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	                       PROGRAM
	        CONTACT
	       REFERENCE
	                    REQUIREMENTS

	COMPUTER SECURITY:

	COMPUTER SECURITY AWARENESS


	Jack Bowers

Information Technology Services-Office of Cyber

  Security
(540) 542-2410
	OMB Circular A-130,  

  Appendix 111 and 

P.L. 100-235 (Computer

Security Act of 1987 and Government Information Security Reform Act replaced by the Federal Information Security Management Act of 2002
	Required annually for all EP&R employees (PFT, CORE,  Stafford Act Employees, local hires,  and contractor personnel)  having access to any EP&R network.  Training should be completed within the first month of employment for newly assigned personnel or within two weeks of receiving their e-mail account. 

 

	CUSTOMER SERVICE:
	
	
	

	 FOUNDATIONS OF CUSTOMER SERVICE

AT FEMA:  DOING THE RIGHT THING 


	Kenneth Whitehead

Employee Development Branch,  Training Division, USFA

(202) 646-3876
	E.O. 12862 and FEMA’s Strategic Plan,  Ref:  Core Values
	Required once during employment with FEMA for all Agency employees (PFT, CORE, and Stafford Act employees) regardless of any past courses completed and once every four years thereafter.  (4 hours, classroom setting.)

	EQUAL RIGHTS:
	
	
	

	AWARENESS AND PREVENTION OF SEXUAL HARASSMENT


	Alan Clive

Office of Equal Rights

(202) 646-3957
	29 CFR 1614
	Required once a year for all FEMA employees ( PFT, CORE, Stafford Act Employees, and local hires) at Disaster Field Offices (DFOs)  ONLY --and for those who are deployed longer than two weeks.  Training is required no later than one year from the date taken in the previous fiscal year.  (One to l-l/2 hours, classroom setting.)

	 EQUAL RIGHTS ORIENTATION


	Alan Clive

Office of Equal Rights

(202) 646-3957
	29 CFR 1614
	Required once a year for all FEMA employees 

(PFT, CORE, Stafford Act Employees, and local hires) at Disaster Field Offices (DFOs) ONLY-- and for those who are deployed longer than two weeks.  Training is required no later than one year from the date taken in the previous fiscal year.  (One hour, classroom setting.)

	VALUING DIVERSITY


	Alan Clive

Office of Equal Rights

(202) 646-3957
	29 CFR 1614
	Required once a year for all FEMA employees (PFT, CORE, Stafford Act Employees, and local hires) at Disaster Field Offices (DFOs) ONLY --and for those who are deployed longer than two weeks. Training is required no later than one year from the date taken in the previous fiscal year.  (One to 1-1/2 hours, classroom setting.
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	FINANCIAL/ACQUISITION MANAGEMENT:
	
	
	

	COMPTROLLER/ACQUISITION

 BASIC (E707)


	Gray Mullin 

Financial and Acquisition

  Management Division

(540) 542-7337

 Bryan McCreary

Financial and Acquisition

  Management Division

(301) 447-1058
	Chief Financial Officers

  (CFO)  Act of 1990
	Required once during employment with FEMA for all Comptrollers and Contracting Specialists (PFT, CORE or Stafford Act Employee) assigned to an emergency team (EST, ERT) and/or the Comptroller or Acquisition Cadre.  Training is required to become certified and to respond to disasters in that position and should be completed within 18 months of employment or assigned duty. Advanced course is required bi-annually.  (Note:  This course is for recruitment purposes only.  Enrollment is limited to qualified candidates who have been accepted/invited by the Cadre manager.)   (Five days, classroom setting.)

	COMPTROLLER/ACQUISITION

 ADVANCED (E708)


	Gray Mullin

Financial and Acquisition

  Management Division

(540) 542-7337

Bryan McCreary

Financial and Acquisition

  Management Division

(301) 447-1058
	Chief Financial Officers

  (CFO)  Act of 1990
	Required bi-annually for all CFO appointed Comptrollers and Contracting Specialists (PFT, CORE or Stafford Act Employee)  assigned to an emergency team (ERT/EST) and/or the Comptroller or Acquisition Cadre.  The course content supports the requirements of the Chief Financial Officers (CFO) Act for financial management activities performed during disaster response and recovery operations.  It also covers advanced competencies set forth in the CFO Core Competency Guide, Part I.    (Four and ½ days, classroom setting.)

	CONTRACTING OFFICER’S  TECHNICAL

  REPRESENTATIVE (COTR/COR)


	Matrice Dickens-Gaddy

Financial and Acquisition

  Management Division

(202) 646-4274
	Office of Federal 

  Procurement Policy

  (OFPP), Policy Letter

  97-01, September 12,

  1997
	Required once during employment with FEMA for any PFT/CORE employee serving in the capacity of a COTR/COR (formerly called Project Officer, or PO) for contracts or Interagency Agreements over $100k; ordering officers at any dollar value, and FEMA staff serving as Project Officer over Mission Assignment/Interagency Agreements.  Individuals serving on a formal Source Evaluation Board or Technical Evaluation Panel must also receive special source selection briefings.  Refreshers may be required every three years.  (Five days, classroom setting.)


MANDATORY TRAINING REQUIREMENTS FOR FY 2004

















      Page 3 of 10

	                       PROGRAM
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	    REFERENCE
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	FINANCIAL/ACQUISITION (Cont):
	
	
	

	 FINANCIAL SPECIALIST/TECHNICIAN

  BASIC  (E/S703)


	Catherine Mattens

Financial and Acquisition

  Management Division

(540) 542-7388

Susan Friedman

Training Division, USFA

(301) 447-7687


	Chief Financial Officer

 (CFO) Core 

 Competency Guide,

 Part I
	Required once during employment with FEMA for any Agency employee (PFT, CORE, or Stafford Act

Employee)  who responds to disasters in a financial management support position. (Note: Note:  required for Comptrollers and Contracting Specialists.)  Training is required to become certified and to respond to disasters in that position and should be completed within 18 months of employment or assigned duty.  Once the employee has completed the course and met the requirement, no refresher is required at this time.  (Four and l/2 days, classroom setting.)

	FINANCIAL SPECIALIST/TECHNICIAN

  ADVANCED (E/S704)


	Catherine Mattens

Financial and Acquisition

  Management Division

(540) 542-7388

Susan Friedman

Training Division, USFA

(301) 447-7687
	Chief Financial Officer

 (CFO) Core Competency Guide,

Part I


	Required once during employment with FEMA for any Agency employee (PFT, CORE, or Stafford Act Employee) who responds to disasters in a financial management support position.  (Note:  Not required for Comptroller and Contract Specialists.)  Training is required to become certified and to respond to disasters and should be completed within 18 months of completion of E703: Financial Specialist/Technician Basic (Four and l/2 hours, classroom setting.)

	INTEGRATED FINANCIAL MANAGEMENT 

 INFORMATION SYSTEM (IFMIS) (E337)


	Tom Gilboy
Training Division, USFA

(301) 447-1535


	Chief Financial Officer

  (CFO) Requirement
	Required once during employment with FEMA for any financial staff member (PFT, CORE,  or Stafford Act Employee)—ONLY if they need to use IFMIS in performing their official duties. (Note:  Training can be requested to be held/conducted at the DFO and other FEMA sites as needed; however, it would be at the requestor’s expense.   (Four and one-half days, classroom setting.)

	PURCHASE CARD (GOVERNMENT-

  WIDE COMMERCIAL CREDIT CARD) 


	Paula Lyons

Financial and Acquisition

  Management Division

(202) 646-4201
	GSA Requirement
	Required once during employment with FEMA for any  employee (PFT, CORE,  or Stafford Act Employee) who is an Approving Official or Cardholder.  This course acquaints Approving Officials and Cardholders with the policies and procedures of the Government-wide commercial credit card.  Training is required before a card is issued.  
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	GENERAL COUNSEL:
	
	
	

	ETHICS ORIENTATION
	Ed Broyles, Deputy Ethics

  Official,, Office of General

  Counsel

(202) 646-4025
	5 CFR, Part 2635,

Subpart G (Office of Government Ethics) and 2635.704 and 2535.705
	Required for all Agency employees (PFT, CORE or

Stafford Act Employees).  Training should be completed within 30 days of joining FEMA.  In addition, anyone who files a financial disclosure form is required to receive training each year.  Those who file a Public Financial Disclosure Form (SF-278) (Presidential Appointees and employees appointed in the SES or a position in Schedule C of the Excepted Service of the General Schedule) are required to receive “live” training every year.  Those filing a Confidential Financial Disclosure (OGE 450) (employees in any pay system serving in designated positions are required to receive “live” training not less frequently than one every three years beginning with 1997.  In the years in between, they are required to be given one hour of official time to review written ethics materials.  Ethics training will be available to all FEMA employees annually either through regular training classes, brown bag lunches where ethics is discussed, or computer programs, and email fact sheets on ethics topics.  Supervisors are encouraged to monitor their employees who are required to receive ethics training to ensure that they meet their requirements.

	HUMAN RESOURCES:
	
	
	

	EMPLOYEE AWARENESS
	Louise Russell, Office of

 Human Resources

(301) 447-1392
	FEMA Under Secretary

requirement
	Required once during employment with FEMA for all FEMA employees (PFT, CORE, or Stafford Act Employees).  These session provide an overview of human resources programs, policies and procedures.  (One day, classroom setting)
	

	SUPERVISORY HUMAN RESOURCE TRAINING
	Louise Russell, Office of

 Human Resources

 (301) 447-1392
	FEMA Under Secretary

requirement
	Required once during employment with FEMA for

all FEMA employees (PFT, CORE or Stafford Act

Employees) who are supervisors, managers, team leaders and personnel liaisons.  (Note:  Other supervisory training (by other agencies/vendors or the HR supervisory course piloted in 2001) will not count) 

Refreshers could be offered in the future.  (Two days, classroom setting.)  
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	           CONTACT       
	    REFERENCE
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	PROPERTY MANAGEMENT:
	
	
	

	BASIC PROPERTY MANAGEMENT (BPM)

   (E/S/L720)


	Jama Mitchell

(540) 542-3292
	FEMA Manual 6150.1

 Personal Property 

 Management Program
	Required once during employment with FEMA for any employee (PFT, CORE,  or Stafford Act Employee) who is responsible for FEMA property and who might serve as an Accountable Property Officer (APO), or

Custodial Officers.  Training is required to begin the

APO Accreditation process and is beneficial to anyone who handles FEMA assets. (Note:  If an employee has not been deployed a year after taking this course, then a refresher is recommended.)  (Three days, classroom setting.)

	ADVANCED PROPERTY MANAGEMENT

  (APM)  (E/S/L721)


	Jama Mitchell

(540) 542-3292
	FEMA Manual 6150.1

 Personal Property 

 Management Program
	Required once during employment with FEMA for any employee (PFT, CORE,  or Stafford Act Employee) who is working as an  Accountable Property Officer (APO), Property Management Officer, or Logistics Chief.  Training is part of the APO Accreditation Program and is required to advance accreditation levels.  A minimum of one year of experience at DFOs is required to attend this course as well as successful completion of the LIMS and BPM courses.   If an employee has not been deployed a year after taking this course, then a refresher is recommended.   (Three days, classroom setting.)

	LOGISTICS INFORMATION MANAGEMENT 

  SYSTEM (LIMS)  (E/S/L722)


	Jama Mitchell

(540) 542-3292
	FEMA Manual 6150.1

 Personal Property 

 Management Program
	Required once during employment with FEMA for any (PFT, CORE,  or Stafford Act Employee) serving as Accountable Property Officers (APOs),   Custodial Officers, or personnel required to enter data into LIMS,  and elective for others.  Training is required to begin the accreditation process and should be completed within the first year of employment or assigned duty prior to serving as an APO.  This training is required as part of the APO Accreditation Program. If an employee has not been deployed a year after taking this course, then a refresher is recommended.  (Three days, classroom setting.)
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	RECORDS MANAGEMENT:
	
	
	

	FILES IMPROVEMENT AND RECORDS

  DISPOSITION


	Muriel Anderson

Information Technology Services

(202) 646-2625
	36 CFR 1222.20, Paragraph (b) (5)
	Required at least once during employment with FEMA for any FEMA employee (PFT, CORE,  or Stafford Act Employee) who has records management responsi-

bilities.  Training should be completed within the first year of employment or assigned duty and refresher training considered every two/three years for those already trained.  (Two days, classroom setting.)

	RECORDS MANAGEMENT 

  RESPONSIBILITIES FOR SUPERVISORS

	Muriel Anderson

Information Technology Services

(202) 646-2625
	36 CFR 1222.20,

Paragraph (b)(5)
	Required at least once during employment with FEMA for any  (PFT, CORE, or Stafford Act Employee)  who is a new manager/supervisor.  Training should be completed within the first year of employment or assigned duty and refresher training bi-annually for those already briefed.  (Two hours, classroom setting.)

	VITAL RECORDS


	Muriel Anderson

Information Technology Services

(202) 646-2625
	36 CFR 1222.20,

Paragraph (b)(5)
	Required annually for COOP points-of-contact and as needed for any office staff  (PFT, CORE, or Stafford Act Employee) responsible for preparing material to be used for COOP off-site operations. (Three hours, classroom setting.)

	SAFETY, HEALTH AND SECURITY:
	
	
	

	AUTOMATIC EXTERNAL DEFIBRILLATORS (AED)
	Larry Bannister

Occupational Safety and

Health Section
(940) 891-8764
	Cardiac Arrest Survival Act
	Required  for any FEMA employee (PFT, CORE or Stafford Act Employee) who is designated to use an AED.  Employees must also receive Bloodborne Pathogens and AED use training and be currently certified in First Aid and CPR.  Training requirements may vary in each State.

	ASBESTOS
	Carl Waldrop

Occupational Safety and

Health Section
(202) 646-3588
	29 CFR 1910.1001
	Required for any FEMA employee (PFT, CORE or Stafford Act Employee)  who works with asbestos containing materials as part of their employee duties, or those who may reasonable be exposed to asbestos in their workplace.  Training should be completed within the first six months of employment or assigned duty and annually thereafter.  Prior to training, a site-specific asbestos plan must be developed.
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	SAFETY, HEALTH AND SECURITY (Cont.):
	
	
	

	BLOODBORNE PATHOGENS
	Larry Bannister

Occupational Safety and

Health Section
(940) 891-8764
	29 CFR 1030
	Required for any FEMA employee (PFT, CORE, or

Stafford Act Employee) who may reasonably anticipate exposure to potentially infectious materials as a result of performance of their official duties.  Training should be completed within the first six  months of employment or assigned duty and annually thereafter.

	COLLATERAL DUTY SAFETY OFFICER
	Carl Waldrop

Occupational Safety and

Health Section
(202) 646-3588
	29 CFR 1960

FEMA Manual 6900.3
	Required for any FEMA employee (PFT, CORE, or

Stafford Act Employee) who serves as a Collateral Duty Safety Officer.  These individuals must be able to identify workplace hazards and work with OSHA regulations.  The training will provide the most basic information for performance as a facility OSHA official and should be completed within the first six months of assigned duty or when offered by the Safety Office, then annually thereafter.






	FALL PROTECTION
	David Gailey

Occupational Safety and

Health Section
(301) 209-4405
	29 CFR 1926.500
	This course is required for all Agency employees who are required to work at elevations requiring fall protection as defined by OSHA standards (primarily selected MERS staff).



	HAZARD COMMUNICATION
	Carl Waldrop

Occupational Safety and

Health Section
(202) 646-3588
	29 CFR 1910.1200
	Required for any FEMA employee (PFT, CORE or

Stafford Act Employee) who may potentially be subject to, in the course of employment, exposure to a chemical that is a physical or health hazard.  This can include any Agency employee who encounters common products found in the workplace including offices.  Training must be site-specific and address the materials the employee will be using as part of their job and should be completed within six  months of employment or assigned duty then annually thereafter.  Prior to training, a site-specific plan must be developed.
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	SAFETY, HEALTH AND SECURITY (Cont):
	
	
	

	HEARING CONSERVATION
	Judy Reilly

Occupational Safety and

Health Section
(202) 646-7062
	29 CFR 1910.95
	Required for any FEMA employee (PFT, CORE or

Stafford Act Employee)  who is exposed to damaging levels of noise, as defined by OSHA regulation, as part of their employee duties.  Training should be completed within six months of employment or assigned duty then annually thereafter.  Prior to training, a site-specific hearing conservation plan must be developed.

	INFECTIOUS DISEASE PREVENTION
	Jean Adams

Occupational Safety and

Health Section
(202) 646-3903
	FEMA Instruction 6900.6
	Required for any FEMA employee (PFT, CORE or

Stafford Act Employee) who wishes to receive a vaccine under the Voluntary Vaccination Plan of the Infectious Disease Prevention Program.  A video, booklets and tri-folds are available to satisfy this requirement.

	LOCKOUT/TAGOUT
	Carl Waldrop

Occupational Safety and

Health Section

(202) 646-3588
	29 CFR 1910.147
	Required for any FEMA employee (PFT, CORE, or

Stafford Act Employee) who is involved with the use and maintenance of equipment in which the unexpected energization or start up of the machines or equipment, or release of stored energy could cause injury to employees.  Training should be completed within six months of employment or assigned duty then annually thereafter.  Prior to training, a site-specific Lockout/Tag out program must be developed.



	OCCUPATIONAL SAFETY AND HEALTH ORIENTATIONS FOR FEMA EMPLOYEES AND SUPERVISORS 
	Carl Waldrop

Occupational Safety and

Health Section
(202) 646-3588
	29 CFR 1960

FEMA Manual 6900.3
	Required for any FEMA employee (PFT, CORE, or

Stafford Act) and those employees who have not attended an orientation including all new employees when they start work.  Separate sessions will be provided by category of audience (senior level management, supervisor/manager, and non-supervisory employees.)  Training is required once during employment with the Agency.  (4 hours, classroom setting.)
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	SAFETY, HEALTH AND SECURITY (Cont)
	
	
	

	PERMIT REQUIRED CONFINED SPACE ENTRY
	Carl Waldrop

Occupational Safety and

Health Section
(202) 646-3588
	29 CFR 1910.146
	Required for any FEMA  employee (PFT, CORE, or

Stafford Act Employee)  who will be required to enter confined spaces as part of their employee duties.  Training should be completed within 6 months of employment or assigned duty then annually thereafter.  Prior to training, a site-specific Permit Confined Space Entry Plan must be developed.



	RESPIRATORY PROTECTION  

	Judy Reilly

Occupational Safety and

Health Section
(202) 646-7062
	29 CFR 1910.134
	Required for any FEMA employee (PFT, CORE, or

Stafford Act Employee)  who will need to wear respiratory protective equipment as part of their employee duties; e.g., employees who are exposed to toxic chemicals, dust, asbestos, some infectious micro-organisms, etc.  Training should be completed within six months of employment or assigned duty then annually thereafter.  Prior to training, a site-specific Respiratory Protection plan must be developed.

	RESPIRATORY PROTECTION PROGRAM ADMINISTRATOR


	Judy Reilly

Occupational Safety and

Health Section
(202) 646-7062
	29 CFR 1910.134
	Required for all Agency employees who will be designated as Respiratory Program Administrators by the HQ Occupational Safety and Health Section.

	SAFETY COMMITTEE MEMBER TRAINING  

	Carl Waldrop

Occupational Safety and

Health Section

(202) 646-3588
	29 CFR 1960

FEMA Manual 6900.3
	Required of any FEMA employee (PFT, CORE or

Stafford Act Employee) who serves as a Safety Committee member.  These individuals must have some knowledge of safety hazards and OSHA regulations to be able to represent their fellow employees and facility in an effective manner.  This training will provide basic information to allow them to perform as a Safety Committee member.  Employees should receive training within six months of assigned additional duty or when offered by the Safety Office.  (40 hours depending on the mission requirement at the particular facility).
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	SAFETY, HEALTH AND SECURITY (Cont):
	
	
	

	SECURITY EDUCATION AND 

  TRAINING PROGRAM


	Mary Getter, Personnel and

 Information Security

(202) 646-3100
	EO 12958 (As Amended), Classified National Security Information
	Required annually for any FEMA employee (PFT, CORE, or Stafford Act Employee) possessing a “Top Secret” clearance.  New employees are given a briefing when they receive their clearances that would cover the requirement until the scheduled briefing is done.  (One hour.)
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	GENERAL COUNSEL:
	
	
	

	Ethics Orientation
	Robert Coyle, Office of General

  Counsel

(202) 646-4025
	5 CFR, Part 2635,

Subpart G (Office of Government Ethics) and 2635.704 and 2535.705
	Required for all Agency employees (PFT, CORE or

Stafford Act Employees).  Training should be completed within 30 days of joining FEMA.  In addition, anyone who files a financial disclosure form is required to receive training each year.  Those who file a Public Financial Disclosure Form (SF-278) (Presidential Appointees and employees appointed in the SES or a position in Schedule C of the Excepted Service of the General Schedule) are required to receive “live” training every year.  Those filing a Confidential Financial Disclosure (OGE 450) (employees in any pay system serving in designated positions are required to receive “live” training not less frequently than one every three years beginning with 1997.  In the years in between, they are required to be given one hour of official time to review written ethics materials.  Ethics training will be available to all FEMA employees annually either through regular training classes, brown bag lunches where ethics is discussed, or computer programs, and email fact sheets on ethics topics.  Supervisors are encouraged to monitor their employees who are required to receive ethics training to ensure that they meet their requirements.
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