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CHAPTER 400 - INVESTIGATIONS

(400)-100     Special Agent Training and Professional Development

[bookmark: Overview]100.1   Overview.
Special Agents (SAs) must possess the knowledge and skills required to perform investigative activities.  The Office of Investigations (OI) utilizes its own Training Academy, the Federal Law Enforcement Training Center (FLETC), and other venues to provide a wide range of formal and informal training as well as professional development opportunities to SAs.  OI’s training program meets the training guidelines established by the Council of Inspectors General on Integrity and Efficiency (CIGIE).

This section describes the following training programs and activities:

· TIGTA Training Academy
· Core Training Programs
· On-the-Job Instructor 
· On-the-Job Training Program
· Advanced Training
· Out-service Training
· Continuing Professional Education
· Leadership Development Program
· Instructor Cadre Program
· Self-Development Activities
· Individual Development Plan
· Training Requests
· Instructor Details to the Federal Law Enforcement Training Center

Additional information related to TIGTA training not specific to OI is contained in Chapter 600, Section 70.19 of the TIGTA Operations Manual.

100.1.1   Acronym Table. 

[bookmark: TIGTATrainingAcademy]100.2   TIGTA Training Academy.
The TIGTA Training Academy staff consists of an Assistant Special Agent in Charge (ASAC), two SAs who serve as course developers, a program analyst who serves as the accreditation manager, and a training analyst.

The TIGTA Training Academy offers four training programs.  The SA Basic Training (SABT) program is attended by all non-supervisory SAs, usually during an SA's first year of employment with TIGTA.  The SA Advanced Training Program (SAATP) is attended by all non-supervisory SAs every three years.  The Assistant Special Agent in Charge In-service Training (AIT) is attended by all ASACs.  The On-the-Job Instructor (OJI) Training Program (OJITP) is attended by SAs who are on-the-job instructors (OJIs) for newly-hired SAs.  

100.2.1   Accreditation.   The TIGTA Training Academy is accredited by the Federal Law Enforcement Training Accreditation (FLETA) Board.  Additionally, SABT and SAATP are also accredited by FLETA.  The accreditation of a Federal law enforcement academy or program provides assurance to the citizens it serves that it voluntarily submitted to a process of self-regulation and successfully achieved compliance with a set of standards collectively established within a professional community of its peers which demonstrate adherence to quality, effectiveness, and integrity.

100.2.2   Integrated Talent Management System.   OI utilizes the Integrated Talent Management System (ITMS) to manage employees’ professional development.  Mandatory and elective professional development training courses are assigned to OI employees and their completion recorded in ITMS.  ITMS serves as a tool to assist employees and supervisors with identifying and managing personal career goals, viewing training history, generating training assessment reports, accessing and completing web-based personal development courses through the Skillsoft catalog, and initiating and tracking all requests for external training.  

[bookmark: CoreTrainingPrograms]100.3   Core Training Programs.   
OI has identified four training courses that are essential to the long-term success of every SA and ASAC.  Core training includes FLETC’s Criminal Investigator Training Program (CITP), SABT, SAATP, and AIT.

100.3.1   Criminal Investigator Training Program.   CITP is a formal training program administered through FLETC in Glynco, Georgia, and provides instruction in basic law enforcement concepts, skills, and techniques using classroom instruction and hands-on practical exercises.

All newly-hired SAs must successfully complete CITP after being hired unless they have previously completed CITP or an equivalent training program.  CITP should be scheduled as soon as practical and, if possible, prior to attending SABT.  Additional details regarding CITP can be found at www.fletc.gov. 

100.3.2   Special Agent Basic Training.   SABT is a TIGTA-specific training program for new TIGTA SAs.  Emphasis is placed on conducting investigations unique to TIGTA.  
All non-supervisory SAs must successfully complete SABT.  For entry-level SAs, SABT must be scheduled as soon as practical after completing CITP.
100.3.3   Special Agent Advanced Training Program.   SAATP is a TIGTA-specific training program for experienced SAs that provides classroom instruction and hands-on training in advanced investigative concepts, skills, and techniques.  All non-supervisory SAs must successfully complete SAATP once every three years.
100.3.4   Assistant Special Agent in Charge In-service Training.   The AIT is a TIGTA-specific training program for ASACs that provides classroom instruction and hands-on training in advanced investigative concepts, skills, and techniques.  It is desirable that all ASACs successfully complete AIT once every three years.

[bookmark: OtherTrainingPrograms]100.4   On-the-Job Instructor Training Program.   
In addition to the required core training programs, the TIGTA Training Academy offers specialized training through the On-the-Job Instructor Training Program.  OJITP provides training to SAs who are OJIs for newly-hired SAs.  

100.4.1   Firearms, Agent Safety and Tactics Training.   The Technical and Firearms Support Division develops and oversees firearms, SA safety, and defensive tactics training.  See Section 130. 

[bookmark: OnTheJobTrainingProgram]100.5   On-the-Job Training Program.   
The On-the-Job training (OJT) program is a formal process designed to provide new SAs with one-on-one instruction and hands-on experience to develop their knowledge, skills, and techniques in various investigative and administrative matters.  All entry-level SAs or SAs new to OI must successfully complete the OJT program.
 
The OJT program is implemented locally by the Special Agent in Charge (SAC)/Director level, but program oversight is the responsibility of the ASAC-Training Team.  To assist with implementation of the OJT Program, OI utilizes the “TIGTA OI On-the-Job Instructor Training and Performance Evaluation Program” manual (alternatively referred to as the OJT Manual). 

OJT includes instruction related to the following:
 
· Organization, history, and mission of the Internal Revenue Service (IRS) and TIGTA; 
· Agency-specific administrative matters;
· Division and group-level procedures; and
· Investigative techniques. 

100.5.1   On-the-Job Training Program Phases.   There are three formalized phases to the OJT program.  

Phase I consists of New Employee Orientation and is available on the TIGTA Intranet.  The training provides new SAs with fundamental information related to TIGTA’s organization, roles, and responsibilities; it also provides an overview of TIGTA-wide policies, procedures, and programs.  See Chapter 600, Section 70.26 of the TIGTA Operations Manual for additional information related to new employee orientation not specific to OI. 

Phase II is designed to develop the appropriate skills for new SAs related to: 

· Ethics and professional conduct;
· Criminal and constitutional laws;
· Interviewing, preparing forms, and writing reports; 
· Inputting and processing complaints and investigations in TIGTA’s Criminal Results Management System; 
· Investigative procedures and techniques; and 
· Officer safety. 

These skills are taught in CITP and SABT. 

Phase III is designed to give one-on-one instruction and evaluation to new SAs via OJT.  

100.5.2   On-the-Job Training Program Completion.   Phase I of OJT is completed within the first 30 days of a new SA’s hiring.  Phase II of OJT is the formal academic training at FLETC.  Phase III of OJT runs 36 weeks after the completion of SABT.  During Phase III, the trainees will be evaluated on 18 performance tasks by an OJI.  The OJI must complete an evaluation of at least one performance task bi-weekly.  After receiving an acceptable rating for all 18 performance tasks, trainees will be eligible to graduate from the TIGTA OJI Program. 

[bookmark: OJIProgramResponsibilities][bookmark: OntheJobInstructor]100.5.3   On-the-Job Training Program Responsibilities.   There are five members of the OJT team, each having distinct responsibilities. 

100.5.3.1   Assistant Special Agent in Charge-Training Team.   The ASAC-Training Team, provides functional oversight for the OJT program, ensuring that the program is effectively implemented and that program objectives are being met at the divisional level.

100.5.3.2   Special Agent in Charge/Director.   The trainee’s SAC/Director monitors his/her progress toward completion of all OJT program objectives, to include any divisional training requirements.

100.5.3.3   Assistant Special Agent in Charge/Assistant Director.   The trainee’s ASAC/Assistant Director (AD) routinely meets with the trainee and OJI to establish training priorities and to monitor progress toward the completion of program objectives.

100.5.3.4   On-the-Job Instructor.   Each OJI instructs, guides, and mentors the trainee on matters outlined in the OJT manual and provides feedback to both the trainee and ASAC regarding progress within the program. 

100.5.3.5   Trainee.   The trainee must become thoroughly familiar with the requirements and responsibilities set forth in the OJT manual and must remain open to feedback, constructive criticism, and suggestions for improvement from the ASAC and OJI(s).

[bookmark: AdvancedTraining]100. 6   Advanced Training.   
SAs participate in various training programs to enhance their individual skills and competencies.  Advanced training focuses on subject areas such as interviewing; evidence gathering and processing; advanced investigative techniques; firearms and defensive tactics; leadership; management; and other specialized topics.

TIGTA, IRS, FLETC, CIGIE and other Federal organizations conduct numerous advanced training programs.  Detailed descriptions and curriculum outlines for many of these courses are available from the ASAC-Training Team.  Attendance in advanced programs is based on mission needs, funding, and space availability.

[bookmark: OutServiceTraining]100.7   Out-service Training.   
Out-service training is used to satisfy a training need that cannot be met within the training programs offered by TIGTA, IRS, CIGIE or FLETC.  This includes training offered by other government agencies and private vendors.  The criteria for selecting an Out-service training vendor are:

· The training is job-related and enhances the attendee’s job performance;
· Comparable training is not available within TIGTA, IRS, CIGIE or FLETC, or is too costly and time-consuming to develop;
· The training meets the needs of the organization;
· The sole purpose of the training is not for obtaining a degree; and
· Funding is available.

Information regarding training requests is provided in Section 100.13.

[bookmark: ContinuingProgressionalEducation]100.8   Continuing Professional Education.   
OI endeavors to conduct continuing professional education (CPE) training annually, based upon funding availability.  The goal of CPEs is to provide OI personnel with relevant training to assist them with their professional careers.  As most divisions are spread out across the country, bringing together personnel from several posts of duty provides an opportunity to share knowledge and ideas in an environment free from the distractions of day-to-day business.  The training agenda for each CPE changes based upon the needs of the organization.  

[bookmark: ManagementDevelopmentProgram]100.9   Leadership Development Program.   
The Leadership Development Program (LDP) is a voluntary program for all OI personnel (GS-1811s and non-1811s) interested in professional development and fulfilling leadership roles.  The goals of the program are to promote individual professional development, develop candidates for future leadership positions, assist OI in organization succession planning, facilitate the transfer of organizational and cultural knowledge, and aid in staff retention.

100.9.1   Leadership Development Program Cadre Levels.   The LDP has two cadre levels.  The first is designed to identify working-level employees with a desire to become first-line supervisors or leaders.  The second cadre is for existing first-line supervisors who have a desire to become senior-level managers or leaders.

100.9.2   Leadership Development Program Cadre Member Qualifications and Selection Process.   OI employees interested in leadership positions are encouraged to continually discuss their career goals with their immediate supervisor.  OI will announce if it is seeking additional candidates for the LDP cadre on an as-needed basis. 

TIGTA fills management vacancies through the competitive process, so all interested personnel should apply for management vacancies as they occur.  Participation in the LDP does not guarantee selection but rather, it is one of the resources provided by OI for employees to develop, expand, and refine their leadership and managerial skills.

[bookmark: InstructorCadreProgram]100.10   Instructor Cadre Program.   
The Instructor Cadre Program (ICP) is designed to identify, train, and equip SAs and ASACs who have a desire to become instructors in the OI training program.  The goal of the ICP is to have qualified instructors within OI available to assist the TIGTA Training Academy in the delivery of agency training programs.   As an accredited training academy, all instructors must possess the appropriate certification.  

100.10.1   ICP Member Selection Process.   The application process for the ICP provides an efficient method for completion, submission, and review of the applications.  SAs and ASACs interested in becoming ICP members are encouraged to continually discuss their career goals with their immediate supervisor.  OI will solicit interested candidates for the ICP on an as-needed basis.

[bookmark: SelfDevelopmentalActivities]100.11   Self-Development Activities.   
Self-development activities can improve an employee's job skills and/or provide skills needed for future career goals.  Self-development activities include:

· In-service or Out-service training courses;
· Web-based learning offered through the ITMS Skillsoft Library;
· Correspondence courses;
· Temporary assignments to other offices, functions, or agencies;
· College courses; and
· Outside reading of professional books or journals to include web-based books and references from books 24x7 offered through ITMS. 

OI managers should support and encourage the pursuit of self-development activities and assignments.  Employees are encouraged to utilize an individual development plan (IDP) for directing and charting self-development activities.

[bookmark: IndividualDevelopmentPlan]100.12   Individual Development Plan.   
The IDP is a career plan for acquiring job-related skills and identifying specific skills needed to advance toward career goals.  While IDPs are not mandatory, employees are encouraged to keep current IDPs on file and to discuss their goals with their manager.  Managers should discuss with employees whether their goals are realistic, attainable, and compatible with organizational goals.  If appropriate, managers should offer suggestions of additional or alternative approaches to meeting the employees' goals and help develop a plan to enhance areas needing improvement.

100.12.1   Plan Approval.   IDPs are approved by the employees’ first-line supervisor.  

100.12.2   Plan Update.   IDPs should be reviewed periodically and updated to reflect any work situation changes.  See Chapter 600, Section 70.19 of the TIGTA Operations Manual for additional information related to IDPs.

[bookmark: TrainingRequests]100.13   Training Requests.   
OI utilizes two distinct processes for requesting training.  A formal request process is used for "In-service" training (Training Waitlist Request Form) and a formal training request process is used for obtaining "Out-service" training.

100.13.1   In-service Training Requests.   Training provided by TIGTA, IRS, and FLETC is considered to be "In-service."  Training at these facilities require the concurrence of the individual’s first-line supervisor (ASAC/AD) with approval from the second-line supervisor (SAC/Director), and final approval from their functional executive, (Deputy Assistant Inspector General for Investigations or Assistant Inspector General for Investigations (AIGI)).  Training seats in FLETC programs are filled via a waitlist process.  For an employee to be placed on a waitlist, the ASAC/AD for that agent needs to initiate the Training Waitlist Request Form (Training Waitlist Request Form) and route through their management chain for approval and submission to the Training Team.  

[bookmark: _GoBack]Upon approval via the (Training Waitlist Request Form), the ASAC-Training Team, in consultation with the requestor’s management, decide which OI personnel will attend a specific In-service training course.  The Training Team will track In-service training to maintain an accurate individual training record for the attendee.

100.13.2   Out-service Training Requests.   Employees who want to attend Out-service training must complete a "Request, Authorization, Agreement and Certification of Training" (Standard Form 182) using the “external training” option from the ITMS and provide it to his/her first-line and second-line supervisors for approval.   ITMS requires four levels of approvals for an external training request: 

1. ASAC/AD;
2. SAC/Director;
3. ASAC-Training; and 
4. Office Manager or purchase card holder (payer for training). 

Additional information related to TIGTA training not specific to OI is contained in Chapter 600, Section 70.19 of the TIGTA Operations Manual. 

[bookmark: InstructorDetailsToFLETC]100.14   Instructor Details to the Federal Law Enforcement Training Center.
FLETC, Glynco, Georgia, with satellite training facilities in Artesia, New Mexico, Charleston, South Carolina, and Cheltenham, Maryland maintains a staff of permanent instructors and agency-detailed personnel.  TIGTA participates in providing instructional support to the FLETC, either through funding or through detailing TIGTA personnel as instructors.  Details to FLETC as instructors are for three-year periods, with an optional one-year extension.  FLETC, OI management, and the detailed SA all must agree to the extension.

100.14.1   Recruitment of Agents for Instructor Details.   Recruitment is at the GS-13 level.  OI management, with the approval of the Director-FLETC, selects SAs.  SAs detailed to the FLETC remain employed by OI but are under the daily operational supervision of the FLETC.  Individuals selected for this position are generally the first TIGTA SAs encountered by students of other Federal law enforcement agencies who train at the FLETC.  For this reason, the highest possible standards must be maintained for this position.

100.14.2   Detail Termination Reassignment Commitment.   At the end of the detail to the FLETC, SAs selected for this detail may be reassigned, pending availability, to:

· Their original post of duty at current grade or with pay retention;
· A headquarters function at current grade; or
· Other assignment available upon the mutual agreement of the SA and OI management.

100.14.3   Memorandum of Commitment.   SAs selected for this detail receive a memorandum of commitment from their respective AIGI outlining their reassignment options.
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