ST Policy for Training Requiring SF-182 Forms
1. Background: In 2006, the Office of Personnel Management (OPM) issued regulations requiring agencies to report training data.  (See: http://www.opm.gov/hrd/lead/).   The form that agencies must use to collect and report on this data is the SF-182 form.  In addition, OPM Requires NOAA/NMFS to use Commerce Learning Center (CLC) as a training reporting tool in accordance with NOAA memo from Marc Young (NOAA’s Chief Learning Officer) sent on July 27, 2007. 

2. How is training defined? Training is defined as planned and coordinated programs of instruction in professional, technical, or other fields that are or will be related to an employee’s job responsibilities.  Training can be accomplished through a variety of approaches such as traditional classroom training, correspondence courses or self-study, university courses, e-learning, and professional conferences, seminars, and workshops that are educational or instructional in nature. (Source of definition: NOAA’s Interim Employee Development and Training Policy issued in June 2006 and revised March 2007)
3. Should ST staff have training needs that fall into the above definition of training – the following procedure should be followed:
a. Fill out a copy of the SF-182 form (electronic copy can be found on the ST Intranet site under the training tab.)

i. The fields requesting personal information such as your social security number can be left blank.

ii. The form will need to be signed by your supervisor (twice), ST Deputy Director, and ST Executive Officer who provides budget oversight (typically the current OMAO staff member in ST).  

iii. Unless you are taking a course at a university, the primary information you will need to fill out is on pp. 1-2.  

iv. An example from ST5 with coding for requested fields is also on the ST Intranet Site under the training tab as a guide (file name:  “ST5 Example – SF 182 form.pdf”).

b. You will need some form of documentation to indicate that you completed your training such as a certificate of completion or a course transcript.  

c. Once you have completed your training, submit a copy of your SF-182 along with a copy of the documentation that you completed your training, to the F/ST Learning Coordinator.

d. Make sure to retain a copy of your SF-182 form and training documentation for your records. 

4. ST Training Records
a. The office will designate one or more learning coordinators to keep training records for the office.

b. The learning coordinator(s) will be responsible for entering SF-182 form data into the Commerce Learning Center.
