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	DEPARTMENT OF VETERANS AFFAIRS

Veterans Benefits Administration

Washington, D.C.  20420


December 16, 2014
Director (00/21PF)
        In Reply Refer To: 21F2

All Regional Offices, Fiduciary Hubs and Centers    
                    Fast Letter 14-15
ATTN:  All Fiduciary Hubs and the Manila Regional Office Fiduciary Activity

SUBJ:  Fiscal Year 2015 National Training Curriculum for Fiduciary Hub and Manila Regional Office Fiduciary Personnel

Purpose

Pension and Fiduciary (P&F) Service is responsible for developing a National Training Curriculum (NTC) for Department of Veterans Affairs (VA) fiduciary hubs
 that is consistent and aligned with VA’s organizational goals.  This fast letter and enclosed Standard Operating Procedure (SOP) provide guidance to the fiduciary hubs to assist them in implementing the Fiscal Year 2015 (FY15) NTC.  

Training Requirements and Procedures
In general, all Legal Instrument Examiners (LIEs), Field Examiners (FEs), and Fiduciary Service Representatives (FSRs) must complete a minimum of 85 hours of training in FY15.  The 85 hours of training consist of 5 hours of VBA-mandated training and 80 hours of NTC-mandated training.  

VBA requires that all employees, regardless of duty position, complete 5 hours of training, including such topics as Privacy Act, HIPAA, Ethics, VBA Continuity of Operations, and Prevention of Harassment/No Fear Act.  The Office of Employee Development and Training monitors completion of these required courses.  

P&F Service monitors completion of the 80-hour NTC, which is comprised of three different categories of training, depending upon the position and experience level:
· Trainee Mandatory Training Curriculum (80 or more hours)
· Mandatory Training Curriculum (10 or more hours)

· Station-Selected Training Curriculum (70 hours)
The enclosed SOP for the FY15 Fiduciary NTC prescribes specific training requirements by duty position and establishes mandatory procedures for conducting, recording, and obtaining credit for training.  The SOP also requires that the hubs develop a process for conducting make-up training. 

To ensure consistency, all training that is delivered as part of the NTC must have a P&F Service-assigned Talent Management System (TMS) number.  Training provided by the hubs that does not have a P&F Service-assigned TMS number will not be counted for purposes of complying with the applicable 80-hour requirement.  To assist the hubs in recording the completion of employee training in TMS, P&F Service created TMS item numbers for the mandatory training courses.
Responsibilities

The hubs are responsible for ensuring that the procedures outlined in the attached SOP are implemented upon receipt of this letter.  

All employees must complete the mandatory training for FY15.  The training and procedures prescribed in the NTC support VBA’s goal of 92 percent accuracy rate for fiduciary work.  The training empowers employees by providing them with the skills and information necessary to successfully and confidently perform their jobs. 

In accordance with VBA Letter 20-13-02, Required Annual Training Compliance Reporting, station training managers must submit quarterly personnel reports to P&F Service, as outlined in the SOP.  Station training managers must submit reports no later than the fifth work day following the end of each FY15 quarter. 

Questions

E-mail questions concerning this letter or the execution of this SOP to the P&F Service Training Mailbox at VAVBAWAS/CO/FIDUCIARY TRAINING.



                  /S/
David R. McLenachen

Director

Pension and Fiduciary Service

Enclosure:  Standard Operating Procedure

DEPARTMENT OF VETERANS AFFAIRS

Veterans Benefits Administration
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Standard Operating Procedure

Pension and Fiduciary Service

Fiduciary National Training Curriculum 

Fiscal Year 2015
Standard Operating Procedure

Pension and Fiduciary Service Fiscal Year 2015 
National Training Curriculum
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Introduction

This standard operating procedure (SOP) is intended to facilitate the understanding, implementation, and recording of the Pension and Fiduciary (P&F) Service Fiscal Year (FY) 2015 Fiduciary National Training Curriculum (NTC).  All fiduciary hubs must ensure that the procedures in this SOP are implemented upon receipt.

Target Audience

The P&F Service NTC consists of required annual training for all Legal Instrument Examiners (LIEs), Field Examiners (FEs), and Fiduciary Service Representatives (FSRs), herein referred to as employees.  This SOP will guide training managers in ensuring all employees receive quality training according to P&F Service guidelines.  Assigned casework should continually reinforce skills as they are taught during training.
Training Definitions

· Training:  In accordance with title 5 of the United States Code, § 4101, training is the process of providing for and making available to an employee, and placing or enrolling the employee in, a planned, prepared, and coordinated program, course, curriculum, subject, system, or routine of instruction or education, in scientific, professional, technical, mechanical, trade, clerical, fiscal, administrative or other fields, which will improve individual and organizational performance.  Training assists in achieving the agency’s mission and performance goals.
· Developmental Training:  Training designed to prepare employees to perform future jobs and/or to move with the organization as it develops, changes, and grows. 

· Technical Training:  Training to gain or improve specific skills related to a job, function, or task.  It is also the process of transferring knowledge, skills, and abilities needed to accomplish specific activities or tasks.

· Curriculum:  A course of study designed for a particular purpose.
· Trainee status:  The status of an employee during their initial time period in a position defined by the timeframe needed to complete required training curricula and to demonstrate basic proficiency in job-related tasks. 
· National Training Curriculum (NTC):  The total minimum required training              (80 hours) mandated by P&F Service in a fiscal year to include mandatory and station-selected training.
· Mandatory Training Curriculum (MTC):  Courses on specific topics identified by P&F Service based on national quality trends and emerging issues.
· Station-Selected Training Curriculum (SSTC):  Courses on specific topics designed to address developmental or technical needs, as determined by each hub.  
· Talent Management System (TMS):  The recognized system for all VA training records. 
· VBA Learning Catalog:  An online VBA-specific training catalog with searchable courses related to each job position and experience level.  The catalog is available at http://hvnc.gdit.com/lc/.  For guidance on how to utilize the catalog, see the Navigating the VBA Learning Catalog Job Aid.
FY 2015 Training Requirements for Members of Specified Audiences
All employees must complete a minimum of 80 hours of training in FY15 and satisfy curriculum requirements.  Fiduciary employees in a trainee status must complete all identified prerequisite training in addition to any mandated training, as it is considered essential to fulfilling fiduciary program responsibilities.  To satisfy the 80-hour requirement for a particular class of employees, the hubs will conduct the training prescribed in the appropriate Fiduciary National Training Curriculum, as listed below:

Trainee Mandatory Training Curriculum - P&F Service has identified 80 hours or more of mandatory and prerequisite training for trainee employees on specific topics based on their position requirements (see Exhibit 1).  
Mandatory Training Curriculum - P&F Service will identify 10 or more hours of mandatory training for employees throughout FY15, which will be listed in the VBA Learning Catalog.  These items will address changes in fiduciary program regulations, policies and procedures, as well as error trends identified by Systematic Technical Accuracy Review (STAR), Fast Letters, VBA Training Letters, and Court decisions.  These items will be automatically added to curricula during the FY as they are identified.  The curricula are automatically assigned based upon TMS Class assignment, as seen on page 4.  TMS items will be centrally added to the curricula when published, and the items will appear on employee learning plans automatically.  All training mandated by P&F Service is designed to ensure consistency across the hubs.
Any hours over the P&F Service MTC requirement for employees may be applied toward the SSTC requirement.  For example, if 20 hours are identified from the P&F Service MTC during the reporting period for an LIE, 10 hours may be reported as station-selected training hours.
Station-Selected Training Curriculum - Each hub is required to assign 70 hours of training to address local needs.  Any course can be selected from the VBA Learning Catalog, from any service line audience, curriculum, or category.  A list of suggested courses is available on the Fiduciary Staff Training SharePoint site.  
Note that this list is not all-inclusive, and additional courses can be selected from the VALU or Skillsoft Course Catalogs.  See Exhibit 2 for instructions on identifying these courses.
No courses outside of the VBA Learning Catalog and VALU/Skillsoft Catalogs may be used without approval by P&F Service.  Locally created content may be considered, but must be submitted to P&F Service for approval prior to receiving credit for instruction (as seen on page 4).  
Cross-Training
Hubs are encouraged to assign station-selected training to employees that provide cross-training outside of an employee’s primary position.  In order to receive credit for cross-training activities, employees are required to complete their entire MTC requirements. 

Assigning FY 2015 National Training Curricula
VA Central Office will automatically assign the MTC in TMS to fiduciary employees through class assignments.  Training managers should add employees to a class in order for the job-specific curricula to be automatically assigned.  Please refer to the TMS Job Aid for instructions on adding employees to classes. 

· P&F Service MTC items will automatically appear on the employees’ learning plans upon class assignment.  New items (e.g. Fast Letters, Court decisions) will appear on employees’ learning plans as they are released throughout the fiscal year. 

· Hubs are responsible for assigning station-selected training items.  Training managers or TMS administrators will place each item or curriculum on the employees’ learning plans.  Upon successful completion of any online content (evaluation, comprehension assessment, etc.), employees will receive credit for that item.

· The Technical Training and Evaluation (TT&E) Staff in the Office of Employee Development and Training (ED&T) will monitor, analyze, and complete reporting requirements for evaluations and comprehension assessments in TMS to ensure compliance within the NTC standards.  Note that the TMS evaluations and assessments are requirements of the training item and are applicable to whoever takes the item, and that training credit may be withdrawn if the TMS evaluation and/or comprehension assessment is not completed.  Training managers will be alerted before training credit is withdrawn. 
· The TMS Class IDs for the MTC for each fiduciary position and experience-level are listed in the table below.  Training managers should add employees to the classes in TMS, based upon job position.  Please refer to the TMS Job Aid for instructions on adding employees to classes.
	Position
	TMS Class
	Curriculum Centrally Assigned

	Trainee FE
	VBA-299
	VBA-545

	Trainee LIE
	VBA-300
	VBA-546

	Trainee FSR
	VBA-301
	VBA-547

	FE
	VBA-302
	VBA-548

	LIE
	VBA-303
	VBA-549

	FSR
	VBA-304
	VBA-550


Credit for Training

In order for training to be credited, it must satisfy all of the following criteria:
· The lessons in the Fiduciary NTC must be taught according to the approved lesson plans located in the VBA Learning Catalog (http://hvnc.gdit.com/lc/).  For example, if the lesson plan states that the lesson is “instructor-led,” then it must be instructor-led.  Similarly, if there is a practical exercise in the lesson plan, it must be used in the class.  

· Technical training must include instruction provided to students and a post- training evaluation of the content.   

· Training must be recorded in TMS and include proof of attendance for instructor-led items.  The hubs must retain sign-in sheets used to document employee participation in instructor-led training for a three-year period beginning on the date of the training.  However, the hubs need not attach lesson plans to document employee participation in instructor-led training.
Locally Created Training
P&F Service must approve locally created training materials prior to the hubs receiving training hours toward NTC requirements.  Each hub is required to submit training content for approval, such as lesson plan(s), student handout(s), PowerPoint presentation(s), practical exercises, pre-tests, post-tests, and answer keys to the P&F Service Fiduciary Training mailbox at VAVBAWAS/CO/FIDUCIARY TRAINING
.  In addition, hubs are to provide point of contact information for a subject matter expert (SME) during the review process.  Applicable policies and procedures must be referenced within the content to support the package.  
P&F Service requires a minimum of 30 business days to review the training material for approval.  Upon approval, P&F Service will notify the hub and assign a TMS item number, which will be listed in the VBA Learning Catalog according to position and experience level.

NTC Refresher Training for TMS Comprehension Assessment
Comprehension assessments attached to TMS item content will allow three attempts of successful completion.  After three attempts, the following actions must be taken when an employee does not pass the comprehension assessment in TMS associated with a training item:

1. The immediate supervisor or instructor will discuss the issue with the employee to determine the root cause for not passing and provide appropriate refresher training. 
2. After refresher training has been provided by the supervisor, verification will be provided to the training manager.  The training manager will request that the assessment be “unlocked” for another attempt by contacting the VBA Curriculum Support Team at VBACurriculumSupport@Camber.com.  The training manager will request one unlock per employee in each request.
3. The VBA Curriculum Support Team will assign the Refresher Training TMS Item number. 
4. The employee will immediately complete the evaluation attached to the Refresher Training TMS Item number.  The evaluation questions will identify remediation procedures and help to identify problem areas in the training, which may require revisions.
5. The employee will attempt to successfully complete the comprehension assessment in TMS on the original training.
Note:  This process continues until the employee successfully completes the comprehension assessment.  The Refresher Training TMS item number will not include a time allowance for credit.
Credit Awarded to Instructors

Instructors may be granted credit for instructional learning hours, applied toward the 
station-selected training requirement.  The Instructor Training Courses (ITCs) are strongly recommended for an employee to be considered an authorized instructor.  The ITCs can be found in the VBA Learning Catalog under Audience >Other>Instructors (ITC).
A maximum of 20 total hours of an instructor’s classroom and preparation time may be counted as station-selected training for a fiscal year.  Please use TMS # VA 3837343 to record the training learning hours.
Make-up Training

Employees are required to complete all mandatory items; therefore, each hub must develop its own process for providing make-up training sessions.  Procedures for make-up training sessions include the following requirements: 

· Follow the same lesson plan.
· Provide the same materials and handouts.  This includes completing online exercises and/or evaluations.
· If possible, the same instructor will provide the training, either in person or by a video recording.  
· If a videotaped session is provided as a make-up session, a subject matter expert (SME) must be made available as a point of contact during the training should questions arise.
· Make-up sessions are to be completed as soon as possible, but should be provided within eight weeks of the original training session.
· Use a sign-in sheet to record attendance, including the name of an instructor who facilitated the make-up session.
Reporting Requirement
All fiduciary hubs are required to submit quarterly fiduciary personnel reports to P&F Service at VAVBAWAS/CO/FIDUCIARY TRAINING in order to demonstrate reasonable progress toward the yearly training requirement.  These reports are due the fifth workday after the end of each quarter.  The format for these reports will be based on TMS User IDs, position, experience level, and the number of months an employee is available to complete the NTC.  Refer to Exhibit 3 for the Quarterly Report Template.  
Report Due Dates for FY 2015
· January 8, 2015
· April 7, 2015
· July 7, 2015
· October 7, 2015
Prorating FY 2015 NTC Training Requirements
Fiduciary hubs may prorate P&F Service FY15 NTC training requirements for employees on extended periods of excused absence from their station.  
Prorating training availability time will be allowed in the following circumstances:
· Employees becoming eligible for NTC training after the first month of the FY.

· Consecutive active duty or active duty for training absence for 30 consecutive days or more.
· Cumulative active duty or active duty for training absence for 30 days or more.
· Consecutive leave for 30 days or more including leave under the Family and Medical Leave Act (FMLA).
· Cumulative sick leave or FMLA of 30 days or more; single days of sick leave not excused by a physician’s approval will not count as time applied for prorated learning hours. 
When hubs prorate training requirements, they will maintain in the employee’s training file documentation approving the reduced training for the current fiscal year.  
Satisfactory documentation of approval for prorated training consists of a memorandum from the employee’s immediate supervisor with the name of the employee, period of time and amount of days that have been approved as extended periods of leave.  The documentation will be presented to P&F Service through the director’s office of the hub or regional office (RO) to ensure compliance with National Training Curriculum requirements.  The RO director will certify the proper documentation is of record and all prorated training requirements are in compliance.  See Exhibit 4 for an example of documentation for extended excused absence.  

Calculation of prorated items:
Any prorating of training requirements based on absences will first be applied to station-selected items.

Calculated examples:
Employee’s first year as an LIE trainee ends on January 1, 2015.  The remaining months of FY15, (January 2015 through September 2015) must be in compliance with the NTC for non-trainee employees.  The training manager calculates nine out of the 12 months for the year as noted below:
· 9/12 = 0.75

· 80 X 0.75 = 60 training hours must be completed in FY15
· Priority must be given to completing all MTC hours (10 or more hours)
· 60 – 10 = 50 training hours must be devoted to SSTC hours
Exhibit 1: Trainee Mandatory Training Items
	Position
	TMS #/Source
	Total Learning Hours
	Title

	LIE
	3847516
	12.5*
	LIE TPSS Module 1 Lesson 1 -                 Conduct Administrative Functions

	LIE
	3847518
	12.5
	LIE TPSS Module 1 Lesson 2 -                 Process Field Examinations

	LIE
	3847520
	9.5
	LIE TPSS Module 1 Lesson 3 -                 Process Court Documents

	LIE
	3847522
	6
	LIE TPSS Module 2 Lesson 1 -                  Secure Accountings

	LIE
	3847524
	11.5
	LIE TPSS Module 2 Lesson 2 -                 Analyze Accountings

	LIE
	3847526
	9.5
	LIE TPSS Module 3 Lesson 1 -                Conduct Estate Administration

	LIE
	3847528
	7.5
	LIE TPSS Module 3 Lesson 2 -                Process Files and Reports

	LIE
	3847530
	5.5
	LIE TPSS Module 3 Lesson 3 -                Interact with Beneficiary and Fiduciary

	LIE
	3847532
	5.5
	LIE TPSS Module 3 Lesson 4 -            Terminate Supervision

	FE
	3837327
	80**
	Field Examiner (FE) Centralized Training

	FSR
	
	28***
	Fiduciary Service Representative (FSR) Centralized Training


Additional mandated training items released throughout the fiscal year will be identified and selected based on a review of national error trends and VBA priorities.  They will also incorporate  ongoing training requirements identified at the national level as necessary to address emerging issues, changes in regulations/procedures, etc.

*The LIE TPSS courseware includes individual lessons and substitution lessons in order to provide different learning hours when the employee passes a pretest.  However, trainee LIEs must complete the entire course to ensure the employee is provided the skills and information necessary to successfully and confidently perform the job.  In order to complete the entire 80-hour course, trainee LIEs must close out of the lesson pretests in order to mark them as incomplete and be able to move on to complete the lessons and modules in their entirety.

**The FE Centralized Training is conducted once per quarter by P&F Service.  The following tentative schedule is offered in FY15, but is subject to change:

· October 20, 2014, through October 31, 2014,

· January 26, 2015, through February 6, 2015,

· April 6, 2015, through April 17, 2015, and

· July 13, 2015, through July 24, 2015.
***The FSR Centralized Training Prerequisite Curriculum and sub curricula will be centrally assigned to new FSRs prior to FSR Centralized Training.  The prerequisite curricula and centralized training will total 80 or more hours of training.  The FSR Centralized Training will be offered from March 16, 2015, through March 27, 2015 (subject to change).
Exhibit 2: Navigating the VA Learning University (VALU) Website
VA Learning University (VALU) courses can be identified in the Training Catalog on the VALU website at: http://www.valu.va.gov/.  Skillsoft courses can be identified on the 24x7 Learning tab of the VALU website.  
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Exhibit 3: Quarterly Report Template
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Exhibit 4: Ex. Documentation for Extended Excused Absence
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� For purposes of this fast letter, “fiduciary hub” or “hub” includes the Manila Regional Office fiduciary activity.
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		Fiduciary Service Quarterly Training Hours Report										*List the number of months employee is responsible for meeting NTC requirements (prorated)

		TMS User ID		Position (LIE, FE, or FSR)		Trainee (Y/N) 		Start Date (If Trainee)		*Number of Months		**Hubs are not required to report on training hours in FY15, this will be calculated by TT&E.
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Department of


Veterans Affairs

Date:  
   


From:

Employee’s Immediate Supervisor’s Name

To:

Hub or Regional Office Name, Training Manager

Subj:
Employee Name- Approved Extended Leave 

The above-mentioned employee has been authorized extended absence as follows:


· From ____________ through _____________:  

· Extended approved (type of leave) leave of ____ workdays.

/s/


Employee’s Immediate Supervisor’s Name

Memorandum
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