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WASHINGTON STATE 

FISCAL YEAR 2010
EMPLOYEE DEVELOPMENT PLAN


December 2010

The Government Performance and Results Act of 1993 requires that agencies prepare strategic plans that contain goals and objectives and a description of how the goals and objectives are to be achieved, including skills and technology required.  Therefore, an assessment of the individual and collective skills of our workforce is critical to strategic planning, and must be reflected in individual and state-wide employee development plans (EDP).  

This is the Natural Resources Conservation Service EDP for the State of Washington.  The State EDP is the culmination of the known training requirements of individuals in the State, including employees, partners, and Tribes.  The EDP is developed annually, consistent with Department and Agency policies and priorities, and within budgetary constraints.  The primary purpose of this plan is to provide a budget, priority, and schedule, to the extent it is available, for training in Washington State.  It is a dynamic plan that will be continuously monitored by the Training Officer, and updated as priorities change, the budget is adjusted, and the plan is executed.  

If you have any questions about this plan, please contact the Training Officer.  

Goal 
The goal of employee development is to build and retain a skilled workforce through establishment and operation of an effective training program.  Self development and on-the-job training are the primary methods of NRCS employee development and supervisors are to encourage employees to pursue such endeavors.  
Funding
In Fiscal Year 2009, the Chief required that states target 1 percent of their salaries and benefits allocation for training.  Again in Fiscal Year 2010, 1 percent, which amounts to about $170,000, will be used as a minimum target.  However, additional needs resulted in an approved budget of $225,650.  The table below shows some of the planned expenditures for fiscal year 2010 and the budget approved by the State Leadership Team in November.  Costs for most of the State Initiatives have not yet been estimated, but will be delivered in accordance with the priority schedule shown below within the approved budget limits.
	FY 2010 Training Budget

	Pre-Paid Courses with Reserved Slots (includes travel expenses)
	Provider
	Number Reserved
	Proposed Location 
	Proposed Date
	Estimated Cost

	Conservation Boot Camp
	NEDC
	7
	Kansas City
	Various
	$46,200

	Managing for Excellence
	NEDC
	16
	Various
	Various
	$26,400

	Orientation for New Employees
	NEDC
	7
	Various
	Various
	$11,550

	Supervising for Excellence
	NEDC
	2
	Various
	Various
	$3,300

	Concrete Fundamentals
	NEDC
	2
	
	
	$3,300

	Contract Administration for Construction Contracts
	NEDC
	2
	Fort Worth, TX
	Complete
	$3,300

	Construction Inspection
	NEDC
	2
	Fort Worth, TX
	Feb 8-12
	$3,300

	Soil Quality Assessment and Application (Field Staff)
	NEDC
	2
	
	
	$3,300

	Subtotal
	 
	40
	 
	 
	$100,650

	Preapproved 457 

	Various College Level Courses
	Various
	6
	Various
	 
	$6,000

	Preapproved LDP 

	Details to Other States for LDP
	Various
	2
	Various
	 
	$10,000

	Other NEDC 

	Non Prepaid Requirements
	 
	
	
	
	$21,000 

	Purchasing and Contracting 

	Mandatory Training for Warrants
	 
	 
	 
	 
	 $20,000

	Civil Rights Committee Mandatory Training
	Various
	
	Kansas City, MO
	Mar 15-19
	$17,000

	Subtotal
	
	
	
	
	$174,650

	Total FY 10 Budget Approved
	 
	 
	 
	 
	$225,650

	State Initiatives
	Sponsor/

Vendor
	Priority
	Proposed Location
	Proposed Date
	 

	ArcGIS and Toolkit
	Bautista
	High
	Wenatchee, WA
	April 27-29
	

	ArcGIS and Toolkit
	Bautista
	High
	Olympia, WA
	May 18-20
	

	ArcGIS for Engineers (Intro)
	Bautista
	High
	Olympia, WA
	Complete
	

	ArcGIS for Engineers (Advanced)
	Bautista
	High
	Olympia, WA
	Complete
	

	ATV Safety
	Johnson
	High
	
	On-Going
	

	Basic Engineering Workshop
	Johnson
	High
	
	May 3-7
	

	COR/COTR Certification
	Johnson
	High
	
	
	

	CPA 52
	Scales
	High
	Each Team
	On-Going
	

	Cultural Resources
	Scales
	High
	Olympia, WA
	May 24-28
	

	Nutrient Management
	Scales
	High
	East or Central Area
	Apr 19-22
	

	Retirement Seminars
	Copeland
	High
	Various
	Dec/Jan
	

	Snow Surveyors Workshop
	Johnson
	High
	Wenatchee, WA
	Complete
	

	Appropriations Law
	Fechter
	Medium
	
	
	

	Extending Outreach to All Customers
	Vira
	Medium
	Washington
	July 26
	

	Economics in Conservation Planning
	Scales
	Medium
	
	Winter
	

	Haz Mat – Level 1 Site Assessments
	Brown
	Low
	
	
	

	Personal Safety Awareness
	Vira
	Low
	
	
	

	Stream Visual Assessment
	Scales
	Low
	West Area
	Summer
	

	Water Rights
	Brown
	Low
	
	
	

	Remaining for Initiatives and Requests
	$51,000

	Total Training Expenditures FY 2009
	 $187,000


Training Needs Inventory

A training needs inventory (TNI), which included the needs of all employees and partners, was conducted in August 2009.  The State Initiatives and the budget request were based, primarily, on this inventory, along with other known requirements for mandatory training.  In the past, the TNI has been conducted in the November time frame to coincide with the performance review cycle.  However, the November timeframe does not align with completion of the NEDC data call for training needs, nor the budget cycle for either NRCS or our partners.  By the time the TNI was evaluated and a budget formulated, one quarter of the fiscal year has already passed, making execution of the plan difficult in a nine-month timeframe.  Therefore, in the future, the TNI will be completed in May.  This will coincide with mid-year review cycle in which employees and supervisors can have a meaningful discussion about the skills needed by the individual and the team, and the gaps that may exist.  The TNI will then be evaluated and a budget formulated so that execution can begin in the new fiscal year.  

Limits

In fiscal year 2010, no arbitrary limits were imposed on the number of training requests that could be identified during the needs assessment process, however, in order to ensure the greatest return on investment, training requests are prioritized.  It should also be noted that for most employees, more than two or three courses in a single year cannot be absorbed, either from a learning and application standpoint, nor from a workload standpoint.  Therefore, not all training requests will be met either due to unavailability of the course, funding constraints, or overload on a particular student.  Every effort is made to ensure mandatory training to maintain certifications and warrants is carried out, as well as state initiatives that improve our ability to meet our mission goals.  As the year progresses, and if budget parameters change, the training plan will be reviewed to determine if priorities must be reordered, or if additional training can be accomplished.  
Leadership Development Program 

The leadership team has selected another class of leadership development program candidates.  The current class has four members.  Any costs for their training, as well as costs remaining for the previous class, will be absorbed within the approved budget.

Training for Partners

Employees from other United States Department of Agriculture (USDA), federal, state, and local government agencies, as well as conservation district and commission employees, and the Tribes, can attend scheduled training sessions on a "space-available" basis.  Their attendance at NRCS or NEDC training is at no cost to the State.  NRCS supervisors will ensure that our partners’ needs and interests are assessed, and will continue to keep them informed as opportunities arise.  Partners or Tribal members should request participation in NRCS/NEDC training through their supervisor to the appropriate District Conservation or State Office contact.  A request form can be found at ftp://ftp-fc.sc.egov.usda.gov/WA/Intranet/HR/NRCS_Partner_Training_Request.doc.
Accountability

Supervisors will ensure return on investment by ascertaining whether learning objectives are met.  Employees will be held accountable to demonstrate the benefits achieved through training.  The method of demonstrating accountability will be identified prior to enrollment in a course, and there will be a mechanism in place to track whether the accountability activity was completed.  

Process 
Self development and on-the-job training: Self development and on-the-job training are the primary methods of NRCS employee development and supervisors are to encourage employees to pursue such endeavors.  Employees needing a particular skill or knowledge should discuss their needs with their supervisor and/or others and try to find an avenue for fulfilling that need.  This can be through one-on-one mentoring/training with another employee, reading manuals, directives, or policies, job shadowing, details, or other appropriate methods.  In many cases, self development and/or on-the-job training will be the appropriate ‘first step’ to give an employee the background training needed before pursuing more advanced coursework or formal training.

AgLearn:  All employees should be utilizing AgLearn for training whenever possible.  Online modules covering a wide variety of subjects, including detailed technical training, are available and can be taken at an employee’s convenience and with minor cost to the agency.  Employees should routinely check (and complete, if applicable) AgLearn offerings before requesting formal classroom training.  Employees should obtain supervisor permission to spend time on AgLearn courses prior to loading a course on their learning plan.
State Initiatives:  For each course that is designated as a state initiative, a sponsor has been charged with the responsibility to develop the curriculum and recommend students.  Enrollees will be notified by the State Training Officer of specific instructions regarding attendance at the course.  
Local Workshops and Initiatives:  Each Area is allowed to and encouraged to develop and deliver local trainings and workshops to meet the specific, unique needs of the staff in their Area.  These initiatives will primarily involve the staff and resources available within the Area.  The Training Officer is available to assist with logistics and policy requirements, to the extent practicable.  As appropriate, slots may be provided to employees and partners outside the Area, but these requests should go through the Training Officer.
NEDC Courses:  Employees are not to self-enroll in NEDC courses through AgLearn.  Self-enrollment often causes duplication and potentially an expenditure of funds that has not been approved.  The State Office receives instructions and information regarding eligibility to enroll students in NEDC courses, therefore, all NEDC course enrollments are handled at the State Office level according to the Training Needs Inventory, national instructions, and other priorities.  If there is a need for a NEDC course that was not indentified on the TNI, employees may submit a training request worksheet through normal channels.  A request form is located at ftp://ftp-fc.sc.egov.usda.gov/WA/Intranet/HR/Employee_Development_Request_Worksheet_092706.xls.  Enrollees in NEDC courses will receive all necessary instructions and information from NEDC and from the State Office.  The NEDC Training Schedule is periodically updated and is published at http://www.nedc.nrcs.usda.gov/catalog/schedule.html.
Other Training:  For all training that is not a State Initiative or a NEDC course, employees are responsible for determining the appropriate course, schedule, and location.  Employees should initiate an SF-182, Request, Authorization, Agreement & Certification of Training, in AgLearn for such requests.  The SF-182 must provide all pertinent information, including the fund code (in the appropriations boxes) in order for the request to be properly processed.  Ample lead time should be given to ensure proper processing.  All such requests will be evaluated against the training needs inventory and the approved budget prior to approval.
Instructions for completing the SF-182 are attached as Appendix 1.

All training will be recorded in the employees’ training history on AgLearn.
Business Plan

The EDP is an important component of the State Business Plan.  This constitutes the State’s plan for fiscal year 2010 training.  Status regarding performance against this plan will be provided to the State Leadership Team at least quarterly.
Appendix 1
Instructions for Completing an SF-182, 

1. Access the AgLearn website at http://www.aglearn.usda.gov/
2. Click Learner Login and login using your user id and eAuth password.

NOTE:  You may wish to take the SF-182 Online Interactive Course to learn how to submit, approve and verify SF-182s.
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3. Select the Learning tab, and SF-182 Requests, and New Requests:
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4. Complete the SF-182:

Many fields will be pre-filled with your information in Section A.  If the information is incorrect, you need to correct it in your Aglearn profile.  Ensure also that your supervisor is correctly identified in your profile.  Blocks with * must be completed.
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Section B requires information about the course you wish to take:

B.1.a. is a drop down list of many common vendors in alphabetical order.  If you don’t see the vendor on the drop down, scroll to the bottom and select “Other”.  You must then fill in the block that says:  If other, please specify.  

Complete the rest of the information about the vendor, and the actual training location in box B.1b.  

Blocks B.2-4. require the course title and dates.  The date format specified on the form is incorrect.  Please always use the calendar pop up to select the date.
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Block B.5, Training Duty Hours, refers to the number of hours for the course.  Unless you are actually attending courses during the evening or on weekends, Block 6, non-duty hours should be zero (0).

Block C.1 and C.2 must contain the Appropriation Fund, or charge code.  This is the fund that you normally charge to when you work, or the fund that would be benefitting from this training.  If it was course work related to the planning process, Nutrient Management for example, the fund code would be CTA.  If it was course work related to snow survey, you would indicate the snow survey fund code.  Either the words or the code words are fine, e.g, CTA, or 01T53.
Blocks C.3 through C.6 are normally filled out by the training officer and the budget officer.  If you want to put comments in block C.6., you may.

Once you have correctly completed the form, hit Submit, which is in the very far right, lower corner of your screen.  The request is automatically routed to your supervisor.  Upon supervisory approval, the request is further automatically routed to the Training Officer and the Budget Officer.  You will be informed via email when your SF-182 has been approved and processed. 
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