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[bookmark: TrainingPolicy]100.1   Training Policy. 
The Office of Information Technology (OIT) is committed to providing training to all levels of the OIT organization to keep in step with the rapidly changing pace of technology.  Training activities will be accomplished within the context of operational priorities and budgetary constraints.  The Chief Information Officer (CIO) will allocate a training budget to the OIT Directors at the start of each fiscal year.  The Management Analyst (MA) and the CIO will coordinate with the Directors to identify training issues resulting from new or updated technology initiatives (e.g., implementing a new software package).

[bookmark: TrainingCoordination]100.2   Training Coordination.
Directors will act as the training coordinator for their respective sections.  The Directors may delegate assignment of specific training and development of individual training plans to the respective Assistant Directors within their Directorate.  The CIO will act as training coordinator for the CIO’s immediate staff and also coordinate overall training activities for the Directors.  The MA will function as the liaison with the Treasury Inspector General for Tax Administration (TIGTA) National Training Coordinator representing OIT on training related issues.

[bookmark: SkillsAssessment]100.3   Skills Assessment. 
At the start of each fiscal year, Directors will develop an inventory of the skills necessary to accomplish their Directorate’s responsibilities.  During performance reviews, the Assistant Directors will match the knowledge, skills, and abilities of their staffs against the inventory, and document each individual’s training needs and the specific training plans developed for individual employees, as appropriate.

[bookmark: TrainingPlan]100.4   Training Plan.
The Directors and Assistant Directors will review the aggregate training needs and develop a training plan for their respective Directorates.  Directors will monitor the accomplishment of their section’s training plan throughout the year.  The use of an individual development plan (IDP) is optional for staff performing at a satisfactory level.  A formal Performance Improvement Plan (PIP) lasting at least 90 days is mandatory for any staff member before they can be rated “Unacceptable” on any critical element.  Before placing anyone on a PIP, the manager should contact Employee Relations in the Office of Mission Support and the Office of Chief Counsel

After the mid-year performance reviews, Directors will revalidate the skills inventory for their sections, make adjustments to the training plan, and submit to the CIO unfunded and projected training needs exceeding funds available to the Director for possible additional funding or for planning the following year’s budget request.

Directors and Assistant Directors must consider the rapidly changing nature of information technology.  Care and consideration must be given to current technology and the pathway to future technologies.  IT professionals must stay abreast of developments that impact not only their specific areas of responsibility but those areas where technological changes impact their areas of expertise and responsibility in an indirect or tangential fashion.  While specific roles require specific knowledge and periodic updates to skills, TIGTA IT professionals are required to be current in their respective areas and those areas that have an impact on their primary area of responsibility.  

Each member of the OIT staff is required to participate in a minimum of four hours of Continuing Professional Education (CPE) technology related training annually.  This training should be based on required knowledge, skills, and competencies and should be linked to TIGTA’s strategic plan and goals.  Additionally, this training should be conducted by authorized sources and offer certification of completion.  These can include, but are not limited to, vendor training (e.g., Microsoft, CISCO, etc.) or other organizations authorized to provide stand-up or online training for the topic (e.g., Learning Tree.)  Mandatory training for all TIGTA personnel is not a substitute for this CPE.

[bookmark: TrainingRequests]100.5   Training Requests.
Employees seeking to attend individual training offered either by government agencies or non-government sources are to submit a completed SF-182 (Authorization, Agreement and Certification of Training) via the Treasury Learning Management System (TLMS).  

Training requests should be approved only for training that supports the TIGTA mission and performance goals.  The SF-182 approving officials must be as follows: 

1. First Line Manager
2. OIT Management Analyst 
3. Purchase Card Holder 
4. Auto Approver 
5. Auto Approver

Employees who attend training without managerial approval may become personally liable for that training expense.

For information on TIGTA’s training policy please see Chapter (600)-70.19, TIGTA Training in the TIGTA Operations Manual.
Operations Manual	1	Chapter 500
