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INTRODUCTION
This handbook is intended to be a guide and reference tool to assist managers, supervisors, and training coordinators in fulfilling their HRD duties and responsibilities.

The handbook was developed because regionalization of civilian personnel functions changed the structure of HRD roles and responsibilities.  A significant result is that managers and supervisors have been given a major role in the identification and implementation of training.  The installation commander has delegated training approval authority to managers and supervisors, and services provided by the CPAC training office have been reduced.

To assist in implementing change and to provide a common understanding and framework in which CPOCs, CPACs and managers will operate, the Department of the Army (DA) has provided a functional task list for human resource development.  It is the official designation of HRD responsibilities (see appendix A).

Clearly, managers and supervisors are faced with the challenge of maintaining a clear focus on mission success during times of budget reductions, new technology, reorganization, and change in the work environment.  Research by the National Academy of Public Administration has revealed that successful organizations consider human resource development to be a necessary investment and a critical management practice.

We have tried to answer many of the questions and address the issues which arise regarding training of civilian employees.  We have also identified detailed procedures related to requesting, approving, funding, and documenting training.  In that many of you are now processing the majority of your organization’s training documents internally, there is more need to provide this detailed information regarding the processes and procedures.

The Personnel Specialist in the Civilian Personnel Advisory Center (CPAC) will continue to assist you and your organization in administering your civilian training and development program and resolving issues or problems which arise.  Training Coordinators should provide administrative assistance to employees and supervisors to help process training actions.  They are not tasked with responsibility for interpretation of policy or law or resolution of issues related thereto.

The information and resources provided in this handbook will be helpful as you plan for workforce development.  Please contact the human resource development advisor for information and assistance regarding human resource development issues.

HRD LINKAGE TO INSTALLATION STRATEGIC PLAN

As the Maneuver Support Center (MANSCEN) evolves into the the 21st century, our soldiers and civilians knowledge and skills are an important determinant of our success.  Many of our jobs are high-tech.  Our shop mechanics need to understand computer hardware, software, on-board diagnostics, as well as all the old mechanical and electrical skills.  The leaders at Fort Leonard Wood realize that their employees need to continuously upgrade their knowledge and skills and make a commitment to lifelong learning in order to remain competitive.  Training is time consuming and expensive, but is crucial as we link our employees’ education to our key processes of training/teaching, writing, developing, and supporting.  A trained competent workforce is critical to Fort Leonard Wood’s Vision of becoming The World’s Leading Multi-Disciplined Training Center.   This is our shared vision or mental model that we use to keep learning and growing.

One of the products of the Human Resource Development Council is a Fort Leonard Wood Human Resource Development Guide.  This plan identifies those needed competencies and skills based upon the long-term goals of the installation.  The guide’s approach begins with Fort Leonard Wood’s vision and links back to our goals and objectives in the strategic plan.  The knowledge and skills identified are those that will help us meet our long-term goal of making Fort Leonard Wood the best community in which to work, live, and play.

We see employee education and training as one of the stones in our foundation for improving organizational performance.  We need to ensure that the human resource development needs identified are linked to our long-term goals and strategies. It is the intent of this guide to have each employee have a career development plan that identifies the education and training needed for potential future assignments.  

Our training needs will be derived from an analysis of Fort Leonard Wood’s goals.  The HRDC has accomplished the first step in identifying its core competencies.  The next step is to identify current employee skills and competencies.  The gap between the existing and needed skills, forms the foundation of our needs analysis.  

Our goal is to tailor training to individual and organization needs and not the one-size-fits-all approach.  We realize that this cannot be done without employee involvement.  We see training as team learning, whereas the combined intelligence of the team surpasses the intelligence of individuals.  As a team, employees grow more rapidly than they could by learning on their own.  We will avoid the situation where time and money is wasted on irrelevant training.  It is the intent of the development guide to ensure skills and knowledge learned in the classroom translates into changed behavior on the job.  This way, as Fort Leonard Wood evolves to MANSCEN, employee development will be linked to our vision of becoming The World’s Leading Multi-Disciplined Training Center.

TRAINING - "WHATS AND WHYS"

Definition of Training

Training is defined as the process of providing a planned and coordinated program, course, curriculum, subject or routine of instruction in scientific, professional, technical, administrative, or other fields which is specifically designed to improve individual and organizational performance and assist in achieving the agency's mission and performance goals.

Training begins with a need.  Training needs are performance requirements related to the knowledge, skills and abilities (KSAs) of the employee, such as:


Job Problem




New Skills


New Knowledge



New Mission


New Application



New Function


New Technology

Training Needs Assessment

Supervisors and managers at all levels assess the training needs of the individuals for which they are responsible.  The civilian training cycle includes consideration of organizational, occupational and individual training needs.

(  Organizational:  Determined/prescribed by law, Executive Orders (EO), federal 

    regulations, Department of Defense (DoD) policy, Headquarters Department of 

    the Army (HQDA) policy as well as Major Army Command (MACOM) and 

    installation-unique missions.  Organizational training needs determined at the 

    highest levels of organizations, e.g., Headquarters Department of the Army 

    (HQDA), generally are those with a long-term return on the training 

    investment.

(  Occupational:  Determined/prescribed by Functional Chief Representatives 

    (FCRs) and Personnel Proponents, and documented in completed Army 

    Civilian Training, Education, and Development System (ACTEDS) plans for 

    career programs and career fields.

(  Individual:  Identified by employees, supervisors and managers and includes

    training which is needed to effectively perform assigned or planned duties.  

    This type of training generally produces an immediate or short-term return on 

    the training investment.  See http://www.cpol.army.mil/permiss/710.html for 

    additional information on training needs assessments.

All employees are expected to be qualified to perform their assigned duties effectively. Training needs must be identified in terms of skills, knowledge, and abilities for a well-planned, productive training program.  Although the assessment of individual training 

needs is a continuous process, the performance appraisal is the primary means for determining employee training and development needs for effective performance.  This evaluation provides data needed to prepare Individual Development Plans (IDPs), the basis for scheduling training.  For complete information see http://www.cpol.army.mil/library/armyregs/ar690-400-410/c2sub2.html.

Training Priorities

The Personnel Management Information & Support System (PERMISS) provides the following definitions for training priorities.  A priority must be specified for all types of formal training.  Training that is not prioritized may not be conducted.  Criteria for determining the appropriate priority to assign training requests follows:

Priority I (mandatory):


Training that is typically a condition of employment must be successfully 

completed within a specified time period, and meets one or more of the following 

criteria:

(  Employee must have for acceptable performance

(  Training is essential for mission accomplishment

(  Training is mandated by higher authority (law or Department of Defense) or is 

    required for certification, health or safety reasons

(  Training is mandated by the Assistant Secretary of the Army (Manpower and 

    Reserve Affairs) as an ACTEDS leader development core course

(  Training is essential, functional intern training

Priority II (essential):


Training that should be successfully completed within a specified time period, but 

may be delayed if funding is not available, and should meet one or both of the 

following criteria:

(  Employee should have for maximum proficiency

(  Training improves the quality of mission accomplishment

Priority III (recommended):

This training should be funded after Priority I and II requirements and should 

meet one of both of the following:

(  Provides or enhances KSAs needed on the job

(  Leads to improvement of mission accomplishment

For additional information, see http://www.cpol.army.mil/permiss/705.html.

Review of Training Needs

Department of the Army (DA) policy is that training is given only to meet an existing or foreseeable need.  Therefore, all supervisors/managers will review the needs of their subordinates annually.  They will make this review during the performance appraisal period.  They will update the appraisal about 4 months before the fiscal year starts, if the initial review was done earlier.

Identified training needs will be recorded on each employee's IDP during the performance appraisal.  This record can serve as the annual inventory of training needs under locally developed procedures.  The inventory may be augmented by special needs and reported separately.  In addition, it will be used to prepare the activity's fiscal-year training plan and the command operating budget (COB).  If an employee does not need training, this will be noted on the performance appraisal.

TRAINING PLAN

Training Plan Development

Based upon the annual training needs assessment, managers/supervisors identify individual, organizational and activity training requirements and document the resources needed to support the training.

The CPAC Human Resource Development (HRD) advisor(s) analyze the consolidated installation training requirements that were derived from what managers/supervisors input during the training needs survey process.  The CPAC provides those consolidated requirements to the regional CPOC, where further analysis occurs and recommendations developed for the Regional and Installation Training Plans.

The CPOC performs the critical function of identifying that training that can most economically and efficiently be delivered on a regional basis, to include tentative determinations of appropriate training mode and sources (for information, see http://www.cpol.army.mil/permiss/73.html), costs, approximate time frames, and possible locations of training courses.

The products of this process are recommended Regional and Installation Training Plans, which are staffed with installation Commanders/CPACs.  Concurrence and commitment for specific regional courses and approval of installation training plans is then accomplished by the installation Commander.  Installation Commanders then transfer the resources necessary to support the regional training that will be managed by the CPOC and finalize installation training plans.  For additional information, see website http://www.cpol.army.mil/permiss/711.html.

Training Plan Execution

The Human Resource Development (HRD) advisor located at your servicing CPAC work closely with management and organization training coordinators to ensure that the installation and regional training plans are executed effectively.  These CPAC staff can also assist with preparation and submission of manual or automated training requests.

Whenever training cannot be accomplished as planned due to budgetary or other unforeseen constraints, the training may be rescheduled and prioritized for future accomplishment.  See http://www.cpol.army.mil/permiss/712.html for further information on training plan execution.

VRA Training Plans

A Veterans Readjustment Appointment (VRA) is a noncompetitive appointment of a veteran in the excepted service.  It leads to competitive status and career or career conditional tenure upon satisfactory completion of a two-year trial period and education and training.  Normally, a formal education and/or training plan is prepared before the employee is appointed - a combined effort between the first-line and the selected candidate.

If the veteran has less than 15 years of formal education, Army is required to provide a training program.  If the veteran has 15 or more, they may participate in training programs on the same basis but training is not required.  The training requirements identified in the plan are tailored to fit the requirements of the position, the needs of the candidate, as well as the needs of the supervisor.  Training can be on- or off-duty and can include any, or a combination of the following:

College education

Vo-Tech School

On-the-Job Training

Attendance at DoD, Army, or

Government sponsored training

The VRA employee serves a one-year trial period where performance and conduct are closely monitored. Upon successful completion of the two-year excepted service period, and with the supervisor's recommendation (requires submission of a PERSACTION), the employee in converted to the competitive service.  An additional year of service is then required before the employee makes career tenure.

It is the responsibility of supervisors and managers to utilize available resources to train, qualify and develop their employees and to submit personnel actions to convert the employee to competitive status.

MODEL VETERANS READJUSTMENT APPOINTMENT PLAN

1.  Name of employee:                                

2.  Position Title:

3.  Grade:

4.  Organization:

5.  Description of education/training plan (Target date(s) for completion):

6.  Contact CPAC Advisor for additional information about the VRA program.

7.  Educational and vocational counseling services are available to veterans readjustment appointees from the Veterans Administration.

NOTE:  Conversion to career or career-conditional appointment is subject to satisfactory completion of this education/training plan (including any mutually agreed to changes made to this plan) and satisfactory completion of required service.

____________________________________

___________________

Employee signature





Date

____________________________________

___________________

Supervisor's signature





Date

ROLES AND RESPONSIBILITIES OF SUPERVISORS/MANAGERS

Roles of Supervisors/Managers

Supervisors/managers are responsible for ensuring that the training needs of their organization and employees are identified and met.  To accomplish this goal, they must act as:

(  Subject Matter Experts (SMEs) – must determine what people need to know to 

    perform their job

(  Consultants – know when to consult CPAC staff or contractors

(  Assessors – assess needs of employees; initiate, review, or approve HRD 

    requests to meet needs

(  Mentors - Provide career counseling to employees; market career programs

(  Trainers - Provide coaching, performance feedback, and on-the-job training

(  Evaluators – Evaluate completed HRD activities for their effectiveness and 

    transfer to the workplace

Before deciding to delegate any of these roles, supervisors/managers should determine if there is a competent substitute, such as a work leader, senior worker, or training coordinator.  Act cautiously when delegating these roles.  Some of these duties could border on supervisory responsibilities, which you can't delegate.

Training Responsibilities

Specific training responsibilities of managers/supervisors include:


(  Being familiar with basic training regulations and laws.


(  Assessing individual and organizational training needs annually and reporting 

    those needs during appropriate assessment surveys.

(  Incorporating training needs into the organization's strategic plan.

(  Developing individual and organizational training plans.

(  Ensuring mandatory training requirements are met.

(  Budgeting and committing funds and/or other resources to meet identified 

    training needs.

(  Approving training requests (where authority has been delegated).

(  Counseling and mentoring employees on career development.

(  Reviewing long-term and leader development application packages and routing 

    to proper destination (MACOM, FCR, etc.).

(  Providing on-the-job orientation for employees new to the organization.

(  Assigning employees to training, education, and development with greatest 

    potential benefit to the mission and goals of the Component, and providing 

    opportunities to apply learning back on the job.

(  Supporting developmental activities in the workplace such as job rotations, 

    developmental assignments (see http://www.cpol.army.mil/permiss/702.html),

    on-the-job training (see http://www.cpol.army.mil/permiss/737.html), 

    apprenticeships, action learning, and others as appropriate.

(  Evaluating completed training.

(  Setting up and maintaining required training documentation/files that include 

    the following:

· Training plans for individual, occupational and organizational development.

· Training expenditures, including payments made for travel, tuition, fees, and other necessary training expenses.  (Hard copies and/or automated copies of DD Form 1556 with copies of non-Government training vendor brochures.)

· Training events and activities and individuals selected for training.

· Training of Presidential appointees, including name and position title of official, description of training, location, vendor, cost, duration, justification and application of training to term of office.

· Training for academic degrees, including names of employees assigned, nature and justification for the shortage determination, kind of training, field of study, nature of degree, continued service agreement, if required.

· Training for promotion, or for placement in another agency.

· Employees subject to continued service agreements.

· Awards, contributions, or payments made from a non-Government source, including recipient's name, the organization's name, the amount and nature of the contribution, award, or payment, the purpose for which it is to be used, and a copy of the authorization.

· Mobility agreements, including Intergovernmental Personnel Act (IPA) agreements.

· Evaluations of training.

· Copy of Delegation of Authority to Approve Training.

DELEGATED TRAINING AUTHORITY

Supervisors/managers have been delegated authority to perform Human Resource (HR) work previously carried out by CPAC HRD staff.  These delegations have been supported by the development and fielding of software, such as the Department of Defense system called TRAIN and the soon-to-be Modern System.  The delegation of training authority to supervisors/managers changes the duties and responsibilities of many HRD personnel.

The delegation of authority is given to supervisors/managers to approve short-term training (120 days or less) from non-government sources.  However, supervisors/

managers must receive training and certification regarding HRD rules and regulations.  Upon completion of the training, the supervisor/manager should receive a letter explaining his or her delegated training authority.  For additional information on training approval authority, see http://www.cpol.army.mil/permiss/7b.html.

The CPAC Delegation of Training Authority certification package is available at http://www.cpol.army.mil/scr/hrdd/supportmat/certpacket/cpacpacket.html.

Training Approval Checklist
  1.  All information in the request is correct and complete.

  2.  All employees are considered fairly and equitably for needed training, without discrimination because of race, religion, sex, national origin, age, ethnicity, marital, handicapped status or other factors unrelated to the training.

  3.  The employee has one year or more of current civilian federal service.  If the employee is temporary or has less than 1 year continuous service, I have investigated the circumstances and have determined that this training is short-term, low-cost training needed for performance of the employee's duties, and that the training may not be postponed without adverse mission impact.

  4.  The training is approved prior to the course start date.  Retroactive approval is not authorized.

  5.  The selected training is the most timely, economical training that effectively fulfills the identified training need.  The justification is appropriate and related to the mission of the organization.  This course will develop the employee's mission-related competence or support a planned career assignment.  This training is not requested to qualify the employee for a promotion to a higher level.

  6.  The availability of appropriate funds for this training has been certified by my budget officer or myself prior to start of training.

  7.  The authorization of premium pay or overtime status for training has been determined prior to the start of training.  (Consult with your CPAC prior to approving premium pay for training.)

  8.  Tuition, registration, and laboratory fees are the only direct costs which are authorized for academic courses.  Reimbursement for purchase of reference materials, items or equipment will be in accordance with CPAC policies.

  9.  A written continued service agreement has been signed for non-Government training that exceeds 80 hours.  The length of the continued service will be three times the length of the training.  A copy of the signed agreement is on file.

10.  This training is not a long-term, full-time training program (over 120 days).  Long-term training/educational opportunities are competitive and Headquarters DA administers these programs.

11.  This training is not approved solely to obtain an academic degree, license, or certification.

12.  This training will be conducted within CONUS unless HQDA approval has been received.  (This restriction does not apply to personnel permanently stationed outside CONUS attending training at/near worksite.)

13.  The employee meets the prerequisites for the training.

14.  Expenditures of Federal funds on training that is offensive to Federal employees and unnecessary in the execution of their official duties are prohibited.  It is not intended to prohibit training that is necessary for Federal workers to effectively complete their assigned duties.  Funds will not be expended for employee training that:


a.  Contains elements likely to induce high levels of emotional response or psychological stress in some participants.


b.  Does not require prior employee notification of the content and methods to be used in the training and written end-of-course evaluations.


c.  Contains any methods or content associated with religious or quasi-religious belief systems or "new age" belief systems.


d.  Is offensive to, or designed to change, participants' personal values or lifestyle outside the workplace.


e.  Includes content related to human immunodeficiency virus/acquired immune deficiency syndrome (HIV/AIDS) other than that necessary to make employees more aware of the medical ramifications of HIV/AIDS and the workplace rights of HIV-positive employees.

15.  I will verify that the employee completes the training.

16.  A hardcopy file (MARKS Number 690-400j) will be maintained on vendor information (course description, cost, schedule information).  (Vendor announcements/

brochures will meet this requirement.)

17.  Evaluations for completed training will be completed.

LEGAL AND REGULATORY GUIDANCE

The following is a general overview of the current rules and regulations pertaining to the training and development of civilian employees.  Supervisors/managers must be familiar with and consider each of these items prior to exercising their training approval authority.  Remember, questions can be referred to HRDD.

Approval for Training

Employees need approval for attending training PRIOR to the course start date.  Training requests received after employees are enrolled or have begun the training should be disapproved.  Employees enrolling in non-Government training without prior written approval may be held responsible for the total cost of the training.

Purpose of Training

Supervisors/managers are responsible for ensuring that training they approve is mission related.  A training occurrence meets the definition of "mission related" if it satisfies any of the following criteria:

(  Supports the organization's strategic plan.

(  Will improve an employee's current job performance.

(  Allows for expansion or enhancement of an employee's current job.

(  Enables an employee to perform needed duties outside their current job, but at the 

    same level of responsibility.

(  Designed to meet organizational needs in response to human resource plans, 

    downsizing, or restructuring and program changes.

Training requests that do not meet the criteria listed above may not be authorized.
Purchasing Guidelines

Training must be purchased in accordance with Federal Acquisition Regulation, Defense Acquisition Regulation and requirements of the servicing procurement office.  Training may be authorized and certified by managers provided the training is regularly scheduled, open to the public, and the price does not exceed that charged to other accepted students.  Effective October 1, 1998, all commercial civilian training up to and including $25,000 will be paid for using the government purchase card.  Training which costs $25,000 or less does not have to be submitted to a contracting officer.  Supervisors/managers must document and maintain records demonstrating that a competitive selection process was used for any training that exceeds $2,500.  Authorization and certification of training is done on the DD Form 1556, or its electronic equivalent.  Government purchase cards may be used to pay for approved training (see PERMISS at http://www.cpol.army.mil).

When arranging for commercial training, you should advise vendors that payments will be made using the government purchase card.  The purchase cards are VISA and Mastercard brands.  Any vendor with a VISA or Mastercard account will be able to accept purchase card payments.  Vendors without VISA or Mastercard accounts can contact their local bank or one of the two card issuing banks (U.S. Bank and CitiBank) to establish one.

Further information on funding and purchasing training is found at http://www.cpol.army.mil/permiss/7a.html.

Use of Year-End Money

Training and development expenses may be charged to the fiscal year appropriation in which the obligation is incurred regardless of the fact that the training may extend into the following fiscal year.

Consistent with this rule, the Comptroller General states that delivery of goods or performance of services in a fiscal year subsequent to the year in which a contract is executed does not preclude charging the earlier fiscal year appropriations with the full costs of goods or services.

Thus, when a training obligation is incurred and performance begins in one fiscal year, the entire cost is chargeable to that year, even though performance may extend into the following year.  Such services are a single undertaking, properly chargeable to the fiscal year in which the training need was determined, the debt incurred, and the performance began.

An organization also may charge a previous fiscal year appropriation for the entire cost of a training course scheduled to begin in the next fiscal year when:

1.  the course meets a bona fide need of the prior fiscal year;

2.  scheduling of the course is beyond the agency's control; and

3.  the time between procurement and performance is not excessive.

This includes obligating its fiscal year funds in advance to pay for a two-year training program, such as the Presidential Management Intern program, where the training meets a bona fide need of the fiscal year charged. 

Payment for Books or Reference Materials

Supervisors/managers may authorize reimbursement for all or part of the cost for reference materials required to successfully complete training.  Training materials paid for by the organization may be retained by either the organization or the employee.  Each organization is encouraged to develop internal policies outlining what types of materials will and will not be reimbursed.

Selection of Employees/Facilities for Training

The selection of employees for training must be made fairly and equitably.  Supervisors/managers must ensure that selected training facilities are accessible to employees with disabilities and do not discriminate in the admission or treatment of students.

Service Obligation Agreements

A written continued service agreement is required whenever the length of training exceeds 80 hours.  Supervisors/managers may use the standard service agreement found on the back of copy 1 of the DD Form 1556 or may substitute a locally developed agreement.  The length of the continued service will be three times the length of the training.  A copy of the signed agreement will be retained by the approving official.  Supervisors/managers should contact HRDD immediately if an employee fails to fulfill a continued service agreement.  Further information on these agreements is found at http://www.cpol.army.mil/permiss/7b2.html.

Long-Term Training Program

Supervisors/managers may not approve long-term, full-time training programs (over 120 calendar days).  Long-term training/educational opportunities are competitive and DA Headquarters administers and announces them.  Specific enrollment instructions for these programs are contained in the Annual Catalog of Civilian Training, Education and Professional Development Opportunities.  Look for the Catalog under "Training and Career Development" on the Web at http://www.cpol.army.mil.

Attendance at Conferences

Supervisors/managers may approve an employee's attendance at a conference as a developmental assignment when:

(  Conference is relevant to improving individual and/or organizational performance

(  Developmental benefits will be derived through the employee's attendance

Training Employees for Higher Level Positions

An employee may not be trained for the purpose of filling a position by promotion if there is another employee that is fully qualified to fill the position within a reasonable distance from the place where the duties of the position are to be performed.  Installation commanders have the authority to establish policies and procedures concerning applicant's ability, suitability, availability, qualifications, and geographic location.

Paying for Academic Degrees

The general rule is that training for the sole purpose of obtaining a degree is not payable.  However, exceptions are allowed to alleviate recruitment and retention problems or to comply with special legislation.  Nonetheless, any employee may earn a degree if it is incidental to training authorized for legitimate mission purposes.  Most long-term training programs are approved on the basis of mission-related programs of study; employees who earn degrees do so as a by-product of the authorized training.

Approval of Line Management Training Requests

Since self-review constitutes a conflict of interest, supervisors/managers who are delegated authority to approve training must submit their own requests for training to the next higher level with training approval authority.

Training Sponsored by a Foreign Government or Organization

Any training conducted by a foreign government, international organization, foreign instrumentality, or facilities outside the continental United States must be forwarded to HQDA, Office of the Secretary of the Army (Manpower & Reserve Affairs) (OASA (M&RA)), ATTN:  SAMR-CPP-MP, 200 Stovall Street, Alexandria, VA  22332-0300, for approval.  Fully justified requests for this type of training must be received at least 90 days prior to the requested travel and training.

Restricted Training Contained in Public Law 104-208

Expenditures of Federal funds on training that is offensive to Federal employees and unnecessary in the execution of their official duties is prohibited.  It is not intended to prohibit training that is necessary for Federal workers to effectively complete their assigned duties.  Funds will not be expended for employee training that:

(  Contains elements likely to induce high levels of emotional response or psychological 

    stress in some participants.

(  Does not require prior employee notification of the content and methods to be used in 

    the training and written end-of-course evaluations.

(  Contains any methods of content associated with religious or quasi-religious belief 

    systems or "new age" belief systems.

(  Is offensive to, or designed to change, participants' personal values or lifestyle outside 

    the workplace.

(  Includes content related to human immunodeficiency virus/acquired immune 

    deficiency syndrome (HIV/AIDS) other than that necessary to make employees more 

    aware of the medical ramifications of HIV/AIDS and the workplace rights of HIV-

    positive employees.

Additional Topics:  (See PERMISS on the Web at http://www.cpol.army.mil/permiss/7a1.html for further guidance.)

Advanced Payment of Training Expenses

Most training suppliers will invoice your organization upon completion of the training.  In cases where the vendor requires advance payment, the training may be purchased using a Government credit card or using the optional alternate payment procedures found in section 47 of copy 6 of the DD Form 1556.  This alternate form of payment would be by use of SF 1034, Public Voucher for Personal Services other than Personnel.  Advance payment requests using the optional alternate payment procedures should be forwarded to your budget officer prior to the commencement of the training.

Authorizing Premium Pay/Overtime for Training

Premium pay or overtime may be authorized for non-exempt employees when allowed by the Fair Labor Standards Act.  Managers are encouraged to rearrange employee work schedules in order to enable them to attend training without being placed in a premium pay or overtime status.  Consult with your CPAC advisor prior to approving premium pay for training.

Funding of Equipment for Training

Managers may approve the purchase of items or equipment, such as calculators or laptop computers that are required to successfully complete training.  However, a determination that such items are not available within the individual's organization for temporary loan during the training period must be documented by the approving official prior to purchase.  Items purchased under this authority are government property and must be delivered to the organization upon completion of training and be placed under appropriate property accountability controls.
Receipt of Awards or Items of Value in Connection With Training

Employees receiving training in non-Government facilities may be authorized to accept grants or contributions to defray expenses incident to the training.  Acceptance may be authorized only when the contribution is appropriate to meet reasonable expenses associated with the training.  Acceptance should not be authorized when it would place the recipient under improper obligation to the provider or create the appearance of a conflict of interest.  Contributions may be accepted from organizations determined to be exempt from taxation.  Items may not be accepted as a reward for services given the organization prior, during, or after the training or meeting.

Contract Employees Participation in Civilian Training

Since contractors are selected for their expertise in a subject area, contractors may only be trained in skills they are not required to bring to the job.  Contractors may be trained in rules, practices, and/or systems that are unique to the employing agency and essential to the performance of the contractor's assigned duties, such as agency computer security procedures.  However, the authority for training of contractors is not in training law.  It is in the authority to administer contracts.  Training of contractors is subject to the decision of the Director of Contracting.

Military Participation in Civilian Training

Military members may participate in training intended for civilians; however, the cost of the training, if any, must be reimbursed from the proper military account.

Student Career Experience Employees

Supervisors/managers may pay all, part, or none of the training expenses for students hired under the Student Career Experience Program (formerly Cooperative Education Program).

Employees Participating in Formal Training Programs

Employees participating in formal programs (Interns, Veterans Readjustment Act (VRA), Trainees, etc.) are required to complete training identified in their training plan.  Supervisors/managers should be familiar with the training requirements listed in the employee's training plan and make every effort to ensure they receive the identified training within the time frames prescribed.  Supervisors/managers unfamiliar with the requirements of a specific training program should contact their servicing CPOC for additional information.

Training Employees for Different Occupations

Supervisors/managers must use merit promotion procedures when selecting employees to attend training that is being provided to enable them to qualify for a different occupational series.

Training for Placement in Another Agency

An Army employee may be trained to meet the qualification requirements of a position in another agency if the head of the agency determined that such training would be in the interest of the Government.  For further details, see http://www.cpol.army.mil/permiss/72a.html.

Additional information on the legal foundation of training may be found at http://www.cpol.army.mil/permiss/72.html.  Also the CPAC Delegation of Training Authority Package, with some of the same information included in this section, is at http://www.cpol.army.mil/scr/hrdd/supportmat/certpacket/cpacpacket.html.

CAREER INTERN PROGRAMS

The Career Intern Program is competitive, and designed to prepare employees in various occupations for subsequent advancement in professional, administrative, and technological career fields.  All career programs have established Career Intern Programs.  The Career Intern Program forms the feeder group for future leaders in the Army's professional occupations.  (For additional information, see http://www.cpol.army.mil/permiss/794.html.)

AR 690-950 sets the policies and program requirements for the intake, training and development, evaluation, promotion and placement for Army interns.  It also covers the manpower forecasting, resource allocations, and funding for ACTEDS interns.  The main objectives of the Army intern program are to:


(  Establish planned intake of personnel with high potential to meet Army-wide 

    Career Program (CP) staffing needs.


(  Give these employees the knowledge, skills, and abilities required to advance to 

    and successfully perform in target level positions.

Master Intern Training Plan

The Master Intern Training Plan (MITP) will be published in individual CP ACTEDS plans.  They specify the length and type of training needed to qualify the intern, regardless of funding source, for the target position.  Except in the case of positive education requirements, academic courses relevant to the target positions which have the approval of the supervisor and endorsement of the Activity Career Program Manager (ACPM) and approval of the CPAC may be taken during or after working hours at government expense.

Master Training Plan

The Master Training Plan (MTP) shows the proper blend of formal training, work assignments and self-development needed at each level to acquire required competencies.  For career program occupations, MTPs start with MITPs which apply to all career program interns.  MTPs also include the civilian leadership common core training (see http://www.cpol.army.mil/permiss/75.html for common core training information).

See http://www.cpol.army.mil/library/armyregs/ar690-950/gmchp3.html for additional information on the Career Intern Program.

ARMY CIVILIAN TRAINING, EDUCATION, AND DEVELOPMENT SYSTEM (ACTEDS)

The Army Civilian Training, Education, and Development System (ACTEDS) is a system that ensures planned development of civilian members of the force through a blending of progressive and sequential work assignments, formal training, and self-development for individuals as they progress from entry level to key positions.  ACTEDS goals are to assure proper training of civilians, develop leaders, and develop and sustain a quality force.  ACTEDS provides for the development of technically competent and confident leaders for America's Army.

ACTEDS plans are developed for specific career programs through a process which uses job analysis techniques to identify required competencies (knowledge, skills and abilities) at the five major stages of career advancement (intern, specialist, supervisor, manager, and executive).  These competency requirements serve as the basis for building a viable ACTEDS plan which includes:  the identification of key positions; an outline of the career paths to key positions; and a Master Training Plan (MTP), individually tailored by occupation/career program.

See http://www.cpol.army.mil/permiss/70.html for additional ACTEDS information.  For information on the ACTEDS Funding Strategy, see http://www.cpol.army.mil/permiss/704.html.

CAREER PROGRAM
DESCRIPTION

10
Civilian Personnel Administration

11
Comptroller

12
Safety Management

13
Supply Management

14
Contracting & Acquisition

15
Quality and Reliability Assurance

16
Engineering & Science (Non-Construction)

17
Materiel Maintenance Management

18
Engineers and Scientists (R&C)

19
Physical Security and Law Enforcement

20
Quality Assurance Specialist (Ammo Surv)

22
Public Affairs and Communication Media

24
Transportation Management

26
Manpower & Force Management

27
Housing Management

28
Equal Employment Opportunity

31
Education Services

32
Training

33
Ammunition Management

34
Information Management

35
Intelligence (General)

50
Military Personnel Management

CAREER FIELD
DESCRIPTION

29
Executive Assistant (Base Operations)

51
Morale, Welfare, and Recreation (MWR)

53
Medical

61
Historian

SPECIALIZED PLAN
DESCRIPTION

WG
Wage Grade Model

For further ACTEDS information, see web site http://www.cpol.army.mil/train/acteds/.

LEADERSHIP DEVELOPMENT TRAINING PROGRAM

A critical element of the Human Resource Development Program is the development of employees to meet leadership and management requirements for today and tomorrow.  Several initiatives have been developed to ensure compliance with DA guidance and to accomplish our primary purpose.

ARMY CIVILIAN LEADERSHIP COMMON CORE TRAINING
The Army Civilian Leadership Common Core Training consists of progressive and sequential leadership training at four levels (intern, supervisor, manager, and executive).  Course descriptions, application procedures, and course schedules can be found at 

website http://cpol.army.mil/train/fy99cat/.

Intern

Intern Leadership Development Course (ILDC)
Action Officer Development Course (AODC)

Supervisor

Supervisor Development Course (SDC)
Leadership Education and Development (LEAD)

Manager and Executive 

Manager Development Course (MDC)

Organizational Leadership for Executives (OLE) Course
Personnel Management for Executives I 
Personnel Management for Executives II
Sustaining Base Leadership and Management (SBLM) (formerly Army 

  Management Staff College (AMSC))

Intern Leadership Development Course (ILDC) (40 hours):  ILDC is required for all interns during their first year of internship.  Focus is on Army Leadership principles and philosophy.  Organization Training Coordinators schedule course through CPAC.

Action Officer Development Course (131-F41):  All interns are to successfully complete this correspondence course prior to promotion to journeyman level positions.  Likewise, Army civilian employees appointed or promoted to journeyman level positions must enroll in the AODC within 30 days of appointment or promotion and successfully complete it within six months.  This requirement applies only to those employees in a two-grade interval professional and administrative series job.  The AODC prepares individuals for the requirements of staff work with training similar to that of the Combined Arms and Services Staff School (CAS3).  Those who have previously completed both the non-resident and resident phases of CAS3 are excused from this requirement.  The AODC requires progressive involvement of the supervisor who is to provide opportunities for the employee to become proficient in conducting briefings and writing to the Army standard.  Supervisors must certify their employee's proficiency in these areas upon completion of the course material. The AODC is available through the Army Correspondence Program, Army Institute for Professional Development (AIPD), US Army Training Support Center, Newport News, VA, website http://155.217.35.238/accp/aipd.htm.  There is no cost for the course.

Supervisor Development Course (SDC) (131-F21):  This correspondence course must be completed within six months of the date of appointment for all new civilian supervisors and military supervisors of civilians, if they have not previously received this training.

All enrollments must be accomplished online.  To access the courseware and enroll, visit the Army Institute for Professional Development (AIPD) website at http://155.217.35.238/accp/aipd.htm.  The SDC is available in both paper and interactive online versions. 

This course is now comprised of two subcourses.  A student may enroll in one subcourse, but to receive credit for completing the SDC, the student must take both subcourses. 

Subcourse, ST 5001:  Managing and Leading (12 lessons) 21 credit hours.  Provides techniques for managing work and leading people.  Covers management and leadership processes including planning, organizing, coordinating, directing, and controlling  Also includes lessons on delegating authority, problem solving, communicating effectively, and ethics.

Subcourse, ST 5002:  Human Resources Management (11 lessons) 18 credit hours.  Provides training to enable a supervisor to use personnel management and training procedures to ensure mission accomplishment and subordinates' professional growth.  Includes lessons on position classification, staffing, human resources development, performance management, awards, discipline, and labor relations. 

Leadership Education and Development (LEAD) Course (40 hours):  Department of the Army has directed that all civilian supervisors and military supervisors of civilian employees attend this course within one year of appointment if they have not previously attended or completed an equivalent course.

LEAD is taught by Center for Army Leadership (CAL) certified LEAD Train-the-Trainer (TTT) graduates at local installations.  

The requirement may be waived on an individual basis for first time military supervisors of civilians if it is determined that a military member has equivalent experiences/training and a waiver is requested to CPAC.  Waivers may be appropriate for Majors/Master Sergeants and above.  Contact CPAC, 6-0927, for registration and course schedules.

Manager Development Course (MDC) (131-F31):  This correspondence course is mandatory for all newly appointed civilian and military managers (supervisors of civilian supervisors or managers of programs, resources and/or policy).  This training must be completed within six months of the appointment.

MDC is available through the Army Correspondence Program, Army Institute for Professional Development (AIPD), US Army Training Support Center, Newport News, VA, website http://155.217.35.238/accp/aipd.htm.  This is no cost for the course.

Organizational Leadership for Executives (OLE) (80 hours:  Nominees must be a manager (supervisor of supervisors or manager of Program, Resources and/or Policy).  LTC/COL equivalents filling manager positions are also eligible.  First priority is given to those appointed to a manager position within the preceding 12‑18 months.  The course is entirely experiential in nature to assist the key manager in looking beyond daily activities to assessing and interpreting, in an ever‑enlarging way, the external environment, the organization, the leadership process, the need for subordinate development at all levels, and the need for continuing self‑development.  Topics include interpersonal communication, developing strategies for organization excellence, influencing subordinate performance, managing innovation and change, increased self knowledge, diagnosing systemic problems, and building excellence into the leadership team.  Daily homework and a written journal are required.  The class is usually conducted in Kansas City, MO, for this region.  Course schedules and registration procedures are at website http://www.cpol.army.mil/train/fy99cat/text/ctoc.html or www.cgsc.army.mil/cal/cltd/OLE.htm.  The course is centrally funded and courses for Fort Leonard Wood employees are generally conducted in Kansas City, MO. 

Personnel Management For Executives I (PME I) ( 80 hours):  To maximize the benefits of this leader development core course, individuals applying for PME I should have completed OLE at least one year earlier.  First eligibility priority is given to second line supervisors both military (Majors/above) and civilian (GS/M 13-14).  First line supervisors, both military (Majors and above) and civilians (GS 13-14), are the secondary audience eligible to attend.

Nominees must be (1ST PRIORITY) 2d line supervisors both military (MAJ/above) and civilian (GS/M 13‑14) graduates of OLE or (2D PRIORITY) 2d line supvs and team leaders, same grades as above.  GS‑12s will be accepted on an exception basis only.  All nominees should have responsibility for giving leadership, guidance, and direction to the work of others.  PME I goals are ‑‑ Improve self awareness/human relations skills for increased effectiveness in the work situation; Sharpen insights into the dynamics of human and organizational behavior; Increase understanding of human resource management philosophies; and Encourage and improve physical and mental awareness.  The course is usually conducted in Overland Park, KS, for this region. The course is centrally funded for army civilians for travel and per diem.  All other personnel (including military personnel) will be responsible for their own travel and per diem expenses.

Personnel Management For Executives II (PME II) (40 hours):  Completion of PME I at least two years prior to attending PME II is a prerequisite.  Nominees must be GS-13 and above, with managers in grade GS-15 accepted on an exception basis only.  First priority for attending PME II will be given to individuals who currently have direct responsibility for the management/supervision of people.

Course information and schedules are at website www.cpol.army.mil/train/fy99cat/text/pme.html.

Sustaining Base Leadership and Management (SBLM) (formerly Army Management Staff College (AMSC)) Resident (12 weeks) and non-resident (1 year):
Resident -12 weeks and nonresident - 1 year, formerly Army Management Staff College (AMSC).  Nominees must be  GS/M 12‑14 or equivalent NAF grade personnel serving in or who have potential for advancement to key leadership positions.  GS‑11s may attend via waiver.  Army officers, MAJ and LTC, military education level 4, interested in attending must contact their career branch assignment officer.  Participation in nonresident program is limited to those who have long-term personal or professional hardships which preclude their participation in the resident course.  The course provides graduate‑level professional development in the sustaining base.  This includes Leadership, Management, Decision Making, National Security, Military Forces and Doctrine, Force Integration, Resource Management, Acquisition and Logistics, Personnel Management, Information Management, & Installation Management.  The material is presented in a mix of seminars, lectures, field trips, guest speakers, and practical exercises in which students assume rotating leadership positions.  SBLM is conducted at Ft Belvoir, VA.  Course schedules and registration information is available at website www.cpol.army.mil/train/fy99cat/text/sblm.html.  The travel and per diem are centrally-funded except for NAF and military personnel.

Information about other professional development programs is available at website http://cpol.army.mil/train/fy99cat and includes such programs as: 
Senior Service College (SSC) Programs:

Army War College (AWC)

Industrial College of the Armed Forces (ICAF)

National War College (NWC)

Career Program Opportunities:   (Listed by individual career program) and

Army Congressional Fellowship Program (ACFP)

CIPMS Opportunities

Logistics Executive Development Course (LEDC)

Secretary of the Army Research and Study Fellowship (SARSF)

Government/Non-Government Training:

Defense Leadership and Management Program (DLAMP)

DOD Executive Leadership Course (ELC)

DOD Senior Executive Leadership Course (SELC)

OSD Energy Management Professional Enhancement Program (EMPEP)

OPM Federal Executive Institute Leadership for a Democratic Society

Harvard University Program for Senior Executive Fellows(SEF)

Syracuse University National Security Management Course (NSMC)

CORE COMPETENCIES

As individuals mature in their personal and professional lives they tend to move through stages of development/learning.  Mastery of basic skills opens the door to mastery of more complex skills.  Generally, people evolve from following established procedures, to developing insight into those procedures, to analytic thinking, to envisioning how things could be.  Supervisors and subordinates should recognize this developmental hierarchy and use it to guide personal and personnel development and recruitment.  Extension of the above line of thinking leads to the examination of core competencies required for career progression.  These competencies are cumulative as progressively higher grades are attained. 

· They should serve as a roadmap for employees seeking to improve competencies by ensuring self-improvement efforts are properly focused.

· Supervisors may use these as a guide as they work with employees to construct Individual Development Plans.

· They are not intended to be mandatory, but to serve as a yardstick where appropriate for consideration in the selection process.

These core competencies and complementary areas have been grouped into the following general subject areas:

· Knowledge of Basic Work Skills

· Communication Skills

· Workplace Safety

· EEO/EO

· Computer Skills 

· Supervisory Skills

· Quality of Life

· Organizational Skills

· Leadership Skills

· Leadership Courses

Each subject area has two or more specific competencies.

The following matrix lays out these subject areas and specific competencies for you.  The Xs indicate the levels which require mastery for Wage Grade (WG) positions and General Schedule (GS) positions.  Employees and supervisors should use this matrix to plot their own efforts toward personal/personnel development.  Supervisors may consider candidates' mastery of competencies appropriate for positions at specific grade levels.

INDIVIDUAL DEVELOPMENT PLAN

Managers/supervisors are to work with employees in an annual review of subordinate training needs.  The use of competency work sheets may be helpful in this process. Identified training needs will be recorded on each employee's Individual Development Plan (IDP) during their performance appraisal.  This record serves as input into the annual inventory of training needs under locally developed procedures.  This inventory will be used to prepare the activity's fiscal-year training plan and the command operating budget (COB).


Interns

The supervisor will prepare an IDP within 30 days of an intern's entrance on duty.  The intern's supervisor will complete DA Form 5469-R (Cover Sheet for Career Intern Individual Development Plan) and attach it to the IDP.  The IDP must be approved by the Activity Career Program Manager (ACPM) and the local civilian personnel training office and may be used in conjunction with Total Army Personnel Evaluation System (TAPES).

A sample IDP form and instructions sheet are provided on the following pages.

PRIVACY ACT STATEMENT.  AUTHORITY – Title 5 U.S.C., S 4103 & EO9397.  Requested information, including SSN, is voluntary and is intended to be used by employees/supervisors/managers in planning and scheduling training and development activities.

INDIVIDUAL DEVELOPMENT PLAN (IDP)

NAME:
SSN:
ORG:

POSITION TITLE/GRADE:



LEVEL OF KNOWLEDGE/SKILL


HAS
NEEDS

COMPETENCIES REQUIRED IN CURRENT JOB

REFRESHER
TRAINING
























































DEVELOPMENTAL GOALS & OBJECTIVES
12 MONTH
1-3 YEARS

























TRAINING NEEDS

COURSE TITLE
PRI
TYPE
TNG SOURCE
DATE
TUITION

























































CAREER AND SELF-DEVELOPMENT NEEDS









CERTIFICATION:  I certify that I will support the training & development outlined on this plan.

SIGNATURES:

SUPERVISOR – DATE                                    APPROVING OFFICIAL – DATE                                   EMPLOYEE – DATE

INSTRUCTIONS FOR COMPLETING AN

INDIVIDUAL DEVELOPMENT PLAN (IDP)

EMPLOYEE
SUPERVISOR

A.  Identify the competencies, skills, and knowledge needed for your current job, and list them in the "Competencies Required in Current Job" section.  Closely analyze your position description and performance standards to ensure accuracy.
A.  Review/modify/approve the employee's assessment of his/her competencies.  Be sure to consider Organizational needs (those prescribed by law/regulation/policy and those required by installation-unique mission), Occupational needs (those determined or prescribed by career programs and fields), and Individual needs (those identified by employees and supervisors which are needed to perform assigned or planned duties).

B.  Determine the level of your knowledge and skill and indicate in the appropriate column.  "Has" means you have mastered the area.  "Refresher" indicates a review is needed to strengthen/renew the skills.  "Training" indicates a more involved training or development activity should occur (On-the-Job Training (OJT), formal training, college course, etc).
B.  Indicate the priority level of each identified training need.  Priority I means the training is essential for mission accomplishment or acceptable job performance, is mandated by higher authority, or is an ACTEDS leader development core course.  Priority II means the training is needed for effective performance and to improve the quality of mission accomplishment.  Priority III means the training is recommended to improve or enhance competencies, skills, and knowledge needed on the job.  Show recommended source of the training, if known, and any tuition or Temporary Duty (TDY) cost involved.

C.  Identify specific mission-related and/or required courses and list in the "Training Needs" section.  Indicate any additional "Career and Self-Development Needs," e.g., Communication Skills, Writing Skills.
C.  In conjunction with the employee, identify and list other "Developmental Goals and Objectives," e.g., college courses, special projects, cross training, OJT, coaching/mentoring, reading program, self-study.  Indicate the time period during which these must occur.

D.  Submit the plan to your supervisor for review and approval.
D.  After completion, sign and date the IDP in the certification section to indicate your approval and commitment to the plan.

E.  After final approval, sign and date the IDP to indicate your commitment to the plan.
E.  Maintain the IDP on file for reference during the year.

INSTRUCTIONS FOR COMPLETING AN IDP

NAME, SSN, ORG, POSITION TITLE/GRADE

These blocks are self-explanatory and no instructions are required.

WHAT THE EMPLOYEE DOES

1.  The employee completes the following portions of the IDP.

COMPETENCIES REQUIRED IN CURRENT JOB

2.  The employee reviews any documents which relate to the present job (to include position description and performance standards) and reflects on personal experiences while doing the job.  These activities help identify the competencies, skills, and knowledge needed for that job.  These are then listed under the title "COMPETENCIES REQUIRED IN CURRENT JOB."

3.  The employee evaluates personal knowledge and skills and, for each knowledge and skill, places an "X" in one of the three columns to the right.  These columns are HAS, NEEDS REFRESHER, and NEEDS TRAINING.  The following information will help the employee decide where to place the "X."

· HAS means the employee has mastered the area.

· NEEDS REFRESHER means a review is needed to strengthen/renew the skills.

· NEEDS TRAINING means a more involved training or development activity should occur (OJT, formal training, etc.).

TRAINING NEEDS

4.  The employee reviews the sections where NEEDS REFRESHER and NEEDS TRAINING were marked.  For each area identifies specific mission-related and/or required courses and lists them under COURSE TITLE.  To the right of the course title, the information required under each heading is entered.

CAREER AND SELF-DEVELOPMENT NEEDS

5. Other factors which would make an employee more valuable are entered in this section.

6.  The completed form is submitted to the supervisor.

WHAT THE SUPERVISOR DOES

COMPETENCIES REQUIRED IN CURRENT JOB

1.  Upon receiving the partially completed IDP from the employee, the supervisor reviews the employee's competency assessment.  The supervisor must consider the following:

· Organizational needs (those prescribed by law/regulation/policy and those required by any installation-unique mission)

· Occupational needs (those determined or prescribed by career programs and fields)

· Individual needs (those identified by employees and supervisors which are needed to perform assigned or planned duties)

2.  Upon completion of this review of the employee's competencies the supervisor notes possible refinements to the employee's assessment for later discussion with the employee.

TRAINING NEEDS

3.  The supervisor assigns priorities to each identified training need (to include the needs identified by the employee and any additional needs identified by the supervisor during the above review).  

· Priority I  means the training is essential for mission accomplishment or acceptable job performance, is mandated by higher authority, or is an ACTEDS leader development core course.

· Priority II means the training is needed for effective performance and to improve the quality of mission accomplishment.

· Priority III means the training is recommended to improve or enhance competencies, skills, and knowledge needed on the job.  Show recommended source of the training, if known, and any tuition or TDY cost involved.

4.  The supervisor schedules a time to meet with the employee.

WHAT THE SUPERVISOR AND EMPLOYEE DO

TOGETHER

DEVELOPMENTAL GOALS & OBJECTIVES

1.  The supervisor expresses appreciation of the employee's introspection and understanding of for the organization's needs.

2.  The supervisor and employee discuss any questions the supervisor may have about the employee's draft completion of the IDP.

3.  The supervisor explains possible refinements to the IDP as completed by the employee and the two work toward refinements upon which both can agree.

4.  The supervisor and employee identify and list other developmental goals and objectives, e.g., college courses, special projects, cross training, OJT, coaching /mentoring, reading program, and/or self-study.  They agree upon and enter time periods for completion for these goals and objectives.

5.  The supervisor and employee sign and date the IDP in the certification section to indicate their approval and commitment to the plan. 

6.  The supervisor maintains the IDP on file for reference during the year.

MANDATORY TRAINING

The following outlines mandatory training for Federal employees.  Each activity also has the authority to mandate additional training for its employees.

Antiterrorism

Pre-deployment antiterrorism training shall be provided to all personnel, military and civilian, traveling to overseas locations.

Security

The head of each agency is required to provide initial, continuing, and refresher training at the awareness level, policy level, implementation level, and performance level training for executives, program and functional managers, information resources managers, security and audit personnel, automated data processing management, operations, and programming staff and end users. 

The importance of computer security to the agency, employees' role and responsibility in computer security, and basic agency/installation computer security policies and procedures is a part of the periodic computer security training. 

Subversion and Espionage Directed Against the US Army (SAEDA) training is a biannual requirement for all employees.  

Operation security training is an annual requirement for all employees.

Managers and personnel who use information systems (computers) are required to receive initial and follow-up security training and awareness briefings.

The Office of Intelligence and Security is the proponent for installation Security Training.

Equal Opportunity Training for Senior Executives

All new General/Flag Officers and members of the Senior Executive Service are required to complete a two-day course in equal opportunity organized by the Defense Equal Opportunity Management Institute.  This training should be completed within one year of the date of selection.  EOP is the proponent for installation Equal Opportunity training.

Ethics

All supervisors are required to provide ethics training to new government employees within 90 days of their entering on duty.  Agencies must also provide new employees with a minimum of one hour of duty time to either review these materials or receive ethics training.  (5 CFR 2638.703)

This requirement can be accomplished by directing the employee(s) to the 1998 ethics training for Department of Defense personnel web site.  This web site titled, “CONFLICTS OF INTEREST, How to Avoid the Headaches" can be accessed at:

http://www.defenselink.mil/dodgc/defense_ethics/ethics_training/450test2.htm.

(For questions the employee may have, an e-mail address and phone number for the Standards of Conduct Office is listed at this site.)

In addition, the U.S. Office of Government Ethics Home Page contains online pamphlets of specific ethical issues for our employees:

· Gifts Between Employees http://www.usoge.gov/pubs/giftsemp.pdf.
· Gifts From Outside Sources http://www.usoge.gov/pubs/giftsout.pdf.
· Conflicts of Interest and Government Employment  http://www.usoge.gov/pubs/conflict.pdf.
· Gifts of Travel and Other Benefits http://www.usoge.gov/pubs/trvlgift.pdf.
Rules for the Road http://www.usoge.gov/pubs/rules4rd.pdf.
SJA is the proponent for installation Ethics training.

Executives, Managers, and Supervisors

Organizations are required to systematically develop executives, managers, supervisors, and candidates for these positions.  Agency programs must provide for:

(  initial training for incumbents based on the results of needs assessments;

(  continuing learning experiences, so that the individual may achieve the mastery level of proficiency for his or her current management level and position;

(  attendance at Army Civilian Leadership Common Core Training, and

(  systematic development of candidates for higher management levels, including any OPM-approved formal Senior Executive Service candidate development programs.  CPAC is the proponent for Civilian Leadership Training.

HIV/AIDS Information

Information on AIDS prevention and relevant workplace policies, procedures, and resources shall be provided on an individual basis to all employees.  This information shall also be included in new employee orientations and basic training for supervisors, managers and executives.  Community Health, MEDDAC, is the proponent for HIV/AIDS Training.

Prevention of Sexual Harassment (POSH)

Each agency shall provide training programs to teach employees at all levels how to identify and prevent sexual harassment.  EOP is the installation proponent for POSH training.
Safety and Occupational Health Training

The Safety Officers Course - 16 hours (SOC-16). 

     (1)  Completion of this course is mandatory for all newly appointed Additional Duty Safety Representatives, Officers and NCOs as well as new civilian supervisors.  To receive credit for the course, personnel must pass an end of course exam with 60% of the questions answered correctly.  The course manager is Gary Chick at 596-1278.  Contact the course manager to schedule personnel no later than 10 calendar days prior to the course dates.  Course dates are published by memorandum from the MANSCEN Safety Office.  The class size is limited to 60 personnel and a minimum of 10 personnel.

     (2)
Personnel who have previously attended one or more of the classes within the course may still register to attend the other classes not previously attended and after successfully passing the examination will receive a certificate of completion. 

     (3)  This is a two-day, 16-hour course.  The class hours are from 0800 - 1700 hours daily.  Day One includes Safety Orientation, Army Safety Program, Unit Safety Program, Privately Owned Vehicle Accident Prevention, Inspections/Surveys, Risk Management, and Federal Employee Compensation Act.  Day two includes; Accident Investigation, Ergonomics, Industrial Hygiene, and the final examination. 

     (4)  The purpose of the class is to instruct attendees in the aspects of an effective safety program, including investigation of accidents, procedures for reporting accidents, accident prevention principles, local regulatory requirements, and risk management.  

     (5)  Students should bring paper and pen or pencil to the class and should be familiar with Fort Leonard Wood Regulation 385-6, AR 385-10, AR 385-40, and FLW Regulation 385-5.

Respiratory Protection Program Course - 14 hours (RPPC-14).  

     (1)  This is a two-day, 14-hour course.  This class is required for all personnel who will manage a respiratory protection program or fit test a respirator.  Attendance on both days is required and the student must complete a final examination with 60% of the questions answered correctly.  Course hours are from 0800-1600 on both days.  The course manager is Dennis Ryno at 596-1380.  Contact the course manager to schedule personnel no later than 10 calendar days prior to course date.  Dates will be published by memorandum from the MANSCEN Safety Office.  Class size is limited to 20 personnel with a minimum of 10 personnel.

     (2)  Persons attending are authorized to train and fit test personnel at their workplaces who wear respiratory protection equipment.  Any organization, which has workers who are required to wear respiratory protection equipment, should send personnel to this class.  If unsure, call the course manager.

     (3)  Purpose of class is to instruct attendees on all aspects of the Fort Leonard Wood Respiratory Protection Program, including OSHA, Army, and installation requirements; to ensure that attendees are well prepared to oversee the respiratory protection programs at their workplaces.  Training includes training of respirator wearers and instructing attendees to conduct quantitative respirator fit tests. 

     (4)  Students should bring paper and pen or pencil to the class and should be familiar with Fort Leonard Wood Regulation 385-6, Chapter 10.  

     (5)  To be fit tested at the class the student must have a medical clearance from GLWACH.

Hazard Communication (HAZCOM) Class (HAZCOM-4).

     (1)  This is a train-the-trainer class.  The class is four hours in length.  Persons attending are authorized to oversee the HAZCOM programs at their units.  Persons attending this class are also authorized to train personnel at their workplaces who are covered by a Hazard Communication program.  This includes personnel who are exposed or potentially exposed to hazardous chemicals) or for those AIT/IET students requiring resident student HAZCOM training.  Course manager is Dennis Ryno at 596-1380.  Contact the course manager for scheduling of personnel NLT 10 calendar days prior to class date.  Class dates will be provided by memorandum from the MANSCEN Safety Office.  Class size is limited to 60 personnel with a minimum of 10 personnel. 

     (2)  Any organization with workers, who are exposed to hazardous chemicals or potentially exposed to such chemicals in a foreseeable emergency, should send personnel to this class.  Organizations conducting resident student HAZCOM training should also send personnel.  If unsure, call the course manager.

     (3)  The purpose of the class is to instruct attendees in all aspects of the Fort Leonard Wood HAZCOM Program, including OSHA, Army, and installation requirements; and to ensure that attendees are well prepared to oversee the HAZCOM programs at their workplaces, including conducting HAZCOM training.

     (4)  Students should bring paper and pen or pencil to the class and should be familiar with Fort Leonard Wood Regulation 385-3 prior to the class.

ACCIDENT INVESTIGATION AND REPORTING CLASS (AIRC-6).

     (1)  Personnel who are responsible for investigating and reporting accidents should attend this class.  Collateral Duty Safety Representatives, Additional Duty Safety Officers and NCOs and civilian supervisors should attend the SOC-16 Course.  

The course manager is Dennis Ryno at 596-1380.  Contact the course manager to schedule personnel to attend the course no later than 10 calendar days prior to class date.  Class dates are provided by memorandum from the MANSCEN Safety Office.  Class size is limited to 60 personnel with a minimum of 10 personnel. 

     (2)  Persons attending will be trained on accident investigation requirements and procedures and on procedures for reporting accidents, including use of DA Forms 285-AB and FLW Forms 662.

     (3)  This class will train personnel on the requirements for investigation of accidents and methods of accident investigation.  Attendees will also be instructed on procedures for reporting accidents occurring to civilian employees and military personnel. 

     (4)  Students should bring paper and pen or pencil to the class and should be familiar with FLW Reg 385-6, AR 385-10, and AR 385-40.  

Risk Management

     (1)  All personnel who may conduct risk assessments or risk management are required to attend this course regardless of position or rank.  The class manager is Gary Chick at 596-1278.  Contact the course manager to schedule personnel to attend NLT 10 calendar days prior to the class dates.  Course dates are provided through memorandum from the MANSCEN Safety Office.  The maximum number of attendees is 60 and minimum is 10.

     (2)  Personnel attending will be trained on principles and procedures for effective risk management, including risk assessments.

     (3)  The purpose of the class is to train attendees in regard to principles, practices, and requirements for effective management of risks, including proper procedures for completion of risk assessments.

     (4)  Students should bring paper and pen/pencil to the class and should be familiar with Fort Leonard Wood Regulation 385-5.

Late Reporting Policy 

To prevent students from missing information important for protecting their own safety or that of other persons, all students are expected to be on time for classes.  Any student reporting to class more than 30 minutes late must have prior approval from the course manager.

Early Departure Policy  

If a student desires to leave the class before it has been completed, the student must obtain prior approval from the instructor. 

Examination Policy 

     (1)  Some of these classes include a final examination.  For any class with a final examination the student must score 60% or higher to pass.  Students not passing the final test will be allowed to take the alternate version of the examination. If they fail the alternate version they must schedule to attend the class again.  

     (2)  The purpose of the final examination is to ensure that the students have learned the material well enough to adequately perform their duties and protect the safety and health of themselves and coworkers.
TRAIN

Requesting Training

TRAIN is the existing Personnel Process Improvement (PPI) tool for management and administration of the DoD civilian workforce training and development program.  TRAIN is part of the Integrated PPI Suite that is designed for use by managers, supervisors and employees under Regionalization.  TRAIN will eventually be replaced by the Modern System.

TRAIN is an interactive computer application for Human Resource Management and Administration of DoD civilian workforce training and development programs.  TRAIN supports the new way of doing human resource development under Regionalization by providing managers, supervisors and employees direct access to the civilian personnel data system.  For more information on TRAIN, see http://www.cpol.army.mil/permiss/76.html.

Users have on-line access to training processes and functions.  Most importantly, supervisors/managers and employees can initiate training requests, schedule training from an automated course catalog, certify training completions and evaluate completed training on-line.  TRAIN automates the process of creating a training request (DD From 1556), routing it for approvals and authorizations, notifying requesters of the decision, getting post-training evaluations and updating employee training records.  Information on recordkeeping requirements for training documents is found at http://www.cpol.army.mil/permiss/714a.html.

Web site http://www.cpol.army.mil/scr/hrdd/train/handbook/hdbk.html provides access to the South Central CPOC TRAIN Handbook.  The handbook leads the user through the step-by-step process for requesting a course.  Direct further questions to SC CPOC HRDD at (256) 313-0800.

TRAINING EVALUATION

There is a growing mandate throughout the public sector to ensure that learning and development activities are evaluated for effectiveness.  Every agency is required to submit plans to congress that contain performance measures.  Training shall be evaluated to determine its effectiveness.  Evaluation plans are a major component of training programs.

Reasons to evaluate training are:


(  To determine achievement of training objectives


(  To gain information on how to improve the training


(  To decide whether to continue, expand, or eliminate the training


(  To assess training and learning activities as they relate to improved 

    performance and organizational requirements

(  To provide information for the annual training program evaluation

Individuals responsible for training include:


Supervisors/Managers



Evaluate training and take action








needed to improve results.  Assist in 

the selection/development of 

evaluation instruments.


Employees




Participate in evaluation processes.


Human Resource



Develop and administer evaluation


Development Personnel


processes to determine training








effectiveness and take action as 

needed to improve training.

Commonly used evaluation processes are modeled after Donald L. Kirkpatrick's four levels for evaluating training:

FOUR LEVELS OF TRAINING EVALUATION

LEVEL
DEFINITION
ADVANTAGES
DISADVANTAGES

1 – Reaction
Measures participants' opinions about the training.  This is the most common type of evaluation and provides a measure of customer satisfaction.
Low cost; easy to administer.  Provides insights into participants' opinions.  Provides quick feedback regarding successes and failures.
Reflects a quick reading of participants' opinions while they are still in training.  Results may not be a solid basis for changing an educational strategy.

2 – Learning
Measures how well participants have mastered the training objectives.  Can include pre- and posttests or questionnaires.
Compared to reactions, this provides more compelling evidence of whether training "works."
Compared to Level 1, requires more time, resources, and expertise to develop and implement valid measures of learning.

3 – Transfer of Learning to the Job
Measures how the knowledge, skills, and values from training are used on the job.  Typically measured 3 to 6 months after training.
Provides stronger evidence that training has the desired impact on improved performance.
Compared to Levels 1 and 2, requires more time, resources, and expertise to develop and implement valid measures of transfer.

4 – Organizational Impact
Measures performance improvement and impact on organizational effectiveness.
Provides the strongest possible evidence that training has the desired impact on an organization.
Substantial levels of resources and expertise are required to implement this level of evaluation successfully.

Levels can be combined to provide thorough evaluations to improve the effectiveness of training.

Additional information on evaluation of completed training may be found at http://www.cpol.army.mil/permiss/713.html.

GUIDANCE FOR TRAINING COORDINATORS

Instructions for Completing DD 1556
1. Proper completion of the DD Form 1556 is essential because:

a. Approving officials need sufficient information to make sure the requested training is in compliance with regulatory provisions and internal organizational policy.

b. Approving officials need specific information to determine if funds are available for the training and if the training has high enough priority to be approved.

c. Certain information must be extracted from the DD1556 to report completion of the training in the automated personnel records (DCPDS).

d. Information is gleaned from the DD1556 for internal and external reports.

2. Instructions for proper completion of the DD1556 follow (keyed to items on DD1556).  Items that are self-explanatory are not listed: 

ITEM INSTRUCTIONS

A Agency Code for the entire South Central  Region is.

B Training Coordinator will enter log number.

C Mark an "x" in the initial block.

D Leave blank or use this space to indicate registration deadline.

SECTION A-TRAINEE/APPLICANT INFORMATION 

4   Enter appropriate code for trainee's education level: 03-Some high school; 04-High School graduate; 07-Started college; 08-1 yr college; 09-2 yrs college; 10-Associate Degree; 11-3 yrs college; 12-4 yrs college; 13-Bachelor Degree; 14-Post Bachelor; 15-1st Professional; 17-Master's Degree; 21-Doctorate; 22-Post Doctorate

6 & 7  Should be completed for all off-post training; many schools prefer to send confirmation to the home address.  Furthermore home address and telephone number may be needed in case you become ill or injured while attending training.

8  This is your official job title (same as Block 15 of your SF50, Notification
of Personnel Action).

10  Same as Blocks 16, 17, 18 & 19 on SF50 (example: GS-0201-12, St8).

11  Spell out organization name (i.e., U.S. Army Maneuver Support Center)

12  Include office symbol and address.

13  May be left blank.

14  CC-Career Conditional; C-Career; T-Temporary; E-Excepted Service

15  Leave blank - no longer applicable.

SECTION B-TRAINING COURSE DATA

17  Make sure course title accurately describes subject of the training.  DO NOT use acronyms or abbreviations; spell it out.  If it is a college credit course show number of credits, i.e., 3 semester hrs or 4 quarter hrs.  If it is your desire to only audit the course, you must show "audit" in parentheses after the course title and explain why you are only auditing the course in 
Item 18.  If you are enrolling in long-term training, please see instructions 
in Chapter 9, Appendix B and C.

18  Be specific in showing how government will benefit from your participation in this course; address why you need training and how information will be applied to benefit the mission of the organization.  Generic statements like training is job related or on IDP are not adequate; nor is a reiteration of the course content, without an explanation how it will be applied to the job.  Attach a course description to the DD1556.

19  Again, do NOT use acronyms or abbreviations.  Name and mailing address MUST be the organization to which payment is to be made (NOT a hotel or convention center).  If training is to be conducted at a different location, show the site of the training in Item 19c.  Remember, no one at this installation has authority to approve training outside the continental United States.   This requires DA approval, separate and apart from OCONUS travel approval.  Contact CPAC immediately for assistance if training location is OCONUS.

20a  Purpose:

2-New technology 9-Adult basic education

3-New work assignment E-Recruitment

4-Improve present performance M-Acquisition required

5-Meet future staffing needs R-Retention/Retraining

6-Develop unavailable skills Z-Unknown

7-Trade/craft apprenticeship

20b  Type:

1-Executive and management 6-Clerical

2-Supervisory 7-Trade or craft

3-Legal, medical, scientific or engineering

4-Administration and analysis 8-Orientation

5-Specialty and technical 9-Adult basic education

20c  Source:

A-US Army H-Def Contract Audit Agency

D-Other DOD E-Def Nuclear Agency

F-US Air Force B-Def Mapping Agency

M-US Marine Corps S-Def Logistics Agency

N-US Navy 2-Government, Outside DOD 

G-National Guard 3-College and Private Industry

20h  Priority: 1-Critical, 2-Essential, 3-Recommended, 9-Unknown

20j  Method of Training:

1-On-the-job (formal) 6-Directed study

2-Rotational work assignment 7-Classroom (resident)

3-Seminar 8-Classroom (on-site)

4-Conference/meeting/symposium 9-Test/equivalency

5-Correspondence

20k  Leave Blank.

20l  Reason for Selection of Course:

1-Quality of training 5-Not available in govt

2-Most cost effective 6-Incidental to equipment purchase

3-Unique capability of vendor 7-Timeliness

4-Location 8-Government facility

21  Course hours must be shown as four digits, zero filling from the left (40hrs is entered 0040).  When training involves one or more entire days, hours are computed based on an 8hr work day (8x5days=40).  If you are working and attending training for only part of a day or evening, the training is computed based on time spent in the classroom or laboratory, or with the instructor.  Do not report study or travel time.  Insert number of hours in 21a if training is during duty hours, or 21b if taken after duty. Your organization training policy may require you to take college credit courses after duty hours. If so, any exception must be documented in Item 18.

22  Show course number in 22b; leave a & c blank.

23  Show dates as year, month, day (14 Oct 98 is shown as (981014). All
training MUST be approved prior to course start date.

SECTION C-COST INFORMATION

25a  Check your organization's training policy to see what expenses are 
permitted, usually it is tuition and required fees.  The one-time application fee for college enrollment is usually prohibited.  Show authorized expenses other than books in Block 25a.

 -If there is no tuition or registration fee, type "none" in Item 25a; if this is training through a non-govt source, you will need to explain why there is no cost or who is paying for your training.   You may need to get special approval to accept a contribution or payment from an outside source.  Contact your Training Coordinator for additional information or clarification.

-Fees or dues for membership in professional associations are NOT payable, unless inseparable from the registration fee (JTR C4708-1).

-Luncheon/banquet charges are only payable on DD1556 if inseparable from registration fee or if formal business is conducted during the meal and you are not free to eat elsewhere without missing essential business (JTR C4708-2).

-The government cannot pay for examinations for you to get a professional license or certificate.  They may pay for training to help you prepare for the exam if it meets the mission needs of your organization, but you must pay exam fees and any additional travel/per diem expense associated with taking the exam.

25b  Check your organization's training policy; books required for a course are usually payable.  Some organizations also pay for required supplies.  Include your estimate for the authorized expenses in Block 25b.

25c  Tally costs in a&b.

25d  May be left blank.

26  This block MUST be completed:

-If travel or per diem are to be funded, show cost estimates in 26 a, b,&c, but check your organization's training policy.

-Per diem is NOT normally paid for training within commuting distance.

-Travel expense is not usually paid for employees taking part-time college credit courses.

-If no travel or per diem is to be paid, show "none". 

-If your course fee includes lodging or meals, there must be an

appropriate deduction to your per diem allowance. 

27  If direct costs are reflected in Item 25, there must be a fund cite in Item 27, 
unless these costs will:

- Be centrally funded by another government activity, or

- Were part of a separate purchase contract.

28  Leave blank.

29  Will be signed when funds are certified.

30,31  Optional.

SECTION D-APPROVAL/CONCURRENCE/CERTIFICATION

32  Follow internal organization guidance regarding who signs in Block 32; it is usually the immediate supervisor.

33&34  Must be signed by individual with delegated approval authority.  Acting supervisors do not usually have approval authority.

35&36  Leave blank.

37  This must be the complete mailing address and commercial telephone of the individual who will receive and process the invoice for payment.

EXCEPTIONS:  If the training is being funded via a MIPR, the address specified in the MIPR  (Block 13 of DD Form 448) must be used.  If there is NO direct cost in Item 25, Item 37 may be left blank.

SECTION E-TRAINEE AGREEMENT/CERTIFICATION (back of form, or page 2)

38  If the total training course hours exceed 0080, you must agree to remain in DOD for a period three times the length of the training, or a period specified by your organization for special training programs.  Any questions about the obligation should be addressed to the Civilian Personnel Advisory Center (CPAC).  Dates for Items 38f(1)&(2) are computed by multiplying the number of course hours in 27c by 3, and dividing by 8 to get the number of work days.  The start date of your service obligation is the first work day after completion of the training  program.  Compute dates for start and end of obligation, making sure you count only work days.

39  You are required to sign and date Item 39a&b.  Signature acknowledges concurrence and understanding of Privacy Act, Continued Service Agreement (if required), obligation regarding failure to complete training successfully, and verification that you are not accepting other
contributions, awards or payments for this training.  If you are offered other payments for your training, you must get approval from your Commander to accept the contribution, award, or scholarship; contact your Training Coordinator or CPAC for guidance/assistance.

3. TRAINING EVALUATION - You must evaluate your training within 15 days of course completion.  Copy 9 of the DD Form 1556 or the automated TRAIN evaluation may be used for this purpose.  You should also provide a grade slip or transcript for college credit courses funded by the government.  Overdue evaluations (those that go 60 days beyond the course completion date) may delay processing of future training requests and could require you to reimburse training costs. 

Processing Training Requests

Training Coordinators need to be familiar with their Organization Training Policy and the instructions for completion of a training request.  They should review the DD Form 1556 to make sure it has been properly completed and check the following:

1. Most training requests can be processed by the Activity Training Coordinator or other designated individual without further coordination.  However, there are some exceptions. 

2. Since self-review constitutes a conflict of interest, you may NOT process your own personal training requests.  When you are to participate in training, your request should be processed by the CPAC or another Training Coordinator. 

3. Particular attention should be paid to the following items:

a. Item 8 - if position title shows Student Trainee, check with CPAC before processing.

b. Item 10 - if this item indicates this is a military member or a contractor, these instructions do not apply. 

(1) Military personnel are governed by different regulatory requirements; their training should be processed by proper military personnel with knowledge of these rules.

(2) Contractors may only be trained in skills they are NOT required to bring to the job; contractors may be trained in rules, practices, procedures and/or systems that are unique to the employing agency and essential to the performance of the contractor’s assigned duties.  The authority for training of contractors is the authority to administer contracts, NOT the training law.  Supervisors are instructed to check with a Contracting Officer or Contracting Officer’s Representative(COR) for clarification.  While contractors may be permitted to attend government sponsored courses, they must usually do so at the contractor's expense.

c. Item 17 

(1) If an acronym was used for the course title, make sure the DD1556 is corrected to reflect correct title.

(2) If this is Long-Term Training, follow long-term training instructions to process the request.  The CPAC and CPOC are available to help if you have questions.

d. Item 19a

If an acronym was used, correct DD1556 to spell out the source of training.  Whenever there is a charge for the course, the source of training should be the organization or company to which payment is to be made, NOT the name of a hotel or convention center where the training will be conducted. Courses announced by the CPOC need to reflect the name and address of the vendor providing the training.

e. Item 19b - Complete mailing address is needed.

f. Item 19c - If location is outside the continental United States, the training request must be approved by DA.  OCONUS travel approval is NOT sufficient.

g. Item 21 

(1) Check your Organization Training Policy to see if there are any restrictions on the number of hours of training that may be approved within the same time frame. Training may be on a single form or on multiple forms for the same employee to take training through the same source and within same time frame (i.e., three DD1556s for John Doe for Loyola College from Sep-Dec). All long-term, full-time training requires the approval of the Commander/Director of the organization prior to processing a DD1556.  Centrally-funded long-term training is approved by DA before DD1556s may be processed by the organization.

(2) Make sure hours have been properly completed. 

(3) If hours exceed 80, make sure continued service agreement is completed on the back of the form.  Dates must be entered in Item 38f and employee must sign and date form in Item 39. 

h.  Item 25 

(1) Check your Organization Training Policy to see if there are any restrictions on the dollar amount of the training that may be approved.  You may also want to check with your CPAC and budget activity before processing requests for exorbitant training costs.

(2) Verify that costs reflected are consistent with your organization training policy.  When authorized, tuition and fees should be included in 25a, and books & supplies in 25b.

(3) If training is through a non-government facility and no cost is shown, there must be an explanation in Item 27, i.e., "training included in purchase contract" or "training centrally funded by (identify the government organization which is funding)".  Employees may not accept training free of charge from a non-government facility without checking with their ethics officer to make sure it is appropriate.  Only Commanders may grant authority to accept a contribution or fellowship and may do so only if there is no conflict of interest and the offer is from a tax-exempt organization. 

i. Item 26 - travel and per diem estimates must be shown when TDY is authorized, even though these expenses will be obligated on a travel order (NOT on the DD1556).  Some organizations place restrictions on travel and per diem within local commuting area.  If no travel or per diem is being paid, Item 26 should show "None" so that supervisor and employee are both clear on what expenses are requested and approved.

j. Item 27

(1) If there is a direct cost shown in Item 25, there must be a fund cite in Item 27, unless it indicates the registration fee will be paid via IMPAC card, OR direct costs are being centrally funded by another government organization, OR direct costs were part of a purchase contract.

(2) If funds are to be provided through the Army Tuition Assistance Program (ATAP), check current acquisition program guidance.  Presently, after notification of selection for ATAP tuition assistance, DD1556 is completed (except for Items 26, 27 & 37) and faxed to Acquisition Executive Support Agency Resource Management Division (AESA RMD).  Blocks 32, 33 & 34 must be signed before faxing. AESA RMD will fax the DD1556 back to the employee with Items 26, 27 & 37 completed.  The employee provides copies to the educational institution and activity training coordinator.

k. Items 33 and 34

(1) Verify signature by proper approving authority for the Dir/Div/Br/Team in which the employee works.  Only those to whom the Cdr has delegated approval authority may sign the DD 1556.  They must be certified by the CPAC as having completed the required training, and they may only sign for employees they supervise.  Check for certification of delegation from the CPAC to make sure the individual who signed is authorized to do so.

(2) Remember, in the absence of the approving official, the training request must be elevated to the next level supervisor; acting chiefs do NOT usually have authority to approve.

l.  Item 37

1. If government credit card is being used to charge the training costs, this block should be marked "Government Charge Card Used".

2. If government credit card is not being used to charge the training costs, the complete mailing address and commercial telephone number of the person who is to receive the invoice and recommend payment must be entered in this block.

3. If the training is being funded via a Military Interdepartment Purchase Request (MIPR), the address specified in the MIPR (DD Form 448, Block 13) must be used.

4. If there is NO direct cost in Item 25, Item 37 may be left blank. 

m. Item 39 - employee must sign and date the form to acknowledge the privacy act, the obligated service agreement (if applicable), the requirement to satisfactorily complete the course or reimburse the government, and to verify he/she is not receiving other contributions or payments for this training. 

4.  If all of the above items are in order, check to see if employee has any overdue evaluations or grades.  If so, this training request should not be processed until the employee turns in the overdue items.  An evaluation is overdue if the course was completed more than 60 days ago and no evaluation has been received.  Grade slips are only required for college credit courses. Use your judgment, you may need to process the request if this training is starting immediately.  However, employee should be reminded to submit the overdue item(s) and cautioned that you cannot process future requests until the evaluations and/or grades are received.

5.  If this is training through another government organization, carefully check the course announcement for special instructions regarding submission of nominations.  In some cases the nomination will need to go to the CPAC or CPOC, sometimes directly to your MACOM or MSC, or to the office announcing the program.

Recordkeeping Requirements for Training Documents

Whenever documentation of training is required to be maintained, it must be accomplished in accordance with The Modern Army Recordkeeping System (MARKS).  Managers and supervisors should establish organizational case files in accordance with MARKS procedures to accommodate the following training records:

(  Delegation of authority to approve training

(  The purchase of training

(  Training for placement

(  Academic degree training

(  Continued service agreements

(  Recovery and waiver of training expenses

(  Acceptance of contribution, award, or payment

(  Annual training plan evaluation.

Records maintenance is essential for regulatory compliance, audits and inspections.  Although each organization may determine who will be responsible for the record keeping, we recommend that each organization Training Coordinator maintain the official training records for their employees.  We also recommend that the original DD1556 be maintained in the organization file, with a clear copy returned to the employee for each instance of completed training. 

The official record of completed training is the Army's automated system, the Defense Civilian Personnel Data System (DCPDS)-TRAIN.  Managers, activity training coordinators, Civilian Personnel Advisory Center (CPAC) Human Resource Development advisors and Civilian Personnel Operations Center (CPOC) Human Resource Development professionals share responsibility to ensure proper and timely documentation of all completed training.  For further information, see http://www.cpol.army.mil/permiss/714a.html.  Copies of individual training documents are no longer filed in employee's official personnel folders at the CPOC; therefore, employees are encouraged to maintain a record of their completed training for their personal use. 

The following information is furnished to help organization's establish and maintain the required training records: 

690-400, General Training Files relating to civilian employee performance and utilization which
cannot be logically filed with any of the other series listed below. 
Destroy after 2 years.

690-400, General Training - Reports Training reports prepared for your organization. 

Destroy after 2 years.

690-400, General Training - Government Records relating to civilian employee training through government sources (course announcements, DD1556s, etc.)  May be filed by school, course, or employee name.

Destroy after 2 years.

690-400a, Civilian Training Programs Records of the organization's annual
Training Plan & Evaluation training plan and evaluation.  Supporting documentation and notes
from training committee meetings.

Destroy after 2 years.

690-400d, Installation Training-IDPs Individual development plans (IDPs) for Special 

Employment Program participants (interns, apprentices, upward mobility and VRA program
participants, and students in the Student Career Enhancement Program/CREST).  File by program and alphabetically by employee name.

 690-400h, Training Contributions Records of requests for permission for civilian employees to accept a contribution, grant, scholarship, or other payment from another source.  File alphabetically by employee name. 
Destroy after 3 years.

690-400i, Foreign Training Approvals Records of requests for approval for civilian employees to participate in training conducted by a foreign source or training conducted outside the United States.  File alphabetically by employee name.
Destroy after 2 years.


690-400j, Non-Government Training Records of DD1556s processed for training through non-government facilities and associated documents.  You may file these alphabetically by name of the school or the name of the employee. 
Destroy in Current Files Area 3 years after completion of training or upon expiration of continued service agreement.

690-400j, Non-Government Training Records of approval of training Academic Degree specifically for degree & supporting documentation.

Destroy in Current Files Area 3 years after completion of training or upon expiration of continued service agreement.

690-400j, Non-Government Training Copies of DD 1556s for training Continued Service Agreements.  File alphabetically by employee name.  You will need to access this file when you have employees leave your organization.

Destroy in Current Files Area upon completion of service agreement or transfer agreement with supervisory records when employee transfers.

4.  Do not destroy training documents unless you are certain all action has been completed (i.e., make sure the invoice has been paid, the service obligation has been completed, copies have been furnished to the CPOC for reporting, etc.) 

5.  It helps to have an automated data base which gives the employee name, SSAN, log number, vendor name, course title, course date, date DD1556 was received, approved, and paid, and entries for course evaluation and/or grade.  This allows you to search your data base by name, SSAN, log number, vendor, or course title, and have easy access to other information which can help you find the document in the file or determine status of approval, payment or evaluation. You can also use the data base to identify your employees who have overdue evaluations or grades.

Recording/Updating Employee Training History

Managers/supervisors must ensure that all employee training of eight hours or more is entered into DCPDS following course completion.  This entry is used to produce training reports, document training expenditures, and view the training history of an employee in the REGIONAL Personnel Process Improvement (PPI) (an on-line personnel file).

1. All training provided to your civilian employees must be documented on a DD Form 1556 (or agency approved substitute).  When training is completed, the organization Training Coordinator will forward a copy of the certified DD Form 1556 to the CPAC who will forward to the South Central Civilian Personnel Operations Center (SCCPOC). The SCCPOC will input appropriate information into the Defense Civilian Personnel Data System (DCPDS), which is an automated record of all civilian training. 

2. The only training which does not have to be documented on the DD1556 is:

a. Non-mandatory training of less than 8 hours.

b. Training in DA correspondence courses.  This training is documented via ATSC Form 157.

c. On-the-job training, i.e., training which is accomplished at the employee’s work site by a supervisor or senior employee, to impart knowledge/skill regarding the duties of the job.

d. Training employees take on their own time and at their own expense.

3. All environmental training, regardless of the length, needs to be documented and kept on file for easy access by the organization environmental coordinator.  Mandatory environmental training and environmental training over 8 hours needs to be documented on the DD1556.  Other environmental training may be documented by a certificate or card issued by the trainer; check with your organization environmental coordinator for clarification. 

The CPOC Human Resource Development Division (HRDD) is responsible for coding training into DCPDS, which occurs through the following means:


(  Electronically via the TRAIN PPI, when used by sites to request and approve 


    training.  Training requests flow "on-line" to the HRDD in-box for entry into 

    DCPDS.


(  Hard copy submission of a DD Form 1556 or Training History Update form to 

    HRDD by Training Coordinators.
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APPENDIX A - DA Task Lists

Civilian Personnel Operations Center (CPOC)

Human Resources Development Responsibilities

1.  DEVELOP TRAINING POLICY AND GUIDANCE.
a.  Produce/disseminate implementation        instructions for 

     DA policy and MACOM-specific HRD guidance to CPACs.

2.  CONDUCT AND MAINTAIN THE ANNUAL TRAINING NEEDS SURVEY.  

a.  Transmit Automated Training Needs Assessment ATNA) 

     tool and instructions to CPACs.

3.  DEVELOP FY TRAINING PLAN.
a.  Based on installation training plans prepare and forward to 

     CPACs a regional training plan which contains training and 

     development strategies established to accomplish mission 

     and achieve organizational performance goals. 

4.  DEVELOP ELECTRONIC TOOLS
a.  Develop electronic region-wide bulletin boards for posting 

     training information.

5.  ADMINISTER TRAINING PROGRAM.
a.  N/A

6.   MANAGE TRAINING FUNDS.
a.  In partnership with CPAC, obtain Commander’s 

     commitment to fund region-sponsored training.

b.  Obligate/execute funds to vendors for region-wide training.

7.  REVISE AUTOMATED COURSE LIBRARY.

a.  Using TRAIN, input class schedules for regional courses.

8.  ANNOUNCE TRAINING.
a.  Using technology (e.g. Bulletin boards, E-mail, Internet), 

     announce regional training opportunities to workforce.

9.  CONDUCT/FACILITATE ON-SITE TRAINING.
a.  Conducts/facilitates region-sponsored installation on-site 

     courses.

10.  ADMINISTER ON-SITE TRAINING.

a.  Administers respective region-sponsored training courses 

     (arrange for classroom facilities and supporting 

     equipment/training aids).

11.  ADMINISTER TRAINING REQUEST PROCESS.

a.  Request/obtain regional training contract from Procurement.

b.  Input completed training into the Defense Civilian 

     Personnel Data System (DCPDS). 

12.  ADMINISTER LONG-TERM TRAINING AND LEADER DEVELOPMENT PROGRAMS.
a.  N/A

13.  ADMINISTER SPECIAL EMPLOYMENT TRAINING PROGRAMS.
a.  N/A

14.  DOCUMENT TRAINING.
a.  Maintain a file that documents competitive process for 

     regional instances of training with costs.

15.  ADVISE AND ASSIST MANAGERS.
a.  N/A.

16.  COUNSEL EMPLOYEES.

a.  N/A

17.  ORIENT EMPLOYEES.

a.  N/A

18. EVALUATE TRAINING PROGRAM.

a.  Provide ASAM&RA with analysis and evaluation of 

     regional training program.

Civilian Personnel Advisory Center (CPAC)

Human Resources Development Responsibilities

1.  DEVELOP TRAINING POLICY AND GUIDANCE.
a.  Produce/disseminate local implementation instructions for DA policy, MACOM and CPOC specific HRD guidance to managers and workforce.

2.  CONDUCT AND MAINTAIN  THE ANNUAL TRAINING NEEDS SURVEY.
a.  Transmit automated training needs assessment (ATNA)  tool and instructions to managers.

b.  Produce consolidate installation training needs survey and forward to CPOC.

3.   DEVELOP FY TRAINING PLAN.
a.  Based on evaluation of prior year’s plan and Commander’s guidance (Installation Strategic Plan), prepare/forward to CPOC a training plan which contains training and development strategies established to accomplish mission and achieve organizational performance goals.  

b.  Present/market regional and local portions of recommended training plan to Commanders, in partnership with CPOC.

c.  Disseminate commander-approved installation FY Training Plan to managers and workforce.

4.  DEVELOP ELECTRONIC TOOLS.

a.  Develop electronic installation bulletin boards for posting 

     training information. 

5.  ADMINISTER TRAINING PROGRAM.

a.  Produce/disseminate installation Standard Operating Procedures (SOPs) to managers.

b.  Provide delegated authority training to managers.

c.  Create/retain records of delegation and associated training.  

6.  MANAGE TRAINING FUNDS.

a.  Obtain Commander’s commitment to fund installation training.  

b.  Obligate/execute funds to vendors for installation training.  

7.  REVISE AUTOMATED COURSE LIBRARY. 
a.  Using Training Management Module (TRAIN), input class schedules for installation courses.

8.  ANNOUNCE TRAINING.
a.  Using technology (e.g. Bulletin boards, E-mail, Internet), announce installation training opportunities to workforce.

9.  CONDUCT/FACILITATE ON-SITE TRAINING.

a.  Conduct/facilitate installation on-site courses.

10.  ADMINISTERS ON-SITE TRAINING.

a.  Administer respective installation on-site training courses (arrange for classroom facilities and supporting equipment/training aids). 

11.  ADMINISTER TRAINING REQUEST PROCESS.

a.  Request/obtain installation training contract from Procurement.

12.  ADMINISTER LONG-TERM TRAINING AND LEADER DEVELOPMENT PROGRAMS.
a.  N/A.

13.  ADMINISTER SPECIAL EMPLOYMENT TRAINING PROGRAMS.
a.  N/A

14.  DOCUMENT TRAINING.
a.  Maintain a file that documents competitive process for installation instances of training with costs.

15.  ADVISE AND ASSIST MANAGERS.

a.  Provide advice/assistance to managers on full scope of HRD.

b.  Consult with managers and employees on all aspects of organization and individual performance.  

16.  COUNSEL EMPLOYEES.

a.  N/A

17.  ORIENT EMPLOYEES.

a.  N/A

18.  EVALUATE TRAINING PROGRAM.

a.     Provide Commander with analysis and evaluation of 

        installation training program. 

Supervisor and Manager

Human Resources Development Responsibilities

1.  DEVELOP TRAINING POLICY AND GUIDANCE. 

a.  N/A

2.  CONDUCT AND MAINTAIN THE ANNUAL TRAINING NEEDS SURVEY.
a.  Produce individual and organizational training needs 

     survey and forward to CPAC.

3.  DEVELOP FY TRAINING PLAN.

a.  N/A.  

4.  DEVELOP ELECTRONIC TOOLS.

a.  N/A.

5.  ADMINISTER TRAINING PROGRAM.  
a.   Appoint organization Training System Administrator.

6.  MANAGE TRAINING FUNDS.
a.  Obligate/execute funds to vendors for individual 

     training.

7.  REVISE AUTOMATED COURSE LIBRARY.

a.  N/A.

8.  ANNOUNCES TRAINING.
a.  N/A

9.  CONDUCT/FACILITATE ON-SITE TRAINING.
a.  N/A.  

10.  ADMINISTER ON-SITE TRAINING.

a.  Administer respective organizational on-site training 

    courses (arrange for classroom facilities and supporting 

    equipment/training aids).

11.  ADMINISTER TRAINING REQUEST PROCESS.

a.  Create, authorize and route training requests using the 

     TRAIN system or DD Form 1556.

b.  Request/obtain organizational training contract from 

     Procurement.  

c.  Execute continued service agreement, as required.  

12.  ADMINISTER LONG-TERM TRAINING AND LEADER DEVELOPMENT PROGRAMS.
a.  Endorse and route application/nomination packages to 

     proper destination (installation, MACOM, Functional 

     Chief Representative (FCR), DA, DoD, OPM).

13.  ADMINISTER SPECIAL EMPLOYMENT TRAINING PROGRAMS.  
a.  Develop/execute individual training plan and individual 

     development plan (IDP). 

14.  DOCUMENT TRAINING.  
a.  Extract reports on training statistical data using TRAIN.  

b.  Maintain a file that documents competitive process for 

     individual and organizational instances of training with 

     costs. 

c.  Maintain file of written continued service agreement.

d.  Maintain file containing records supporting the decision 

     to approve academic degree training.

15.  ADVISE AND ASSIST MANAGERS.

a.     N/A

16.  COUNSEL EMPLOYEES.

a.  Counsel employees on general career enhancement 

     strategies. 

17.  ORIENT EMPLOYEES.

a.  Provides on-the-job orientation for new employees.

18.  EVALUATE TRAINING PROGRAM.

a.  Using TRAIN, evaluate effectiveness of individual 

     employee training. 

Employee

Human Resources Development Responsibilities

1.  DEVELOP TRAINING POLICY AND GUIDANCE.
a.  N/A.

2.  CONDUCT AND MAINTAIN THE ANNUAL TRAINING NEEDS SURVEY.  

a.  N/A.  

3.  DEVELOP FY TRAINING PLAN.
a.  N/A. 

4.  DEVELOP ELECTRONIC TOOLS.
a.  N/A.

5.  ADMINISTER TRAINING PROGRAM.
a.  N/A

6.  MANAGE TRAINING FUNDS.
a.  N/A.

7.  REVISE AUTOMATED COURSE LIBRARY.

a.  N/A.

8.  ANNOUNCE TRAINING.
a.  N/A.

9.  CONDUCT/FACILITATE ON-SITE TRAINING.
a.  N/A.

10.  ADMINISTER ON-SITE TRAINING.

a.  N/A.

11.  ADMINISTER TRAINING REQUEST PROCESS.

a.  Create and route training requests using TRAIN system or 

     DD Form 1556. 

12.  ADMINISTER LONG-TERM TRAINING AND LEADER DEVELOPMENT PROGRAMS.
a.  Submit application to supervisor/manager.

13.  ADMINISTER SPECIAL EMPLOYMENT TRAINING PROGRAMS.
a.  N/A

14.  DOCUMENT TRAINING.
a.  N/A.

15.  ADVISE AND ASSIST MANAGERS.
a.  N/A.

16.  COUNSEL EMPLOYEES.

a.  N/A

17.  ORIENT EMPLOYEES.

a.  N/A

18.  VALUATE TRAINING PROGRAM.

a.  Using TRAIN, evaluate effectiveness of course. 

Organization/Activity Training Coordinator

Roles and Responsibilities

1.  Organizational changes resulting from regionalization of Civilian Personnel are changing the way training is being managed in most organizations.  The activity, managers, and employees are given more responsibility to ensure that training is processed and training records are kept.  A central point of contact is needed at the organization level.  To meet this need, organizations have delegated training management responsibilities to organization/activity coordinators.  The following list of duties and responsibilities has been assembled from several sources, is not all inclusive and represents a starting point.
2.  GENERAL RESPONSIBILITIES MAY BE ASSIGNED AS FOLLOWS:

a.  Coordinate annual training needs survey, staffs for local approval, and inputs to Automated Training Needs Assessment (ATNA) tool.  Coordinate out-of-cycle surveys for special needs.

b.  Receive/manage organization’s spaces in training program.

c.  Receive/distribute student reporting instructions.  Handle administrative changes.

d.  Arrange for suitable substitutes when the primary nominee cannot attend.

e.  Submit space available nominations as required.

f.  Verify bills for training expenses and certify same for payment.

g.  Process requests for waiver of prerequisites.

h.  Market new training courses throughout organizations.

i.  Serve as organizational training POC for servicing CPAC.  Keep commander informed of training issues.

j.  Organizational POC of DD Forms 1556 (Request, Authorization, Agreement, Certification of Training and Reimbursement) and DA Forms 145 (Army Correspondence Course Program).

k.  Maintain organizational suspense files for training and follow-up evaluations.  Certify completion of training.

l.  Provide information on career management and other HRD issues to organization.  Handle surveys, policy/procedural changes, other requests for information and briefings.

m.  Advise/assist supervisors in completion of Individual Development Plans and other training plans.

n.  Provide information/assistance on approved automated system.

o.  Assign role of Group Coordinator in approved automated system.

p.  Maintain required organizational training files.
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APPENDIX C

CORE COMPENTENCIES

 SUBJECT  AREAS
WG 1-4
WG 5-8 
WG 9-12
WG Supr
WG Ldr

GS 3-5
GS 5-7
GS 7-9
GS 9-11
GS -12+ 

Knowledge of Basic Work Skills












Annual Leave
x
x
x
x
x

x
x
x
x
x

Evaluations/Ratings
x
x
x
x
x

x
x
x
x
x

Holidays
x
x
x
x
x

x
x
x
x
x

Initiative
x
x
x
x
x

x
x
x
x
x

Personnel Support Offices
x
x
x
x
x

x
x
x
x
x

Punctuality
x
x
x
x
x

x
x
x
x
x

Sick Leave
x
x
x
x
x

x
x
x
x
x

Time Reporting
x
x
x
x
x

x
x
x
x
x

Travel Regulations
x
x
x
x
x

x
x
x
x
x














Communication Skills












Ability to Interpret Instructions
x
x
x
x
x

x
x
x
x
x

Briefing Skills







x
x
x
x

Decision Briefings



x
x



x
x
x

Effective Presentations









x
x

How to Conduct Meetings



x
x



x
x
x

Marketing










x

Read, write, and comprehend
x
x
x
x
x

x
x
x
x
x

Research Skills







x
x
x
x

Speak and Listen
x
x
x
x
x

x
x
x
x
x

Staffing Actions



x
x


x
x
x
x

Write a Fact Sheet



x
x



x
x
x

Write an Information Paper



x
x



x
x
x














Workplace Safety












Common Sense Safety
x
x
x
x
x







Recognize Hazards (Avoid and Report)
x
x
x
x
x







Risk assessment
x
x
x
x
x







Safety Management



x
x




















EEO / EO












Awareness
x
x
x
x
x

x
x
x
x
x

Appropriate Behavior
x
x
x
x
x

x
x
x
x
x














Computer Skills












Basic Keyboard Skills
x
x
x
x
x

x
x
x
x
x

Software Packages






x
x
x
x
x

Organization Specific Software






x
x
x
x
x



























SUBJECT  AREAS
WG 1-4
WG 5-8 
WG 9-12
WG Supr
WG Ldr

GS 3-5
GS 5-7
GS 7-9
GS 9-11
GS 12+ 

Supervisory Skills












AARs









x
x

Awards



x
x



x
x
x

Budget Concepts



x
x



x
x
x

Committee functions










x

Contracts








x
x
x

Counseling



x
x







Critical thinking










x

Decision Making

x
x
x
x


x
x
x
x

Demonstrate, Teach And Motivate.

x
x
x
x



x
x
x

Develop training plans









x
x

Feasibility studies










x

Goal Setting/Planning



x
x



x
x
x

Intro. to negotiating








x
x
x

MARKS








x
x
x

Performance Analysis (Impact Decisions)








x
x
x

Personnel management systems







x
x
x
x

Plan and execute organizational changes










x

Problem Solving

x
x
x
x


x
x
x
x

Program management










x

Rating Systems



x
x







Role Modeling

x
x
x
x




x
x

Strategic planning (includes tactical)










x

Subject matter expert (SME)









x
x

Supervising supervisors










x

Supervision (correspondence course)



x
x


x
x
x
x

Supply requisitions








x
x
x

Time Cards/Record Keeping



x
x







Time Management

x
x
x
x


x
x
x
x

Travel



x
x







Travel Orders








x
x
x

Trip reports









x
x

Union Policy and Procedures



x
x







Work Planning


x
x
x














































SUBJECT  AREAS
WG 1-4
WG 5-8 
WG 9-12
WG Supr
WG Ldr

GS 3-5
GS 5-7
GS 7-9
GS 9-11
GS 12+ 

Quality of Life












Ergonomics 



x
x







Ethics







x
x
x
x

Independently Work W/ Minimum Supr

x
x
x
x







Initiative

x
x
x
x







Organizational environment



x
x




x
x

Repetitive Motion Disorder



x
x







Stress Management


x
x
x



x
x
x














Organizational Skills












Army Values
x
x
x
x
x

x
x
x
x
x

Chain of Command
x
x
x
x
x

x
x
x
x
x

Customer Service
x
x
x
x
x


x
x
x
x

Fraud, Waste, and Abuse
x
x
x
x
x


x
x
x
x

Interagency relations (FLW)







x
x
x
x

Know Job Description
x
x
x
x
x







Mentoring










x

Operation of standard office equipment






x
x
x
x
x

Org - From FLW to Branch level







x
x
x
x

Org Mission/Function/Customers
x
x
x
x
x

x
x
x
x
x

Procurement rules and responsibilities







x
x
x
x

Represent Organization



x
x







Technical Competency

x
x
x
x







Understand Rating System
x
x
x
x
x

x
x
x
x
x














Leadership Skills












Credibility









x
x

Knowledge of leadership concepts







x
x
x
x

Motivation Skills









x
x

Representing the org (responsibilities)








x
x
x

Risk taking







x
x
x
x

Situational analysis







x
x
x
x

TAQ/TQM (performance analysis)









x
x














Leadership Courses to Enhance Competencies












LEAD Course



x
x



x
x
x

Org Leadership for Executives (OLE)









x
x

PME I










x

PME II (2 yr rule between courses)










x

SBLM - Sustaining Base Ldr/Mgt 










x

APPENDIX D

NAVIGATING THE INTERNET

The following are some Internet addresses of information on the web that are related to Human Resource Development.

Organization/Service




Internet Address

Advanced Management Strategies, Inc.


www.amsi-net.com
Advanced Distributed Learning Network


www.adlnet.org
Air Force Training





www.au.af.mil/au/cpd/hrms/9733.htm
American Society for Training & Dev


www.astd.org
Army Acquisition Corps




www.dacm.sarda.army.mil








http://130.114.130.9/
Army Civilian Personnel Online



www.cpol.army.mil
Army Correspondence Courses



155.217.35.238/accp/accp_top.htm
Army Distance Learning Plan (TRADOC)


www-dcst.monroe.army.mil/adlp/adlp.htm
Army Homepage





www.army.mil
Army Institute of Professional Development


atscweb.atsc-army.org/accp/aipd.htm
Army Management Staff College



www.amsc.belvoir.army.mil
Army Training Digital Library (ATDL)


www.atsc-army.org/atdl.htm
Army Training Requirement & Resources Sys (ATRRS)
www.asmr.com/atrrs/index.html
Center for Army Leadership (CAL)



www-csgs.army.mil/cal/index.htm
Code of Federal Regulations
www.access.gpo.gov/nara/cfr/cfr-table-search.html
Comptroller General Decisions
www.gao.gov/decisions/decision.htm
Computer Based Training
www.armycbt.jccbi.gov/armycbt
DANTES Distance Learning Programs


voted.doded.mil/dantes/DL

Defense Civilian Personnel Management Service

www.cpms.osd.mil
Ethics Training





www.usdoj.gov/jmd/ethics
Federal Bulletin Board




fedbbs.access.gpo.gov/
Federal Register





law.house.gov/7.htm/

Federal Training Mall





www.fedworld.gov/training/
Field Advisory Services




www.cpms.osd.mil/fas/fas.htm
Human Resource Development Council


www.amsc.belvoir.army.mil/hrdc.htm
Human Resources - World Wide



www.worldwidehr.hq.dla.mil
National Technical Information Service


www.fedworld.gov
Office of Government Ethics




www.oge.gov
Office of Personnel Management


       
www.opm.gov/
U.S. Law Title 5 





law.house.gov/usc.htm
Training
http://www.atsc.army.org/cgi-bin/atdl.dll/accp/st7000/top.htm
Training & Development Resource Center
      

www.tcm.com/trdev/
USDA Graduate School


    

grad.usda.gov/
APPENDIX E - Acronyms

AAW


Army Acquisition Workforce

AAC


Army Acquisition Corps

ACPM


Activity Career Program Manager

ACRB


Acquisition Civilian Record Brief

ACTEDS

Army Civilian Training, Education, and Development System

AIDS


Acquired Immune Deficiency Syndrome

AMSC


Army Management Staff College

AODC


Action Officer Development Course

AR


Army Regulation

ATNA


Army Training Needs Assessment

ATRRS

Army Training Requirements and Resources System

AWSS


Acquisition Workforce Support Specialists

CFR


Code of Federal Regulation

COB


Command Operating Budget

CONUS

Continental United States

CP


Career Program

CPAC


Civilian Personnel Advisory Center

CPM


Civilian Personnel Manual

CPO


Civilian Personnel Office

CPOC


Civilian Personnel Operations Center

CPOL


Civilian Personnel On-Line

DA


Department of the Army

DAU


Defense Acquisition University

DAWIA

Defense Acquisition Workforce Improvement Act 

DCPDS

Defense Civilian Personnel Data System

DoD


Department of Defense

EEO


Equal Employment Opportunity

EEOC


Equal Employment Opportunity Commission

EO


Executive Order

FADS


Funding Authorization Documents

FCR


Functional Chief Representative

GETA


Government Employees Training Act

HIV


Human Immunodeficiency Virus

HQDA


Headquarters, Department of the Army

HR


Human Resource

HRD


Human Resource Development

HRDD


Human Resource Development Division

IAW


In Accordance With

IDP


Individual Development Plan

ILDC


Intern Leadership Development Course

IPA


Intergovernmental Personnel Act

KSA


Knowledge, Skill, Ability

LEAD


Leadership Education and Development Course

MACOM

Major Army Command

MARKS

Modern Army Recordkeeping System

MDC


Manager Development Course

MITP


Master Intern Training Plan

MTP


Master Training Plan

NAF


Non-Appropriated Fund

OASA(M&RA)
Office of the Secretary of the Army (Manpower & Reserve 

Affairs)

OJT


On-the-Job Training

OLE


Organizational Leadership for Executives

OPM


Office of Personnel Management

PERMISS

Personnel Management Information & Support System

PME


Personnel Management for Executives

POC


Point of Contact

POSH


Prevention of Sexual Harassment

PPI


Personnel Process Improvement

SBLM


Sustaining Base Leadership and Management

SC CPOC

South Central Civilian Personnel Operations Center

SDC


Supervisor Development Course

SME


Subject Matter Expert

SOP


Standard Operating Procedure

SSN


Social Security Number

TACITS

Total Army Centralized Individual Training Solicitation

TAPES

Total Army Personnel Evaluation System

TDY


Temporary Duty

U.S.C.


United States Code

VRA


Veterans Readjustment Act

WWW


World Wide Web
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