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Cross References: 

Subject:    HUD VIRTUAL UNIVERSITY

Background

The policy of the Department of Housing and Urban Development (HUD) is to train and develop its workforce and to support continuous learning.  Through e-learning/e-training, the HUD Virtual University (HVU) will provide over 2000 courses to HUD staff at no charge to them or their organizations.   HUD employees are able to access HVU at any time through any computer with access to the Internet.  The HVU is not available to contractors.

While technology-based training is not intended to replace instructor-led training, it does provide learning on demand and allows employees access to training, with supervisors’ approval, when and where they choose.  In addition, HVU can provide a variety of performance support tools, such as job aids, search capability, individual development plans, self-assessment, and on-line mentoring.  Academic credit is available for some HVU courses.

TRAINING APPROVAL PROCESS 
Employees must obtain their supervisors’ approval for training prior to accessing HVU course(s) during work hours.  This approval ensures that employees’ training activities during work hours are based on individual and organizational training needs, and that the training is documented and performed during a time that will not disrupt priority work assignments.  Supervisors’ approval shall be documented on a completed   Request and Authorization of HVU Training Form and maintained by employees.  Remember, if you would like to have the HVU courses recorded in your training history in the Training Records and Action Inventory (TRAI), please forward a copy of the Request and Authorization of HVU Training Form to 451 7th Street, SW, Room 2180, Washington, DC, 20410, or fax it to HTA at (202) 708-2308.  

RESPONSIBILITIES

HUD Training Academy (HTA) 
The HUD Training Academy (HTA) is responsible for generating and monitoring policies, guidance, and the overall implementation of the HVU.  The HTA will monitor and maintain reports on the utilization of HVU.  HTA is responsible for evaluating and measuring the success of the HVU.

HVU Manager
The HVU Manager, located in the HUD Training Academy, and the point of contact for the HUD Virtual University, resolves problematic issues related to the HVU.  The Manager is also responsible for providing support, guidance, and overall management of the on-line training system.  This includes monitoring performance and usage, as well as responding to requests for HVU information submitted to HTA, including requests sent to the HVU Lotus Notes Mail Box. The HVU Manager will maintain HVU reports.

Responsibilities of Managers and Supervisors
Managers and Supervisors are responsible for: 

· assisting employees in identifying training needs and on-line training opportunities.  

· approving courses taken during work hours using the HVU Request and Authorization of On-Line Training Form.  

Approval by managers and supervisors is not required if courses are taken during non-duty work hours.

Responsibilities of HUD Employees

In addition to obtaining assistance from Managers and Supervisors, HUD employees participating in the HVU courses are also responsible for identifying, selecting and completing courses to obtain skills and knowledge to enhance current job performance or personal development.  In addition, employees may complete the Request and Authorization of HVU Training Form (see below), which documents approval by their supervisors when accessing on-line for courses taken during work hours.   To record training information in the Training Records and Action Inventory (TRAI), the Training Form must be forwarded to the HUD Training Academy (see guidance on the HVU Training Form).  

RECOMMENDED TRAINING HOURS 
The HTA recommends that managers provide employees up to eight hours per month for HVU training activities.  This recommendation is based on best practice criteria established by the Malcolm Baldridge National Quality Award, which recognizes companies for business excellence and quality achievement. 

Attachment:

Request and Authorization of HVU Training Form (.pdf)
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