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NEBRASKA DEPARTMENT OF EDUCATION
ADMINISTRATIVE MEMORANDUM #511
ISSUED:  NOVEMBER, 2011


TO:		Nebraska Department of Education Staff

FROM:		Roger D. Breed, Commissioner of Education

SUBJECT:	Professional Development Policies and Procedures

CONTACT:	For assistance contact Human Resources at 471-4736.


	
PURPOSE: 	This document specifies the policies and procedures for professional development other than postsecondary coursework.




General Provisions

The Nebraska Department of Education (NDE) offers training to employees in order to support the achievement of our agency’s objectives, to build employee knowledge, skills, and abilities, and to contribute to improved employee performance.  Employee training and development can be critical for developing skills in areas that meet NDE’s current and future needs, as well as enhancing employees’ career development.

Training is available within NDE, within the State system, or outside of the agency or the State.  Training may be:

1) Required/Mandatory:  Required by Federal, State, or NDE policy, as well as by those in the employee’s chain of command (e.g., immediate supervisor, next level supervisor), as well as by the Deputy Commissioner or Commissioner.

2) Recommended:  Job-related  (i.e., directly related to, and intended to enhance the employee’s skills to carry out, current job duties) training recommended by the immediate supervisor or next level supervisor.

3) Requested by Employee:  (a) Job-related  (i.e., directly related to, and intended to enhance the employee’s skills to carry out, current job duties), or (b) for personal development (e.g., to enhance knowledge or skills not directly related to current job duties).  Training requested by the employee for personal development is limited to no more than 24 hours per year.

Conference or meeting participation.  See Article 12, Section 12.4 of the bargaining agreement, or Chapter 15, Section 007 of the NDE Personnel Rules, for policies regarding job-related conference or meeting participation.

Training vs. postsecondary coursework.  Training is to be distinguished from postsecondary coursework.  Postsecondary coursework generally involves a greater number of instructional hours, college credit is awarded, and the coursework is provided by an institution of higher learning accredited by an accrediting body that is recognized by the United States Secretary of Education and is authorized to grant associate, baccalaureate or post-baccalaureate degrees.  (See Article 12 of the bargaining agreement and §006 of Chapter 15 of the NDE Personnel Rules for more information on postsecondary coursework policies.)

Job-related.  Training is job-related if it directly relates to the employee’s current job and is intended to enhance the employee’s skills to carry out current job duties as distinguished from training for another job, or for a new or additional skill directly related to the employee’s current job duties.

Compensable Time.  Most training time is considered compensable work time.  All training time will be considered work time if it occurs during an employee’s regular work time, or if it is required by the employer.  Training time is not considered compensable work time when all of the following four criteria are met:

1) Attendance is outside of the employee’s regular working hours;

2) Attendance is truly voluntary (i.e., neither direct or indirect pressure on the employee to attend, and with no retribution if the employee chooses not to attend);

3) The course, lecture, or meeting is not directly related to the employee’s job; and

4) The employee does no other work during the training.


Learning Management System (LMS)

Overview

NDE uses the Talent Edge Learning Management System for the following activities:
· Publicize online, instructor-led training available within the agency as well as through other state agencies;
· View training schedules and locations; 
· Request permission and receive approval to take training;
· Register for classroom courses;
· Complete online courses and exams;
· Access resource materials including documents, videos, and links to websites; and
· Record internal and external training activity and status (i.e., registered, in progress, approved)

Types of Training

Training is provided through a variety of delivery methods including e-learning/online, instructor-led, and (3) external training.  The following sections describe these three types of training in more detail.



E-Learning/Online Training

E-learning includes all training delivered by electronic means, including web-based training accessible via computer.  The online training selections may change based on the needs of state agencies.  NDE HR’s coverage of the cost of some online courses may vary on an annual basis as employee use and budget availability dictate.

Nonexempt/exempt employees.  In order to comply with the Fair Labor Standards Act, nonexempt (i.e., eligible to earn overtime) employees who receive approval or are required to take a job-related LMS online training must take it during normal work hours and cannot take the training on non-work time.  Nonexempt and exempt employees may take online training that is not job-related on non-work time and off work premises, if there is no fee or if the employee pays for the training by using a personal credit card.  If approved, exempt (i.e., not eligible to earn overtime) employees may take job-related LMS online training on non-work time.  

Costs.  NDE may provide prepaid or reduced fee access to selected online training.  The fee is billed upon the supervisor’s approval of registration based on the business unit(s) associated with the employee.  NDE will receive quarterly billings and charge-backs to individual programs will be made.  Any costs not otherwise covered for training that is required, or is job-related (whether recommended by the immediate supervisor or requested by the employee), must be paid by the individual program.   Employees are responsible for the cost of training taken solely for personal development (not directly job-related).  When the supervisor considers approval, (s)he will be prompted to select payment by the employee at 100%.  The supervisor must indicate payment by the employee before the employee will be given access to complete the training.  The employee will pay for the cost of the course by using a personal credit card.

Withdrawal.  Online training through the LMS can be started and stopped at the employee’s convenience.  Therefore, it should not be necessary to withdraw from an online training.  Completion of online training may be required by a supervisor.

Tests.  Some online training requires the completion of a test or quiz.  Unless otherwise noted, all tests for online training must be passed with an 80% or better grade.  The test must be retaken until the minimum passing score is achieved.

Course evaluation.  All online training requires the completion of a course evaluation in order for the course to be considered completed.

Use of state equipment.  Employees may use state computer equipment to take online training that is required or recommended and is job-related.  Employees may not use state computer equipment for online training that is not job-related.

Instructor-Led Training

Training that takes place in a classroom setting and is taught by an on-site instructor is referred to as “instructor-led training” or ILT.  Instructor-led training may be available through NDE, other State agencies, or through external sources outside of the State system.

Nonexempt/exempt employees.  As is the case for e-learning or online training, nonexempt employees who receive approval to take job-related ILT must do so on work time (i.e., within the employee’s normal work schedule) or the associated time must be considered work time.  Nonexempt employees may take ILT that is not job-related on non-work time.  If approved, exempt employees may take ILT on non-work time, regardless of whether or not the course is job-related.  Employees must take vacation leave in order to attend an ILT course that is not directly job-related, but is offered only during work hours. 
 
Costs.  Costs for instructor-led training will vary depending upon variables such as instructor time, course material, and classroom rental fees.  The fee is billed upon the supervisor’s approval of registration based on the business unit(s) associated with the employee.  Any costs for ILT that is required, or is job-related (whether recommended by the immediate supervisor or requested by the employee), must be paid by the individual program.  Employees are responsible for the cost of training taken solely for personal development (not directly job-related).  When the supervisor considers approval, (s)he will be prompted to select payment by the employee at 100%.  The supervisor must indicate payment by the employee before the employee will be given access to complete the training.  The employee will pay for the cost of the course by using a personal credit card.

Withdrawal.  Any applicable charges for an ILT are incurred when the supervisor approves the employee’s registration request.  If an employee cannot attend an ILT session for which (s)he is registered, another session can be selected or the employee can elect to be notified when new sessions are added.  Supervisors can also substitute another employee for one that can no longer attend up to the day the session is held.

Tests.  ILT courses may require the completion of a test or quiz.  Unless otherwise noted, all tests  for ILT courses must be passed with an 80% or better grade.  The test must be retaken until the minimum passing score is achieved.

Course evaluation.  ILT courses may require the completion of a course evaluation in order for the course to be considered completed.

External Training

External training is generally defined as training not conducted by the State and available for registration through the LMS (e.g., professional conference, webinar).  It is the employee’s responsibility to request approval to attend external training, to document attendance, and to request this information be added to his/her transcript in the LMS.

Reporting of any external training completion is the responsibility of the employee to ensure accuracy of the training records.  Course completions are added by the employee using the “Add External Training” feature under the “My Transcript” section of the LMS.  The employee must enter information such as the:  title of training, training description, institution providing training, training dates, cost, etc.

Once an employee has entered all relevant information regarding the completed course or training, the training record will be submitted to the immediate supervisor for approval.  Supervisor approval is required before the completed course is added to the employee’s permanent training transcript.

Documenting previous training.  Some employees may wish to document work-related training taken prior to the implementation of the LMS.  Employees who choose to do so may request the 


addition of training taken since July 1, 2010.  Requests to document training taken prior to that date will not be honored.

Approval of Training Requests

The LMS requires approval of the immediate supervisor for any request to attend or participate in training, regardless of:  the method in which it is offered (e.g., online, classroom); whether it is internal or external training; and whether or not there is a fee for the training.  Once the online approval process is complete, the employee will be added to the course roster, or provided access to the online course. 

LMS Access

All permanent employees will have access to the LMS.  Contractors working under an employer/ employee relationship may also be granted access by contacting NDE HR.  SOS temporary workers placed at NDE will be given access to the LMS by the Department of Administrative Services.  NDE supervisors of SOS temporary workers may assign or approve training.  However, any costs associated with the training must be paid by the employing NDE program.  This includes the actual cost of online training which is otherwise paid by Human Resources for permanent employees.

Using the LMS for Training Developed by NDE

Training may be developed by NDE and posted on the LMS to serve specific training needs for NDE employees or subgroups of employees.  It is also possible to use the LMS to deliver content to individuals other than permanent employees for a fee.  For more information about either of these options, contact the NDE HR Office.

Assistance

If employees have general questions about logging in or navigating the system:
· Contact NDE HR at (402) 471-4736, or
· Email the LMS help desk (which is separate from the EnterpriseOne help desk) by clicking on the aslearning.help@nebraska.gov link,
which is located at the bottom of the log-in page.
User Guides are available for both employees and supervisors and can be found in the Knowledge Bank area of the LMS.  The LMS also includes a “Help” feature, which answers many routine questions.














