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Mandatory** and Agency Required Training
Please note that, even though specific training has been listed under various program headings, the training will often apply to, and be required for, Service employees in other programs depending on their assigned duties and responsibilities. NOTE: Mandatory training, that which is required by law or executive order or regulation is designated by **;   Agency required training is that which is required by DOI, the Service, or Region.
	Course  Title/Subject


	Audience
	Training Requirements/
Frequency
	Policy/ Regulations
	Training References/
Constraints

	GENERAL:
Continuous Learning


	All permanent full-time employees
	40 hours per year
	231 FW 1
	http://policy.fws.gov/231fw1.html


	EEO Training

	ALL supervisors and managers
	4 hours of annual training – by FY

http://www.r3.fws.gov/aba/EA/RD%20Orders/rdo28a.pdf 


	DOI memo dated 8-12-97; Service memo dated 9-15-97; RDO No. 28 dated 

7-9-01
	https://www.r3.fws.gov/aba/dcr/DCR_EEO_TRAINING_RESOURCES.htm 



	**Ethics Training (Initial)

	ALL new employees
	During Phase 1 of the worksite orientation

Review Part I of Executive Order 12674, Principles of Ethical Conduct for Government Officers and Employees
	Executive Order 12674, Part I (See Federal Register dated April 14, 1989); 212 FW 1
	

	**Ethics Training 
	Employees required to file Public Disclosure Reports (SF-278) and/or Confidential Financial Disclosure Reports (SF-450); contracting officer; and procurement officials
	Minimum 1 hour of ethics training to include review of Part I of Executive Order 12674 and any supplemental Departmental and Service conduct and ethics regulations
	5 CFR 2635

212 FW 1, June 24, 2001
	DOI training;

http://training.nbc.gov/ethics/ ;

satellite broadcasts;

NCTC LED5002;
NCTC LED6D65;
NCTC LED6D67



	New Employee Orientation


	ALL new permanent full-time or part-time employees. 
	As soon as possible after entry on duty

Phase 1 – worksite orientation, 1st 30 days on the job

Phase 2 – Regional or Central Office 3 days in length, conducted at least annually

Web-based NEO available
	230 FW 2
	http://training.fws.gov/orientation 

	OAS Basic Airplane/

Helicopter Safety
	All Service personnel required to fly in aircraft operated below 500 feet above ground level or other activities designated as special use by OAS
	4 - 8 hour classroom course every 3 years before any special-use flying in non-commercial aircraft.
	DM OPM-04
	DOI Trainers

Office of Aircraft Services

	OAS Aviation Management for Supervisors
	First and second level supervisors of employees using aircraft to accomplish Service programs
	4 - 8 hour classroom course every 3 years
	DM OPM-04
	DOI Trainers

Office of Aircraft Services

	OAS Aviation Management for Managers
	Those who are responsible and accountable for using aviation resources to accomplish Service programs.
	4 hour classroom course every 3 years
	DM OPM-04
	DOI Trainers

Office of Aircraft Services

	Privacy Act Training
	Privacy Act system managers and other employees that work with Privacy Act records
	4-6 hours training in the collection, maintenance, and release requirements
	383 DM and 204 FW 1, March 29, 1992
	

	U.S. FWS Employee Foundations 

	ALL new permanent FWS employees in two-grade interval professional positions (i.e., GS-5/7/9/11/12/13)
	Within 1st year on the job

One-week basic skills course

	U.S. FWS National Conservation Training Center (NCTC)
	NCTC LED5240

	INFORMATION RESOURCE MANAGEMENT:
**Information Technology Security
Awareness Training


	ALL FWS IT system users
	Annual completion of On-line mandatory DOI IT Security Awareness Training
	Computer Security Act of 1987, OMB Circular A-130, Appendix III, and 270 FW 7, Sept 30, 2002
	CSG

	Information Technology Security Training
	Users of GSS and major applications are required to have additional security training specific to the access and operation of those systems and/or applications.
	Security awareness training appropriate to level of access.

The Bureau IT Security Manager (BITSM) can provide guidance to systems and offices on appropriate security training.
	Computer Security Act of 1987, OMB Circular A-130, Appendix III, and 270 FW 7, Sept 30, 2002
	CSG

	Computer Literacy
	Most computer users
	To be determined based on individual and/or position need
	270 FW 7, Sept 30, 2002
	

	SUPERVISOR TRNG:
**Supervisory and Managerial Training (probationary)

	Probationary supervisors and managers
	Minimum of 80 hours within the first 2 years in supervisor/manager role; first 40 hours within first 6 months after appt.
	http://policy.fws.gov/230fw4.html 
5 CFR 412 (1997)
	NCTC LED6174

NCTC LED6175

	Alternative Dispute Resolution (ADR)
	DOI Supervisors
	1 hour, one-time? Web-based
	DOI memo, June 25, 2003
	DOI Office of Collaborative Action and Dispute Resolution

	CONTRACTING AND GENERAL SERVICES:
Contracting Officer
New training at different levels is ONE TIME

Refresher training is 
	Contracting Officers
	Level IA – (New) 24 hours one time, (Refresher) 16 hours every 4 years;
Level IB – (New) 40 hours one time,
(Refresher) 16 hours every 2 years;

Level IIA- (New) 40 hours one time,

(Refresher) 40 hours every 2 years;

Level IIB – (New 80 hours one time,

(Refresher) 40 hours every 2 years;

Level III – (New) 240 hours one time,

(Refresher) 40 hours every 2 years;

Level IV – (New) 400 hours one time,

(Refresher) 40 hours every 2 years
	FAR 1.6; DIAR 1401.603 and 302 FW 1, March 17, 1994;


	NCTC LED5150; MCI Courses

	Contracting Officer Representative (COR)
Initial training ONE TIME
Refresher training every 3 years
	All employees serving as COR’s on FWS contracts
	24 hours of initial training

8 hours refresher every 3 years
	302 FW 2, pending final approval; 301 FW 5.10
	MCI Courses

	BUDGET/FINANCE:
FFS Financial Transaction Processing
	All authorized FFS users
	3 days
	FWS Office of Financial Mgmt memo, Report on Pilot Project for RDE for Small Payments, 6/13/95. (A replacement directive has been drafted).
	NCTC LED5130

NCTC MCI1013

	DOI Integrated Charge Card Approver

	Supervisors/Approving Officials
	Annual

Web-based training and test available at http://training.nbc.gov/chargecard
	DOI Director, Office of Acquisition and Property Management memo, 3/2002, “Mandatory Integrated Charge Card Program Training for Supervisors and Approving Officials
	NBC

	DOI Integrated Charge Card Holder

	Purchase Authority Card Holders
	Web-based training and test available at http://training.fws.gov/led/ccard/index.htm
	
	NCTC LED5033

	SAFETY:

Accident Reporting (Safety Mgmt Info System (SMIS)
	All employees responsible for recording and reporting injuries
	One time, review as necessary
	29 CFR 1960.55

240 FW 3, 7

485 DM 7
	DOI Internet Site http://www.smis.doi.gov 

R3 Safety Office

	Airboat Training
	All employees operating an airboat
	8-hr Airboat module in addition to the MOCC + 40 hours documented seat-time before operating an airboat independently *Contact Dave Wedan for exemption info on 40 hrs seat time
	241FW1
485 DM 22

http://policy.fws.gov/241fw1.html 

	R3 Contact: Dave_Wedan@fws.gov

	All Terrain vehicles/cycles (ATV/ATC)
	All employees that operate ATV/ATC
	4 hours prior to operation of an ATV/ATC

Refresher training when unsafe performance is observed
	240FW3.2 B(k)

241FW2.13
321 FW1

29CFR1960.59


	Trained Service ATV/ATC operators;

Training area to permit hands-on driver training course

	Arc Welders
	Employees who operate arc welders
	Prior to use of arc welder, 2-4 hours, review of PPE requirements
	29CFR1910.254

29CFR1960.59
	JHA’s 

On-the-job

	Asbestos/Lead Base Paint
	Employees with duties that may encounter ACM or LBP
	Initial awareness training before assignment to work that may involve ACM or LBP
	561FW8

29CFR1910.1001
	Contract Trainers

Regional Environmental Coordinator

	Automatic Defibrillator Training (AED)

^See Bloodborne Pathogens, CPR, & First Aid within matrix
	Designated employee responder & employee volunteers in locations outside the area of immediate medical response
	2 hours initial training and refresher course per training organization in conjunction with CPR training
	29 CFR 1910.151(b)

240 FW 3.2B(3)
	AED Manufacturer

American Red Cross

American Heart Assoc.

Contract Trainers

	Blood borne Pathogens
	All Service Personnel in locations outside the area of immediate medical response
	Initial training and annual refresher course, 2 hours, 
	29CFR1910.1030(g)(2)(i)
	On site trainers

Contract trainers

	Chainsaw
	All employees that use and service chainsaws
	8 hours
	240 FW 3.w(B)(1)
	Contract training; Park Service Training Course; OSHA training

	Collateral Duty Safety Officer Training

OSHA 600
	Collateral Duty Safety Officers
	1 week training within 6 months after appointment to CDSO
	240 FW 1.5H(5)

29 CFR 1960.58

485 DM 13.3E
	OSHA 600 OSHA Institute – limited trng & enrollment;

Contract training at DOI site

	Commercial Driving License (CDL)
	All employees that drive large or commercial vehicles that require a CDL
	Varies depending upon state requirements for testing and driving skills. 
	49 CFR 383
	State approved CDL course;

Driver Training Contractors

	Confined Space Training
	All employees required to work in or enter confined spaces 
	8 hours
	240 FW 3.2(B)(2)

242 FW Chapter 11

29 CFR 1910.146
	Contract vendors;

OSHA training

	Construction Safety
	Construction inspectors and Contractor Officer Representatives
	Training in safe construction activities prior to performing construction inspections
	360FW4

29CFR1926
	NCTC #SAF4000

OSHA courses

Contract Trainers

	CPR

	Each facility that is 5 minutes or greater from a hospital, clinic, or ambulance service will have at least one individual certified in first aid and CPR, including bloodborne pathogens trng on universal precautions. Where practical, more than one individual should be trained.
	CPR 4 hours/refresher annually

First aid 4 hrs/refresher every 3 years
Refresher every 3 years

Wilderness First Aid/CPR 16 hrs

CPR/AED 8 hours
	http://policy.fws.gov/240fw3.html
http://www.osha-slc.gov/OshStd_data/1910_0266_APP_B.html
240 FW3.2B(3)

29CFR 1010.151(b)


	Contract trainers (CASU);

American Red Cross

American Heart Assoc.



	Defensive Driving

	All employees who operate Government vehicles or any vehicle for govt use
	Initial 8 hours before driving

Refresher 4 hours every 3 years
	http://policy.fws.gov/321fw1.html 

240FW3.1B(5); 321FW1.6A
	CASU
State/local police dept.



	Electrical
	Employees involved in electrical work. See Lockout/Tagout Trng
	Certification Course
	241FW8

29CFR1910.332
	OSHA Course

Technical Courses

Contract Trainers

	Electrofishing 
	All Service employees involved in electrofishing activities
	Initial training before performing job
	240 FW 3.1(B)(b)

241 FW 6
	NCTC FIS2201;

National Fisheries Academy

	Emergency Action/Fire/Occupant Emergency
	All facility employees, new employee orientation
	Station Occupant Emergency Procedures
	240FW3

485DM19

29CFR1960.38
	Supervisor

Collateral Duty Safety Officer

	Employee Safety Training
	All Service personnel
	Initial safety orientation
	240FW3

29CFR1910.332

29CFR1960.59
	On-the-job

Collateral Duty Safety Officer

Regional Safety Office

	Employee Security Awareness
	All Service employees
	TBD – training to alert employees to security measures
	432FW1
	On site training

Contract Trainers

State and local police depts..

	Environment (Green) Purchasing Trng
	Service personnel that purchase products and supplies
	Initial on-line training
	E.O. 13101
	R3 Safety webpage on-line training site

	Ergonomics General  Trng.
	All Service personnel regardless of job title
	4 hours, general ergonomic awareness training
	240FW3.5
	On site training with handouts and discussion

	Ergonomics formal trng
	Personnel in jobs with suspected ergonomic issues
	4 hours, ergonomic awareness and job specific training
	240FW3.5
	On site training with handouts and discussion

	Explosives 
	All Service employees responsible for using, handling or storing explosives
	Initial 5 days training

Refresher 1 day every 3 years
	http://policy.fws.gov/240fw3.html
http://policy.fws.gov/241fw4.html
http://www.osha-slc.gov/OshStd_data/1910_0109.html
	Contract trainers; OSHA trainers

	Fire Extinguisher 


	All Service employees who may expect to use a fire extinguisher
	Initial 1 hour and annual refresher training 
	http://www.osha-slc.gov/OshStd_data/1910_0157.html

	Contract trainers, suppliers, and local fire departments

	Firearms Instructor
	Certified instructors – all Service personnel required to use a firearm and provide instruction
	Certification course – frequency pending
	In Draft stage
	TBD

	Firearms (Non-law enforcement)
	Service personnel that use firearms for protection from wildlife.
	Initial and annual refresher.

Designated shooter training in firearm use
	445FW4

Draft stage
	TBD

	Firefighter (Wildland)
	Wildland firefighters
	FWS and NWCG requirements
	241FW7

232FW6

485DM4
	National Interagency Fire Center,

Regional Fire Courses

	Motorboat Operator Certification Course (MOCC)

Initial ONE TIME
Refresher every 5 years
	Any Service Employee required to operate a motor boat
	Initial training is 24 hours before operating, includes both classroom and on-the-water instruction

Refresher 8 hours every 5 years
See http://training.fws.gov/bart/mo_icc.html
	240 FW 3.1(B)(b)

485 DM 22.1C.(2)
	DOI Trainers

NCTC SAF4102

R3 Contact: Dave Wedan

Site availability

	Motorboat Operator Instructor

Certification Course (MOICC)
	Experienced motorboat operators who have completed the MOCC or approved equivalent
	See http://training.fws.gov/bart/mo_icc.html 
	DM 485
	DOI Trainers

NCTC SAF4101

NCTC Contact: Chris Horsch

	MOCC and MOICC Refresher Training 
	Currently-certified motorboat operators
	See http://training.fws.gov/bart/mo_icc.html 
	DM 485
	DOI Trainers

NCTC SAF4R02

NCTC Contact: Chris Horsch

	First Aid/CPR


	Each facility that is 5 minutes or greater from a hospital, clinic, or ambulance service will have at least one individual certified in first aid and CPR, including bloodborne pathogens trng on universal precautions. Where practical, more than one individual should be trained.
	First aid 4 hrs/CPR 4 hours

Refresher every 3 years

Wilderness First Aid/CPR 16 hrs

CPR/AED 8 hours
	http://policy.fws.gov/240fw3.html
http://www.osha-slc.gov/OshStd_data/1910_0266_APP_B.html
240 FW3.2B(3)

29CFR 1010.151(b)


	CASU;

Health care facility trainers;

Contract trainers;



	Formaldehyde Trng
	All service employees involved with use of formaldehyde
	Initial training before use – TBD
	240FW3.1(B)(2)

241FW Chapter 9
	Certified chemical instructions

	Respirator Training
	All employees required to wear respirators
	4 hours
	240 FW3.2(b)(1)

29 CFR 1910.134 
	Contract trainers;

OSHA training

FLETC for LE

	Hazardous Waste Operation
	Designated Spill Responders and Environmental Contaminants Specialists (Directors memo requires that 1 Field Spill Response Coordinator & 1 alternate be designated in each unit, including NWR and FS)
	Contaminants require initial 40 hour class & 3 days of supervised field experience and annual 8-hr refresher;

24-hour class + 1 day supervised and annual 8-hr refresher for workers that are occasionally on site or have limited tasks; 40 hr HAZWOPER trng for personnel venturing into the spill for purposes of monitoring, wildlife capture, sampling, etc.
	Memo from FWS Director, “The Service Oil Spill Response Program”, 3-9-98;

29 CFR 1910.120; 

OSHA Fact Sheet 93-31

http://www.osha-slc.gov/OshStd_data/1910_0120.html
	OSHA training;

Contract trainers

	Hazard Communication Program (included in RCRA training)
	All employees with potential on-the-job exposure to hazardous materials
	8 hours
	29 CFR 1910.1200

242 FW 2
	DOI trainers;

Contract trainers;

OSHA training

	RCRA Training
	All Service employees working with hazardous materials
	3 days
	240 FW 3.2B (2)(e)

29 CFR 1910.1200
	Environmental Facility and Compliance Officer Instructor;

Contract trainers

	Hearing conservation: without audiometric testing
	All Service personnel
	4 hours, initial trng for all employees with possible refresher.
	29CFR1910.95(k)
	Contract trainers

	Hearing conservation: with audiometric testing
	Service personnel required to wear hearing protection
	4 hours, initial and annual training and annual testing
	29CFR1910.95
	Contract trainers,

*Audiometric testing administered by qualified medical personnel

	Heavy Equipment Operator Training
	All Service employees who operate heavy equipment
	Initial 2 weeks of training before operation of equipment
	http://policy.fws.gov/240fw3.html
	On site/hands-on training; DOI trainers; *training administered through Refuges

	Hoisting Equipment
	All maintenance and equipment operators that make lifts
	Before making lifts, as required
	29CFR1910.184
	Qualified instructors,

Sling and cable suppliers,

Hoist manufacturers

	Job Hazard Analysis
	All Service employees
	Before performing assigned jobs
	240FW1,2,3

29CFR1960.59
	Supervisors,

Collateral Duty Officer

Contract trainers

	Laboratory Safety
	All Service personnel working in laboratory environments
	Prior to assignment to exposure to hazardous chemical and changes in work procedures
	242FW8
	Chemical Hygiene Officer,

Contract trainers

	Law Enforcement
	All Service Personnel with LE responsibilities
	FWS requirements, initial and annual refresher training
	232FW2
	FLETC and NCTC courses,
Annual refresher/Re-qualification trainer

	Permit Required Confined Space
	All Service personnel assigned to enter a PRCS
	Prior to any work associated with PRCS
	240FW3

242FW11

29CFR1910.146
	OSHA Training Institute

OSHA Trainers

	Personal Protective Equipment (PPE)
	All Service employees required to use PPE
	Training prior to PPE
	241FW3

485DM20

29CFR1910.132 &133-139
	Product manufacturer

Supervisor

Contract trainers

	Pesticide training
	All Service personnel assigned to work with or those that may be exposed to pesticides
	Before handling, storing, mixing, or applying pesticides
	242FW7

562FW1,2

40CFR170.132

517DM1
	Must meet State Certification for Pesticide Applicators,
Contract trainers

	Powered Industrial Truck Training
	All Service employees required to operate powered industrial trucks
	8 hours
	240 FW 3.2(B) (j)(k)

29 CFR 1910.178
	Contract trainers; OSHA trainers

	Lockout/Tagout
	All employees required to de-energize and work on equipment
	4 hours of training prior to assignment
	http://policy.fws.gov/240fw3.html
http://policy.fws.gov/241fw8.html
http://www.osha-slc.gov/OshStd_data/1910_0147.html
	Contract trainers;

OSHA trainers

	Diving

	All Service employees engaging in diving activities
	One-time certification & oxygen; recurring 3 yrs continuing ed

Open Water Diving Certification; First Aid/CPR; Oxygen Admin Course; Diving Continuing Ed
	241 FW 10 Diving Safety
	Safety Office

	FIREFIGHTING:
Initial Fire Management Training
	All employees who perform wildland firefighter or prescribed fire duties
	National Wildfire Coordinating Group (NWCG) courses: S-130 Basic Firefighter and S-190 Intro to Fire Behavior (32 hrs of law enforcement refresher training)
	232 FW 6.4 A
	Regional Fire Mgmt Coordinator

	Interagency Fire Management Leadership Course
	Refuge managers/project leaders and Program and ARDs who are responsible for managing or providing oversight to a fire program on our lands
	
	232 FW 6.4 B
	

	Fire Management Officer Training
	All Fire Management Officers
	60 hours
	232 FW 6.4 C.
	Regional Fire Mgmt Coordinator

	Firefighter Safety Refresher Course
	All personnel with wildland and/or prescribed fire management duties, including refuge managers/project leaders and other regular refuge staff
	Annual, 6 hours

Covers Standard Fire Orders, 18 Watch Out Situations, and fire shelter training
	232 FW 6.4 D.
	

	Formaldehyde
	All employees required to work with or around formaldehyde
	Initial training before use, TBD
	240 FW 3.1(B)(2)

241 FW 9

29 CFR 1910.1048
	Certified chemical instructors

	NWRS:


	
	
	
	

	(FLETC) Federal Law Enforcement Training Center
	All Refuge Officers
	One time for16.2 weeks
	446 DM 2.4 232 FW 2.6
	

	Refuge Officer Basic
	All Refuge Officers
	One time for 80 hours
	232 FW 2.6
	

	Annual Refresher
	All Refuge Officers
	40 hours annually
	446 DM 2.4; 445 FW 4.8
	

	Firearms Re-qualification
	All Refuge officers
	4 hours annually
	446 DM 2.4; 445 FW 4.8
	

	LE for field supervisors
	Supervisors of Refuge Officers who do not have a LE commission
	Attend a 20 hour course every three years
	232 FW 2.6
	

	
	
	
	
	

	Compatibility
	Supervisors /Managers 
	One time for 24 hours
	603 FW 2
	

	
	
	
	
	

	Dam Safety
	All personnel working with dams
	8 hours? 
	
	

	
	
	
	
	

	Pesticide Applicator
	All employees required to use chemicals
	One time for 8 hours
	7 RM 14.1; 242 FW 7
	

	
	
	
	
	

	Wilderness Stewardship Training
	Supervisors/Managers of Wilderness Areas
	One time 40 hours 
	Directors Order #116
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