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A9. 160 UN VERSI TY EMPLOYEE TRAI NI NG
1. Purpose. To conply with the Governor's Executive Policy

dated July 18, 1963 in providing enpl oyees with
opportunities in career and skills devel opnent in accordance
with Title 14, Admnistrative Rules, Departnment of Personnel
Servi ces Section 10, Enpl oyee Devel opnent. Also to carry
out the applicable training provisions that were negoti at ed
in the respective collective bargai ni ng agreenents.

2. oj ective. To conply with established policies and
procedures for processing in-service and out-service
trai ning requests.

3. Applicability/ Responsibility. In-service and out-service
training requests for all full-tine University civil service
and BOR enpl oyees are required for attendance of training
sessi ons, regardl ess of sources of funding, except as
provided for in Admnistrative Procedure A8.851. (The
col | ective bargai ning agreenents and the Facul ty Handbook
for Manoa and H |l o Canpuses should be referred to as
appl i cabl e or as needed dependi ng upon the nature and
ci rcunstances of the training requests.)

Enpl oyees whose enpl oynent are | ess than half-tine and/or
who are enpl oyed for three nonths or less are not eligible
for these training activities. There should be reasonabl e
assurance that the know edge and/or skill acquired by the
enployee will remain available to the University for a
period of tine.

4. Definitions.

a. I n-Service Training: Training provided for enpl oyees
in areas directly related to their jobs so as to
i ncrease effectiveness, know edge, proficiency, skil
and qualification or to prepare themfor future
assignnents, using resources and facilities within the
jurisdiction of the State governnent.

b. Qut-Service Training. Training provided enpl oyees as



5. Pr ocedur es.

a.
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nmentioned in the definition for in-service training,
but using resources and/or facilities outside the
jurisdiction of the State governnent.

Ceneral | nformation:

1)

2)

Trai ning expenditure or cost that arises should be
processed in accordance with Admnistrative
Procedures A8. 861.

Canpus personnel offices shall be responsible for
mai nt enance of a course description file for DPS
nont hl y schedul ed trai ni ng.

| n-Servi ce Trai ni ng:

1)

2)

Registration for all "DPS in-service" type of
trai ni ng nust be acconplished through proper

subm ssion of appropriate forns within 15 working
days prior to the starting date of the course.
See Attachnment 1 for conplete instructions.

"University in-house" training which does not
entail a cost except for travel purposes, i.e.
travel fare, per diem to attend a workshop in
Honol ul u from the nei ghbor islands, does not
require a DPS registration to be submtted.
Transaction of these "in-house" training shoul d be
processed through procedures found in

Adm ni strative Procedures AS3.861.

Qut - Servi ce Trai ni ng:

1)

To attend any out-service training course, a
conpl eted Qut-Service Request (CSTR) nust be
submtted along with attachnents providing

i nformation such as course description and
schedul e of events and sessions, no later than 20
wor ki ng days prior to the starting date of the
training. In the event the 20 worki ng days
suspense date cannot be net, a witten
justification stating the circunstances which
prevent the tinely subm ssion of the request nust
be attached to the formbefore further processing
will occur. Refer to Attachnent 2 for conplete

i nstructions.
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Exception: Persons on extramural funds
adm ni stered by the University need not followthe
above nenti oned out-service procedures if no
registration fee or tuition is required. The
transacti on shoul d be processed in accordance with
Adm ni strative Procedures AS8.861.

d. Departnental Sponsored Training: |f a college/division
pl ans to sponsor an in-service or out-service training
programand State funds are to be expended, the
coordi nator shoul d seek techni cal advice fromthe
Uni versity Personnel O fice, Enployee Relations
Section. Refer to Attachnment 2 for details.

6. Availability of Forms. Using agencies may reproduce the
forns as needed of obtain themfromthe University Personnel
O fice, enployee Relation Section.

Att achment s:
1. I n-Service Training Instruction and Forns

2. Qut-Service Training Instruction and Forns

3. Maps
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Attachnent 1

| NSTRUCTI ONS

I N-SERVI CE TRAI NI NG FCRVB

In-service training: Training provided enpl oyees in areas directly related to
their jobs so as to increase their effectiveness, know edge, proficiency,
skill and qualification or to prepare themfor future assignments, using
resources and facilities within the jurisdiction of the State government.

1. Training activities (see DPS nonthly training schedul e) sponsored
by DPS require registration through the appropriate registration
forms as descri bed bel ow

DPS monthly training classes: Registration is through DPS
Form 410, "Registration/lnvoi ce Form' unless ot herwi se
speci fi ed.

Driver |nprovement Program Because specific
information is required, registration nust be on
Driver |nprovement Programregistration/attendance
form Programfor enpl oyees, who in the course of
their enployment are required to operate heavy trucks
(over 10,000 | bs.) Buses, tractors, etc.

Pre-Retirenent and New Enpl oyee Oientations:

Regi stration will be accepted only on the specified
forms. Listing coordi nated at canpus personne

of fices and submtted via canpus personnel office to
the University Personnel Ofice.

G her Training Activities: Registration Procedure varies on
t hese special training courses; nmay also call in nomnations
for H MAG cour ses.

H MAG courses: For managerial positions--executive
sem nars designed to inprove managerment and anal yses
of public prograns. (Limted enrollnent) Brown bag
sem nars are conducted periodically and enrollment is
usual Iy unlimted.

University In-House Training: These activities are
handled internally if they do not entail a cost. |If
cost entails only per diem travel, mleage, hote
acconmodati ons so that nei ghbor island personnel may
al so take advantage of these in-house training
courses, reinbursement shoul d be processed through
Adm ni strative Procedure A8.861. |If training entails
a cost for registration, materials, consultant's fee,
an out-service training request is required.

2. Information on training forms should be typed and subnmitted as
fol | ows:

Oiginal and 3 copies to University Personnel Ofice.
Pl ease review-all appropriate information nust be included
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and document signed by participant's supervisor

Participant's names should be listed in order of priority.
Awaiting list will be established on a first-come, first
served basi s.

Forms must be at University Personnel Ofice at |east
fifteen (15) working days prior to the starting date of the
course. Forns received late will be honored only if there
is space avail abl e.

Payment: Upon recei pt of the approved copy signed by DPS
departments are to process payment as payment is usually
requi red before attendance. DPS does not accept purchase
orders. Paynent nust be by check. Personal checks are
accepted. For paynent procedures, See Administrative
Procedure A8. 861.

Parking: |If participant requires a parking pass, this nust
be designated on the registration form Participants
requesting parking passes should report to class fifteen

m nutes before class to obtain pass.

Cancel lations: |f registered candidate(s) are unable to
attend, please notify the University Personnel Ofice
948-8893 at |east (5) working days prior to the training
program |If there is a cost to the program departnents
wi Il charged the actual cost of the programfor late
cancel | ati ons and “no shows.”

Candi dat es who have not received confirmation within (3) days of
the date of training session requested should contact their
supervisor as to the status of their attendances.
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OPS Form 410 DEPARTMENT OF PERSONNEL SERVICES
Registration/Invoice Form Az TNCLITE \
SELY~ADDRESSED
CODURSE TITLE: | mrveLore
Department University of Hawaii Program Date
INSTRUCTIONS Session
1, Emch depazrtment should submit 4 copies at least 1S5 working days prior to program
i. HNames are to be submittad on separate registration for each session
3. Names should be in order of priority
4. Typa in apuropriate information
S5. 1If confirmation is not received within 3 days of session, call $948.8893
§. If thers is a cost to ths program, departments will be charged the actual
comt of the program for lates cancellations and *no shows*
Parking Name UPS
Pass Last, First Title Division BU | Use
? 1 (3
|
2.
3I
4,
5, 1
5,
8-
9.
Signature of Requesting Authority Cate
{Participant’'s Suparvisor)
Contact Perscn {Type Name) Phond 31dg. .

Signatura for Unive ity Cate Srone  948-8893  Am. Bach 121
—mrsonm Gf+ ‘cei —

FOR DPS USE ONLY --

INVOICE
ors
Iavoice Mo, Your P.0. No.
Description T Unit Cost Total Cost
Certification as an eoriginal DPS Invoice
Date

1980



Session:
NDate:

Registration/Attendance Form

Instructions: 1)
2)

STATE OF HAWAII
Driver Improvement Program

A9.160

PLEASE INCLUDE

SELF«ADDRESSED

ENVELOPE
Department of: University of Hawaii
Division: BLDG,

Submit 4 completed (typed) copies.
A1l jtems (except FOR OPS USE column) must be completed.
MANDATORY .

Wage
(Daily)
Last

NAME

First

Lic.
Coda

1-4

FOR DPS USE ONLY Parking
5-8  P.T-A R.T. | B.U. |P3SS

Signature of Requesting Authority
(Participant's Supervisor)

Contact Persor {Type name)

Siynature for University

Date

Phone

Date

(To be completed by UH Personne) Office)

Signature for DPS:

81dg. R,

Phone _ 948-8893 Rm. Bach 113

Note: DIP program for employees who in course of their employment are required to operate heavy trucks (ever 10,008 1bs.)

buses, school buses or tractor semi-trailer combinations.

1982
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DEPARTMENT CF PERSCNNEL SERVICES

. L R
Employee Services Division T —— !
; SELF-ADDRESSED |

| INVELOPE

PRE-RETIREMENT CRIENTATICN

UNIVERSITY OF HAWAIT - QFFICE: Program Date
LOCATION:

INSTRUCTIQNS: Submit via Campus Personnel Office
. Complete and submit 4 copies of this form by
Type in employee's job title, age and years of service.
Check the left coiumn 1f tne participant needs 3 parking pass
In the event that the number of employees registering exceeds the
maximum number for the sassion, priority will be given based on age and years of service.

L = PHRE AN S
e e

Parking i Name st"‘f], Years of DPS
No, af |
Pass | Last Pirse Job Title vears  BU | Age |Service |yge
i
1
! }
i
!
i
] ) }
: )
1
i
i .
i
*The above employwe(s) s [are) saricusly contemiating retirsment
L nithin cne next three %o five vears. State number of years contemniating recirsmant_ |
Signature of Requesting Autharity Date
(Participant’s Sugervisor)
act Person (Type Name} frone 81dg. m.
Signature for University Date Phone  348-4893 Am, 3aen. 113
(Personnel Offica!)
Zamm. ol..  submit via Peqgy Hong's Odfice (Dole Jzraew)
THe fuomLt sia Tarl Jshidima's 2f£ice (Hawalri L1}
Acm. autmit o Personnel Office Jachman .11

rog k4 submic o Parsonnel Office (Bachman 1]}
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Attachnent 2

| NSTRUCTI ONS

QUT- SERVI CE TRAI Nl NG REQUESTS ( CSTR)

Qut-Service Training: Training provided enployees in areas directly rel ated
to their jobs so as to increase their effectiveness, know edge, proficiency,
skill and qualification or to prepare themfor future assignment, using
resources and facilities outside the jurisdiction of the State governnent.

1. Bef ore generating the Qut-Service Training Request form (CSTR),
the foll owi ng shoul d be established:

that there are no resources within the University or State
whi ch can provide conparabl e training at no cost or nornal
cost.

that there is reasonabl e assurance that the know edge and/ or
skill to be acquired by the individual will renain avail able
for a period which would justify the expenditure and/ or
investment in the enployee's time. Enpl oyees whose

enpl oyment are less than half-time and/or who are enpl oyed
three nonths or less are not eligible.

that the training will primarily benefit the State through
i nproving the enpl oyee' s performance of his/her official
duties and not for personal gain, e.g. towards a degree.

that an GSTR is conpleted for those "in-service" training
which may entail a cost and the participant is charged a fee
for attendance.

that an GSTRis not required for informational neetings,
presentation of papers, receiving of awards or activities
not consi dered as training.

2. CSTR forns are to be submtted as fol |l ows:

Subnit original and 3 copies. For CETA participants,
departments are to submt original and 4 copies on a
separate GSTR form These shoul d be subnitted as soon as
possi ble, but no later than 20 worki ng days before training
or travel to the training site. |In the event that the
suspense date cannot be net, two copies of the witten
justification nmust be attached to the request prior to
sending it to the University Personnel Ofice, stating the
ci rcunst ances which prevented the tinely subm ssion.

Al OSTRs should include a detail ed breakdown of the
training and rel ated costs such as per diem air fare,
ground transportation, etc.

Oly one copy of supporting naterials, e.g. agenda, program
information, itinerary of trainee(s) is required.

Al requests for State reinbursenent for neals, excursions,
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field trips, sightseeing tours, boat trips, car rentals and
ot her such cost nust be justified in witing (two copies)
and attached to the OSTR  The general policy is that
payrment for meals and other cost shoul d not be allowed but
exceptions nay be made based upon justification. In those
cases where the paynent of meals will not be allowed and
the cost of the nmeal is not specified, DAGS allowances for
meal will be subtracted fromthe appropriate category in the
C5TR Were the cost of the meal is stated, this anount

wi ||l be subtracted.

Al OBTRs shoul d be signed by the departnent head or his/her
designated representative; this authorizes granting of

rel ease tine and confirmng that funds are available for

t rai ni ng.

Departmental Sponsored Training: |f a departnent intends to
sponsor an in-service or out-service training program and
government funds will be expended, the coordi nator shoul d request
techni cal advice fromthe University Personnel Ofice, Enployee
Rel ations Section. Contact should be made as soon as possi ble, no
later than three nonths before training i s announced.

To stream ine the processing procedure, please review Part | of
the OSTR and be certain that the information is typed and that
each item has been conpl et ed.

The Department of Personnel Services will evaluate each GSTR and
is the final authority for approving/di sapprovi ng C5TRs.

ANY ATTENDANCE AT A TRAI N NG PROGRAM WH CH HAS NOT BEEN APPROVED
WLL BE DONE AT THE R SK CF THE EMPLOYEE.



AS . leC

PLEASE INCLUTC
SELY-ADCRESSZT
DOrELOPY

REQUEST FCR APPROVAL OF CUT=SERVICE TRAINING
Departrment:  UNIVERSITY OF HAMAT]

-C -hc“ ol Iy
gE CoMrFil’ P submit 4 coptes
T.{a)Name ot Training Sgonsor (N} Wnere Training will ba givan 2.Aceraditad Training

(namm of sita, ci0y 4nd LTate)
Clyes oo
3.T1tTe of Course
¢.Length ar (ourse (hrs.) 5. No. of Hours of Training 5. Date Training Scheduled
on Government Time to Bagin
- End
7. Trainess - List may he attache
Name : Position Title B.U. |  College/Department

B. Cost tn Department - Note if cost of training to be Federal Funded

: | Progran Cost Pere31em Air Ground List and justify other rotal
toam {registraticn, based cn ! _ roamco ) y Ot
! “uition, etc., Days Transpartation Lt e o | EXDenses {4 copies)
I
rer |
Trainee|
Total ! i
9 Courte Content: Atiach one ¢opy of courte descriotion, registration informetion and itinerary of trainee(s).
' Note: Use Dack of form or sanarate sheet {f further sxplanarion nf antries is necessary

10. state reason(s) why 1t is eusential for trﬂm-(s) to participate in the above program.

$igrature of Requasting Authority Cots

{Participant's Sypervisor)

Cantact Person (Type Hama) Phona 81ds. .

$ianatury for University Data Pone 2o tadi . Bm. Bach LUl
(Persornel Jffica’

PART i1 TO BE COMPLETED BY THE DEPARTMENT OF PERSONNEL SERVILES

3 This request {s hereby approved faor person(s). Date
Disapproved 1 Approved with changes

lumllll‘nts b

ror the. Director ‘
Department of Personnel Services
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