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1.  REASON FOR ISSUE
a.  The Secretary of Veterans Affairs approved a June 1994 recommendation of the “BVA Select Panel on Productivity Improvement” that the BVA establish a training committee and develop instructional materials for the legal and medical education of its attorney staff.  BVA Directive 5410, “Training for Board of Veterans’ Appeals Professional Personnel,” establishes the committee and sets out related policy and responsibilities.  This handbook contains implementing procedures.

b.  This handbook is one of a new series of Board of Veterans’ Appeals (BVA or Board) publications issued under Department of Veterans Affairs (VA) directives management policies and procedures outlined in VA Directive 6330 and VA Handbook 6330.

2.  SUMMARY OF CONTENTS/MAJOR CHANGES:  See “Reason for Issue.”

3.  RESPONSIBLE OFFICE:  Office of Chief Counsel (01C), Board of Veterans’ Appeals.

4.  RELATED DIRECTIVE:  BVA Directive 5410, “Training for Board of Veterans’ Appeals Professional Personnel.”
5.  RESCISSION:  None
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1.  PURPOSE AND SCOPE:  This handbook sets out procedures implementing policy and responsibilities set out in BVA Directive 5410, “Training for Board of Veterans’ Appeals Professional Personnel.”

2.  DEFINITIONS:  See BVA Directive 5410, ¶ 5.
3.  TRAINING LECTURES

a.  Requirements.  The Professional Service Training Committee (Committee) will establish and announce training lecture attendance requirements for newly hired staff counsel and may also establish training requirements for other members of the professional legal staff.  In addition to requirements established by the Committee, Chief Members and Deputy Vice Chairmen may require that members of the professional staff under their supervision attend one or more lectures, at their discretion.  Members of the professional staff may attend non-required lectures on their own initiative, with the permission of their supervisor.  Requirements may be met by attending live lectures or viewing video-taped lectures.

b.  Procedures—Live Presentations.  The Committee’s Administrative Officer regularly posts information about upcoming training lectures in Board public areas.  Members of the professional legal staff are responsible for ensuring that they submit timely applications for all required lectures.  Members of the professional legal staff who wish to attend an upcoming lecture should submit a request to attend, identifying the date and title of the lecture, to their supervising Deputy Vice Chairman through their supervising Chief Member.  Deputy Vice Chairmen, or their designees, will furnish consolidated lists of persons approved for attendance to the Personnel Assistance Section not later than two days prior the date of the course.  Lists may be submitted by E-mail.

c.  Procedures—Video-Taped Presentations.  The video tapes, and equipment to play them, are available in the Board’s Research Center.  A list of subjects is available on-line in the “BVA Research Tools” area and a printed index is available at the Research Center’s reference desk.  Facilities are available for viewing by individuals or by small groups of not more than 6 persons.  Advance scheduling is unnecessary, but viewers should call the Research Center to make sure that space and equipment are available for the desired viewing time.  Viewing facilities are available from 7:15 a.m. to 5:30 p.m., Monday through Friday.
d.  Recording Time Distribution.  Authorized time spent viewing live or video-taped lectures will be recorded as “training” on the on-line counsel time distribution record.
e.  Recording Training.  See ¶ 6.
4.  RECOMMENDATIONS FOR MANAGEMENT TRAINING:  The Board periodically makes management training courses available to improve job performance of employees and/or to help develop the skills of employees with promotion potential for the future assumption of additional duties.  See MP-5, pt. I, ch. 410, ¶ 3a.  The Professional Service Training Committee (Committee) will invite the responsible officials identified in BVA Directive 5410, ¶ 3b, to nominate members of the professional legal staff to participate in management training courses as courses become available.  The invitation for nominations will include information about eligibility criteria and nomination procedures.  Chief Members assigned to Decision Teams or the Appellate Group should submit nominations through their supervising Deputy Vice Chairman, or his or her designee.  Other Board members assigned to Decision Teams or the Appellate Group should submit nominations through their supervising Chief Member and Deputy Vice Chairman.  The Deputy Vice Chairman, and Chief Member when applicable, should note concurrence or non-concurrence with the nomination.

5.  RECOMMENDING COUNSEL AND ASSOCIATE COUNSEL TO CONDUCT TRAINING LECTURES:  See BVA Directive 5410, ¶ 3b.  Each recommendation should include the name(s) of the Counsel, or Associate Counsel, recommended and the subject matter of the proposed lecture(s).  Self recommendations will be considered.  Submit recommendations to the Chairman, Professional Service Training Committee (011), on a Routing and Transmittal Slip (Optional Form 41).  Decision Team or Appellate Group employees should submit nominations through their supervisors and the Deputy Vice Chairman supervising the team or group, or his or her designee.  Each supervisor should note concurrence or non-concurrence with the nomination.

6.  RECORDS OF TRAINING

a.  Sign-in Sheets for Live Presentations.  Sign-in sheets to record attendance will be provided at all Board-sponsored training sessions.  All personnel receiving training should ensure that their names appear on these sheets, the official record of attendance.  Completed sheets will be retained by the Board’s Personnel Assistance Section for a period of 3 years and then disposed of in accordance with applicable directives.

b.  Video-Taped Lectures.  Individuals viewing tapes should complete the log, maintained in the Research Center, showing the date, name of the viewer, and title(s) of the tape(s) viewed.  The Research Center will forward log sheets for each month to the Board’s Personnel Assistance Section at the beginning of the following month.  Completed sheets will be retained by the Board’s Personnel Assistance Section for a period of 3 years and then disposed of in accordance with applicable directives.

c.  Individual Training Records.

(1)  Form.  The Committee has devised a computer spread-sheet based form for recording the completion of formal training provided to members of the professional legal staff.  The form is available on-line.

(2)  Maintenance of Form During Initial Trial Period.  Mentors will maintain the form for all newly hired staff counsel assigned to them for training and ensure that each formal training course or lecture completed by counsel during his or her initial trial employment period is recorded on the form.  Informal training, e.g., discussions with the mentor, will not be recorded on the form.  At the end of the initial trial period, the mentor will forward the form to his or her supervising Chief Member.  The Chief Member will review the form, certify its accuracy, provide a copy of the certified form to the staff counsel, and forward the original to the Board’s Personnel Assistance Section for filing.  Completed forms will be retained by the Board’s Personnel Assistance Section for a period of 3 years and then disposed of in accordance with applicable directives.

(3)  Maintenance and Review of Form Following Initial Trial Period.  See BVA Directive 5410.  After completion of their initial trial period of employment, each member of the professional legal staff is responsible for keeping his or her training record up-to-date, using the copy of the form furnished by the mentor.  Attach additional sheets as necessary.

(4)  Annual Review of Training.  Supervisors should request that each staff counsel present his or her training form for review at the time that the supervisor presents the employee with his or her annual performance appraisal.  The supervisor will review the form and ensure that the employee has kept it current, discuss training needs with the employee, and determine whether the employee should be recommended to the Committee for additional training.  See BVA Directive 5410, ¶ 3.  Training may be reviewed at more frequent intervals at the discretion of the supervising Chief Member.

d.  Certification of Completion of Training of Eight or More Hours. The Committee’s Administrative Officer will provide the Personnel Assistance Section with certification of the completion of all formal training of eight or more hours duration for filing in the trainee’s official personnel folder.  See MP-5, pt. I, ch. 410, ¶ 3b.

7.  INFORMATION FOR MENTORS:  Newly appointed mentors should contact the Executive Assistant to the Chairman for training guides and information.

8.  WHERE TO OBTAIN INFORMATION ABOUT TRAINING

a.  Staff Counsel Under Mentor Supervision.  Staff counsel being trained by a mentor should direct their training questions to the mentor.  

b.  Information About Training Lectures.  See ¶ 3.

c.  Other Training Information.  General information about training may be obtained from the Board’s Personnel Assistance Section.

9.  SUBMISSION OF SUGGESTIONS FOR PROFESSIONAL SERVICE TRAINING IMPROVEMENTS:  The Committee welcomes suggestions for training program improvements.  Submit suggestions to the Chairman, Professional Service Training Committee (011), by Routing and Transmittal Slip (Optional Form 41), or by written memoranda if more space is required.  Decision Team or Appellate Group employees should submit suggestions through their supervisor and through the applicable Deputy Vice Chairman, or his or her designee.  The supervisor and Deputy Vice Chairman, or designee, may add comments about the suggestion.

�PAGE \# "'Page: '#'�'"  �Page: 2���  Re ¶ 5a, records disposition procedures are now in MP-1, pt. II, ch. 1.  This hasn’t been updated since 1978.  Sue was able to determine that IRM is currently working on a replacement.  It is likely that the replacement will be issued as a new handbook and/or directive under the new system and MP-1, pt. II, ch. 1, will be rescinded.  Thus the vague “in accordance with applicable directives.”
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