Mandatory Training Requirements

New Employee Orientation: Training is IAW 5 CFR 410; U.S. Code Title 5, Chapter 41.

Newly hired, first time Federal employees.

Transfers/Reinstatements from Federal employment other than Army.

Rehired or reinstated former employees and transferees from other Army activities.

New Employee Orientation is given in three phases:

· In processing activity/exchange of information during initial induction of new  employees.      

· Orientation to job site and introduction to the work (Supervisor). 

· Formal, organized presentation of Army’s employment policies (CPAC).

Computer Security Awareness: Training is IAW Computer Security Act of 1987.
· Initial training for all new employees within 60 days of their appointment. 

· Continuing training will be provided whenever there is a significant change in the agency information, security environment, or procedures, or when an employee enters a new position which deals with sensitive information. 

· Refresher training shall be given as frequently as determined necessary by the agency, based on the sensitivity of the information that the employee uses or processes. 
Prevention of Sexual Harassment: IAW AR 600-20, Chapter 7. 
Army Memorandum, dated 25 Jun 2003, in compliance with IAW policy requires that all personnel will receive training in Prevention of Sexual Harassment.  The initial course should be augmented on an annual basis with refresher training on a biennial basis.
Subversion and Espionage Directed Against the Army: IAW AR 381-12.
All DA personnel will receive SAEDA training at least annually.  Qualified Counterintelligence (CI) personnel, to the maximum extent feasible, will conduct the training.

Alcohol and Drug Prevention (ADP) Training: IAW AR 600-85.
Civilian Personnel will be provided prevention education services (3 hours minimum) annually. 
Ethics:  IAW 5CFR 2638.  

Face to face ethics orientation training is required for all new DoD employees as needed. 

The following individuals require annual Ethics Training: 

· Employees appointed by the President.

· Employees employed within the Executive Office of the President.

· Employees required to file public financial disclosure report.

· Employees required to file non-public financial disclosure report.

· Contracting officers.

· Procurement officials.

· Other agency employees designated by the head of the agency or his/her designee based on a determination that such training is desirable in view of their particular official duties.

Note: Department of the Army Memorandum 09 April 2004 requires face to face annual Training of the Standards of Ethical Conduct to be conducted for all employees by General Counsel.


Equal Employment Opportunity (EEO): IAW AR 690-12. 
EEO training for new supervisors will be included in the Basic Supervisory Development Course.  Refresher training will be required whenever there is a substantial change in EEO policy.  

Anti-Terrorism Awareness:  IAW AR 525-13.
This is an annual requirement. Training is on-line at the following website: 

ANTI-TERRORISM.      
HIV/AIDS in the Workplace:  IAW AR 600-110.
This course is designed for all employees to dispel myths and provide current information about HIV/AIDS, with emphasis on appropriate actions and behaviors when encountering HIV/AIDS in the workplace.

