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1. PURPOSE. This policy provides procedures and guidance for
administration of the Maryland Military Department Training and
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velopment Program. Training is provided to employ=es in order

a. Develop employees according to their capabilities;

b. Train employees to perform their official duties w
-maximum-—-efiiciency; - P - -

'_d_
rt
e

c. Increase and enhance the retention of employees in State
service and meet the State’s personnel needs; and

d. Trein managers and supervisors to be knowledgeazZle and
skilled in the fair application of laws, regulations and
guidelines. :

2. APPLICABILITY.

2. This pelicy applies to State employees currently
emploved by the Marvland Military Department.

b. Employees must have completed an initial preobaticnary
period.

c. This pa icy does not apply to Temporary or Contractual
EmplDyEﬂs.

d. This policy deoes net apply to enp1¢y635 on accident
leave or leave of absence without pay unt 1 such time as the
employee returns to duty.

3. DEFINITIONS. In this policy, the following terms have the
meanings -indicated:

a. “Appointing authority” means The Adjutant General or The
Acdjutant General’s designated representative.

L. “Career development plan” means a plan approved by the

appointing authority which describes a combination of experience
and treaining designred to prepare an employee to perform the
cduties of a classificacion cor position.

A Career Development Plan is an important adjunct to the
Tuition Reimbursement Program. Most college and universicy
2
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majors (declared major course of study) require elective courses
that may not be directly “job-related.” These courses can be
reimbursed if the electives are part of an approved Careex
Developnent Plan.

program of study, including the electives. The Career
Develcpment Plan can be referred to when reviewing & Training
FRequest to determine if the course being requested can be
approved for tuition reimbursement.

The declared major must be a program of study that
relates to an established need of the Appointing Ruthority (in
other words, it must be job-related). A Career Develcpment Plan
must ke approved before the electives can be reimbursed. A
Career Development Plan can be amended with the approval of the
Director, Perscnnel Office.

c. “In-service training” means training designed Zoxr State
employees, which is arranged, offered, and supervised by or with
the approval of the Appolnting Authority and conducted at State-
operated facilities or locaticns chosen or approved by the
Appeinting RButhority.

d. ™Jdob-related training” means a course Or DIOGIEZN directly
related to an employee’s job duties.

e. "Out-service training” means job-related training which
is approved by the Appointing Authority and is provided to
employees by universities, colleges and organizations outside of
State Government.

£, “Release time” means time away from assigned duties
without loss of pay and without charge to earned leave.

g. "“Remedial education” means & full spectrum of basic
skills relative to mathematics, redding, writing and the
language arts.

h. "“Training” means the process o= raking available to and
enrolling an employee in a progranm of instruction designed to
increase the employves’s skills, ‘nowledge and abilities in the

2
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performance of current duties or in areas of work which will be
related to the employee’s job responsibilities in State sexvice.

4. GENERAL. <Release time may be granted to an employes to
attend & course ‘during work hours provided that the course is

offered only during work hours and has appropriate supervisory
anproval.

5. IN-SERVICE TRAINING.

a. Procedures.

{1} An employee should contact the Training and
Levelopment Coordinater in the State Personnel Office for
availabhle training, personal training needs or guidance.

(2) Applicant must complete DMIL Form 1, MD Military
Department Training Recuest Form (Appendix R). Form must be
z2pproved/signed by immediate supervisor. Attach all course
information to the form.

(3) Generally, all Teqguests must reach the State
Fersonnel Office two weeks prior to the training date, unless
additional time is required for a particular course.

(4) Refer to Marvland Military Department Regulation 5-
2, Standaxd Travel Regulations for Military Department State
Employees, dated 11 July 1989, for travel guidance for training.

(3) An emplovee must complete and submit DMTT, Form 2,
Course Verification and Evaluation Form (Appendix B), no later
than two weeks after ¢ourse completion.

(6} If provided a completinn certificate, attach a cony
to the DMIL Form 2.

b. Training fAutherization. -

(1) Training is contingent upon funding availability,

(2) =m11 training MUST be Pre-approved by the Appointing
Ruthority or designee. Costs for unauthorized training may
become the Tesponsibility of the enplovee,
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(3} Training must be determined to be job-related.

(4} Employese will recesive nctice of approval or
disapproval. If approved, employse will De registered and

receive course_confirmation.. .. e

E. OUT-SERVICE TRAINING.

a. Eligibility.

(1} To be eligible Zer reimbursement, an applicant’s
most recent annual performance appraisal overall rating must-
have been at least “meets standards.”

(2) An employee who is not reguired to serve an
origiral probationary period shall have completed an amount oI
service equal to that required to completing a probatlionary
period in a skilled service position.

b. Guideiines.

(1) Undergraduate and Graduate Course Work - &An
employee may be reimbursed for an undergraduate or graduate
course when the course has been identified as job-related.

{2} Career Education Program - An employee may Dbe
reimbursed for an education or trairning program at a non-credit
or professional scheool or institution. The program must be job
related or meet identified needs of the Agency.

{3) Maximum Authorized Dellars - The rate oI
reimbursement will not exceed the maximum “per credit” charge In
effect at the University of Maryland at the time reimbursement
is requested. AT its discrecion, based on budgetary or other
constraints, the Rppointing puthority may, at any time, without
1otice, change or limit the per crédic delliar amount paid Zor
tuition reimbursement. Applicants are encouraged to investigate
educational cpportunities at these institutions where per crecilt
rates do not exceed the maximum rate chazged by the University
of Maryland.

n
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14 Maximum Authorized Credits - Full-time employees
may receive reimpursemsnt Zor a meximum of 18 semester credits
(or its eguiwvalent] per calendar year. Part-time employees may
be reimpursed for & meximum numper cf credit hours that is egual
to the funded percentage of their pesition (example: 50% workers
S maymbe_:eimhu:sednfor.9-semeste:-credits.annually]. e e

(5} Credit Eguivalents - For tuition reimbursement
for employees pursuing certificaticn in institutions where
semester credit hours are not applicable, the following formula
will be used to compute the eguivalent of semester credit hours:

15 clock hours = 1 semester credit hour

(@) Other Funding Sources - Tuition reimburssment
will not bpe authorized for any pertion of the tuizion that is
available to the participant from other public sources, i.e.
Vererans Fducational Benefits, Maryland National Guzrd State
Tuition Assistance Frogram, Scholarships, etc.

{7) Work Release Time — When it is necessary to
attend an approved course which is offered only during weorking
hours, a participant may be granted “release time” from duty
during working hours provided the time does not exceed 6 hours
per week and is approved by the supervisor.

{8 Condicions that must be met for reimoursement are

as follows:
&) Employees must recelve at least a grade of

wc” gr better for undergraduzte course work.

(b} Employees must recelve at least a grade of
wa# or betrter for graduate course WOLK. '

{c) Employees who are enrclled in a Caresr
Education Frogram must certify or cocument completion of a
program or & program segment.

{d There will be no rsimbursement for

L]
/
withdrawing Irom & course.
{5) Rzirbursable Expenses:

-
©
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© Toition
° Bococks
° Regilstraticon fees
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e Lab and/or technology
e ___Student activity-fees --— -

{10} Mon-Reimbursable Expenses:

e Application fees
s Parking fees
e Graduation fees
e .Cost of equipment
s Deferred or late payment fees
° Fines
{11 Rutomatic Removal from the Tuition Eeimbursement

Frogram:
{a) Failure to maintain an appropriate GPA.

(b) Failure to remain productive in the werk
place.

(c) Job-related disciplinary procedures.

: (d) Transfer, resignation or terminaticn from
the Maryland Military Department.

c. Procedures.

(1) Pre-Approval -

(z) Before the beginning oI the semester, submit
an MS-551 Form, Epplication for Out-Service Training :
Authorizaticn (See Appendix C), to-your immediate supervisor to
notify your supervisor of your desires to take a course., Attach
a2 DMIL Form 3, Career Development Plan (See Appendix Dj, if
required. Refer to Page 2, 3b Zcr a descripticn of a Career

Development Plan. Also, zttach a copy cf the course

description.
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(b) After approved/initizled by supsrvisor,
aubmit M5-551 Form with the necessary attachments o the State
Parsonnel Office at least three weeks prior toc the courss start
date.

o - — ) The -employes-student must inivially-pay all
costs out-of-pocket according to the requirements cf the schecol
tney are attending.

(d) Refer to Maryland Military Department
Regulation $-Z, Standard Travel Regulations for Militzry
Department State Employees, dated 11 July 1289, for travel
guidance for tr :

(2} . Training Autheorization -

(2} Trairning is contingent upon funding
availability. '

(b) Emplovee will receive a copy of tne M5-551
Form, approving or disapproving application znd certifying funds
are available., When the employes receives final approval to
atrend the course, the employee should formally reglster with
the school.

{3) Reimbursement -

(2} After the semester, the employee must submit
to the State Personnel Office: !

o - Expense statement;
o Grade report;
e Recsipts for tuition, fees, and books.

(6) The tuition, fees and books ars then
reimbursed. '

7. INFORMATION TECHNOLOGY STREILIZATION MEASURES EFROGEAM. The
ourpose of this program is to enhance the skills of existing IT
staff and to develop skills for persons wishing tc pursue a

career in this field. Employeses receiving tuition reimbursement
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will be expected te fulfill an ckligated service zgreement or
repay the State for any costs.

a. Eligibilicty.

. (1), _.Participants_must.be.ncn=temporary--state -- —-———-
employees in the State Fersonnel and Pensicn System who have
satisfactorily passed an initial probationary period; non-
temporary employses in a designated classification; employees
assigned to work on one or more mission critical IT projects as
determined by management; emplcyses who satisfactorily ccomplete
assigned mission critical project essential job functions and
deliverables within-prescribed time frames.

{2) Contractual employees, temporary employees, and
employees in the Exscutive Pay Plan ARE NOT eligible for this IT
training program.

b, Guidelines.

{1 Rll courses must be directly related to
infarmation technology or part of zn approved career cdevelopment
plan. The career development plan must include a combinatiecn of
experience and training designed tc prepars an employee to
perform IT cduties when the employee completes the course work.

{2) The tuition cest reimbursement cannot exceed the
maximum per credit hour charge of the University of Maryland,

Cellege Park.

(3) Reimpursement from the Department of Budget and
Management will provide for tuition cost and pooks (if
zpplicable) at accredited schools, colleges, universities or
private companies. Transportation will be the responsibility of
the employee and/or the agency. ' ’

[4) The rate of reimbursement will be 100% for a grads
of 2 “C” or better and/or successfully completing a training

=

workshoo. There will be no reimbursement for withdrawing Zrcm a

course or for a “D” grade or below.

0o
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. Procedures.

(1) Pre-Approval -

{a) Requests feor IT Tuition Reimbursement must
ne-made ‘cn the Office of Personnel Service and Benefits—~ -
Application (OPSB/IT001) "Agpiication For Information Technology
Stabilization Measures Frogram Authorization” (Rppendix E).

(b} Each course/workshop must be listed on &
separate form.

(c) -A letter must accompany applications from
the employee’s supervisor indicating how the training is related
to the organization’s Information Technolegy.plan.

'  The applicant must sign beth the front an
(d} Th licant must sign beth the front and

~he back cf the Application for Infermation Technology
Stabilization Measures Training Frogram.

(e) Applications must be received by the State
Personnel Office at least 25 days befecre the course/workshop is
to begin. Applications filed by all employees muast be approved
by the appointing authority eof .the agency, the .Information
Technology Director of the agency, and reviewed by the -Director
of the Employee Development and Training Institute for
consistency with policy and guidelines and to authorize
course/workshop payment.

{2) Training Authorization -

(&) When the employee recelves final approval to
attend the course from the Employse Development ancd Training
Tnstitute, the employee should formally register with the
s=hool. Please allow sufficient time for approvals tTo meet any
school registration deadlines. .

(p) If the employee is unable teo attend a
training session, the Employee Develcopment and Training
Institute, as well as the appointing autherity, must be notified
as Ssoon as possibie. Failure to attend approved training

1a



MD Military Department Policy September 1, 2000
Number 5-23

sessions mey jeopardize future approvals of training for the
employee,
£33 Feimbursement -

(a) ©Once the course/workshop has been completed,
- the-employee must submit to the State Personnel  Officer '

© ExXpense statemsnt;
B Grade report;
& Receipts Zor tuition, feess, and books.

{b} -The tuition, fees and books are then
reimbursed.

FOR THE ADJUTANT GENERAL:

e Ol

AMES R. ADKINS
Erigadier General (MD)
Chizf of Staff

ra

ippendices:
- DMIL Form 1, MD Military Dept. Training Reguest Form
- DMIL Form 2, Course/Seminar Verification and Evaluation Form
M5-5351, Application for Out-Service Training Auth.
- DMIL Form 3, Career Development Plan
- DPSB-IT001, Application for Infermation Technolegy
Stabilization Measures Program Authorization

{0 T T s T
I

Distribution:
Each Stats Employee and Supervisor,
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[ MARYLAND MIT TTTARY DEPARTMENT IRAINING REQUEST FORM

DEPARTMENT /OFEFICE:

WORX RDDEESSy T L  ———————

WOREK, TELEPHEONE: ( )

TMPLOYEEZ SIGATURE:

——
= — — —— —

COURSE/SEMINAR INFORMATION

COURSE/SEMIMNAR TITLE:

COURSE/SEMINAR LOCRTION:

DRTE(S): COST: S

________.___————-______________,—;———“—____-————‘_‘_
J — ——

JOS-RELATED

gRIEFLY DESCRIBE HQW TERINING IS RELRTEZD TC JOB DUTIES!

SUPERVISOR’S APFROVAL

SUSERVISCR'S MARME {2PEINT) : S

WosX EEoNZ: | y

STEMATURE: DLTE : -

Y. Ferm

I_I
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APFEMDIX B

Seactazzez I, 2000

GUASL/SEMINAR VERIFICATION AND EVALUATION FORM

fr

M.Z.

EMPLOYEE SIQEIURE:

Was training cam

O

Tes

(I£ yes,

pagr—
b

acn

a capy of certificate [1f zecelved].]

Were a2ll sessions actended? (x one)

Yes [] No [ (Explain)
dare Thne overall saffactiveness of The course/seminar as follows:l

Excellent

Sarisfactary

Unsatisfactoov

O

1. Effectciveness of Instructer

2, Course Content

3, Ipstructicnzl Material

0 O

]

O

0 d O
0

1
£l

5. Did

e

ortiinad”in the course announceTent s

0

: ;e . e
d this training meet your expectaticns Z¥ adeguately providing lnlcrmatlen
B

Mo (If no, explain)

O

recommend this course Ior ©

. TWould wvou

—_

amolioyess?




AFFENDIX C Sépteqber 1, 2000
STATE OF MARYLAND
R OUT-SERVICE TRAINING %L"’"EOL;’-E”IO\

APPLICATION F
i : :
Major Stare Deparanelt Ag=ncy, Insgmtdon of Uzt ff Agency Cede
» L = - - § b - - . . e . » .
Tmpioyes's Name (Last, Fist, M.I) | Sccial Sec. 7 Position Classificasion | Phone Number |

Duriss To Which Requestzd Traizing Relat=s

Probation Dver?

Yes No
‘| Reason For Training . )
© 777 77 (Caresr Development L— Job Relarad-t—l

If Approved Caresr Development Plan is on File, pleasc indicats! _!'
| Please Indicate Type of Quz-Service Training: |
| i

D Tuition Reimbursement Long Term Short Term Work Smdy

TRAINING APPLIED FOR
‘Name and Address of Organization Course Title (and Number) Semesster Hours

Providing h:un.nﬂ

Attach Brochure or Camlog Describing Course

L2l FTinipe : . i
Duraton of Training ESTIMATE OF COST {
Beginning Date Stats Paid  Paid by Others ~ Total l
Ending Date Ragismaton
' | Or Tuition
Eours of Training Boaoks, ot
Working Hours Travel
Afer Work | Room and ]
Subsistancs |
Wealkdy Tormi __ | Estimated Total . '
Amount of Stars Methed of Tmvel
1 Expenss Approved $
I Certify That 1ne Informarion Given in This
(Sicpamre ané Datz)

| Application is Corrac: and Reguest Approval <

ne a:ucmunw authoricy of this
agency &pproves this applicaton
anc c--""ﬂ_s hat f1nds zre available
(Sign)
(Dat=)
(Tirlal

The Secrsary of the dzparument The Secremry of DOP authorizes
approves this appiication  and this maining as comsistent with
recommends the training request=d  policy, rules and reguiagons

(Sign} (Sign)
(Dar=) (Date}
(Titdey . {Tirle)




OMTZ Policy Ne. 5-23

AFFENDIX D

CARFEER DEVELOPMENT PLAN

f I

IMELOYEE INFOREMATION

Scptember 1, 2000

:

Last

ScEizl Sacurity Number:

jork Locatiom:

| Mae ¢f Supervisor:

Stepervisor’s Phone Number

SCECCL INFOEMATION

L]
-~

Name of Schocl:

AfZress:

L

Edvisor/Contact:

Phone;

Degre=/Certificate Title:

Major Frea of Stu

Number of Credits Requirsd for Deqrae/Certificate:
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III. JOE RELEVANCE INFORMATION
A. ZEriefly descrike the duties == respensibilities of your present job.

s b

[B. What zre your career objectives for the nows five vears?

I-J:..,. HEow do you feel the Military Dept. woluld berpe=it by your acceptance inte
the Tuitlon Reimbursement Program? ' :
— (Attach addiziznal sheats i< needed)
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IV. FPROPOSED CAREEZR DEVELOFMENT FPLAN

"“agad on the advice and recammendaticns of scheol advisors, Th
ree- Develcoment Flan., Included with this Flan is a letter

warcifying that I have besh acmitted.

following

is oy
rom my school

Required Courses

{hActach additional =heetz 1 nesded)

L Seipbursement guidelines and procedures in
3. R11 the irforzmetion contained in this

Maryland Milit=zry Depa~tment Po
lan v 2 is factuzl and cozzect.

Carcser Develormeant F




