Federal Supervisory Training Fact Sheet


Introduction

Supervisors and managers are the nexus between Government policy and action and the link between management and employees.  For this reason, the supervisor’s proficiency in both technical and leadership skills is important for success.  Effective supervisors increase employee motivation, communicate expectations, and ultimately increase organizational performance.   

The 2010 Merit Systems Protection Board (MSPB) report A Call to Action: Improving First-Level Supervision of Federal Employees provides a set of recommendations for improving the effectiveness of supervisors, including building a comprehensive supervisory onboarding and training program.  Their report highlights the importance of agencies’ investment in supervisory training and development. 

Members of Congress have also conveyed the importance of supervisory training.  Recently, Senator Akaka and Congressman Moran introduced bills that would require agencies to strengthen their supervisory training programs.  These Representatives believe that investing in supervisory training will save money in the future and improve work quality, professional development and job satisfaction throughout all levels of the Federal workforce.      

Below is guidance for Federal agencies on designing, developing and implementing training programs for supervisors and managers.  

Mandatory Training Requirements

The Federal Workforce Flexibility Act of 2004 (P.L. 108-411) directs agencies to provide specific training to develop supervisors[footnoteRef:1] and managers[footnoteRef:2] as part of a comprehensive succession management strategy.  The Act requires agencies to provide training to supervisors and managers on actions, options and strategies to:  [1:  According to 5 U.S.C. 7103(a)(10), “supervisor” means
…an individual employed by an agency having authority in the interest of the agency to hire, direct, assign, promote, reward, transfer, furlough, layoff, recall, suspend, discipline, or remove employees, to adjust their grievances, or to effectively recommend such action, if the exercise of the authority is not merely routine or clerical in nature but requires the consistent exercise of independent judgment...]  [2:  According to 5 U.S.C. 7103(a)(11), “management official” means
…an individual employed by an agency in a position the duties and responsibilities of which require or authorize the individual to formulate, determine, or influence the policies of the agency…] 


· Mentor employees
· Improve employee performance and productivity
· Conduct employee performance appraisals
· Identify and assist employees with unacceptable performance






To implement the requirements of this Act, OPM published final regulations on Supervisory, Management, and Executive Development, 5 CFR part 412, on December 10, 2009.  The revised 5 CFR 412.202 discusses systematic training and development of supervisors, managers, and executives, and requires new supervisors to receive:

· Initial supervisory training within one year of the new supervisor’s appointment, and
· Retraining in all areas at least once every three years

Agencies must also provide training when employees make critical career transitions, for instance, from a non-supervisory position to a supervisory position or from manager to executive.  This training should be consistent with assessment of the agency’s and the employee’s needs.

OPM does not require a specific number of hours of training for supervisory and managerial development.  Agencies are free to set their own policies and requirements for supervisors to engage in training that meets the needs of the organization. 

Additional Recommendations for Supervisory Training

To be successful, supervisory training must reach beyond the requirements in 5 CFR 412.202 to address key leadership competencies and human resources technical knowledge. Because training needs may vary across Government, agencies are encouraged to conduct a training needs assessment to design and develop a supervisory training program that meets agency-specific needs. 

The National Council on Federal Labor-Management Relations examined the Federal Government’s performance management accountability framework and made recommendations for improvements.  The need for a comprehensive supervisory training program is outlined in the Report to the National Council on Federal Labor-Management Relations—Getting in G.E.A.R. for Employee Performance Management.  Specific recommendations for supervisory training include:

· Train individuals on creating performance expectations that are clear, accountable, verifiable, and focused on the mission, the public, and results 
· Provide managers and employees with training on how to provide, receive, request, and use frequent feedback. 
· Train both supervisors and employees on how to incorporate team feedback into performance. 
· Identify and leverage current Government-owned supervisory and leadership training and tools.
· Incorporate a blended learning approach, based on agency needs, that includes both formal and informal training. 

The effective utilization of training, in combination with a training needs assessment, supports a culture of engagement and aligns individual performance management with organizational performance management.  This alignment of individual and agency goals and objectives also fulfills the requirements outlined in the GPRA Modernization Act of 2010.


Federal Supervisory Training Framework

The requirements specified in 5 CFR part 412 and recommended in the National Council on Federal Labor-Management Relations report are very specific and do not include all of the topics and competencies a new supervisor needs to be effective.  OPM worked with the Federal Chief Learning Officers Council to develop a comprehensive supervisory training framework.  The framework below incorporates mandatory training, recommended training outlined in the National Council on Federal Labor-Management Relations G.E.A.R. report and the Government Performance and Results Modernization Act of 2010 ( GPRA-MA 2010), as well as critical leadership competencies and technical HR knowledge needed to succeed as a supervisor.  The framework is intended to assist agency instructional designers and training managers, as well as aspiring, new, and current supervisors, in charting their development as supervisors.  Experienced supervisors new to the Federal Government are also encouraged to review the framework to assess knowledge of Government-specific leadership and technical competencies.  
	
The framework will be available on HR University (www.hru.gov) in the Manager's Corner.  The various competencies will be linked to existing online and classroom training opportunities across the Federal Government.  Agencies are encouraged to share course information that ties to any of the following competency areas within the Supervisory Training Framework: 
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Supervisory Training – FAQs


Q.  Is there a requirement on the specific number of hours for new supervisory training or the refresher training? 

A.  No, OPM does not require a specific number of hours for supervisory and managerial development.  OPM recommends assessing the needs of your agency’s supervisors and managers, and providing them with the appropriate training and other developmental solutions to meet the requirements and their needs as new and continuing supervisors and managers.  Review the Federal Supervisory Training Framework for recommended topics to include in an agency’s needs assessment.

Q.  What topics can be included in both new and refresher training?  

A.  The regulations (5 CFR 412.202) mention specific topics around performance management, including dealing with unacceptable performance, mentoring employees, improving employee performance and productivity, and conducting employee performance appraisals, but it is recommended to go beyond the requirements outlined in 5 CFR part 412 when developing supervisory and managerial programs.  Review the Federal Supervisory Training Framework for recommended topics.

Q.  Are the requirements specified within 5 CFR part 412 the only ones that need to be followed when developing supervisor training?

A.  No, agencies may include additional requirements for supervisor training.  OPM recommends agencies go beyond the topics listed in the regulations.  Agencies should assess their supervisory training needs, and include these needs in their programs.  

Q.  Can agencies provide the same training to new supervisors and to experienced supervisors for refresher training?

A.  Yes, agencies may provide the same program to new supervisors and to experienced supervisors for refresher training.  It is up to the agency to decide which refresher training is required for current supervisors, provided the requirements in 5 CFR part 412 are met.

Q. Are new supervisors and managers required to complete individual development plans?

A. It is up to the agency whether they require completion of individual development plans (IDPs).  IDPs are only required for executives (5 CFR 412.401(a)), but many agencies also require them for their employees.  Agencies develop their own IDP policies.  However, it is recommended that new supervisors and managers develop IDPs to help facilitate their development during their first year.  New supervisors and managers, along with their managers, should outline developmental goals and select appropriate training to meet the requirements and their developmental needs.  For more information on IDPs, see OPM’s IDP wiki page on OPM’s Federal Training and Development Wiki. 



Q. Are new supervisors required to have a mentor?

A.  No, new supervisors are not required to have a mentor, but it is strongly encouraged for new supervisors to obtain a mentor, especially one with extensive supervisory experience.  Agencies may develop a mentoring component in their supervisory training programs. 

Q.  Can agencies require a continued service agreement for supervisory training programs?  

A. It is up to the agency whether they require a continued service agreement (CSA) for supervisory training or not, except agencies may not require a CSA for the Federally mandated portions of the program.  For more information on CSAs, see the OPM Fact Sheet on Continuing Service Agreements on OPM’s Training and Development Policy Webpage.

Q. Can new supervisors opt out of all or some of the training?

A. If a new supervisor has completed part of an agency required supervisory training course within 12 months of his or her initial appointment, the new supervisor may opt out of the part of the course that was already covered.  For example, if a new supervisor completed a recruitment and hiring course 8 months before initial appointment into a supervisor position, the new supervisor may opt out of the part of the supervisory course covering recruitment and hiring. 

However, it is up to the agency whether to allow supervisors to opt out of the training.  The agency may decide to make all components of its supervisory training program mandatory for new supervisors.

Q.  What if an individual is new to the Federal Government and was a supervisor in another organization?  Can new supervisors opt out of all or some of the new supervisor training?

A.  Those individuals new to the Federal Government who were previously supervisors in another organization must receive the required supervisory training within their first year of appointment.  Agencies may decide if these individuals should complete the entire new supervisory training program or only the parts of the program required by 5 CFR part 412. 

Q.  Do political appointees with supervisory responsibilities need to receive training?

A.  Political appointees who are supervisors must receive training within their first year of appointment.  They must also receive refresher training.  Agencies should incorporate training of political appointees into their supervisory training policies. 

Q.  What type of training delivery format may agencies use for the training(s)?

A.  Agencies may decide which delivery method best meets their and their supervisors’ needs.  Here are some possible delivery methods:

· Instructor-led, classroom training
· Web-conference or webcast
· Self-paced E-learning courses
· Blended learning

Agencies should decide which delivery option is best to achieve the goals of the training.  Some methods are more effective for certain courses.  For example, a performance management course usually includes role-play scenarios, which are usually better for in-person, classroom training.  Please see the Merit Systems Protection Board’s 2010 study Making the Right Connections: Targeting the Best Competencies for Training for more information on training delivery methods as they relate to specific competencies. 

Q.  How often should an agency update its supervisory training program?  

A.  Agencies should update their supervisory training program(s) as needed.  One way to identify areas for improvement/updating is to annually assess whether the program is meeting the agency’s needs. 

Q.  Are there reporting requirements for this training?

A.  5 CFR 410.601(b) requires agencies to electronically submit reports of all training activities to OPM’s data warehouse—Enterprise Human Resources Integration (EHRI)—on a monthly basis.    

Q.  Can an agency include new supervisor training as a requirement for the supervisory probationary period?  

A.  Employees are required by 5 CFR 315.904(a) to serve a probationary period prescribed by the agency upon an initial appointment to a supervisory and/or managerial position.  5 CFR 315.905 gives the agencies the authority to determine the length of the probationary period, provided that the period is of reasonable fixed duration, appropriate to the position, and uniformly applied.  However, agencies have the option to establish different probationary periods for different occupations or a single one for all agency employees. 

Agencies may establish requirements on what constitutes satisfactory completion of a probationary period.  Agencies may include completion of new supervisory training as part of these requirements.  For example, an agency requires a new supervisor to complete a probationary period of one year from the date of his or her initial appointment.  For the new supervisor to complete the probationary period successfully, the agency lists a number of requirements, including completing the agency’s new supervisory training program.  If the new supervisor does not complete the training program, the new supervisor would not meet the requirements to complete the probationary period satisfactorily even if the new supervisor meets the remaining requirements. 

Q.  What happens if a new supervisor does not complete the training within his or her first year of initial appointment?

A.  It is up to the agency.  Agencies should develop a policy regarding the consequences for not completing required new supervisor training.  Some agencies include the training as a requirement of the probationary period.

Q. What happens if a supervisor does not complete refresher training within three years?

A.  It is up to the agency.  Agencies should develop a policy regarding those who do not complete supervisor refresher training.  

Q.  Can agencies grant extensions for new supervisors to complete their training?  

A.  Yes, agencies may grant extensions for new supervisors.  Once a new supervisor comes on board, agencies should take the initiative to schedule training in accordance with their respective agency policies.  However, there are circumstances that could prevent new supervisors and managers from completing the training within the one-year period.  These circumstances include, but are not limited to:
 
· Injury or illness 
· Maternity or parental leave 
· Uniformed service 
· Loss of a family member 

Agencies should establish policies that outline the procedures for granting extensions, including the circumstances in which extensions may be granted, for those who cannot receive the necessary training within the one-year period.    
 
Q.  How should agencies evaluate new and refresher training?  

A.  OPM’s Training Evaluation Field Guide provides helpful information regarding evaluating training courses and training programs.  Agencies should consider the type of evaluation tool utilized (e.g., interviews, surveys, and focus groups) and go beyond assessing the participants’ reactions to measuring the intermediate and long-term outcomes.  

Q.  How does this training requirement relate to the Guidelines for Managerial Development?  

A.  OPM established guidelines in September 12, 2006, to ensure the ongoing leadership capacity of the Federal workforce and to assist agencies in meeting several managerial development objectives.  Consistent with 5 CFR part 412, these guidelines cover programs at all levels from developing future leaders to development of supervisors, managers and executives.  

Q.  How should agencies fund supervisory training program(s)?

A.  Agencies should use their training budget(s) to fund their supervisory training program(s).  OPM is collecting a set of free and low-cost solutions to help agencies meet the requirements listed in the framework.  These solutions are available on HR University at www.hru.gov. 

Q.  Whom should I contact if I have additional questions?

A.  Please contact OPM at HRDLeadership@opm.gov.  You may also check the OPM Training and Development Wiki for agency best practices and additional information related to supervisory and managerial training.
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