
	Skills Assessment: Training Needs Assessment

	Action
	Average

Processing Time

(Work Days)
	Responsibility

	
	
	ADMINISTRATION
	Program Office
	Shared

	Send out call for Need Assessment to Admin. Officers 
	Annually 
	HR Development Specialist
	
	

	Admin Officers forward call to Managers and Supervisors 
	Annually
	
	Administrative Officers
	

	Conduct training on Conducting Skills Assessments and Training Plan (ITAP/PTAP) Development
	Annually
	HR Development Specialist and Field Training Consultants (FTCs)
	
	

	Identify core competencies for each mission critical position
	Annually
	
	Supervisors and Managers
	

	Assess skills of those in mission critical positions
	Annually
	
	Supervisors and Managers
	

	Meet with program organizations to provide technical assistance on training plan development
	As Requested
	HR Development Specialist and FTCs
	
	

	Program organizations submit PTAPs to Training Services
	Annually
	
	PO Designee: PTC or AO
	

	Develop DTAP based on PTAPs.
	Annually 
	HR Development Specialist
	
	


NOTE:  As a result of the recent reassignments of the Field Training Consultants (FTCs) into Training Services, the FTC’s major duties and tasks are currently in the process of being reviewed and adjusted based on input from field management and the FTCs.

	Business Function: Training Request & Completion Processing (General & Managerial Skills)

	Action
	Average

Processing Time

(Work Days)
	Responsibility

	
	
	ADMIN
	Program Office
	Shared

	Submit completed and accurate SF-182 to Training Services and required attachments
	At least 2 weeks prior to training event or as stated in Course Announcement
	
	Employee, Supervisor, and Program Training Coordinator
	

	Record receipt of request:

Date and time stamp receipt of request.
	1 day
	Training Technician and FTC
	
	

	Review training request:

Ensure SF-182 is timely and complete.  Ensures that event falls outside of 2-week window. Also, ensures that all required boxes are complete and that associated ITAP and Agree to Pay form are attached to training requests as needed. Ensures that request is in response to specific item(s) in employee’s ITAP.
	1-2 days
	Training Technician and FTC
	
	

	Process training request:

Ensure that funding is available and appropriate.
	3-5 days
	Training Technician and FTC
	
	

	Complete training request:

Forward approved SF-182s to the training vendor and send copy to the program administrative officer.
	1-2 days
	Training Technician and FTC
	
	

	Upon course completion, employee submits certificate or other proof of successful completion to management and PO training officer. Training Officer send copy of proof to Training Services
	Within 5 days of course completion
	
	Employee, Training Officer
	

	Enter training data into the New HVU System after completion of course.
	Within 3-5 days after receipt of proof
	Training Technician
	
	

	Respond to employee transcript requests.
	As requested – Within 5 days
	Training Technician
	
	


	Business Function: Training Request & Completion Processing (Technical Skills)

	Action
	Average

Processing Time

(Work Days)
	Responsibility

	
	
	ADMIN
	Program Office
	Shared

	Submit timely, complete, and accurate training requests
	---
	
	Program Training Officer
	

	Submit quarterly Training Completion Report to Training Services
	Due Dates:

January 15th for Q1 Rpt

April 15th for Q2 Rpt

July 15th for Q3 Rpt

October 15th for Q4 Rpt


	
	Program Training Officer
	


	Business Function: Training Delivery & Evaluation (General & Managerial Skills)

	Action
	Average

Processing Time

(Work Days)
	Responsibility

	Instructor Led Courses/HUD Broadcast
	
	ADMIN
	Program Office
	Shared

	Conduct Planning meeting 
	30 days prior to training 
	HR Development Specialist
	Program Training Coordinator
	X

	Send out Training Announcement to Admin Officers and PTC’s
	20 days prior to course
	HR Development Specialist
	
	

	Disseminate announcement to appropriate employees
	Within 3 days of receipt of announcement
	
	Administrative Officer or Program Training Coordinator 
	

	Conduct course registration 
	As needed
	HR Development Specialist, Field Training Consultant (FTC)
	
	

	Provides list of attendees
	As needed
	
	Program Training Coordinators
	

	Submit Course Materials to Training Services 
	2 Weeks Prior to course
	
	Program Technical Coordinator
	

	Conduct or Facilitate course
	As needed
	HR Development Specialist, FTC
	
	

	Monitor Training Course
	As needed
	HR Development Specialist, FTC
	
	

	Conduct/complete course evaluation
	Day Course Concludes
	HR Development Specialist, FTC
	Employee
	X

	Conduct completion reporting 
	3-5 days after course
	HR Development Specialist, FTC
	Program Technical Coordinator
	X

	Coordinate training certificates, as applicable.
	3- 5 days after course 
	HR Development Specialist
	
	

	Evaluate for Training Results and Impacts
	3 – 6 months after course completion
	HR Development Specialist, FTC, Training Technician
	Employee, Supervisor, Program Training Officers
	X

	HVU Courses
	
	
	
	

	Identify HVU courses that address specific training needs and/or skill gaps 
	As needed
	HR Development Specialist
	Employee, Supervisor
	X

	Grant access to HVU upon request by providing usernames and passwords
	As needed
	HVU System Administrator
	
	

	Obtain management approval as needed
	Prior to registering for HVU course
	
	Employee
	

	Register and take on-line course
	Consistent with Target Dates in ITAP
	
	Employee and Management
	

	Complete on-line course evaluation
	Upon course completion
	
	Employee
	

	Conduct completion reporting 
	Anytime after course completion
	HVU System Administrator
	
	

	Evaluate for Training Results and Impacts
	3 – 6 months after course completion
	HR Development Specialist, FTC, Training Technician
	Employee, Supervisor, Program Training Officers
	X

	Mandatory Training for New Supervisors
	
	
	
	

	Obtain list of New Supervisors from OHR 
	Quarterly
	HR Specialist to HR Development Specialist, FTC
	
	

	Send out Training Announcement to New Supervisors
	30 days prior to course
	HR Development Specialist
	Program Training Officers
	X

	Conduct course registration 
	As needed
	HR Development Specialist, Training Technician, FTC
	
	

	Provides list of attendees
	As needed
	
	Program Training Officers
	

	Conduct Course
	As needed
	HR Development Specialist, HR Specialist, FTC
	
	

	Monitor Training Course
	As needed
	HR Development Specialist, HR Specialist, FTC
	
	

	Conduct/complete course evaluation
	Day Course Concludes
	HR Development Specialist, HR Specialist, FTC
	Program Training Officers
	X

	Conduct completion reporting 
	3-5 days after course
	HR Development Specialist, FTC
	Program Training Officers
	X

	Coordinate training certificates, as applicable.
	3- 5 days after course 
	HR Development Specialist, Training Technician
	
	

	Evaluate for Training Results and Impacts
	3 – 6 months after course completion
	HR Development Specialist, FTC, Training Technician
	Program Training Officers
	X


	Business Function: Training Logistics Support

	Action
	Average

Processing Time

(Work Days)
	Responsibility

	
	
	ADMIN
	Program Office
	Shared

	Request submitted to Training Services for Logistical Support
	
	
	Program Training Officer
	

	Attend planning meetings and Advise on logistical requirements
	30 days prior to training
	HR Development Specialist, FTC, Training Technician
	Program Training Officer
	X

	Negotiate facility/lodging contracts as needed.
	30 days prior to training 
	HR Development Specialist, FTC, Training Technician
	
	

	Review the proposed hotel contractual documents.  
	30 days prior to training
	HR Development Specialist, FTC, Training Technician
	
	

	Prepare and distribute course announcement/confirmation.


	30 days prior to course
	HR Development Specialist, FTC, Training Technician
	Program Training Officer
	X

	Send training confirmations to appropriate reps.


	As needed
	HR Development Specialist, FTC, Training Technician
	
	

	Support and assist program offices on travel related issues and HTMS.


	Ongoing
	HR Development Specialist, FTC, Training Technician
	
	

	Authorize/process training requests.
	10 days prior to training 
	HR Development Specialist, FTC, Training Technician
	Program Training Officer
	X

	Supply a list of materials needed
	15 days prior to training
	HR Development Specialist, FTC, Training Technician
	Program Training Officer
	X

	Provide a list of attendees to include those needing lodging accommodations
	15 days prior to training
	HR Development Specialist, FTC, Training Technician
	
	

	Provide on-site support during training event
	As Requested
	HR Development Specialist, FTC, Training Technician
	Program Training Officer
	X


	Business Function:  Emerging Leaders Program



	Action
	Average

Processing Time

(Work Days)
	Responsibility

	
	
	ADMIN
	PROGRAM OFFICE
	Shared

	Plan ELP Training
	22 weeks prior to Program Kickoff
	
	
	

	Provide training announcement to Administrative Officer and Program Training Coordinator
	16 weeks prior to Program Kickoff
	HR Development Specialists 
	
	

	Forward Training Announcement to Program Organization Employees
	Within 2 days after receipt of announcement
	HR Development Specialists 
	Administrator Officer/Program Training Coordinator
	

	Submit documents containing Signature Approvals and Supervisor/Managers narrative statement
	10 – 15 days after announcement received
	HR Development Specialists 
	Program Training Coordinator
	

	Application Packages Reviewed by TS for Completeness and Verification of Minimum Qualification` Requirement
	5 days
	HR Development Specialists 
	
	

	TS will forward all applicants meeting the minimum  qualifications to OHR
	1 day
	HR Development Specialists 
	
	

	OHR Conducts Panel Review and Ranking to Determine the Best Qualified
	7 - 10 days
	HR Development Specialists 
	
	

	Panel Interviews Conducted for the Best Qualified Applicants
	7 - 10 days
	HR Development Specialists
	
	

	OHR Makes a Recommendation to Appointing Official(s) on Participants for the Program
	3 – 5 days
	HR Development Specialists 
	
	

	Notify Senior Management of Persons Selected for the Program
	2 – 3 days
	HR Development Specialists 
	
	

	Notify participants of selection or non-selection
	5 days
	HR Development Specialists 
	
	

	Complete Program Logistics
	On-going
	HR Development Specialists/Budget Officer
	Employee/Supervisor/Manager
	X

	Provide travel funds for authorized participants to attend core training sessions
	5 days
	
	Supervisor/Manager/Administrative Officer
	

	Conduct Orientation Training
	5 days
	HR Development Specialist
	
	

	Assist in identification of developmental assignments that will address the participants developmental needs and components of the program
	5 days
	
	Supervisor/Manager
	

	Assist the participant in finalizing the participants Leadership Development Plan
	5 days
	HR Development Specialist
	Supervisor/Manager
	X

	Assist the TS Program Coordinator in all phrases of the program
	On-going
	
	Supervisor/Manager
	

	Review and approve Leadership and Development Plan
	5 days
	HR Development Specialist
	Supervisor/Manager
	X

	Assist the participant in all phrases of the program, i.e., arranging and supporting developmental and shadowing assignments, executive interviews, etc.
	On-going
	HR Development Specialist
	Supervisor/Manager/Host Supervisor/Manager
	X

	Provide access to the Leadership Effectiveness Inventory Assessment Tool
	10 – 15 days after Orientation
	HR Development Specialist
	
	

	Complete the Supervisor/Manager and Peer portions of the Leadership Effectiveness Inventory Assessment Tool for participants
	10 days
	
	Supervisor/Manager/co-workers
	

	Assist is coordinating Senior Officials participation in activities
	On-going
	HR Management
	Principal Staff
	X

	Monitor core training sessions
	On-going
	HR Development Specialist
	
	

	Complete the Supervisor/Manager Mid-Year and End-of-Year Review, as required
	10 days
	
	Supervisor/Manager
	

	Collect all required program documents, reports and assignments
	On-going
	HR Development Specialist
	
	

	Plan and Organize all closing program activities
	20 days
	HR Development Specialist
	
	

	Assist the participants in submitting a “Request for Consideration” for a Certificate of Eligibility.
	On-going
	HR Development Specialist
	Supervisor/Manager/Host Supervisor/Manager
	X


	Business Function:  Council for Excellence in Government (CEG) Program



	Action
	Average

Processing Time

(Work Days)
	Responsibility

	
	
	ADMIN
	PROGRAM OFFICE
	Shared

	Provide training announcement to Administrative Officer and Program Training Coordinator
	1 – 2 days (16 weeks before Training)
	HR Development Specialist 
	
	

	Forward Training Announcement to Program Organization Employees
	1 – 2 days
	
	Administrator Officer/Program Training Coordinator
	

	Submit documents to TS containing Signature Approvals and Supervisor/Managers narrative statement
	10 – 15 days after Announcement sent
	
	Program Training Coordinator/Principal Staff
	

	Process application submissions 
	5 days
	HR Development Specialist 
	
	

	Designate a representative to serve on the Review Panel, if requested
	5 days
	HR Development Specialist 
	Program Training Coordinator/Principal Staff
	X

	Setup Review and Selection Panels
	5 days
	HR Development Specialist 
	
	

	Prepare Panel Review Notebooks, rating criteria guidelines, procedures and scoring factors
	5–10 days
	HR Development Specialist 
	
	

	1st Tier application approval
	10 days
	HR Development Specialist 
	
	

	Oversee the review and selection process
	10 days
	HR Development Specialist 
	
	

	2nd Tier application approval
	10 days
	HR Development Specialist 
	Program Representative/Principal Staff
	X

	Obtain final approval from Senior Management
	5 days
	HR Development Specialist
	Program Training Coordinator
	

	Notify participants of selection or non-selection
	 1–3 days (3 weeks before Training start)
	HR Development Specialist 
	
	

	Provide the names of recommended participants to the CEG Leadership Team
	1 day
	HR Development Specialist 
	
	

	Provide travel funds for Participants
	5 – 10 days
	
	Supervisor/Manager/Administrator Officer
	

	Serve as a Liaison between HUD participants and CEG
	On-going
	HR Development Specialist 
	
	

	Assist in identification of developmental assignments that will address the participants developmental needs and components of the program
	5  - 10 days
	
	Supervisor/Manager
	

	Assist the participant in finalizing the participants Leadership Development Plan
	5 – 10 days
	
	Supervisor/Manager
	

	Review and approve Leadership and Development Plan
	5 days
	HR Development Specialist 
	Supervisor/Manager
	X

	Complete the Supervisor/Manager and Peer portions of the Leadership Effectiveness Inventory Assessment Tool for Program Organization participant(s)
	10 days
	
	Supervisor/Manager/Co-workers
	

	Attend special meeting and/or celebrations for program sponsors, as requested by CEG
	On-going
	
	Supervisor/Manager
	

	Provide Mid-Year and End-of-Year Evaluations to participants 
	5 days
	HR Development Specialist 
	
	


	Business Function:  Senior Executive Service Candidate Development Program (SESCDP)



	Action
	Average

Processing Time

(Work Days)
	Responsibility

	
	
	ADMIN
	PROGRAM OFFICE
	Shared

	Develop the Program Training and Development Work plan and Obtain Approval from the HUD Executive Resources Board
	1 – 2 days
	HR Development Specialist assigned responsibility for organization
	
	

	Provide travel funds for authorized participants to attend core training sessions
	1 – 2 days
	HR Development Specialist assigned responsibility for organization
	Administrator Officer
	

	Arrange all Core Training Sessions, (ie. Classroom, Group tours, Benchmark Sessions, Book Club Meetings, etc.
	1 day
	HR Development Specialist assigned responsibility for organization
	
	

	Provide Access to the Leadership Effectiveness Inventory Assessment Tool 
	1 day
	HR Development Specialist assigned responsibility for organization
	
	

	Complete the Supervisor and Peer portions of the Leadership Effectiveness Inventory Assessment Tool for participants
	5 - 10 days
	
	Employee/Supervisor/Manager/Co-workers
	

	Assist the Participant and TS Program Coordinator in all Phrases of the Program; (ie., Supporting Developmental and Shadowing Assignments, etc).
	On-going
	
	Supervisor/Manager
	

	Assist the participant and the TS Program Coordinator in finalizing the participants Executive Development Plan
	5 days
	
	Supervisor/Manager
	

	Assist in Identification of developmental assignments that will address the participants developmental needs and components of the program
	5 – 10 days
	
	Supervisor/Manager
	

	Complete Preliminary Review for Executive Development Plans (EDP)
	1 –2 days
	HR Development Specialist assigned responsibility for organization
	
	

	Prepare Appropriate Information for the HUD Executive Resources Board to Review and Approve Participants EDP
	5 – 10 days
	HR Development Specialist assigned responsibility for organization
	
	

	Monitor Core Training Sessions
	5 days
	HR Development Specialist assigned responsibility for organization
	
	

	Provide Mid-year and End-of-year Evaluations to Program Participants and Mentors
	On-going
	HR Development Specialist assigned responsibility for organization
	
	X

	Complete the Supervisor Mid-Year and End-of-year Review, as required
	5 days
	
	Supervisor/Manager
	

	Collect all Required Program Documents, Reports and Assignments
	On-going
	HR Development Specialist assigned responsibility for organization
	
	

	Assist in Preparing Executive Core Qualification Packages for Submission to OPM
	2 days
	HR Development Specialist assigned responsibility for organization
	
	

	Assist in Coordinating Senior Officials Participation in Activities
	5 days
	HR Development Specialist assigned responsibility for organization
	Supervisor/Manager
	X

	Plan and Organize all Closing Program Activities
	10 days
	HR Development Specialist assigned responsibility for organization
	
	


	Business Function:  SES Forums



	Action
	Average

Processing Time

(Work Days)
	Responsibility

	
	
	ADMIN
	PROGRAM OFFICE
	Shared

	Prepare Funding Agreement
	3 – 5 days
	HR Development Specialist assigned responsibility for organization
	
	

	Notify all Headquarters SES Members of Forum Dates, Speakers and Topics
	3 – 5 days
	HR Development Specialist assigned responsibility for organization
	Program Training Coordinators
	X

	Register SES Members for Requested Forums
	3 – 5 days
	HR Development Specialist assigned responsibility for organization
	
	

	Assist TS Program Coordinator with Coordinating Employees Requests, if needed
	On-going
	
	Supervisors
	


	Business Function: New Employee Orientation

	Action
	Average

Processing Time

(Work Days)
	Responsibility

	
	
	ADMIN
	Program Office
	Shared

	Invite: OHR staff, Union representative, and other program staff to present information and answer questions 
	1 day
	HR Development Specialist, Local 476 Staff, HR Staff, OAMS Staff, IT Security Staff, Program Office Representative
	
	

	Create announcement and receive code number
	1 day
	HR Development Specialist, Training Policy and Services Operations Staff
	
	

	HR and Program Offices submit names of new employees to Training Services
	1 to 7 days
	HR Development Specialist, HR Staff, Program Office Staff
	Admin Officer (AO)
	X

	Distribute information, handouts, and/or pamphlets received from Program Offices
	1 day
	HR Development Specialist
	Admin Officer (AO)
	X

	Forward announcement via email at least one week prior to scheduled training to:  Program Office reps, Union reps, OHR, FTCs, AOs, PTCs.  
	1 day
	HR Development Specialist, Field Training Consultants Staff, HR Staff, Program Office Staff
	
	

	Post announcement and flyers on HUD@Work website
	1 day
	HR Development Specialist, CIO Staff
	
	

	Develop participant list from submission of names sent by OHR and the Program Offices
	1 to 7 days
	HR Development Specialist
	
	

	Send participant list to the local Union in advance of the orientation and include the meeting date and locations.
	Prior to Orientation
	HR Specialist
	
	

	Conduct New Employee Orientation
	1 day each month
	HR Development Specialist, Field Training Consultants Staff, HR Staff, Program Office Staff
	Admin Officer (AO)
	X

	Follow-up with new employees submitting evaluations
	1 to 10 days
	HR Development Specialist, Program Offices
	Admin Officer (AO)
	


	Business Function: Mentoring and Coaching Programs

	Action
	Average

Processing Time

(Work Days)
	Responsibility

	
	
	ADMIN
	Program Office
	Shared

	Using ITAPs, program office identifies potential mentors and coaches
	Annually, On-going
	
	Supervisors and managers
	

	Using ITAPs, program office identifies each employee who desires a mentor or coach
	Annually, On-going
	
	Supervisors and managers
	

	Assist program offices with matching process for mentoring and coaching
	Annually, On-going
	HR Development Specialist
	Designated staff
	X

	Forward training announcement HUD-wide via HUD@Work, emails, posters, and fliers
	3 days
	HR Development Specialist, Visual Arts Staff, CIO Staff
	
	

	Meet with broadcast staff to discuss agenda, power point slides, script
	1 day
	HR Development Specialist, HUD TV Staff
	
	

	Develop poster and flyers
	1 to 7 days
	HR Development Specialist, Visual Arts Staff
	
	

	Register Participants
	1 to 10 days
	HR Development Specialist, Program Offices
	
	

	Provide training for program participants via broadcast
	3 weeks
	HR Development Specialist
	Designated staff
	X

	Evaluate Training
	1 day
	HR Development Specialists
	Training participants and supervisors
	X
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