

(8)

(9)

(@)
n

(2)

Clarks o secratarias. (Note: Hefresher raining &
inciuded Here )

Future staffing needs (management and
supesvision)

Training 1o provioe the knowledge and skills neaded 1o
rmaet future staffing neads through a planned Careor
devaloprment program in an cocupational specialty,
exanUtive of managenil developmant progranm, 4

anagement inarmshig o a tralning agresment, o

programs 1o upgrade skills and atilites, e.q.,
stenagraphic traming for typists and technical iramning
for laboratory assistants.

Development of unavallable skilis (product
training)

Training 1o provide the kriowledge of 8 4s needea for
fiediiz of wiork that aré unique o the Fedaral
Govemumant, or 10 maat govamnment staffing resds in
oetupations for which the labar market cannot
prodiuce o sufficient number of Yained candidales;
a.., Alr Traffic Controlier or Taxpayer Service
Reprasantative raining,

Trade or craft appremticeship

To provids tha Classcoom or groupy partion of the formal
training that, together with guided work experience,
permits the amployee 1o acquire the knowledae and
sidile nesded 1o meat tha full reguirements for
jemeyman status in an apprenticeship program

Orientation
T provide onemation 1o the policies, purposes,

mission, and functions of the amploying agency or the
Fageral Governmert for new employees

Adult basic education

To provide the basic knowledge and skills nesded to
pormit e employee 1o funchion in the world of work

TYPES

Unknown

Executive and management

Edhucation of raining in the concepts, principles, and
fheorias of such subject matters as public policy
tormusdation and implemantation, managemant
pringipies and practices, quantitative approaches 1o
managament, or management planning, organizing,
and contrelling (e g . Fedaral Executive Institute,
Brockings, and Executive Seminar Carer).

Supervisory
Eclucabon oF traiting In Supenisony principles and
echrques in such subjects as parsonne! policies and

(3)

(%)

(6)

(€)

(7

(8)

()

practioes (including eaual amploymeant apponunity,
OB Rromoticn, and Ahor Telatons]; Numan Dekawor
and motivation, cormmunication processes in
supetvision; work planning, soheduling, and review,
and pertormance avaluation

Legal or medical

Edhucation of walning 1 he concemis, prnciples,
thearias, or fechnigues of such disdiplines as aw arnd
medicing

Scientific or engineering

Education or training in the concepts, principles
theories, or techniquas of such disciplines as phyaical,
hiclogical, natural, social of Detavioral sciendeas,
education; economics: matheamatios and statistios;
architacture, engingering; ¢r foralgn affais

Administration and analysis

Education of training in thé concepits, principles, and
theonas of such flelds as public or business
admiristration, leadership, personriat, FOIA;
acoounting, labor negoalions, training; Equal
Emiployiment Oppontunity; IGQISUcs; finance; aystams
anaiysis: policy, program, of managemant analysis; or
plarming {e.g., Contlict Hasohnion, Stress
Maragement, Time Managament).

Specialized and technical

Training of a spacialized or techimcal nalurs in the
methods and technigues of sudh fields as
invastigation, security, police science, supply.
procurament, transporation, air traffic conrol,
complder programming, languages, or medical, lugal
of stlentific: support work {a.g. . caniracts, ail writhtg
COUNSS).

Computer technology

Complter programming angd use Of computar
languages.

Clerical

Trairing in clerical skills such 88 typing, shonhand,
ward processing, jeter writing, filing, telephione
techniguest, proofreading, and recordls managament.

Trade or craft, orientation, and adult basic
education

Training in tha knowledge and skilis neaded in such
figlgs as electrical of electronic equipment instaliation,
miaintenance, or rapairc; 100l and die making, welding;
carpeniry, or printing. Training of a general nature to
provioe an understanding of the organization and
misgions of hHae Fedaral Govemment of the amploying
agancy, oF 2 broat] overview and understanding of
mattars of public policy, such as the policies retating te
Equal Employmant Opponunity, reticement, Fecarally
Employed Women/Blacks In Government Conference.
Education or iraining to pravide Sasic compelsnce in

5
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sSuCh subjects as ramedial reading, grammar,
amtimetic, lip reading, or traille,

SOURCES OF TRAINING COURSES

Training courses administered by OF generally fall into five
caegores

(1) In-house

Conducted in-house in NRC faciities (such as PRA,
TTC, and ITS coursss). TTC couwrses are inhouse but
dentified under (B) but included in this category when
reporting annual fraining to OPM.

(2) Govermnment

All programs conducted by government agencies other
than NRC. Thesa programs are not conductad in NRC
faciities. (Examples are; OPM, FEMA, GSA, NIH,
Foraign Service Insitute, Naval Material Command,
and USDA Graduate School.) FEI/OPM is identified
under (6] and MDC/OPM is identified under {7), but
mcluded in 1his category for reporting annual training
10 OPM

{(3) Society

All programs conducted by such type organizations as
Amancan Nuclaar Sociaty (ANS), ASTD, Brookings.
o, Theee programs are not conducted in NRC
taciitios

(4) Commercial

All programs conducted by “for profit® organizations.
(Practical Management Associates, Dale Camegie,
Fred Pryor Seminars, EG&G, Combustion Engineering,
atc ), Thase programs are not conducted in NRC
faciities

{5) University

All programs conductad by public/private
coliagesfjurior colleges and universities, These
programs are not cordductad in NRC facilities.

(6) FELOPM

Regardiess of which agency or institution conducts a
course, nomination of NRC employees is arranged by
OP/ODT The faciity notifies participants of time, date,
and jocation, as s00n as anangements are completed
Participants must formally register for all local
university courses

{7) MDC/OPM

Ragardiess of which agency or institution conducts a

cowrse, nomination of NRC employees is arranged by
OF/ODT. The fachity notifies participarits of time, date,
and focation, as s0on as arrangemants are compieted.

Participants mus! formatly register for all local
UNIversity courses.

(8) T1C
Regardiess of which agency or institution congucts a
course, nomination of NRC empioyees s arranged by
OP/QDT. The facility notifies participants of time, date.
and location, as soon as arrangements are completed.
Participants must formally register for all local
university courses,

ADMINISTRATION

In considering the development of training budgets and the
order for satistying training needs, the following priority of
fraining will generally apply:

(1) Traming that mus! be accomplished in the ensuing
fiscal ysar 1o prevent a direct adverse effect on mission
accomplishment. This includes training which is
required by skilled employees through development
programs and which, if deferrad beyond the ensuing
fiscal year, will have an adverse effect on mission
accomplishment in the period following.

(2) Training that is required 10 provide for systematic
raplacement of skilled employees through
developmental programs and which, if daferred
beyond the ensuing fiscal year, will have an adverse
effect on mission accomplishment in the period
following.

(3)  Training that is not required for an employee 10 perform
at an accaptable level of competence, but which may
increase his or her efficiency and productivity and
enhance the employee's oppontunity for advancement
in the agency. This training will be accomplished, but
genarally after the foregoing needs have baen met.

TRAINING CONTACTS

Each NRC office has a Training Contact whao has the
raspansibility for:

{1 Coordinating training activities

(2} Advising OP of training needs

(3) Implementing indlividual and office training
requirernents by providing lists of courses to

ernployees and supervisors. A list of Training Contacts
is given on page 8.

APPLICATION FOR TRAINING

The procedures for making an application for training vary
according to course sponsor.

in-house courses:
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NRC TRAINING CONTACTS

Name, E-Mail Telephone - Mail Stop

Name, E-Mail Telephone - Mail Stop

ASLBP

EDO
L
NMSS
NAR
Qo
OCK

QE
0GC
01

QP

oF
Qra
oPP
ase
RES
RGN-1
RGN- I
RGN il
RGN -1V
BGN-V
SROR
SECY
e

Janet Wiison (JOWT) 492-8503 P15

JHL Bolan (JASE) 462-4350 MNBB 8113
Charie Siegel (CXS) 4924624 MNBB 3701
Jack Whetstine 492- 7438 EWW-430

Eleanor Haging (EEH) 504-1872 15H3

Mirge Bridgers (CMB) 5041718 17G21
Cosfa Farmars (CDF) 482-7418 MNBE 4100
Salty Comell {SAC1) 504-2673 BE6

Branda Davig (BLD) 504-1215 12H5

Sharon Hudaon (SMH) 4927450 MNBB 6103
Lorie Foids (LJF) 504-1776 1743

Mary Tenagha (MLT) 504-2184 16G15

Batty Summers (BTS) 504-2741 7H5

Mary Ann Warner (MAW) 504-1518 15818
Jeanne Hurit (JHXE) 504-3487

Mirtie Lopez-Nagle 482-4660 EWW542
Dianne Griggs 504-2347 3H5

Joyce Rinar 492-7608 W-316

Giadys Oraaz (GMO) 504-2240 2G5
Barbara Tompking (BXT) 504-3600 122
Branda HIll (BGH) 504-2348 3D23
Carolyn Stabler (CTS) 492-3616 NLS 007
Linda Lamborm (LKLY (215) 337-5256 R
Valencia Rebbins (VHRA) (404) 331-5600 R
Dawn Smith (DMS1) (708) 79 5533 RHI
Connig Parker (CAP) (817) BB0-8255 RIV
Sancy Lindsay (510) 9750261 RV

Bobbie McCann (RFM1) 492-4865 MNBR 7217
Sandy Joosten (SMJ) 504-1962 16G15

Kathy Schmigh (KAS) 492-:4241 MNBBA 2104
Kathy Schimidt (KAS) 462-4241 MNBB 2104
Kathy Schmidt (KAS) 482-4241 MNBB 2104
Kathy Schmidt (KAS) 492-4241 MNBB 2104
Janice Hunter (JPH2) 504-1522 15G21
Janice Hunter (JPH2) 504-1522 16G21
Kathy Schmidt (KAS) 492-4241 MNBB 2104
Balla Canter (BAC1) 504-2677 6A4

Sandy Johnson (SLJ1) 504-1374 1347
Kathy Schmidt (KAS) 492-4241 MNBB 2104
danice Hunter(JPH2) 504-1522 15G21
Janice Hunter (JPH2) 504-1522 15G21
Janice Humter (JPH2) 504-1522 15G21
Janice Hunter (JPH2) 504-1522 15G21
Janice Hunter (JPH2) 504-1522 15G21
Janice Hunter (JPH2) 504-1522 15G21
Martie Lopez-Nagle 4924660 EWW-542
Janice Hurtter (JPH2) 504-1522 15G21
Shery! Dunn 4923232 W-450

Janice Hunter (JPH2) 504- 1522 15G21
Janice Hunter (JPH2) 504-1522 15G21
Janice Hunter {JPHZ) 504-1522 15G21
Pam Easson (PXE) 462-3636 NLS00Y

Len Carsley (LHC; {215) 337-5352 R!

Buffy Harper (ACH) (404) 3314177 RIl
Cynthta Marcy (CTM) (708) 780-5751 RIll
Karen League (KEL) (817) 860-8281 RIV
Pam Gallagher (PCG1) (510) §75-0320 RY
Kathy Schmidt (KAS) 492-4241 MNBB 2104
Janice Hunter (JPH2) 504-1522 15G21

Irane Parker (IMP) (615) B55-6515




- — PR—— A — I T T T S S LR P — e —T T .—.——7

} mtunmmwmmnAm ﬁ-"uun‘- o M vt WMO‘ Jwiches! b WY , 2

- FUNDS OBLIGATION o8 ‘ \
T oo EETMATES NAC, EMFLOVEE || EMPLOYEE - ARE YOU RE nm&mm VA/GI BILL

1 CGKTIMUED BERVICE AGFEFMENT REQUNED FOR ALL XOK SOVERNMENT TRAMING EXOFITNG 08 Mriin. lﬂmv.mm ammm
TRAMING REDARNI ALTHONZATION FOH OFFICIAL TRAVEL, WiC FORM 178 THIN TRANING MUST 85 AUTHORTED AND FUMDED BESORE SLRMITTING THE REQUIST POR TRAVEL 1
IF I8 HEGAIRID FHAT & CORY OF THE COMPLETED MRC FORM 363 ACUOMPANY THE NOC RORM 178 -
[T VONE TR DR faen (e ke b A 5 GAR BTEw
T P R g S FOBTERI TTIE T T ERACH [ETEP & THTCE TELEPONE MO
{ i .
I
B ECRCATE 10 COMTHAICUS CIVILAN GOV Il SORACE
e TR ”H'n — I J ‘n.‘! T ] THRALE AND DETET FRAD E | Mn [NOTE F anrice m was e one vam. weoen A 1-
nmouf i AlH = ¢ N'ﬂil&f J I nu for Bl i gowerTand dac S
VU HONE MAL S £ 12 HOME TELEPHOANE NUMBET! (Cntine) '
{ ) :
i S R '-"T- ‘oﬂ.’ﬁf AINING DATA |
TR BN D VAR BRI AT T ) (oo ’ah LA TR .‘ uun- ity . 3 PHOME N A |
¥ ot o e, mipply mddowes nave Tiokale g Cooe | <= | } !
3 EDUCaTION Caot !
y PURPOSE T TYeE Vo) '
:mmm . & BOUKCE ==
O E N ‘
e b
10 AR - e A Eh-“_:—-d 1. ACTUAL TRAMNG MORSE a DUTY . NOM-ERITY PR
(BAYLS —v}:w—-—-au— g T 4 gty wachy . - )
oy ooy || ! ! j! i 1 L S T el :
17 DOREE TIVE l
|
———ten. i
i RO QATNTS. ] |

!
o :
a ORECT TRAMING GOBTS Eoucmm aencms !
() Tumon_ ) : Ak ¥ '
----- s m n.momnmu maﬂm GRADE IFCRATION nmcnvm mt I
TRAINING FACILITY. !
{2} REGUSTRATION e T :
() OTHER {Speciy) 2 : Ty ]
P - e i ST - MANETIATE BUPERVISOR
GIFECT COBT SURTOTAL o : |
CRIOAF - QELIGATE NAC SUBTUIEM }
B INOECT DOaTs o =3 i ‘:;'w TATE :
(1] TRAVER GOBT NSRS o AT NON o,
A PER DIEM .
- . e T RRCPOSE T TRAINING 16 AUTHDNITED TaTE l
S MOMATURE - AMPRCPTUATE OFFIGIAL, OF /B0 l
(8 IRANSPORTATION | .
g ———— CY " [ i
‘ TRAINING BOKTS WTATED I G4 A
() DTHER (ipeuityy S DIBHATURE — FUMDING OFTICIAL, DF /RO

INDIRECT COST SUBTOTAL |
TOTAL DIRECT AND » ;
..... mMm-nmmdum Aewy ]
ANE : e wah it Sotay of sayTen
! e BILUING ADDHESS:  DIVISION OF ACGOUNTING AND FINANCE -
%—-——.——WW MAIL STOP MNBR 11104 ]
! s e x b 3 SYme OFFICE OF THE CONTROLLER |
A ¥ T — B T TR T (.S, NUCLEAR REGULATORY COMMIESION ,
BA-20 616200 2810 mﬁ!“"' 31000001 WKSrWﬂmLDg 206660001 s
e I

W FORR e ORE

NRC Form 368, “Traning Request and Authorization.™

e e e e e e s e - L R e e B D ) S B



mmm 1 . 4 i 2 adl oG e TRT WTNLE e ry 3
peyment of Yaining costs L Nothing contaned in this saction shall be congtrusd as limiting the suthocty of an aghney 10
m.mm«mmmmwonam-mwmwmmmnnummmmmmwm‘

T MGRET i, upon completer of ine Tovermant-aporwcred Waining seweobed i i W e 0 woneg deys, Guirg st me e iy e i he
WG T e sy v (e SR eiod | will sene b e agency Beme Smes Made W IR o e e advanice Sotics, | ATRHIEE 1 pay the smound of sdaRene sepemme
Uy gt of e inaining e mmnmtﬂnmhnm-l.!-mn B UBC AN @) meie iy e Doveumert in iy iraindeg
v e a@ercy’ K5 & pared maaE ki e ltgih of aming, DUT I T okes e B Dne
OREh  (The mrgls of pert W Seowg B e aTISe: Gl ek apere B Class o o0 e AL andursard il 3y AMOUNT whih ey b Gue 30 The ageney &8 & et ol ey ke on
Ietision. T laaghih of RSt hutnlng W 8 houn o eneh day of IReng, W 0 B Ty Pl 0 el e terme of Bie agreement mey be wilhald tom ary monkes ceed me By
v o A0 houes & weee] WOTE For e ponpine of thie ageeement, e term e B V., o ey he R e e L
ey’ em W ihe empbiyinyg) crpedrmiteon Buch e B0 Eescuive Depastess of
e e ool ek Yo & yap A A v T FURTIER MIVEE % cbein apomee S iy s Plegion Aporoel (il ke ey

PapOred Chings 4 10y apEIOved TG DRGIAM b soneve mod SShede changes,

T W iorsiartly i (e aguricy Bhfoon SOmEISting the petad of secdcn agremd o 4 Rem WA O CSGPRIITE, WT MCTaasen Cowid,
abona, | ATEEE b mevrism (e spaney Tl B silinn andd iieted feee reve’ an! slhen
SoRin wnguiees EUNTLLENMG A AR pai e danmeetion Wi my iakdng  Thaee LA~ GG WAl e wgr At red i mrry wamy co ol e (hoverneani 10 conitivee
Aenassdy wre wheaied n Keve (0 Y emEoyTVRNL | understend Bl I Ban it ¢ engier of Sy sesdne Onigations W ancifer

mmc“wanUMWMva

S0 FUBTER AGTEE TV I | arantily wese The sgency i enlel The seniee of grolber l—ti.n:d'ﬁ*dmy\rmw-mmww
Facem agency o oihar rgenimetie © aoy oot of e O taabisro Sanice with Thal Olrwe AGETICY v DIGANITRTSS

mmvmwuhw.nm.ndmmwmmi

8
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| SPECIAL REQUIREMENT

1. GENERAL OR GPECIAL WAVER OF STATUTORY UMITATIONS FOR EMPLOYEES WITH LESE THAN ONE YEAR OF CURRENT LONTINUOUS
CIVILIAN SERVICE  (Only for training thiough non-govemment faciities. Rafer 1o NRC Management Directive 1077 ) Postponement of lzmining is
sontiary o the public interest far the following reason(si.

Training @ essentisl o protection of e, safety. of praperty.

Training is tal 3o law enforcement activities

Traning that ermnployes cun iake &1 Hittie 07 06 Cost 16 NRC, other than salary sxpenses.

Tradnig that ie refativaty snon. highty specialized, very closely job-related, and of immediate application.

Training that is an integral peart of a fomal, eniry-levei. deveiopment program fe.g.. intern program, feliowship program, ate |

Check appropriate box SUATURE  SUPERVBOR Ium
' s and sign for waler

4. FRAUDULENT CLAIME

Ueuble paymant of Educational Alcwaness. Normailly 38 US.C 1781 prohibils sducstionsl assistance by the Veisrans Admisisiratinn (VA) to & veteran
whio s atlending § couse of edutalion of Yaining pid for under the Gowemment Employeses Training Act {GETA),

FRALID:. The foliowing apphivanie Feders! Statutes piovide oiminal sanctions for wiliul fraud. 38 U.S ©. 3502 (Fraudulent recoipt of funds fiom VA), 18
a0 1001 (False siatement of repressntation jo U S, and 18 U S.C. 287 (Makny feise, ficttlous, or fraudulent claims to the U 5.},

a oy

1. Frapare his fatm foe afl baining requssts. I the tsguesier s W or disabied and in need of special srengements (Brailing, tsping,
imarpreiea, facility aooessibiity, eto ), desciibe the special arrangements On & separate shest and attach it to this form NOTE: The requeste: is not
required 1o fusish !his mlormation  His fer signature on the descriptive sheet indicates agreemenit to reisase i 10 training faciiities.

2. Ratain the EMPLOTEE PENDING copy. snd furward the sat, complete with required office approvals, through the offics wsining soordinatcr 10 the
Office o1 Personnel for Headgusrters smployess: and 1o the Regional Personnal Officer for regional employese

A Aner the mauest is reviewed and approved by fhe Otics of Personnel/Reglanal Peisonoe!l Offiosr, an Authorization for Training leter i sant fo the
Trimring Frovider . A copy of the NAC Form 268 and svaluation form (NRC Form 368A) is sent 1o the smpioyse

PRIVACY ACT STATEMENT

Pursuant to § USC S52aie)(%), snacted into Law by Section 3 of the Privacy Aol of 1874 (Pubilic Law 83-578), the lollowing statement 15 furmishsd 1o
indniduaie who supply nfarmation © she U5 Nuclea: Regulaiery Commission on NRC Form 368 This information la maintained in 8 system of records
designatec a5 NAC11 ana NAC 13, and desoribed at 55 Feoaral Ragister 33683 (August 20, 1990}, of the most recant Fadwal Fegister publication of the
Nuciaw Fegoatory Commissions "Repubilication of Bystems of Fscords Notioes® that is svailable gt the NRC Public Document Room. Geiman Bullding,
Lowne Lova, 7120 L Gireet NW, Washingtan. D.C
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SECTION 1i
OP IN-HOUSE TRAINING




SECTION Il
OP IN-HOUSE TRAINING

The following courses have been developed and are offered by OP for NRC employess in response to identified employee
gevelopment neecs. End-user computer courses offered in the ITS Training Lab are listed in Section ill. information on the
Probabiistic Risk Assesament (PRA) Technology Transter Program can be tound in Section V.

Course Title

Target Group Description Hours

Acquisition for Project officers and project Doscribes Federal acquisition requirements 32

Project Managers managers of contracts or agrae- and processes, as well as role of the

mans and work ordars. project manager in contract management.
{Lavel Il mandatory course)

Acquisition tor Supenasors Managers and supervisars of Provides an ovarview of major steps involved B

and Managers project managers in the NRC acquisition process.

Acquisition of FIP Project officers in IRM and Familiarizes participants with the acquisition 96

Resources for Proect selected Division of Contracts and  process of Federal information processing

Ofticers Property Management personnel {FIP) resources specifically.

Ape m the NHT Workforce All employaes Providas participants informnation related 1o 4
taws and Federal ragulations related 10 age
discrimination; an understanding of various
stereotypes and myths about older members
of the workforce, and a foundation for
reducing individual and organizational stress

, which may result trom changing workforce

‘1 demographics.

‘ Appiied Statistios All employees Provides justification for methods used in 40
statistical analyses, illustiates techniques from
a wide variety of techmical and nontechnical
applications. Discusses whera statistics are
misused.

Artiticial Intelligencs/ All employbes Discusses terms and definitions and introduces 8

Expert Systems

Basic CPR and First Ald

Conducting and

Participating in Meatings

Conflict Resohution

Cultuiral Diversity at NRC

Drug-Free Workplage
Training fir Superdisots

e e s T TEER BN rmpg - W e e WS s T T T e S e - nE RS LT
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All NRC employees
Managers, professional and

paraprotessional amployees

All ermployees

All pnpioyses

Supervisors (Laval 1 mandatory
ooursa)

situations and applications appropriate for
axpen systems. Includes critaria for expert
systams and resources usad to build them.

Teaches CPR and First Aid technigues for 12
choking and other respiratory emergencies
for aduits, children, and infants,

Provides tlachnigues for effactive meeting 18
management. Covers procedural eléments,
lsadars, followers, communication tachniques, etc.

Ofters ways to deal with conflict in a positive 16
mannet, Studies forces that generate confiict

and the consequencas of conflict upon

differant employees, Insiructs on recognizing

conflict resolution styies and benefitting from

a win-win, probilem-soiving approach.

Provides employees oppartunity to enhance 4
sensitivity about how cultural diversity inthe

workforce may affect work, an understanding

of how 10 manage personal inferactions across

cultural ethnic lines: and a foundation for

reducing individua! and organizational stress

which may result from cultural divarsity issues.

Focusas on recognizing and addressing Hegal 8

drug use by agency employees, Provides
information on NRC poficy with respect {0
drugs and alcohal, drug-testing, the Employee
Assistance Program, and drug education.
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SECTION YV

SPECIALIZED TECHNICAL TRAINING
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SECTION VI

AGENCY-SPONSORED
GRADUATE-LEVEL
FROGRAMS

MULTIDISCIPLIARY PROGRAMS

The NRC has moognized the organizations! need 1o provide
for traloing in: {15 & mutidisciplinary approach 1o the study
and application of sataty ardd beahh ¢ *pedts of accidan
preventicn; and (2] a mulidisciplinary program in the use of
a systerna approach 10 management, hurman factors, and
systems lechoolagy 0 the (atter cass, thers are optans of
applicatitity i inlormation systans, research and tevelop
ment, ary satety managemaent, as well a8 enginesring
nyste. s analysin anct managament

Thaugh training in these arean may e pursuad through
rvdividual courses of nstruction, it mst genarally be taken
o ot ciuty hours, repranenting & hesvy personal, volrary
commitrment of 4n employes's tima These NRC-approved
and funded programs involve the pursuit of a full program of
study, potantially leacding 10 & mastsr’'s degres in Systems
Managemeit, of £« neening Sy e Analysis and Man-
agement, it tha indviclual complatas the program. The
programs will 0o doubt ap, -2 10 the mors senior managens
and techoica! apecialists respos sita” © | astablishing
standarcs for and reguiating the high .y comglax nuciaal
industry and far wharm this training & most applicable, The
NRC-approved programs satisty an organizational nead as
wisll as an individus! nesd. Training within these programs
will be raqguested on Training Regues) and Authorization
[NRC Form 368, will reguire approval by the Office Director,
and will be authorized by Organizational Development and
Training {O07), Office of Parsannel, within the general
guidelines that pucsuit of the program 1o the awarding of a
dagrae is not & requiremant nor is pursuit of the program
inandatory. However, the NRC, in approving such training,
rachgr. e that e completion could, and in all probabliity
will, leid ) participants in the programs reoeiving a degras.
Ragional o.Y ces shall have the same opgonunity 1o particl-
Pt in similiae prograrms i locaily ayallable and if Headguar.
tors’ approval is oblained

This tullowing Infonmation briefly descabes the thrust of the
approved courses of atudy

SYSTEMS ANALYSIS AND MANAGEMENT
GEORGE WASHINGTON UNIVERSITY

Paricipants in this grogram are prapared for responsitie
postions in the praction of systems Enalvsis,

Tha student should achieve a broad otrve
Actministrative and dackionmaking process and of %
systems approach 10 managerial problem “wuiving, and be
competant in apptying mathamatical = & statistical tech-
OGBS 16 the solution of marsgarial problams

The gracuate should be «,® 10 davalop insight into the

variety ardd ratrs of managarial problems, their causes, and
prossibie cures. In addiion, the graduate shiould understarnd
he impofance of the human facter 0 administration and be

L T N I e 1 O o o L L Iy el A SR S |

abile to apply scientifically based analysis and guantitative
methocds in dealing with managenal protilams,

The systems viewpoint will halp in learming 1o arange and
reiate irformation about the organizational unit in winch a
problem exsta, Whether the stutont aspires 10 b & Manager
of 10 be a slaff person deal g with managarial matiers, the
studant should acquirg concepts and axpetionces helpful in
prapanng for such a position,

TECHNICAL MANAGEMENT
JOHNS HOPKINS UNIVERSITY

The overall objective of this program I8 10 prepars parsons
trainad and experienced In science or engineering in the
elamants of managing technical projects and organizing
and supervising technical personnel. The program is orm
nized along two paraliel tracks: Project Ma

organization and direction of specific technical ptoncuand
Organization Managarmanithe organization and supernvision
of people 1o accompligh wahnical objectives. Instructional
methodology employs a mix of lactures on theory and
practics by expenaenced tochnical managens and realistic
problam snuations in which studerits will play 5 manage-
mart ok, dealing with problams and making decisions
which are typically required of techinical managers. Manage-
ment theories and toolg are presented in the contend of the
probiem situation. The dynamics of continual technical
chunge ls emphasized. Appropriate amphasis is given to
that bland of technical, administrative, business, and irter-
personal skills requirad for the sucoessful managemant of
high technology organization and projects.

TECHNOLOGY MANAGEMENT
UNIVERSITY OF MARYLAND

This program consietes of a series of practical, tachnology-re-
lated curricula, designed 10 serve companies and other
organizations involvad in the developmant and app'ication
of technology 10 today's ecanomic challenges.

The program emphasizes the essenfial functions, processes,
and systerms required 10 plan, develop, Implament, finance,
comrol, produce, and market technological innovations. it
also Includat an intemship or management project that
provides studants with an opportunity 1o apply the skills thay
havea iaarned

ENGINEERING MANAGEMENT
UNIVERSITY OF MARYLAND

This program offers graduate leve! study in an engineering
discipling and in management and policy sciences. s
directed at the protessional enginesr who wants o extend
his/her engineering capabiliies and al the sama time
develop the capabliity 1o lead and manage

activities in techfoiogybasad orgarizations.

For further information regarding these prograrms call Lilian
W. van Sariten, OP/0DT, on (301) 492-8908.

NRC GRADUATE FELLOWSHIP
PROGRAM

The NRC Graduate Fellowship Frogram i designed to
BUpPON studarts in advanced study and practical work
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axpanence in baalth physics, nuclear engineearing, and
specially engineinng distiplines such as thermal hydrau-
lick, core physics, and seismology. The program’s primmary
purpose 6 1o pravide an acditioral means of sbtaining
quaiified and capabile individuals in needad techrical
disciplines and theraby help reduce the impact of afirition,
aric halp ensure that the NRC will hava an adequate supply
of thess highty gualitied heatth physicists and engineers in
the future. The program will 3iso provide an opponunity 1©
suppan the Commiasion’s EEQ and Atfirmative Action
goals.

Appilicants must have an sngineerning or healtn physics/
solertific background and an interest iIn pursuing additiona!
edfucation. Examples of disciplings that will be sponsored in
this program are health physics/radiation protection, nuciear
anginearing, Instrumerntation and controls, core physies,
thenmal nydraylics, metaliurgy, thermal shock, and geolagy/
selsmology. Frogram selectees must have completed a
ning-munth work period with NRC or three work periods as a
COOP prior to beginning full time university ediucation,

PROGRAM ELEMENTS

Fellows woe ait! go on leave without pay (LWOP) and recsive
a manthily stipard of $1400 and full payment of fuition and
feas. Foliows will De reimbursed for travet expenditures
aasociaied with this pragram, Fellows will have 10 contrit o
10 thelr cost of enroiiment in the Faderal £ npioyess Haalr
Benefit Program (FEHBP). Coverage will cortinue with the
amployee paying hia/her share of the cost and the NRC
paying the government’s shiare until the empioyee reaches
365 days in an LWOP status. Enrollment will termiinate when
the total time on LWOP reaches the 365-day limit, uniess the
partiaient ralms 1o work for at least 4 consecutive months.
Snce parmicipans are responsibilo for paying their share of
the cost of enrdlirment, thay may make payments to the NRC
Fayroll Office while on EWOR or recovery will be made from
tha employee’s salary upon returm 1o work. Onde enroliment
arminates, paricipants aiouwio piok up heaith insurance
berelits through snother sowee. it healih insurance cover-
age s alected through the university, the cost will be in-
Cluded with programmalic: expenses, arranged by the Oak
Hiclge Associated Univarsities and paid by the NRC, Basic
and optional Ife insy « > will cuntinue without cost to the
fatiow for 12 months nployes has at least 4 coNsecy-
tivis manths during wh she received some pay in sach
pay pariod aftar 8 peroc of nonpay status, the employee is
entitted to Begin 8 new 12-month period of continuation of
enroliment. The fellow cannot pay into the Fedearal Govern-
ment's Thritt Savings Plan while on LWOP

FROGRAM CONDITIONS

Each feliow, upon successtul completion of the program,
will De expactad 10 comply with the following continuad
service obligation agreemant: for evary academic year of the
tetlowship, the Teliow s expected 10 work for FAC for twoe
calandar years. A signed agreement 10 this ¢ fect will be
exacutig prior 1o commencing the Teliowsh 2.

SELECTION PROCESS '“OR NRC
EMPLOYEES AND COOPS

A ganioy many ., et NRC screeming pinel wili maxe
recommenda’ | for selection 1o the Executiva Director for

Operations who will approve all seections, The selected
NRC ampioyess will appiy 10 graduate school after swK ses-
sful work parformance has been determined.

PROGRAM COMPLETION

When thay have successtully completed the program,
faliows will be assigned to an NRC position determinad by
the Executive Direcior for Operations based on input from
appropriate Office Directors and Regional Adm nistrators,

APPLICATION PROCEDURES

In addition 1 an NRC Graduate Felliowship Program appili-
cation, gligitlke NRC and COOP applicants must submit an
updated SF-171, undergraduate and graduate transcripts,
Graduate Records Examination scores, a copy Jf the latest
pedormance appralsal, if avaliable, and a supervisory/ma-
nagerial recommanciation. These applications will be
submitted via the Office Directors/Regional Administrators.
Employees imorested in the NRC Graduate Feilowship
Pragram shouid call Krigtin R, O'Donnell on (301) 492-4684
tor general information and apglication materials.

NRC SENIOR FELLOWSHIP
PROGRAM

The NAC Seniar Fellowship Program is designed to ad-
vance the expert status of NRC employses through ad-
vanced education In daciplines crltically neaded to support
the agency's mission. This program is targeted at em-
ployses In grades GG-14 and above who have scientific or
engineering backgrounds, and an interest in pursuing
additional education al the graduate level, or other studies,
in spacialized engineering or scientific disciplines that have
been dentified by NRC management as a critical need. The
successiul candidate should generaily have seven or more
years of directly related work exparience at the time the
program begins, including five years as an NRC

The FY 1994 program will offer a Sendor Feliowship in
materlals engineering with an emphasis on stearm generator
or reactor vessel materials, conosion machanisms, and
non-destructive examination processes 1o detect and
monitor those conditions. Other disciplines may be identi-
fiad as critical needs in future years,

PROGRAM ELEMENTS

Through the Senior Fallowship Program, the agency will
gponsor NRC employess in a graduate-evel program, or
othar studies, in specialized englneering or scientific disci-
plines. If the fellowship is 10 be undartaken at an Institution
of higher lparning, selectess would have to sesk their own
accaptance @ the approved institution, and would be
required 10 coordinale major rasearch or thesis topics with
the sponisoring office. If the feilowship is 10 be undertaken at
a national laboratory or resaarch center, the NRC will help
the selactes gstablish the nacessary relationsip. During
nor-acedemic perods, such as summer break, and when
resaarch permis, pariicipants who have not relocated would
be expectad 10 work In the sponsoring NRC headquarters or
ragional office. Participants who have relocated would be
expectad 1o continue 1o perform rasearch or undenake other
appropriate studies. Fellowship selectees will retain their
currant appointments, and NRT will be responsibie for the
salaries, benefits temporary subsistance or relocation, if
reguired, and fuition, fees, and books.
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PROGRAM CONDITIONS

Each fullow will be expactsd 10 comply with the following
oortinued service otiligation agrearmant: for overy academic
year of the Isliowstip (for every 2 sermestars, oF Bpprox -
fanly & months) at the institution of highor leaming, thg
Wolitw owes NRC two calendar years Of work. A signed
agroarmar o this atfec! will be executad pNof to co roenc-
ing) he fellowship

SELECTION PROCESS

Belactions will be made by the Exectttve Dirsotor for Opiara
tlors Dased on the recommandationd of tha Exscutive
Deveiopmant Committea Apphications for the Senior Feliow-
ship Program must include ondarsements provided by the
candidate's managemant including Branah Chiaf, Diviion
Direciorn, anad Office Director/Regicnal Administrator

PROGRAM COMPLETION

Hpon sticoasatul completion of 1ne program, fallows will e
assigned 1o an NIRC posttion {generally in the sponaoting
oftica) in the area for which fraining was ottained This

dacision wdl e made by the Executive Director for Opera-
tions bused on Input from appropriate Otfice Direciors and

Hegioral Aoministratorns,

APPLICATION PROCEDURES

I ackdition 1o the Senior Fellowship Program apphication,
ehgibie amployses must submit an updated SF-171, a copy
of thair Yree latest performance appraisals, three written
recommaendations that support selection for the program
based on performance, and pretessional and academic
accomplishments, and endorsements as
indicatad in the Lerior mowdup Application. Applicants
are also required 1o develop a program plan which conaing
the applicant’s proposal for designing a feliowship program
1o mest 1he agency's Gritical neaed in the discipline area
chosen. All applications will be submived through the Office
Uirectors/Regional Administrators and inciude endorse-
mants from) tha candidate’s Branch Chief, Division Director,
anvl Office Diraotor/Regional Administrator. Employees
Interested in the NRC Senior Faliowship Program should call
Mary Lowise Boa, OP/ODT, on (301) 4924649, for ganeral
information and application materists.
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SECTION Vi
EXECUTIVE/MANAGEMENT/
SUPERVISORY DEVELOPMENT
COURSES

The NRC has a comprehensive executive, management,
and supervisory developmen curriculum hat includes a
mandiatory supervisory development program designed for
fiew SUPervisors, managerial courses which pravide continu-
ing development; a long-term Supervisary Developmen
Program designed for prospective supernvisons, ard an
SES-Candidate Development Program designed for pro-
speciive senor executives, In addiion 1o 2 wide vanety of
internial coursas, the NRC utilizes extemal training provided
by governmant and privale sacior Sources

EXECUTIVE DEVELOPMENT

A number of Federal and nor-governr.ent aducational
mshitutions provide a variety of executive-level courses
which NRC senior executives attend. Among these are the
Faderal Exeoutive Institute (OPM), Brookings institute, and
Harvard University, These courses contributs to the growth
of conceptual skills by exposing 1he executive 1o a spacirum
of analytical parspactives on public policy issues

SES CANDIDATE DEVELOPMENT PROGRAM

The NRC Senior Executive Service Candidate Development
Program (SES-COP) provides highpotential employees
developmental activities that prapare tham o future posi-
tions as Senior Exacutives at the Nuclear Regulatory Com-
mission (NRC). The program is twelve marths in duration
and s 1ailored 1o aach paricipan 's own devalopmental
needs. The program is deslgned to provide learning experi-
ances and developmental activities which wili result in the
participant’s certification as a member of the SES by an
OPM Qualifications Review Board

NRC SUPERVISORY AND MANAGERIAL
DEVELOPMENT PROGRAM CURRICULUM

Tha NRC Supervisory and Managerial Development Curricy-
lum includes several urique features designed *o IMprove
individual amployeea performance as well as overall organi-
zation performancs. The cumiculum conaists of 3 systematic
approach o developing managerial personnal and is based
HpON cument and long-tenm human rescurces needs cf the
agency. In order to ensure that all supervisors and manag-
ars avall themsalves of appropriate leaming activities,
pertain courses have bean made manda’rry for all newly
appointed supervisors and managers within NRC. The
curriculum has been gdesigned using a systematic structure
consisting of three developmantal lavels,

LEVEL | — MANDATORY BASIC
SUPERVISORY CORE COURSES

This leval coasists of a seces of siven Core SUPervisory
COLNSES
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{11 Supervising Human Resources

(2) Managemert Workshop

{3 Personnet Management Practices

{4) Performance Appraisal Workshop

(5) EEO tor Managers and Supervisors
(6) Drug-Free Workplace tor Supervisors
{7) Sexual Harassment Pravention

Thesa courses focus on the basic principles and practices of
effactive supervision in NRC. The contert and approach are
designed to Create awareness and build knowlecige about
one's own managerial appreach and how to meet the needs
of subordinates, the expectations of the individual manager
and of the organization. Level | courses are concemed with
the theory and practice of mativation, comrnunications, role
detinition, personnel practices, perdormance appraisal,
management style, aqual empioyment opportunity, and
other subjects, Bacause of the nature of their dasign, these
courses are open only 10 empioyees who are currently
supervisore in NRC, Suparvisors must complete Level |
within 18 months of appointment,

LEVEL Il -~ MANAGERIAL SKILL BUILDING
COURSES

This level consists of courses and workshops directed
toward the application of techniques for improving supervi-
sory perdormance and overall organizationa! effectiveness.
These courses are designed 1o funther an understanding of
the baiance between managing both NRC's human and
material resources. The leaming activities emphasize
enhancing knowladge and skill in supervisory communica-
tion, decision making; problem solving, and managemaent of
material resources, Most of these courses are open to
employees who are nof currently in a supervisory position,
Irddividual course descriptions specify the intended audi-
ance.

In order to encourage continuing managerial development,
supervisors/managers must complete at least two Level 1l
courses within the first 24 months of appointment. A course

in "Acquisition for Supervisors and Managers of Project

the learning need of the Individua! aupuvw/mmoor this
requirement may be complated before the Lavel | courses
are completad.

LEVEL Il — PUBLIC ADMINISTRATION
COURSES

Mlllmmmmww
nagessary to strangthen the capability of supervisors ~
manage in the public sector. Argas of amphasis inch .
immmWSMWmmpm
and helping participants better understand the role of public
administrator. Level il courses are not mandatory, but are
inciuded in the program to emphasize the desirability 1o
continue management development beyond the basic
minirmum level. Suparvisors may begin taking Level Il
courses any time and complete those courses they find
particularty useful in meeting their individual developrmental
needs.
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The NRC presents wo courses " The Piegulatory Process”
and *NAC and s Environme:t,” which cover Lavel lil
objectives, There are many additional coLrses given by
non-NAC organizations such as OPM's Managemant
Development Centers and local collegas and universities
that aise fulfiti Laval Il objsctives.

For additional cmormm about the Superyigory and Mang-

gerial curticutum, call August K. Spector,
OP/ODT, on ¢301) 492-4685 or E-Mall: AKS.

SUPERVISORY DEVELOPMENT PROGRAM

Tha NRC Supervisory Develapment Program (SDP) has
baer established to provide high-potential employeet

GG 14715 and above in non-supenvisory positions with
developmeantal activifies that prapare them for future posi-
fiong as supervisors and managers at NRC. This 18-month
program is tatiored to each pamcipant's own developmental
needs, foousing on those competencies desiratie for
successiul supenvision at NRC. For turther irdormation on

Augusst K. Spactor, OP/ODT, on (301)
492.4685 or E-Maii: AKS,

this program, call,

WOMEN'S EXECUTIVE LEADERSHIP
PROGRAM

The Women's Exacutive Leadership (WEL) Program is a
developmantal program that provides Supervisory/manager

lal training and developrment opponunities for higiwum
Fedaral employees, prepating therm for future opportunitias
a8 Supenvisors and managers.

Deaagnadformrrmandmninrmmvmymm
or New Suparvisors with less than ane year's experience at
the GG-11/12 level, the WEL Program is tailored 10 the
participant's own developmental needs, tocusing on those
competencies and effectiveness characteristics needed 10
be a successful Supervisor Of manager,

Unider the direction of OPM's Office of Washington Training
and Development Sarvices. the WEL Program s to be
compistad in 12 months. For further mformation on this
program., call Maria Rucai Dalan on (301) 4924513,
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SECTION vill

PROGRAMS FOR
SECRETARIAL/CLERICAL/
ADMINISTRATIVE ASSISTANT
EMPLOYEES

The NHRC providaes three davetopmental programs to help
employees expand their spectrum of tralning cpponunities.
Whille employee job satisfaction is an underlying factor in
these programs, the main purpose of 1Hhe programs 1s 1o
anhance and develop the knowlsdge and skilis of partic-
pants 10 meet the NRC's organizational neecs.

These programs are opan 10 all empioyees who maat the
established aligibiity critena for sach of the programs.
Program: participants must undemstand that thesa programs
#re developmental in naturs and pravide no guarantee of
Promotion or other upward motiliy action.

These programs ara managed by Maria Ruact Dolan,
OP/ODT. Her wlephong number is 1301) 402.4518,

Each nf the three programs is identified ang describyed
below.

CERTIFIED PROFESSIONAL
SECRETARY

Tha goals of the Certitied Professional Secretary (OPS)
Program gtem from the ohijective 10 upgrace the secretanal
profession by encouraging secretaries 1o ralse thair own
standarcls of professionalism, To attain sucoess and recogni-
tion as professionals, secretaries must be pmpared 10
devota time 10 continued leaming

A commitmant (o the CPS Pragram provides a secratary with
a means of obiaining education and fraining In subject areas
somewha! outsida the narrowest confines of the secretarial
duties

NRC's program is desigred 10 agsist those Individuals who
wisih 10 prepare for the wo-day CPS examination. Tha NRG
does not pay e examination fea, but does pay for courses
e six exarmnation araas

s  BEHAVIORAL SCIENCE IN BUSINESS 1e8ts the
prnciples of numan ré'ations and organizational
dynamics in the work place It foousaes on needs,
motivation, natue of contlict, preblem-solving tech-
N8, assentials of supanvision and Communication,
sadership styles, and an understanding of the informal
o ganiziion

*  BUSINESS LAW measures the sacretarny’s (a) knowl-
edge of tha principles of business (aw and {B) knowl-
edge of the effect of governmental controls on busi-
mess, Understanciing of the historical setting In which
these controls developed is emphasized In praterence
10 namas and dites

»  ECONOMICE AND MANAGEMENT consists of 35%
BCONOMICE andd 65% management. Emphasis is

placed on understanding the basic concepts underly-
ing business operations. Inchuded are kay economic
and management principles, as well as the latest
governmenta! requlations in business

¢ ACCOUNTING measures (a) knowledge of the a'e-
mems of the accounting cycle: (b) ability to analyze
financial statemant accounts; (¢) ability 1o periorm
arithmetical operations associated with accounting and
computing imerest and discounts; and (d) ability to
summarize and interpret financial data

¢ OFFICE ADMINISTRATION AND COMMUNICATION
measures proficiency in subject matters unique 1o the
secretary's position: (50% office administration)
executive traval, office management, records manage-
mant, and reprographics; and (50% written business
communication) editing, abstracting, and preparing
communications in final format

. OFFICE TECHNOLOGY covers the secrelary s respon-
siblifties created by data processing, comimunications
madia, advances in office management, technological
applications, and recordemanagemént technology.

The gramting of a CPS rating is evidence of the fulfilliment of
a prascribed program of education, satisfactory secretarial
expenence, and the succasstul complation of a twoday
comprehansive examination in the six sulyject matter arsas.
A secretary is allowed six years 1o complate (pass) all six
paris of the examination. Program panticipants are under no
obligation to NRC 1o 1ake or pass the CPS examination,

Employees applying for the Ceniied Professional Secreatary
Program should send a memorandum 16 the Office of
Personnel stating their interest in participating in this pro-
gram. CPS apphicarnts should also develop and forwand an
Individual Development Plan with their memorancum

ADMINISTRATIVE SKILLS
ENHANCEMENT

The Administrative Skills Enhancerment Prograrm is dasigned
for secretaries and administrative assistants who wish to
devalop administrative skills 1o mest NRC's future adminis-
trative nesds.

Candidates for the Administrative Skills Enhancemant
Program shouid dentify an adminisirative area in which they
desire 10 pursue a career and develop an IDP which clearly
wentifies the training and developmental assignments that
will assist them in achieving their career goals.

NRC provides agministrative skilis enhancemant in a num-
bet of areas, such as: Accounting, Budget and Finance,
Contract Procurement, Personnel, and Paralegal. Partiol-
pants and supervisors must be commitiad 10 the Indivichual
Devalopment Plan (IDP) agreed upon and work 1ogether 1o
achiave he goals dentified in the IDP The Administrative
Skills Enhancemant Program is oper 1o NRC secretaries
and administrative assistanis (GG 5-12) who meat the
following eligiblitty critaria;

*  high-school graduate
. full- or part-time permanent NRC amployes
. continuous one-yaar amploymeant with NRC
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fully satistactory performance appraisal

Empicyens appiying for thig program should submit a
written staternant 10 thair supervisors outiining how the
omployes’s participation in the program will benafit both the
NHC and the employee along with the employea’s proposed
Indiviciual Develnpmant Plao.
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Supervisors will send a wiitten recommendation 1o the Office
of Parsannet nominating the NRC employae for the program
along with a copy of the approved 1I0P Supervisors will
estabiish a beginning date and realishc ending date (no
maorg han faur yaars' duration for the amire prograrm).

COMPUTER SCIENCE
DEVELOPMENT

The Camputer Science Developmant Program enablas NRC
amplayaas 1o broaden the scops of their computar tralning
o meat NRC'S future computer-based needs. To gain a
working knowlgdge of NRC's current compluter systems,
amployeas will utilize the NIIC Information Technology
Services Training Laboratory (ITS Lab). After completirg this
talning, program paricipants may attend universily courses,

LEDA Graduate School courses, and a select riumber of
courses offared by private companies, This training and
sducalion must be In a compuler aréa in which the Agency
foreseas a neead

The Computer Science Development Frogram is opeén 1o
NRC secretartes and administrativa agsistants (GG 5-12)
who meel the following aligibility critena;

mgh school graduate

Tull- or pant-time parmanent NRC employes
continuous one-year employment with NRC
fully satistactory performance appraisal

Employees applying for this program should submit &
writhn statament 1o their supenvisors outlining now the
employes’s panticipation in the program will benefit both the
NRC and the employee aiong with the employee’s proposed
individual Development Plan,

* ®* e &

Supervisors will send a written recomimendation 10 the Office
of Parsonnel nominating the NRC employee for the program
along with a copy of the IDF: Supsrvisors will
establish a beginning date and realistic ending date (no
maore thar four years' duration 1or the entire program).
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SECTION X
INTERAGENCY
TRAINING PROVIDERS

OFFICE OF PERSONNEL
MANAGEMENT

The Office of Personnel Managemerst {OPM) offérs a wide
variety of traming and devalopment courses, It issues a
training catalog with briel course descriptions. The Training
Contact In sach NAC Headquarters office has a copy uf the
OPM catalog

The OPM courses are listed alphabetically in the table of
contents and by functional araas. This manner of listing
makes i easier 10 locate the specific area in which training is
desired.

OPM must receiva nominations al least five weeks before
the course begins. OPM can sometimas accept late
suminations. Itthe nominaton deadline has passed, call
OPM 10 sae if thae may still be room in the program,

Nominations for training should be typed on NRC Form
368,

The mailing aduress of the OPM facility should be typed (as
shown beiow) in all capita letters without punctuation {in
the facilty box) so tha training request can be soned
automaticatly by the Postal Service.

U S SFFICE OF PERSONNEL MANAGEMENT
PROGRAM MGMT & CUSTOMER RELATIONS DIVISION
{indlicate course code, e.g., 21CM)

PO, BOX 7230 WASHINGTON, DC 20044 - 7230

Genaral Intormation {(703) 3127200

It unsure which functional araa to call, usa (703) 312-7200.

The canceliation deadling is two waeks before the start of
any OPM course. That is the |atest data naminations may be
canceled without charge to an agency. i an emeargency
arigas and the agency cancels after the deadiine, the agency
will be billed. The nomination will then be held tor the naxt
COurse on a space-avallable basis. The applicant will be
notifiedd by OPM. Applicant should report 10 class only after
natification has bean recaived from OPM

For ather Information on courses in the OPM catalog or other
sarvices, call the appropriate OPM training organization in
Washington, D.C.

TAANAGERIAL AND EXECUTIVE
DEVELOPMENT TRAINING

The following OPM organizations provide managerial and
sxecutive development raiming:

Federal Executive institute (FE1)
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U.E. Office of Personnel Managsment
The Federal Executive Institune

1307 Emmea Strest

Charlottesvilla, VA 22901

Phone. (804 980-6200

Fax. (804) 978-1030

Management Development Centers (MDCs)

U.S. Office of Parsonnel Management
Central Management Development Cener
301 Broadway Sireet

Oak Ricige, TN 37631-351%

Phone. (615) 576-1730

Fax: (B15) 576-2710

U.S. Office of Parsonnel Management
Eastern Managemert Devalopment Center
clo Brunswick Haote!

Chestinut & Queean Sta.

Lancaster, PA 17603

Phone: (717) 389-0112

Fax: (T17)399-0115

U.8. Oftice of Personne!l Maragemant
Wesiam Management Developmant Canter
1405 Cuntis Street

Derwer, CO 80202

Phone: (303) B44 6184

Fax: (303) 544 -2248

REGIONAL TRAINING CENTERS

Courses identical or similar to those listed in this ca are
avallable through OPM's regional training centers. Call
appropriate reglonal office for the center's schedule and
program content.

U.S. Office of Parsonnel Managemant
Atlanta Regional Training Center

U.S. Office of Persorne! Management
Richard B. Russell Federal Building
76 Spring Streat, S5 W.

Atlanta, GA 30303-3019

Phone’ (404) 331-3488

Fax: (404) 730-3813

U.8. Office of Personnel Maragement
Chicago Ragional Training Canter

U S, Office of Parsonnel Management
John C. Kluczynski Federal Bullding
230 5. Dearbom Street

30th floor Chicago, 1L 60604 -1687
Phone: (312) 353-2619

Fax: (312) 353-3297

U.S. Office of Personnel Managermarnt
Dallas Regional Training Canter

U.S. Office of Personnel Managemant
1100 Commerce Straat

Dallas, TX 762429968

Phone: (214) 767 -B245

Fax: (214) 7678205
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