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ANNEX E

Excerpts from the Army Civilian Training, Education, and Development System (ACTEDS)
E.1.  General. 

a. 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.

b. ACTEDS plans are developed for specific occupational groups 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 many paths to key positions; and a Master Training Plan (MTP), individually tailored by occupation/career program (see AR 690‑950) Army Civilian Training, Education, and Development System (ACTEDS) 

E.2.  ACTEDS' Goals.
a. Provide a holistic approach to civilian leader development through a planned combination of leadership courses, professional and technical training, progressively more responsible job assignments, and self‑developments.

b. Develop broad gauged, multi‑disciplinary civilian executive talent in complex fields such as acquisition, logistics, installation and information management, and research and development.

c. Ensure consistent quality across occupations through planned career development of civilian employees from entry to senior executive levels.

d. Ensure technical proficiency at each progression level and offer an opportunity for growth and development for those individuals with high potential for advancement.

E.3.  Master Training Plan.  A 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 Master Intern Training Plans (MTIPs) which apply to all career program interns.  MTPs also include the civilian leadership common core training.  Career program Functional Chief Representatives (FRCs) (see AR 690‑950) sponsor and fund a number of competitive professional development opportunities which may include career development courses, assignments and activities.

E.4.  Civilian Training. 

a. The process of development is inextricably linked to the human resource management life cycle (requirements, accession, sustainment, and separation).

b. Managers based on the needs assessment process must select the correct tools to help employees (individually or in teams) develop the knowledge, skills and abilities they need to improve performance.

c. The human resource development toolbox contains many performance‑based solutions in addition to traditional classroom training.  Good development programs include other common methodologies, such as: coaching, counseling and mentoring (see DA Pamphlet 690‑46) on‑the‑job training, developmental job assignments, computer‑based instruction, job aides, expert systems and independent study, as well as classroom training. In today's environment, employees need to be multi‑skilled and flexible to be of value to high performing organizations.

d. Training can be effectively used to support reinvention and change.  Such training might include quality improvement, benchmarking, performance management, and customer service, re‑engineering, and leading/managing change.

E.5.  Training Needs Assessment.
a. 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 requirements. Each Army organization is responsible for assessment of their training requirements.

b. Organizational training needs are determined/prescribed by law, Executive Orders, federal regulations, DoD policy, HQDA policy as well as MACOM and installation unique missions.  Organizational training needs determined at the highest levels of organizations, e.g., HQDA, generally is those with a long‑term return on the training investment.

c. Occupational training needs are determined/prescribed by Functional Chief Representatives (FCRs) (see AR 690‑950, Chapter 1) & Personnel Proponents (see AR 600‑3) and documented in completed ACTEDS plans for career programs and career fields.

d. Individual training needs are identified by employees, supervisors and managers and include 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.

E.6.  Training Priorities.
a. A priority must be specified for all types of formal training. Training that is not prioritized may not be conducted. These priorities should be used for all training, to include ACTEDS Universal and Competitive Development training, as well as occupational and functional skill training. Universal training provides standardized KSAs across an occupational area to all individuals who have similar duties and responsibilities. Competitive Professional Development training and professional developmental opportunities for which individuals are competitively selected usually are Priority II or III. Criteria for determining the appropriate priority to assign training requests follows:

b. PRIORITY I.  Training that is typically a condition of employment, must he successfully completed within a specified time period and meets one or more of the following criteria.

(1).  Training which employees must have for acceptable performance.

(2).  Training essential for mission accomplishment.

(3).  Training mandated by high authority (law or DoD) or as required doe certification, health or safety reasons.

(4).  Training mandated by the Assistant Secretary of the Army (Manpower and Reserve Affairs) as an ACTEDS leader development core course.

(5).  Training that is essential for functional intern training.

c. PRIORITY II.  Training that is needed for effective performance and to improve the quality of mission accomplishment. It is recommended that training mandated or specified in an approved training plan (IDP) for enhancement of performance resulting in the improvement in the quality of mission accomplishment should be completed within a specified time period.

d. PRIORITY III.  Training that is recommended for all individuals to improve or enhance knowledge, skills and abilities needed on the job.

E.7.  Civilian Leadership Program.
a. More than ever before, the Army of the 21st Century will rely on top quality civilians in professional, technical and leadership positions to provide a continuity of operations and expertise essential to national defense.  ACTEDS supports the acquisition and training of a technically proficient professional workforce, as well as the progressive and sequential development of competent, confident leaders that are critical to a high performing workforce. Developing these future leaders in light of decreasing resources and a smaller force challenges us to maximize every developmental opportunity. A trained and ready Army will always require leaders who are professionals in every way ‑‑ leaders who exemplify traditional Army values and professional ethics.

b. Values are the bedrock of professionals.  They influence leader attitudes, behavior, and decisions.  Army ethics contain the values that guide leaders.  When taking the Oath of Service, leaders must embody loyalty to the nation, the Army, the organization and each individual in it.

c. As we shape a smaller Army to meet the expanding challenges of the 21st Century, we also must develop leaders who understand and can exploit the full potential of present and future Army doctrine.  Our leaders must be versatile to ensure success in war and operations other than war.

d. Leaders gain their knowledge, skills, and abilities through a combination of schooling, assignments, and self‑development.  The Army is committed to the development of its leaders.  Leaders must be appropriately developed before assuming and while occupying leadership positions to ensure they are competent in and confident of their ability to lead at the level assigned.

e. A robust suite of basic civilian leadership training is in place that includes progressive and sequential mandatory training at four broad levels (intern/entry, supervisory, managerial, and executive).  It parallels the formal training (institutional) pillar of the officer leader development system, and is targeted to the skills/ competencies required of civilian leaders at each of the four broad levels.

E.8.  Leadership Development Process.
a. Institutional Domain. The Army's school system provides leaders, military and civilian, training (what to know) and education (how to do) and the opportunity to acquire KSA's needed to perform duty position requirements. Training and education usually precede significant new levels of operational assignments. In each case, the institutional base, which teaches leaders how to think, is the foundation upon which we develop leaders to realize their maximum potential. To foster this transition, leaders attend institutional training courses following appropriate career development models.  The institutional domain extends beyond the traditional Army schoolhouse. "Classroom without walls" initiatives extend this domain to every Army leader regardless of physical location. The institutional domain provides the theoretical base for leader development. 

b. Operational Domain.  Operational assignments translate theory into practice by placing leaders in positions to apply those KSA's acquired during institutional training and education. Repetitive performance of duty position requirements (practice) refines the leader's skills, broadens knowledge, and shapes behavior and attitudes. Through experience gained from operational assignments, leaders acquire the confidence and competence needed for more complex and higher level assignments. Commanders and supervisors enhance leader development by:

(1).  Assigning individuals to progressively more complex and demanding duty.  

(2).  Assessing their performance against standards.

(3).  Providing information on strengths, weaknesses, and developmental needs.  

(4).  Counseling and coaching regularly.

(5).  Helping individuals prepare and execute developmental action plans to achieve maximum growth.

c. Self‑Development Domain.  Self‑development initiatives focus on maximizing leader strengths, minimizing weaknesses, and achieving individual leader development goals. The concept is more than fixing weaknesses or reinforcing strengths. Self‑development is a continuous process that takes place during institutional training and education, and during operational assignments that should also stretch and broaden the individual beyond the job or training. It's a joint effort involving commanders, leaders, supervisors, and subordinates. The individual and leader structure self‑development actions to meet specific individual goals and needs. Initial self‑development is generally narrow in scope. The focus broadens as individuals learn their strengths and weaknesses determine needs, and become more independent. Leaders prepare developmental action plans to map self‑development efforts and set priorities for improving performance and achieving maximum potential.  Self‑development actions may include self-study, reading programs, advanced civil schooling, and community leadership positions that support development goals.

E.9.  Civilian Leadership Training Common Core.  The Army Civilian Leadership Training Common Core consists of progressive and sequential leadership training from the entry level to the Senior Executive Service (SES). The Common Core contains mandatory training for Army civilians at each level (Intern, Supervisor, Manager and Executive).

a.  Mandatory Training.
(1).  Intern Leadership Development Course (ILDC) a 5‑day course taught at regional sites by the Civilian Leadership Training Division of the Center for Army Leadership, must be completed by all centrally funded (ACTEDS) interns and local interns prior to graduation and promotion to journeyman level.

(2).  Action Officer Development Course (AODC) a correspondence course requiring both student and supervisor participation, must be completed by all interns prior to graduation and by all individuals promoted appointed to journeyman level positions within six months after appointment to promotion to such a position. Commanders are responsible for ensuring that Army civilians newly appointed or promoted to journeyman level positions enroll within 30 days of appointment or promotion. This requirement applies only to those employees in a two‑grade interval professional and administrative job series 
b.  Supervisor Training.
(1).  Supervisor Development Course (SDC) the first phase, is a correspondence course that must be completed by all newly appointed civilian supervisors within six months after assignment to their first supervisory position.  Military personnel who supervise civilian employees are also required to complete this course within six months but no later than 12 months after their assignment to a position where they arc required to supervise civilians.  Check with the Human Resource Development (HRD) advisor at your servicing Civilian Personnel Advisory Center (CPAQ) to determine whether you must enroll individually or if your installation distributes this correspondence course in a classroom setting scheduled periodically for the express purpose of training new supervisors in those locally unique areas such as merit promotion plans and labor agreements.  Supervisors must complete this correspondence course before enrolling in phase two.

(2).  Leadership Education and Development (LEAD) Course, the second phase required training for new supervisors, is taught at or near the individual's installation by certified graduates of a Train‑The‑Trainer course conducted by the Civilian Leadership Training Division of the Center for Army Leadership. The LF‑4D course must he completed by new supervisors within six months after appointment to the supervisory position. Timeliness is an extremely important aspect of supervisory training. Failure to complete this mandatory training may be considered when making determinations regarding satisfactory completion of the 1‑year supervisory probationary period.

(3).  WAIVERS.  Local commanders may waive attendance completion of the LEAD training on an individual basis for first time military supervisors of civilians if the commander determines that the military member has equivalent experiences/training and the individual has requested a waiver. This waiver authority does not extend to the first phase of mandatory supervisory training (Supervisor Development Course).

(4).  Manager Development Course (MDQ) correspondence course, must be completed by all newly appointed (any grade) within six months of their appointment to a managerial position. For purposes of this training requirement, the term‑management, means supervisors of supervisors and managers of program, resources and/or policy.

c.  Mandatory Training for Senior Executive Service (SES) Members.
(1).  GO/SES Orientation Training Conference
(2).  GO/SES Force Interpretation Course

(3).  Leadership Development Program, Center for Creative Leadership
(4).  EO/EEO Orientation

(5).  For information regarding course schedules and enrollment procedures contact the US Army Senior Executive Service Office, Office of the Assistant Secretary of the Army (Manpower and Reserve Affairs), Pentagon Room 2C670, ATTN: SFCP‑SES, DSN: 227‑2204.

d.  Non‑Mandatory Common Core Leadership Training.
(1).  Army Management Staff College (AMSC).   AMCS is a 12‑week resident and 1‑year non‑resident programs that are filled by HQDA Selection Boards through an Army‑wide competitive process. The college is located at Ft Belvoir, VA and the curriculum is designed to prepare individuals with high potential for advancement to leadership positions in the Army's sustaining base. The AMSC is the sustaining base equivalent to the Command and General Staff College.

(2).  Organizational Leadership for Executives (OLE).   OLE is a two week experiential learning course Presented by the Civilian Leadership Training Division of the Center for Army Leadership in Kansas City, MO as well as regionally. This course constitutes the second phase of new manager training and should be preceded by completion of the Manager Development Course, which is mandatory.

(3).  Personnel Management for Executives I (PME I).   PME I is a nine‑day resident non‑traditional course of instruction presented at four regional sites (Lancaster, PA, Atlanta, GA, Fort Leavenworth, KS, and Heidelberg, Germany). These conferences are open to all managers/supervisors at grade GS‑13 and above and are designed to help participants find better ways of dealing with management problems for which there are no stereotypical solutions. Applicants should be graduates of the Organizational Leadership for Executives (OLE) course.

(4).  Personnel Management for Executives H (PME II).  PME II is a five‑day resident course presented at various locations that explores the various dimensions of leadership and human resource management that are primary concerns of the Army and DoD executive. Attendance at PME I is a prerequisite.
TAB 1 (POLICY 1: INDIVIDUAL SELF‑DEVELOPMENT) TO ANNEX E
1.  Federal agencies are more likely to have employees capable of meeting change requirements if the employees themselves have expectations of life‑long learning and take the ultimate responsibility for their professional growth and self‑development. Supervisors can affect both outcomes by working with employees to identify training and development needs, and by encouraging participation in the continuing educational activities of schools and professional associations.

2.  Self‑development efforts are initiated and funded by the employee and are normally completed during non‑duty hours. In some cases, however, accommodations may be made if an employee wishes to attend an education, training or development activity on duty time, especially if it has the potential of increasing the employee's contributions to the mission. For example, the employee's hours of duty work schedule, or lunch period may be changed temporarily to allow for self‑development activities.

3.  One of the three pillars supporting Civilian Leader Development is a self‑development pillar that focuses on maximizing leader strengths, minimizing weaknesses, and achieving individual leader development goals. The concept is more than fixing weaknesses or reinforcing strengths.

4.  Self‑development is a continuous process taking place during institutional training and education, and during operational assignments‑that should also stretch and broaden the individual beyond the job or training. Initial self‑development is generally narrow in scope.

5.  The focus broadens as individuals learn their strengths and weaknesses determine needs, and become more independent. Self‑development actions may include self-study, reading programs, advanced civil schooling, or community leadership positions that support development goals.

TAB 2 (POLICY 2: EVALUATION OF COMPLETED TRAINING) TO ANNEX E
Training is generally evaluated at three stages:

1.
End of Course. Students complete course reaction sheets at the end of most courses to evaluate the actual presentation of training, effectiveness of the instructor and the overall accomplishments of training objectives.

2. 
After the training‑‑ has been completed. Students and supervisors are required to complete the follow up evaluation form. Different procedures apply by agency depending upon the method used to request and document the training event. LIWA personnel will complete follow up evaluations and participate in other evaluation activities. 

3.
Overall evaluation of courses and entire activity training program. Human Resource Development personnel (Training and Readiness Branch in conjunction with Management Support Office) evaluate the success and contribution of courses and learning experiences.  In addition all the activities of training program are evaluated in concert with management. This overall evaluation serves as a basis for the next year's training plan.

TAB 3 (POLICY 3: RECORD KEEPING) TO ANNEX E
The U.S. Office of Personnel Management (OPM) issues personnel record keeping guidance prescribing how and where to file documentation of civilian training, planning, procurement, program development, completions and evaluations.

1.
The requirement to file training documents in the OPF (long‑term, right side) was rescinded effective October 1, 1996 by Update 1, March 15, 1996, to the OPM Operating Manual, The Guide to Personnel Record keeping (see Chapter 3, Table 3‑1). The following training documents may no longer be placed on file in the employee's OPF:

· DD Form 1556, Request, Authorization, Agreement, Certification of Training and Reimbursement

· OPM Form 1398, Model Veterans Readjustment Appointment Plan

· OF 37 (discontinued), Nomination for Interagency Training and the Presidential Appointee, Record of Training, and Computer generated lists of completed training.

· Training Certificates.

2.
Training documents already on file in the OPF will remain on file (long term, right side) until the employee leaves Army employment. At that time, training documents will be removed from the OPF and returned to the employee.

3.
Whenever documentation of training is required to be maintained by Chapter 41 of Title 5 CFR, §410 and Army regulations, it must be accomplished in accordance with AR 25400‑2. The Modern Army Record keeping System (MARKS). Managers and supervisors should establish organizational case files in accordance with MARKS procedures to accommodate the following training records:


a. Delegation of authority to approve training


b. The purchase of training


c. Training for placement


d. Academic degree training


e. Continued service agreements


f . Recovery and waiver of training expenses


g. Acceptance of contribution, award, or payments. Annual training plan evaluation.

The official record of completed training is the Army's automated system, DCPDS‑TRAIN. Managers, activity training coordinators, CPAC Human Resource Development advisors and CPOC Human Resource Development professionals share responsibility to ensure proper and timely documentation of all completed training.

TAB 4 (POLICY 4: FUNDING/PURCHASING TRAINING) TO ANNEX E
1.  Practices and procedures for reviewing, prioritizing, and approving funds for training vary at each installation. At some installations the CPAC Human Resource Development advisor works with an installation training committee, while at others the CPAC advisor may function in a more decentralized environment; working with individual organizations to develop and execute the installation training budget.

2.  The process of planning and budgeting for the funds needed to support required training begins when training requirements are assessed and validated during the training needs survey process.

3.  Most training needs of DA civilian employees can be met by short‑term (less than 120 days), low‑cost training programs. DA will use long‑term training (LTT) and development programs when they will achieve the training objectives better than short assignments. LTT in dedication is training an employee is assigned to on continuos, full-time basis or more than 120 calendar days. The assignment may be to Government or non‑Government training, formal training programs, planned developmental assignments, academic/university training, or to a combination of more than one type of training on a continuous full‑time basis.

4.  Experience shows that training requirements (needs) usually exceed the availability of training funds. To assist you in making determinations that will ensure available funds are distributed fairly and equitably, and that critical aspects of an organization's mission serve as a key determining factor, the Army's priority system has been established. Universal training priorities have also been established for the Army Civilian Training, Education and Development System (ACTEDS).

5.  Commanders and managers at all levels, in concert with their local servicing CPAC and regional CPOC, must develop financial plans to support a robust training program. Through ACTEDS HQ DA centrally funds interns LTT, core leader development training and competitive professional development. Resources to support these centrally funded training programs are moved from the ASA (M&RA) ACTEDS account to the selectee's MACOM or other appropriate headquarters activity during one of four quarterly fund distribution cycles. All other training is resourced and supported by the "mission dollars" of each installation, activity or organization.

6.  Related Costs of TDY. The DoD Joint Travel Regulations (JTR) (Vol II), Chapter (Ch) 4, C4502, states that attendance at a training course is generally a temporary duty (TDY) assignment. Therefore, the cost of training usually includes travel, lodging, per them and miscellaneous expenses, if the session or program occurs away from the employee's permanent duty station (PDS).

7.  The Federal Employee Travel Reform Act of 1996 included changes affecting the travel status of employees who are assigned to another location for an extended period, (i.e., six to 30 months).

8.  Temporary Change of Station (TCS). 

a.  In September 1997, the JTR effected a new category of allowances to comply with the travel reform act called the TCS provision (JTR, Vol II, Ch 4, C41 11). The provision includes re‑designation of the official duty station for the temporary period of assignment, limited real estate expenses, and locality‑based pay entitlements.

b.  Two crucial factors simplify the approving officials' task of determining employee eligibility for TCS allowances while participating in an LTT or professional development assignment lasting six to 30 months. They are the legal authority under which the employee is assigned to training, and the purpose of the temporary assignment.

(1).  LEGAL AUTHORITY (to perform the temporary assignment): "All employees are eligible for a TCS except. an employee assigned under the Government Employee's Training Act (GETA)."

(2).  GETA (Title 5, U.S. Code, Section 4109) Authorized Training. Department of Army civilian employees participating in LTT assignments under the general training authority of the GETA are ineligible for a TCS.

(3).  Training Authorities Other than GETA. Travel entitlements for training assigned in accordance with authorities other than GETA may include TCS if appropriate, subject to available funding. For example, Title 10, U.S. Code, authorizes requirements for unique groups and separate personnel systems of employees including the Acquisition Workforce and Civilian Intelligence Personnel Management System (CIPMS).

c.  PURPOSE (of the temporary assignment) must be the Performance of Work, as stipulated in the Federal Employee Travel Reform Act of 1996. This is a consideration only if the training assignment is not authorized under the GETA. If the purpose of the assignment is to attend a school or formal learning situation, such as the Army War College, the student is ineligible for a TCS regardless of the training authority.

4.  Professional development assignments may be and often are work assignments. Even If such "work" assignments are authorized under the GETA as career program or functional / rotational assignments, the TCS provision cannot apply.

5.  JTR Status of Army Civilian Employees Assigned to LTT under the GETA. QTR, Vol II Ch 4, C4502). LTT participants assigned to training under GETA are eligible for partial Permanent Change of Station entitlements, or Temporary Duty (TDY) allowances with up to 55% of maximum per diem rates for the training location.

6.  The purchase of training is governed by the Federal Acquisition Regulation, Defense Acquisition Regulation, the Government Employees Training Act and requirements of your servicing procurement/contracting office.

7.  As a general rule, the only training that may be purchased without utilizing formal contracting and acquisition procedures must meet the definition of "off‑the‑shelf" training. This process makes use of an appropriate version of the DD Form 1556 to request training . "Off‑the‑shelf' training is that which is available in the commercial marketplace; servicing the general public; utilizing the same work force in providing the training; and the price based on established catalog or market prices. This process may not be utilized if the "off‑the‑shelf" training course requires any modification.

TAB 5 (POLICY 5: TRAINING OF NON-GOVERNMENT EMPLOYEES)
TO ANNEX E
1.  Commanders, supervisors and other management officials who have received the appropriate training and have been delegated authority to approve training may utilize several methods to purchase training:

2.  Utilizing local installation procedures, "micro‑purchases" may be used to purchase training when the aggregate amount does not exceed $2,500. Purchases may be made with a credit card issued to authorized agency officials.

a.  Simplified acquisition procedures, which require documentation of cost comparisons and source selection, should be used to the maximum extent practicable for all purchases of training not exceeding $25,000. Requirements which aggregate to a greater amount than this simplified acquisition threshold may not be broken down into several purchases that are less than the threshold merely to permit use of simplified acquisition procedures.

3.  Contact you’re training coordinator or the Human Resource Development advisor (Chief, Training and Readiness Branch) to determine what procedures is in effect for your organization/installation.

4.  Contractors may only be trained in skills they are not required to bring to the job since they are selected for their expertise in a subject‑area. 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 their assigned duties. The authority for training of contractors [42 Comptroller General Decision 673 (1963)] is the authority to administer contracts and not the training law.  Private citizens [see 42 Comp. Gen. 783 (1963)] can be admitted to government training if:

a.  The training will be of benefit to the government.

b.  Attendance is incidental to the necessary and authorized training of government employees; and

c.  The tuition fee covering that person's attendance is deposited in the Treasury (31 U.S.C 3302(b) (1983 & supplement, 1995) as miscellaneous receipts.

5.  State and Local Employees [see Intergovernmental Personnel Act of 1970, 42 U. S. C. 4742 (1983)] can be admitted to government training programs and payments for the training may be accepted. They may also enter into intergovernmental exchange programs covering movement to and from State and local governments, nonprofit organizations, and academia for developmental purposes.

6.  Volunteers may only be trained in procedures and/or systems that are unique to their assigned agency and essential to conducting assigned responsibilities. Training in these areas is usually part of a volunteer's orientation into the organization.

7.  5 U.S.C. 4108 requires each employee to sign an agreement with the Government before assignment to training that exceeds his/her agencies prescribed minimum period. The employee will agree to (1) continue in the service of his agency at least three times the length of the training period, commencing upon completion of the training, and (2) pay back expenses if he/she voluntarily separates from his agency prior to completion of the service obligation period.

TAB 6 (POLICY 6: AGREEMENTS TO CONTINUE IN SERVICE)
TO ANNEX E
1.  5 U.S.C. 4108 requires each employee to sign an agreement with the Government before assignment to training that exceeds his/her agencies prescribed minimum period.  The employee will agree to (1) continue in service of his agency at least three times the length of the training period, commencing upon completion of the3 training, and (2) pay back expenses if he/she voluntarily separate from his agency prior to completion of the service obligation period.

2.  Department of the Army policy requires civilian employees selected for non‑Government training in excess of 80 hours, an4 Government or non‑Government long‑term training and education programs in excess of 120 calendar days, to complete a continued service agreement before assignment to the training. The period of service will equal at least three times the length of the training, to begin upon the employee's return to duty following training completion. Approving officials will retain a copy of each signed agreement (see Section E, DD Form 1556) and monitor execution of the obligation period.

3.  Failure to Fulfill Agreements.  Commanders at all levels are charged to protect the Government's interests should an employee fail to successfully fulfill his/her signed training agreement by not completing the continued service obligation period [see 5 CFR 410.309(c)]. The commander, or a designated official, will review the status and circumstances of each non-expired agreement to decide whether to tender, waive or require repayment of expenses incurred other than salary costs. In addition to the destination of the employee (see below), the determination should consider intangible criteria such as equity, good conscience, and the public interest.

a.  Employee Transfers within Army or DoD. The remainder of the service obligation transfers to the gaining DA activity or DoD Component.  The gaining commander will monitor the agreement.

b.  Employee Leaves DoD. The employee's commander or designee will decide whether to waive or require reimbursement of the additional training expenses when the employee transfers to another Federal agency, resigns, retires or is terminated from Federal service. Send requests to waive repayment of ACTEDS training dollars through command channels to HQ DA for final determination, at HQ DA, OASA (NMRA), ATTN: SAMR‑CPP‑PD, 200 Stovall Street, Alexandria, VA 22332‑0300.

c.  Recovery of Funds.  When a commander requires reimbursement from an employee for failure to complete a continued service agreement the repayment amount will be based on the additional expenses (e.g., registration fees, tuition and matriculation fees, library and laboratory fees, purchase or rental of books, materials, supplies, travel, per diem; and miscellaneous other related training program costs).  Do not include salary costs.  The calculation will normally prorate the percentage of the remaining service obligation period.
TAB 7 (POLICY 7: TRAINING RESTRICTIONS) TO ANNEX E
1.  The legal purpose of training continues to be to improve individual and organizational performance and to assist in achieving the agency's mission and performance goals (5 L&L §4101(4)). 5 CFR §410.203, based on Executive Order 11348 provides basic guidance to agencies for determining training needs of individual occupations, programs, and organizations. 

2.  OCONUS TRAINING

a.  Army Civilian employees may not participate in training in facilities outside the continental United States (OCONUS) without prior approval of HQDA and or DoD.

b.  Executive Order 11348 402, DOD 1400.25‑K CPM 410.2 and AR 690‑400, Chapter 410, Subchapter 5, Paragraph 5‑11 establish procedures which must be followed whenever training in facilities outside the continental United States is contemplated for US citizen employees who are stationed in CONUS.

c.  All requests for OCONUS training must address all criteria required by AR 690‑400 and be submitted to HQDA, OASA (M&RA), ATTN: SAMR‑CPP‑MP, 200 Stovall Street, Alexandria, VA 22332‑0300 at least 60 days before training and travel is scheduled to commence.

3.  GUIDANCE FOR 11"LEMENTING TRAINING RESTRICTIONS CONTAINED IN PUBLIC LAW 105‑277, SECTION 635

a.  Section 635 of the 1999 Treasury and General Government Appropriations Act contains language prohibiting the use of appropriated funds for inappropriate employee training.

b.  Note: Section 635 does not amend chapter 41 of title 5, United States Code, Training, or change the legal purpose of training.  The purpose of training remains to improve individual and organizational performance related to an agency mission (5 U.S.C. §4101(4)).

c.  The Office of Personnel Management (OPM) issued clarifying guidance, December 7, 1998, to balance the intent of Section 635 with the basic training law and authorities in 5 U.S.C. 41.  Section 635 contains five (5) restrictive clauses (reprinted below in bold).  OPM guidance follows each specific clause, slightly modified to incorporate additional Army guidance.  OPM'S complete guidance document will soon be available on the OPM homepage.

d.  Section 635 prohibits using appropriated funds for:

(1). Training that does not meet identified needs for knowledge, skills, and abilities bearing directly upon the performance of official duties consistent with current law, this subsection reminds officials that there should be a relationship between the knowledge, skills, and abilities the training is intended to provide and an employee's lawfully assigned duties.  Employees may be assigned to training associated with their current duties or anticipated duties related to the mission of the agency, 5 CFR 410.203, based on Executive Order No. 11348 (1967), provides basic guidance to agencies for determining training needs of individuals, occupations, programs, and organizations.

(2).  Training that contains elements likely to induce high levels of emotional response or psychological stress in some participants.  Officials at all levels responsible for the training of employees and training providers should carefully review and be sensitive to training content and training methods.  Both content and methods should be evaluated in context with the purpose of the training.  Training must not induce unnecessary psychological stress in participants.  Some training programs might, of necessity, have the potential for inducing psychological stress and yet be performance related and in the Government's interest.  An example would be training simulating stress already present in the employees' work environment.  Army civilian leadership common core course curricula undergo periodic reviews to ensure compliance with this prohibition remains current.

(3).  Training that does not require prior employee notification of the content and methods to be used in the training and written end of course evaluations.  For all agency‑sponsored training, employees must be notified, in advance, of the purpose of the training, about the content to be expected in the training, and of the methods to be used in the training. Written end of course evaluations must be used to assess participant reaction to the training, vendor, and instructor performance and to assess the effectiveness of any participatory learning techniques.

(4).  Training that contains any methods or content associated with religious or quasi‑religious belief systems or "new age" belief systems as derived in Equal Employment Opportunity Commission Notice N‑915.022, dated September 2, 1988.  Officials at all levels responsible for the training of employees and training providers should review U.S. Equal Employment Opportunity Commission (EEOC) Notice N‑915.022.  The notice provides guidance in handling situations where an employee objects to participating in a training program because the content or the techniques or exercises used conflict with the employee's religious beliefs. In addition, the Notice reminds officials of their duty to accommodate employees' religious needs. Management officials and training providers will handle employees' requests for religious accommodation regarding training based on the individual circumstances of each request.  The Notice is available from the EEOC, Publications Information Center, P.O. Box 12549, Cincinnati, OH 45212‑0549, 1‑800‑669‑3362 (Voice), 1‑800‑800‑3302 (TDD), 513‑791‑2954 (Fax).  It is also available electronically from the Training Form of the OPM electronic bulletin board (202‑606‑4800).

(5).  Training that is offensive to, or designed to change, participants' personal values or lifestyle outside the workplace.  This subsection reminds officials responsible for the training of employees and training providers that it is inappropriate to use federally sponsored training to change employee’s personal values or to influence their lifestyles outside the workplace.  This legislation does not affect training in Government ethics and codes of conduct expected of Federal employees.  Both subjects are directly related to the performance of official duties.  As noted earlier, the primary purpose for training is to improve performance.

4.  Non‑technical training is appropriate when it addresses:

a.  Interpersonal skills that Federal employees need to provide services, work with, and manage persons both like and unlike themselves;

b.  Behavior Federal employees are expected to exhibit, or may encounter, in the workplace; and/or

c.  Workplace health and safety issues, security matters, and other subjects that bear directly on individual or organizational performance.

5.  Officials may not require military or civilian employees to attend or participate in an acquired immune deficiency syndrome (AIDS) or the human immune deficiency virus (HIV) training program that does not address one of the three non‑technical training criteria noted above. Section 9 of the Ryan White CARE Amendments Act of 1996, (Public Law 104‑146, May 20, 1996), prohibits mandatory AIDS or IRV training for Federal employees, except for training necessary to protect the health and safety of the employee and the individuals served by the employee.

a. TAB 8 (POLICY 8: TRAINING APPROVAL AUTHORITY) TO ANNEX E

b. 1.  Activity commanders (LIWA Director) (to whom the Secretary of Army has delegated appointment authority (AR 690‑200, chapter 250, subchapter 1)) may re-delegate the authority to approve short‑term (120 calendar days or less) training for employees under their command jurisdiction to line managers.  This authority may not be further delegated.  Line managers are defined as 2nd level supervisors (supervisors of supervisors).  Line managers who are involved in the approval process must be trained on the proper procedures (see policy memos dated 7/26/93 and 10/15/93) and their responsibilities before exercising such authority.  Employees may not be assigned to training or permitted to enroll in a course, regardless of course length, before formal approval has been granted by the management official delegated authority to approve training. Such approval is documented by signature on the manual DD Form 1556 or electronically authenticated through the DCPDS TRAIN training request system.  Requests for approvals after employees have enrolled or actually begun the training must be disapproved.  Employees who enroll in a non‑Government training course without written prior approval are personally responsible for the total training cost.

c. TAB 9 (POLICY 9: REQUESTING TRAINING) TO ANNEX E
d. 1.  Request training using Department of Defense Form 1556 (Request, Authorization, Agreement, and Certification of Training and Reimbursement).  Both hard copy and electronic versions of the form are authorized.

e. 2.  We encourage use of TRAIN (the Department of Defense's electronic training automation tool), to generate the DD Form 1556 training request. TRAIN automates the training request, approval, certification, and evaluation process.

f. 3.  Officials within the organization who have been delegated training approval authority may approve training requests.  Contact Training and Readiness for local procedures/guidance.

g. TAB 10 (POLICY 10: INDIVIDUAL DEVELOPMENT PLANS (IDP)) TO ANNEX E
h. 1.  INSCOM CG Memorandum dated 20 Oct 98, SUBJECT: Commander’s Civilian Individual Development Plan (IDP) Policy.  Memo states that all civilian employees will have an IDP documented for their position.  Each plan will include at a minimum: 

i. Training Objectives.

j. Two training events per year.  Training events include conferences, training seminars, formal classroom training, and planned OJT events.  

2.  All supervisors will be responsible for ensuring all their civilian employees develop an IDP.

3. Training objectives for civilian development will be included on the employee’s annual review.

4. For instructions refer to Tab G IDP.

TAB 11 (ARMY PAMPHLET 690-43, CHAPTER 6, DEVELOPING & PLANNING AN INDIVIDUAL DEVELOPMENT PLANS (IDPS))
TO ANNEX E
1.  Career development planning.  A well‑conceived career plan will be sufficiently flexible to accommodate changing opportunities for development and multiple paths (where several exist) of arriving at theemployee's goals. Career counseling that assists the employee in setting realistic career goals should lead to planned goal‑related training and developmental activities that can be set forth in the IDP and reasonably accomplished during the next year.

2.  The career development planning process involves the five following elements.
a. Direction. This involves the career goals. Goal setting has two components. First, what the employee wants to do, which consists of knowledges, interests, and needs; and second, what the organization needs to have done. Goal setting must attend to both components through self‑assessment and organization assessment. Self‑assessment consists of thinking about "Who am I' which refers to the employee's roles, beliefs, relationships, personal attributes, personal limitations, and job identification.  Organization assessment refers to boundaries set by the organization that influence the employee's perception of available alternatives and the extent to which personal aspirations are realistic and timely. Boundaries include the hierarchy or levels in an organization, the function of the employee's department or division, the degree to which an employee is identified with a particular group or speciality, the supervisor's technical or interpersonal skills, and the managerial and economic climate within the organization. Any combination of these factors and the norms of the organization can lead an employee to feel "boxed in" or frustrated; so, employees must weigh the impact of organization goals, values, and orientation on their plans. Although supervisors play a part in both types of assessment, the organization assessment area is where you are used most as a resource for information.

b. Career time. This relates to distance and speed factors, that is, how far the employee wants to go on the career path and how fast the employee expects to get there. Most of us think of career progress in terms of time, the distance we travel (typically upward), and the speed of advancement. The employee gauges progress as being "on schedule," "ahead of schedule," or "behind schedule." You can help by providing feedback as to whether or not these are reasonable timeframes within your organization.

c. Transitions.  Transitions relate to the changes expected (in knowledge, skill, and attitude) en route to a career goal. Employees frequently tend to focus immediately on advancement and not on the changes necessary to prepare them to play a more responsible role within the organization. At this point in the career planning process, the notion of investment is introduced. It refers to what price the employee is prepared to pay in order to change positions (taking on more responsibility, more energy output, more time, and perhaps more money spent to prepare for a new position). It also concerns the degree of certainty that the employee will be happy and satisfied in the new assignment. There are people who ultimately learn to perform well in their new positions but, if they are absolutely honest with themselves, they do not enjoy the new role.  Transitions involve the most thinking and planning. Setting goals and a timetable only initiates the career‑planning process. The transition factors must be considered and analyzed in detail. Because it is very difficult to be absolutely objective about one's self, an employee needs both information and feedback from others (supervisors, friends, and family) in order to calculate the transitions involved.

d. Career‑planning options. Many employees are unaware of all the options available to them for career development or reaching career goals. Below are career options. 

(1).  Advancement.  Moving to next higher position, most often chosen option.

(2).  Lateral.  Moving across functions to develop new skills, or as a way to reach a career goal when one career path dead‑ends.

(3).  Change to Lower Grade (CLG). This can also be used for development or career goal attainment. An employee who takes a CLG for developmental purposes is entitled to pay retention only if the training program is a formal Governmentwide training program such as upward mobility, apprenticeship, or career internship. A CLG for any other form of training may result in a loss of pay. This must be made clear to employees who are considering such a move. A CLG can also be used to achieve a career goal of moving from a dead‑end position to one where there are more opportunities for advancement or for entering a new job field. This also may involve a loss in pay. You should check with the CPO because of variations in local pay rules.

(4).  Mobility. This is often a key factor in career planning. Frequently, a geographical move is necessary for an employee to obtain developmental experiences essential to achieving career goals or to advance to a desired grade. You should encourage employees to be mobile for developing skills at a variety of levels (that is, HQDA, MACOM, or installation).

(5).  Job Enrichment. For various reasons, an employee may not desire advancement (person likes present position or location). Career goals for such an employee may be working towards great responsibility and variety in the present position, which requires use of higher level knowledge and abilities. Accomplishment of these goals would provide high motivation and personal growth. Where organizational structure allows, management can facilitate such job enrichment by restructuring jobs or shifting duties. (Note: In some cases, job enrichment may require changes in a job description.)

(6).  Exploratory Research. Actively investigating other options or taking temporary special projects or assignments to explore a new area are forms of exploratory research. This could also include long‑term training, developmental assignments, or task force assignments or details.

(7).  Relocation out of the System. This refers to leaving the organization for career development or career goal attainment. Relocation can occur if the employee's goals are in conflict with the goals of the organization or its development plans. Relocation is usually the option of last resort.

e.  Projected Outcome. This relates to the probabilities that one's investments and sacrifices for career progress will pay off. When considering predicted or actual outcomes, the employee must calculate the risks attached to various actions in the career plan. Risk is the potential loss of something the person values (comfortable habits or confidence level) as well as the possibility offailure. When attempting to predict outcome, the employee is well‑advised toseek out others for feedback and an understanding of the organization. For example, what the organization needs, and how it operates. Outcomes of career plan can vary in terms of the investments and risks involved. When there are high risks and high investments associated with a given career plan, the employee must be well‑prepared to play a high‑stakes game. The low risk or low investment career plan offers easy victories, but little, if anything, may be gained. Career goals predicted to involve medium risk and medium investment usually represent better goals to select. Once you and the employee have completed the career goal identification and career development planning stages, the IDP can be completed. It is the culmination of the two‑stage process.

3.  Preparing for the IDP.  Preparation for the IDP should include an outline of broad developmental objectives based on review of performance standards, past performance ratings, and career counseling sessions. Information should be collected on the availabil​ity of developmental experiences to meet these objectives. Also, be prepared to assist and advise employees who desire to start self‑development. Such self‑development might include taking courses not directly related to the present or immediately anticipated work assignment, but which should improve the employee's ability to perform in future assignments. Development plans should be structured to meet the needs of the employees. For example, employees who are relatively new to an organization may need orientation‑type experiences that will help them acquire knowledges and skills rapidly. This is especially true for employees new to the Army and the Federal Government. You should compare the knowledges and skills the employee brings to the job with those that are or may be required in current or future jobs. Employees who have identified a competitive job as their career objective will need a different development plan than employees who have reached their career objective. (Employees who have reached their objectives are primarily interested in keeping up with developments in their profession.) Employees who are taking on new assignments as a result of program changes, those affected by technological advances, those who are participating in a formal training program (such as career interns or upward mobility interns), and those who may need to improve certain aspects of their current job performance will require plans with different objectives. These objectives require different developmental experiences. As a supervisor, you must realize these differences and be prepared to deal with them in a flexible and creative manner. Two factors that should be carefully considered are the background of the employee and the nature of the position occupied. You should emphasize to the employee the importance of preparing for the IDP interview by thinking through and clarifying career goals, plans, and developmental needs, both short range and long range. It would be helpful if the employee also prepared a list of self‑developmental activities that could beunder taken to fill in any self‑perceived gaps in background, knowledges and skills, experiences, or education.

4.  IDP planning interview.  In the IDP interview, you and the employee must discuss the key areas of the job and pinpoint any significant future needs of the job. You and the employee should discuss which knowledges and skills need to be developed and then outline waysin which planned work experiences, education, or training can help meet those needs. After the IDP interview has been completed, the results (objectives and activities) should bescheduled and recorded on the IDP (section III of the performance appraisal form) and signed byboth you and the employee. The IDP presents employee training and developmental experiences in asystematic and orderly fashion and ensures that the employee and supervisor are in agreement about what the employee's developmental activities will be for the specified period of the plan.

5. Implementation of the IDP.  Once the IDP is signed by the supervisor, the reviewer, the approving official, and the employee, steps should be taken to accomplish the scheduled OJT and formal courses. This phase of the process will be easier if you and the employee have prepared a realistic plan. The plan shouldbe reviewed and updated to allow for changes in course schedules or better opportunities that might arise for individual development.  The final step is to monitor progress toward completing the scheduled training and to evaluate results as a basis for developing the next plan. The employee's performance during OJT and formal coursework should be assessed to determine the extent to which training objectives have been achieved. Evaluation results can be used to determine the need for further training or to assess the effectiveness of the training completed.

6. Summary.  In summary, the process of preparing and accomplishing the IDP should be an ongoing process of development with the joint participation of the supervisor and employee. By planning the development of employees, an organization can improve its efficiency and its motivation of employees. Since these plans indicate an ongoing process, there will be a need to review them.  Whether quarterly, bi‑annually, or annually, you should update and modify the plans to suit the changing needs of the organization and the employee. To help with the review and evaluation phase,you should tie the evaluation of the IDP into the existing performance appraisal system and documentthe employee's accomplishments. The latter is achieved in the performance appraisal process that is described in chapter 8. Da Pamphlet 690-43.
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