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Mandatory training is required for all official (typically coded 2 and 4) National Institutes of Health (NIH) supervisors with less than 1 year of supervisory experience in accordance with the NIH guidance: “NIH Guidance for Management Mandatory Training for NIH Supervisors”. This NIH guidance is in response to the Office of Personnel Managements (OPM) amendment to regulation 5 Code of Federal Regulations (CFR) parts 410 and 412 and the Department of Health and Human Services (HHS) policy. The NIH guidance can be found at http://trainingcenter.nih.gov/mandatory_supervisory_training.html.  Extensions beyond the first year of becoming a new supervisor may be granted in rare or infrequent occurrences, on a case-by-case basis at the discretion of the Institute/Center (IC) Executive Officer (EO).

In order to request an extension, please fill out and return the extension form with all supporting documentation to your EO (through your supervisor) within 60 calendar days of the one year anniversary of becoming a supervisor at the NIH.
Extensions may be granted in the event of extenuating circumstances, preventing the individual from fulfilling the mandatory training requirement for new supervisors.  An extenuating circumstance is defined as:
· An event that is unforeseeable, where prior knowledge cannot be attained.

· An event that is unpreventable, where it is not in the power of the individual to avoid such an event.

· An event that is expected to have a significant impact on job performance.

Examples of such events may include a serious personal illness (not a permanent medical condition), pregnancy, or other situations that require a significant amount of time away from the individual’s job during the first year of becoming a supervisor at the NIH. 
The amount of time beyond the initial year will be determined and agreed upon by you and your supervisor, and must not exceed 120 days.  All extensions must be in writing and specify a deadline by which the training shall be completed.
Supporting documentation must show the reason(s) for not being able to complete the required training within a year and prove that the situation was unforeseeable, unpreventable, had a significant impact on job performance, and/or was a rare occurrence.  Examples of acceptable documentation may include a letter from the individual’s physician or from another individual who can attest to the extenuating circumstance.

In order to protect the confidentiality of the applicant, only your supervisor and EO (or their designee) will review the completed extension request form and accompanying documentation. The EO (or designee) will forward only the signature page to the IC Mandatory Training Coordinator. 
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1.  Indicate the extenuating circumstance that has prevented you from completing the mandatory training requirements for new supervisors.
2.  Describe the efforts that you have made in the past 12 months to complete this training.
3.  Please check off (from the list below) which training content areas you’ve completed and describe your plans to complete the remaining required content areas.
OPM Required Training Content Areas (5 CFR Parts 410 and 412)

· Improve employee performance and productivity

· Identify and assist poor performers

· Mentor and coach employees

· Conduct performance appraisals
In addition, the HHS Required Training Content Areas are:
· HR Staffing

· Hiring Process

· Hiring Strategies

· Hiring Authorities

· Hiring Flexibilities

· Promotions

· Performance Management and Appraisal Plan (PMAP)

· PMAP Policy 

· PMAP Plan Development

· Mid-Year Review Process

· Annual Rating Process

· Performance Management

· Setting Performance Expectations

· Monitoring Performance

· Diagnosing Performance Problems

· Providing Performance Feedback

· Mentoring for Performance

· Recognizing Positive Performance Outcomes

· Employee Viewpoint Survey Input (addressing specific employee feedback)

· Employee and Labor Relations

· Prohibited Personnel Practices

· Merit Systems Principles

· Master Labor Agreements (Collective Bargaining Agreements)

· Performance Improvement Plan

· Disciplinary Options

· Leave Administration

· Enterprise Systems

· Work Life Quality
4.  How much time beyond the allotted 12 months are you requesting in order to fulfill your supervisory training requirements?
3 months

6 months

9 months

12 months

Please read and sign below:
I am officially requesting an extension to complete the Mandatory Training for NIH Supervisors. I acknowledge that extensions are granted in rare or infrequent occurrences are granted at the discretion of the IC Executive Officer, and that the decision is final.  I agree to supply any additional documentation the Executive Officer requests within 72 business hours of receiving the request, unless the Executive Officer indicates otherwise.  

I certify that the information provided in the extension form and attachments is true and accurate.   

	Employee Name: (please print)
	

	Date:
	

	Signature:
	


	Supervisor Name: (please print)
	

	Date:
	

	Signature:
	


I  FORMCHECKBOX 
approve/  FORMCHECKBOX 
deny the extension.
	Executive Officer Name:

(please print)
	

	Date:
	

	Signature:
	


Please forward a copy of this signed page to the IC Mandatory Training Coordinator.
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