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A.
Policy.  It is Air Force policy to provide the training necessary to ensure the maximum efficiency of civilian employees in the performance of their official duties.  Full opportunity to participate in training and development programs will be given to every employee who needs training and meets standards and requirements prescribed by law, executive order, or regulation without regard to race, color, religion, sex, national origin, age, or other factors not related to the need for training.

B.
Responsibilities.  


1.
Supervisors will:


a.
Hold individual or group discussions with subordinates relative to performance requirements.  Obtain employee opinions on their training and development needs.  Encourage self-development to prepare for promotion and career changes.


b.
Conduct Knowledge-Skills-Abilities (KSA) Analysis to determine training needs and priority of those needs.


c.
Identify training needs during the Annual Training Needs Survey and make adjustments during the year as needed.


d.
Before employees attend training programs, discuss with them the reason for attending the training and the requirements for follow-up reports/evaluation.


e.
Evaluate training, when requested, and help employees use the information/skills learned.


f.
Develop and conduct on-the-job training (OJT) programs.


g.
Discuss Career Enhancement Plans (CEPs) with employees registered in career management programs.


h.
Make sure employees are available for attendance when training is offered.


i.
Document training on AF Form 971.


2.
Managers/Commanders will:


a.
Where managers also serve as first-level supervisors, he/she will perform all of the above functions.


b.
Support AF training programs and policies.  Counsel first-level supervisors on their responsibilities for employee training and development.


c.
Assist first-level supervisors in identifying training needs.  Review training priorities and survey data submitted by first-level supervisors.  Clarify and adjust priorities based on overall organizational mission.


d.
Evaluate and track training programs at the directorate, division, or organizational level.


e.
Review/approve organization's training priorities, plans, and surveys.  Sign surveys before they are submitted for inclusion in the Installation Training Plan (ITP).


f.
Determine funding priorities to meet the most significant needs of the mission.


g.
In organization with 10 or more civilian employees, assign a key management official of the staff, to act as the Organization Training Coordinator (OTC).  Receive periodic briefings from the OTC on the status of training.  (In most instances the training coordinator will be at the two-digit office symbol level.  More than one training coordinator within an organization may adversely affect the dissemination of information and timely response.)


3.
Organization Training Coordinators (OTCs) will:


a.
Act as the focal point of contact for the Civilian Personnel Flight (CPF) to distribute training information within their organization.


b.
Assure appropriate individuals receive correspondence, documents, etc., concerning training of employees within the organization.


c.
Maintain suspenses and assure requested information is submitted to the CPF in a timely manner.


d.
Consolidate responses for requested information into organizational packages and submit to the CPF (for example:  results of surveys, nominees for group training sessions, and names of attendees for mandatory training sessions).


e.
Review training requests to assure they are completed accurately.  Training coordinators are not responsible for approving or disapproving training.


4.
The Employee Development Manager will:


a.
Conduct the training needs survey and input data to the Defense Civilian Personnel Data-System (DCPDS), in phase with the budget cycle.


b.
Advise managers and supervisors, determine training source selection, and document the most economical and efficient ways of meeting training needs, including self-development and OJT.


c.
Develop, prepare, and be able to present the ITP and budget input for the Management Training Committee review and commander approval.


d.
Provide managers with status reports on approved training requirements.


e.
Approve, as delegated, monitor compliance with specific limitations on the use of nongovernment training facilities, and document when waivers are granted.


f.
Inform managers and counsel employees selected for training on the Joint Travel Regulations, entitlements, responsibilities and obligations such as:  cost, reimbursements, continued service obligations, leave, local travel authorization, use of government quarters, etc.


g.
Ensure that competitive procedures are used in selecting employees for training and development when such training will qualify them for promotion.


h.
Provide training to supervisors and managers to assist them in carrying our their supervisory and civi​lian personnel management responsibilities.  (See AFI 36-401, Employee Training and Develop​ment.)


i.
Evaluate individual training courses and the overall training and development program to make sure that objectives are met.


j.
Ensure that CEPs are completed, as required, and the data is entered into DCPDS as required.


k.
Monitor progress of trainees in formal training programs, and certify completion of training prior to promotion of trainee under a written training agreement.


l.
Sponsor the joint use of installation civilian-military training facilities, instructors, visual aids, programs and surveys to increase productivity and minimize cost.


m.
Serve as the Resource Manager for civilian training funds and exercise obligation authority through the use of Impac Cards.


n.
Provide career development counseling for career program registrants, supervisors, and managers.


5.
The Management Training Committee will:


a.
Meet  as required to review and approve expenditure of funds within the allocated training budget.


b.
Assign appropriate priorities to training requirements in the Annual Training Plan.


c.
Work together to assure equitable distribution of funds for each organization based on the priority of the training.


d.
Assure training funds are expended without discrimination as required by Equal Employment Opportunity (EEO) and Affirmative Action regulations.


e.
Establish other policies as necessary for approval and expenditure of training funds.


6.
Employees will:


a.
Participate in training and development activities which may include orientation, OJT, required training programs, job rotation, reassignment, and formal classroom programs.


b.
Share with other employees the knowledges and skills learned in the training programs.


c.
Recognize and assume responsibility for self-development for promotion and career changes.


d.
Discuss training needs with supervisors.


e.
Follow-up on training completions.  Submit required forms and information to 1 MSS/DPCE, including a copy of the certificate of training, travel voucher, and evaluation.

C.
Identifying & Prioritizing Needs:

1.
Need Situations:


a.
Identifying training needs is not difficult, but it does require careful scrutiny of your office or shop personnel, production, and raw materials.  To give you an idea of where to start, the presence in your office of any of the following may indicate training or development need:


SYMBOL 183 \f "Symbol" \s 12 \h
Trainees/Reduction-In-Force (RIF) Placements


SYMBOL 183 \f "Symbol" \s 12 \h
Career Program Registrants and CEPs


SYMBOL 183 \f "Symbol" \s 12 \h
New Supervisors


SYMBOL 183 \f "Symbol" \s 12 \h
Mission Changes


SYMBOL 183 \f "Symbol" \s 12 \h
Production Problems


SYMBOL 183 \f "Symbol" \s 12 \h
EEO Problems


SYMBOL 183 \f "Symbol" \s 12 \h
Regulatory Requirements for Training


SYMBOL 183 \f "Symbol" \s 12 \h
Command-directed Training


SYMBOL 183 \f "Symbol" \s 12 \h
Retirements/Reassignments


SYMBOL 183 \f "Symbol" \s 12 \h
Deficiencies reported by the IG


SYMBOL 183 \f "Symbol" \s 12 \h
Labor Union Complaints


SYMBOL 183 \f "Symbol" \s 12 \h
Manpower/Budget Cuts or Increases


SYMBOL 183 \f "Symbol" \s 12 \h
Employee Requests for Training


b.
Of course, some of the problems in the list could be traced to other sources such as low morale or motivation, poor equipment or working conditions, poor organization of jobs, etc.  Basically, a training need may exist when your employees will be called upon to do work they have not done before, or when they do not know how to do their present jobs as well as possible.


2.
Planning for Future Training Needs:


a.
It is extremely important for supervisors and managers to plan to meet the future training needs of their organizations.  If your office or organization will be acquiring new duties, technology, or equipment, your employees will almost certainly need training.  If you supervise doctors, nurses, scientists, or engineers, their knowledge will have to be kept current through continuing education.


b.
Other factors generating a need for training include, but are not limited to:  personnel turn-over, performance deficiencies, higher headquarters' directives, regulations and career programs.


c.
If you employ handicapped personnel, be sure you take into account any special training need that may exist by virtue of that handicap; e.g., basic sign language for personnel working with the hearing impaired.


d.
In planning future training needs it is equally imperative that basic EEO principles be applied to training events as it is in staffing and employee relations activities.


3.
Knowledge-Skills-Abilities (KSA) Analysis:


a.
In addition to planning for future training needs, you should examine your shop or office for current, possible hidden, training needs.  A problem in production or in the performance of an employee might reflect an inability to do the job well, possibly due to a lack of a skill or knowledge.


b.
In order to determine what training might be needed for a particular employee on a job, your best tool is a KSA analysis.  A KSA analysis starts with a list of all the tasks performed as part of the job.  A task is a specific piece of work and should be described as such.  Rather than "know mathematics," the task should be described as "perform calculation."  Instead of "understanding wiring," the list should read "wire fluorescent light fixtures."


c.
After listing the task, observe and question the employee to find our if he/she has the skills and knowledge at the level necessary to perform the tasks.  A skill is needed for a physical task, and knowledge for a mental task, but both are specific and often quantifiable.  An employee could have some of the required knowledge or skills, but not have enough.


d.
Many supervisors next prepare a Training Chart (AF Form 1320) which lists all of the tasks performed in the shop or office and all of the employees.  It provides places to mark the proficiency of each employee in each task.  This chart shows you at a glance where the training needs of your office lie.  It can also be used to list the projected dates of training, especially on-the-job training, and to check off fulfilled needs.


4.
Assistance in Identifying Needs.  In order to develop a complete picture of the activity's training needs, a supervisor may require information from other coordinators and specialists.  Your organization's training coordinator may be able to offer help with forms, and your servicing Employee Development Specialist (EDS) in the Civilian Personnel Flight can assist you in determining training needs, locating sources of training, completing CEPs, and initiating requests for training.  Finally, your employees are valuable sources of information about their own training needs.

5.
Prioritizing Training Needs.

a.
When a training need is identified during the annual survey, the supervisor assigns a priority (I, II, or III) to the need.  The Department of Defense (DoD) definitions of these priorities are as follows:


(1)
Priority I—Training that must be accomplished in the immediate training cycle or it will have an adverse mission effect.


(2)
Priority II—Training required for the systematic replacement of skilled employees through career management or other work force development programs.  Deferment would have an adverse effect over an intermediate term.

(3)
Priority III—Training designed to increase the efficiency and productivity of adequately performing employees.  Deferment beyond the immediate training cycle would have little immediate adverse mission effect, but would preclude or delay improving present mission accomplishment.  (The majority of training will fall in this category.)


b.
During the semiannual revalidation, supervisors are asked to determine which of the identified training needs should have the highest priority for development resources.  Higher management levels will, when necessary, adjust the priorities expressed by supervisors to bring them in line with the priorities and long-range plans of the predominant variables listed below to the training need that has been identified:


(1)
Timing.  When must the training be accomplished?  Is the timing critical to successful accomplishment of work functions, task, responsibilities, and ultimately, mission activities?  Would delays be adverse to effective work completion?


(2)
Cost and Benefit Ration.  In terms of money and time expenditures, are the results of the training expected to outweigh the costs?  Can the benefits be readily quantified and tied to valid methods for measuring results?


(3)
Situation and Environment?  What are the driving forces behind the training need?  Are these forces readily apparent, translatable to individual employee needs, and recognized by reviewing officials?


(4)
Impact Estimation.  Can a "bad cause" situation be depicted and rationalized to show tangible effects on an unmet training need?  Can lack of training be tied directly to a production, program, or mission problem?  Can impact estimates be demonstrated by cost savings or avoidance analysis?  Such estimates must be documented and accompany the training request.

D.
Procedures for Requesting Training:

1.
The Annual Training Needs Survey is conducted each spring.  Requirements are documented on the survey form and forwarded through your organization's training coordinator to 1 MSS/DPCE.  The survey requires projection of training requiring the expenditure of training funds during the upcoming fiscal year.

a.
We realize that it is difficult to project what training will be needed in the future, but by making realistic estimates based on past and current needs, a reasonable projection is possible.  It is extremely important not to "give up" and fail to request any training at all.  It is becoming increasingly difficult to fund unprogrammed (out-of-cycle) training.  However, it is possible for an organization to substitute an engineering course for another engineering course, but not substitute an engineering course for a secretarial course.


b.
The survey is announced each year in a letter to the OTC.  At that time the OTC contacts each supervisor and manager in the organization to inform them of the survey.


c.
OTC's will consolidate all organization requirements, review them for completeness and forward them to the Civilian Personnel Flight.  Once these changes are input into DCPDS, it becomes the Annual Installation Training Plan (AITP).  This "put the red pen to it" approach saves supervisors lots of work and reduces the amount of paper floating around the office.


2.
The Training Management System (TMS) is an automated system for identifying requirements and allocating quotas for DoD formal technical schools.  It includes courses offered by the Air Training Command, The Air Force Institute of Technology, The Army Management Education Center, and many other sources.  Most courses and their prerequisites are listed in AFCAT 36-2223.


a.
The CPF does not survey for Training Management System (TMS) training requirements.  The Functional Managers at the MAJCOM level identify all ATC, AFIT and DEMET requirements for all ACC bases.  Mission essential out-of-cycle requests for TMS courses are still processed through the Workforce Effectiveness Section of the CPF using the procedures in paragraph 5 below.


b.
When a quota is received for a requested course the OTC is notified to contact the requesting supervisor for a nominee and a DD Form 1556.


c.
Any training programs planned by command-level functional managers for the survey years should be made known to base personnel.  This is especially important when planning to utilize Mobile Training Teams (MTTs).  Although increased utilization of MTTs helps to alleviate the lack of AFIT or ATC TDY-to-school spaces, command resources are being tapped to provide this funding.  Advance planning would ensure that this expense is provided from training funds rather than through command resources.


d.
There are legal limitations on who may attend training through non-government facilities; therefore, all training of civilians must be reviewed and approved by the Employee Development Specialist (EDS) before an employee attends training, no matter who is providing the funds.


3.
Non-Training Management System Training.  There are many sources of training, other than TMS, which are available to civilian employees.  These sources are generally not as directly job related as the TMS courses, but are usually more readily available.  These sources include Office of Personnel Management, General Services Administration, Air Force and MAJCOM workshops, non-government seminars, college and correspondence courses.  Since most of these courses involve the expenditure of funds it is extremely important to budget for these courses during the annual training survey.


a.
A semiannual revalidation/prioritization survey is made for all training requiring the expenditure of civilian training funds.  One survey is conducted in August and September for training needed during the first and second quarters of the fiscal year.  Another revalidation is conducted for the third and fourth quarters during February and March.  Only those requirements which were programmed during the annual survey are accepted for revalidation, unless accompanied by a strong out-of-cycle justification.  Requirements which are still valid and need to be accomplished during the period covered by the revalidation are identified and prioritized.  The revalidated requirements are reviewed by the Management Training Committee.  The committee approves as many requirements as possible within the budget.


b.
Requests received after the committee meets require the organization to either substitute the new requirement for one of a lower priority already approved by the committee or to request the EDS to hold the request for possible fallout money.  A statement must be included as to why the request was not submitted during the revalidation survey.  Due to the time required to process requirements, requests received later than 10 days before a class is to start are returned without action.


c.
If the training is approved for funding by the committee, the EDS notifies the supervisor to prepare a DD Form 1556 for submission to 1 MSS/DPCE.  Upon receipt of the form the Workforce Effectiveness Section obtains a space in the course.  Whenever possible registration fees are paid by the Employee Development Section with a government purchase order and are not included on the travel order.


4.
Training Through Installation Facilities:  All training of 8 hours or more which is significant to an employees' career, is documented on a DD Form 1556 before the employee attends the training.  Training by Field Training Detachments (FTDs) or MTT is identified during the annual training survey.  OJT is not documented on a DD Form 1556, but is annotated on the AF Form 971, Supervisors Record of Employee.  See attachment 8 for more information on OJT.  The Workforce Effectiveness Section schedules employees and prepares DD Form 1556s for the following mandatory courses:


a.
USAF Civilian Personnel Management Course


b.
USAF Civilian Supervisors Course


c.
USAF Military Personnel Management Course


5.
Out-Of-Cycle Requirements.  As stated before, all training requests should be made during the annual training survey.  We are aware, however, that unprogrammed "out-of-cycle" needs do arise.


a.
Out-of-Cycle requests are processed only if they are essential to the organization's mission accomplishment or are directed for top priority handling by higher headquarters and must be accomplished during the current fiscal year.  If the request meets these requirements it should be submitted on DD Form 1556 accompanied by a letter of justification stating:


(1)
The reason(s) why the training must be accomplished during the current fiscal year.


(2)
The impact on the organization's mission if the training is not received during the current fiscal year.


(3)
Why the course was not requested during the normal survey period.


b.
A copy of any letter, message, or other pertinent information which would justify the request should also be included.  The letter is signed by the requesting supervisor and endorsed by the organizational commander, deputy, or director.


c.
An organization may be asked to drop an in-cycle training request in favor of the higher priority out-of-cycle request.  If the request cannot be justified as out-of-cycle, it will be returned.


d.
One point to remember is that even if the out-of-cycle request is validated and processed, there is NO ASSURANCE that funds will be available.  We do not get funds for all of the courses we request during the annual screening cycle and the percentage of out-of-cycle requests that are funded is even less.

E.
Self-Development:

1.
Not all training needs can or should be met through government-funded training.  Employee should pursue some training and education on their own time and at their own expense, especially that which will prepare them for personal growth or to update or improve skills they are supposed to bring to the job that have become rusty or inadequate.  Many employees attend local colleges for this education.  Local high schools and organizations like the YMCA also offer self-development classes.

2.
Any training taken during nonduty hours and at no expense to the government is documented on SF 172.  Block 10 of the SF 172, Amendment to Application for Federal Employment must state:

(a)
The name of the school or facility which provided the training


(b)
The title of the course


(c)
The dates attended


(d)
The total length of the course in hours (classroom, quarter, or semester)


(e)
A brief description of the topics covered


(f)
For college courses:  the cumulative number of credit hours received to date


3.
Memberships in professional societies, civic organizations, and social groups also enhance one's self-development, as does selective reading of professional, business, and other publications.  These activities do not require documentation on the SF 172.

F.
Format for Local Training Plans:

1.
Training plans must be on file in the Civilian Personnel Flight for all trainee positions; e.g., Worker-Trainee, Development Opportunity Program (DOP), Co-op Work Study, Veterans Readjustment Act (VRA) etc.

2.
Training plans are prepared by the immediate supervisor using plain bond paper typed in the format shown in Attachment 5 to this publication.  All training to be conducted before the employee can be considered for promotion is listed under item 11 of the plan.  The training plan is prepared in triplicate, and submitted to 1 MSS/DPCE, within 30 days of the employee starting in the position (VRA training plans must be on file and signed by the veteran before they start in the position.)

3.
When the training plan is approved by the EDS, the supervisor retains copy 3 to document training as it is accomplished.  The original is retained in the Personnel Office.  The second copy is given to the employee by the personnel office.  The supervisor or trainer initials each item on the training plan as it is completed.  When all required training is completed, the initialed copy (#3) is forwarded to 1 MSS/DPCE.
G.
Evaluation of Training:


1.
In order to evaluate the civilian training program, an evaluation is requested for a random sample of training courses.  The evaluation process begins when training is requested.  Objectives are established, and the method of evaluation determined (in terms of how improvement will be measured) when the DD Form 1556 is prepared.

2.
Copy 9 of the DD Form 1556 is used for the evaluation.  When an evaluation is requested, the employee completes the appropriate part of the DD Form 1556, immediately after the training is completed, and gives the form to their supervisor.  The supervisor completes and returns the evaluation form within 30 days.  If additional time is required, the EDS is contacted.
H.
Career Enhancement Plans:


1.
The Career Enhancement Plan (CEP) is a computer generated form primarily designed to document training and development aimed at maintaining and improving performance of registrants in Air Force Career Programs.  It is required for all career program registrants.

2.
The CEP is updated annually in conjunction with the annual appraisal and training survey cycles.  The CPF will distribute copies of the CEP to supervisors of career program registrants at the beginning of the training survey.  Supervisors review each employees' CEP, determine training requirements for the upcoming year, and discuss training requirements with the employee.

3.
Changes to the CEP are annotated on the form and one copy is returned to 1 MSS/DPCE.  Only training funded by the Air Force Career Programs during the upcoming fiscal year is listed on the CEP.  When the annotated CEP is received in the CPF, the changes are updated in DCPDS (this flows the information to the Air Force Personnel Center (AFPC)) and a new CEP is sent to the supervisor for their records.  The employee's signature is not required on the CEP.

4.
Selection of employees for AFPC managed training; e.g., Executive Seminar Center Courses, Federal Executive Institute, and Air War College, is based on requirements listed on the CEP.

5.
A CEP signed by the supervisor and approving official must be returned to the CPF, even if no updates or changes are required.
I.
Management Development Program:

1.
Training for first-level supervisors of three or more employees will include, as a minimum, the USAF Civilian Supervisors Course and may also include one or more of the following courses, depending on the type of employee supervised:

a.
USAF Civilian Personnel Management Course


b.
USAF Military Personnel Management Course


2.
Managers usually occupy positions at grades GS/GM-12, 13, 14, and 15.  They usually have subordinate supervisors reporting to them and evaluate achievement toward organizational goals.  Newly selected managers and current managers selected for another management position should receive approximately 40 hours of training which focuses on the acquisition or sharpening of specific skills and knowledges needed for maximum effectiveness in a management position.  These skills and knowledge include:

a.
Environmental Knowledge

b.
Management Knowledge

c.
Interpersonal Abilities

d.
Personal Abilities

Newly appointed managers should be considered for the Seminar for New Managers offered by OPM at the Atlanta Regional Office or at the Executive Seminar Center at Oakridge TN.  All other managers should assess their skills and plan developmental activities accordingly.  (See AFI 36-401 for additional information.)


3.
Refresher training, every 3 years, is recommended for both supervisors and managers.
J.
Long-Term, Full-Time Training.  Long-term, full-time training is training at government expense, with full salary, for more than 120 days.  Civilians must be recommended by top management through 1 MSS/DPCE to HQ ACC/DPC or the Air Force Civilian Career Program Palace Teams, as individuals of exceptional capability and potential.  Long-term training allows the Air Force to keep abreast of and cope with complex management, technical and scientific advancements, and provides an opportunity for promising employees to grow and advance to their full potential.  Complete descriptions and requirements for these courses are provided in AFI 36-2301or in the survey letter for the individual course.  These programs are generally available to GS-12s and above or wage supervisor equivalents.  Anyone interested in long-term, full-time training should read AFI 36-401, "Employee Training and Development" including the Attachments to familiarize themselves with the term "High Potential."  A Continued Service Agreement is required.  This type of traiing is requested through a CEP survey.  Some of the sources of this training are:


1.
Air War College

2.
Armed Forces Staff College

3.
Air Command and Staff College

4.
National War College

5.
Industrial College of the Armed Forces

6.
Civilian Air Staff Training Program

7.
The Legis Fellowship

8.
Education for Public Management Program (Harvard)

9.
Education for Public Management Program (USC)

10.
Educational Program for Federal Officials at Mid-Career (Princeton)

11.
MIT Sloan Fellowship

12.
Stanford Sloan Fellowship

13.
Congressional Fellowship

14.
LCCEP Supply Management Professional Enhancement Program

15.
LCCEP Transportation Professional Enhancement Program

16.
LCCEP Maintenance Engineering Professional Enhancement Program

17.
LCCEP Training with Industry Program

18.
LCCEP Civilian Under Level Logistic Management Training Program

19.
LCCEP Civilian Graduate Level Logistic Management Training Program

20.
The Graduate Logistics Program at the Air Force Institute of Technology
K.
Restrictions on Training.  There are many legal and regulatory restrictions on training of civilian employees.  Therefore, all training of civilians (other than OJT) must be approved by the EDS before an employee attends any training.  If one of these restrictions apply, but the lack of training may impact on accomplishment of the mission, it may be possible for the EDS to obtain a waiver from a higher headquarters.  These restrictions include, but are not limited to:


1.
Official Duties.  An absolute requirement for any agency sponsored employee training is that the training must be related to the performance of official duties.  Official duties are those authorized Air Force duties the employee is currently performing or those duties which may be assigned to the employee in the near future; e.g., duties that will be assigned to a trainee after promotion.  It does not include duties the employee performs as part of a professional organization.

2.
Competitive Promotion Procedures.  Competitive promotion procedures must be followed in selecting employees for training that:


a.
is given primarily to prepare trainees for advancement;


b.
is required for promotion to certain positions; and


c.
clearly gives the trainee an advantage for future promotion in a specific occupation or specialty.

3.
Meetings and Conferences.  It is not appropriate to use training money for employees to attend meetings and conferences unless the primary purpose is training.  Therefore, it would be unusual for the same employee to attend the same conference year after year using training funds.  If the purpose of the conference is not training, organizational funds should be used.

4.
Academic Degree Restriction.  Training may not be provided for the sole purpose of providing an opportunity for an employee to obtain an academic degree.  Colleges may be used as a source of training only when it can be documented that it is the most effective or least costly source of the training.  If in the completion of this training the employee receives an academic degree, it may be considered an incidental by-product of the training.

5.
Training for Promotion.  The Government Employees Training ACT (GETA) prohibits training of employees for the purpose of filling a position by promotion if there is another employee of equal ability and suitability who is fully qualified for the position and available at or near where the duties are to be performed.

6.
Continued Service Agreement.  Before an employee is assigned to training over 80 hours, they must agree in writing to continue in the employment of the Air Force for three times the length of the training.  The period of obligation starts the day after the training program is completed.  If the employee separates from service with the Air Force, a prorated portion of the cost of the training must be reimbursed to the Air Force.  If the employee leaves the Air Force to work for another federal agency where the training will be put to use, then the service agreement may be transferred to the gaining agency.

7.
Training of Temporary Employees.  Employees on temporary appointments of 2 years or less are ineligible to attend off-base training unless the commander of the employee's organization determines that the training is mission essential and disapproval would be contrary to the public interest, or where it can be shown that the cost of the training will be immediately recouped through savings resulting from the training.
	INSTRUCTIONS FOR USE AND COMPLETION OF

	DD FORM 1556—REQUEST, AUTHORIZATION, AGREEMENT, CERTIFICATION OF TRAINING AND REIMBURSEMENT)

	

	PRIVACY ACT STATEMENT

	

	AUTHORITY:
	The Government Employees Training Act of 1958 (USC Title 5, 4101 to 4118), EO 9397, November 1943 (SSN).

	PURPOSE AND USE:
	Used in the administration of the Federal Training Program.  The purpose of this form is to document the nomination of trainees and completion of training; it also serves as the principal repository of personal, fiscal and administrative information about trainees and the programs in which they participate.  The form becomes a part of the permanent employment record of participants in training programs and is included in the Government's Central Personnel Data File.

	DISCLOSURE
	Personal information provided on the form is given on a voluntary basis.  Failure to provide this information, however, 
may result in ineligibility for participation in training programs.

	GENERAL INSTRUCTIONS

	THIS IS A MULTI-PURPOSE FORM.  IT WILL BE USED FOR ALL TRAINING INCIDENTS.
SPECIFIC GUIDELINES FOR DATA INPUT WILL BE SET BY EACH DOD COMPONENT.
DATA REQUIRED BY THE OFFICE OF PERSONNEL MANAGEMENT.

	COPY DISTRIBUTION

	Copy 1:
	File in the training/personnel folder.
	Copy 6:
	Give finance office to authorize payments.

	Copy 2:
	For Agency ADP System.
	Copy 7:
	Give finance office to authorize any separate payments for books, material or other costs.

	Copy 3:
	Give vendor to nominate employee.
	Copy 8:
	Give employee.

	Copy 4:
	Give vendor as the obligation for approved costs.
	Copy 9:
	Use to evaluate training.

	Copy 5:
	Give vendor to return to confirm nomination status.
	Copy 10:
	Keep at originating office.

	COMPLETION INSTRUCTIONS

	Item A—May be found in items 33 and 35 of Standard Form 50, "Notification of Personnel Action," when/if required.

	Item B—Follow DoD component instructions.

	Item C—Follow local procedures.  Normally X beside "initial."

	Item D—If this is an amendment, enter number.

	Section A—TRAINEE/APPLICANT INFORMATION

	ITEM 1—
	Fill in trainee's name.  If more than one nominee, list on separate sheet.
	ITEM 11—
	Enter trainee's organization name.

	ITEM 2—
	Enter first five letters of trainee's last name
	ITEM 12—
	Enter trainee's organization mailing address.

	ITEM 3—
	Enter trainee's Social Security number.
	ITEM 13—
	Enter submitting organization's six digit unit identification code (UIC).  (See DoD component instructions.)

	ITEM 4—
	Enter appropriate code for trainee's educational level.
	ITEM 14—
	Enter appropriate code or abbreviation.

	00–Not Applicable
	11–3 years of college
	CC–Career Conditional
	1–Regular

	01–No formal or some elementary
	12–4 years of college
	C–Career
	2–Reserve

	02–Elementary graduate
	13–Bachelor Degree
	T–Temporary
	3–National Guard

	03–Some High School
	14–Post Bachelor
	E–Excepted
	1–Intermittent

	04–High school graduate or certificate of equivalency
	15–1st Professional
	ITEM 15—To be computed and filled in by the nominating training office.

	05–Terminal Occupational Program (TOP)
	16–Post 1st Professional
	ITEM 16—Self-explanatory.

	06–Top Certificate
	17–Master Degree
	Section B—TRAINING COURSE DATA

	07–Started college
	18–Post Master
	ITEMS 17, 18, and 19—

	08–1 year of college
	19–6th year Degree
	ITEMS 20—Course Codes—See reverse.

	09–2 years of college
10–Associate Degree
	20–Post 6th year
21–Doctorate Degree
22–Post Doctorate
	ITEMS 21—Total hours are determined by multiplying hours attended per week by the number of weeks of the course.  Duty and non-duty hours are self-explanatory.  Enter one hour or more; round fractions up.

	ITEM 5 —
	Enter years and months of continuous Federal Government service.
	

	ITEM 6 —
	Follow local procedures
	ITEM  22a—Follow DoD component instruction.

	ITEM 7 —
	Follow local procedures
	ITEM 22b—Enter training source catalog/course ID number.

	ITEM 8 —
	Self-explanatory.
	ITEM  22c—Follow local procedures.

	ITEM 9 —
	Self-explanatory.
	

	ITEM 10—
	Self-explanatory.
	ITEM 23a & b—Enter in year, month, day sequence the course 
dates (e.g., (e.g. June 15, 1977 would be entered as 770615).


	DD FORM 1556—INSTRUCTIONS (Continued)

	Section B—TRAINING COURSE DATA (Continued)

	Item 20—COURSE CODES – Enter appropriate codes from those listed below.

	A–PURPOSE
	
	H–PRIORITY

	1–Mission or program change
2–New technology
	6–Develop unavailable skills
7–Trade or craft apprenticeship
	
Enter priority 1, 2, or 3 in accordance with DoD Instruction 1400.25-M,
Chapter 410.

	3–New work assignment
	8–Orientation
	

	4–Improve present performance
	9–Adult basic education
	

	5–Meet future staffing needs
	
	I–TRAINING LEVEL

	
	
	1–Elementary
3–Vocational/Technical/
5–College, graduate

	B–TYPE
	
	2–High School
Secretarial/Business/
4–College, undergraduate

	1–Executive and management
	6–Clerical
	
Commercial/Administrative

6–College, post graduate

	2–Supervisory
	7–Trade or craft
	

	3–Legal, medical, scientific or engineering
	8–Orientation
	

	4–Administration and analysis
	9–Adult basic education
	J–METHOD OF TRAINING

	5–Specialty and technical
	
	1– On-the-job training (formal)
	6–Directed study

	C–SOURCE
	
	2–Rotation of work assignment
	7–Classroom

	A–US Army
	S–Defense Logistics Agency
	3–Seminar (training)
	8–-Classroom

	D–Other DoD
	2–Government Interagency (OPM, GSA)
	4–Conference/meeting/sympo​sium
	9–Test/Equivalency

	F–US Air Force
M–US Marie Corps
	3–Non-Government, designed for agency (College/Prof Assoc/Non-Profit)
	5–Correspondence
	


	N–US Navy
	4–Non-Government, off-shelf (Private Endorsement)
	
	

	
	5–State or Local Government
	
	

	D–SPECIAL INTEREST
	K–TRAINING PROGRAM

	0–No special program
1–Executive Development
2–Supervision
	Follow DoD component instructions.

	E–TRAINING VENDOR
	L–REASON FOR SELECTION OF COURSE

	(Follow DoD component instructions.)
	1–Quality of Training

	
	2–Most Cost Effective

	F–SECURITY CLEARANCE OF COURSE
	3–Unique Capability of Training Source

	U–Unclassified
C–Confidential
S–Secret
T–Top Secret
	4–Location

	
	5–Not Available in Government

	G–ALLOCATION STATUS
	6–Incidental to Procurement of Equipment

	1–Primary
2–Alternate
3–Space Available
	7–Timeliness

	Section C–COSTS AND BILLING INFORMATION
	Section E–TRAINEE AGREEMENT/CERTIFICATION

	ITEM 24—X if applicable
	Reverse of Copy 1

	ITEM 25a & b—Enter dollars and cents.
	The trainee (applicant) must read and understand the statements 

	ITEM 25c–Sum of items 25a & b (See Note below)
	contained in this section.  If there are any questions, please contact the

	ITEM 25d—Follow DoD component instructions
	nominating activity Training Office.

	ITEM 26a & b—Enter dollars and cents.
	Item 38f–To be completed by nominating Training Office

	ITEM 26c—Sum of items 26 & b (See Note below)
	Item 39–To be signed and dated by employee nominated for non-

	ITEM 27 & 29—For finance office use.  Enter only one accounting classification on each DD 1556.
	government training.

	ITEM 30–Sum of items 25c & 26c.
	Section F–TRAINING VENDOR

	Note:  For a group, totals are for all trainees.
	Reverse  of Copy 3, 4 & 5

	Section D–APPROVALS/CONFERENCE/
CERTIFICATION
	Items 40-43—Instructions on reverse of copy 3.

Item 44–Reverse of Copy 5–Mailing Address of Nominating Agency–To be filled in by nominating Training Office.

	Item 33–To be certified/signed by the official designated CPO Head of Training.
	Section G–FINANCE

	Item 32–To be certified/signed by supervisor or trainee.
	Reverse  of Copies 6 & 7

	Item 34–Follow local procedures.
	Items 45, 46, or 47 as appropriate, filled in by the nominating 
activity Training Office.

	Item 35–School official complete, sign, date and return copy 5.
	Section H–EVALUATION

	Item 36–If  course completed, enter date and grade; if not, return form 
with explanatory memo to Training Officer identified in item 33.
	Copy 9

	Item 37 & 38–Follow local procedures.
	To be completed by trainee and immediate supervisor after training is 
completed (follow agency instructions).
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	ANNUAL CIVILIAN TRAINING SURVEY
(LOCALLY FUNDED)
	CPF USE 
ONLY

	
	
	
	
	
	
	
	
	
	

	ORGANIZATION/OFFICE SYMBOL
	
	
	
	
	
	
	
	
	

	SUPERVISOR'S SIGNATURE
	
	PHONE
	
	
	
	
	PAS

	COURSE TITLE
	EMPLOYEE NAME
	TUITION COST
	TRAVEL 
COST
	PER DIEM COST
	LENGTH HOURS
	DESIRED QUARTER
	PRIORITY (1, 2, 3)
	CC PRIORITY
	
RCF
SEQ #
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	ANNUAL CIVILIAN TRAINING SURVEY

(LOCALLY FUNDED)



	ORGANIZATION/OFFICE SYMBOL


	
	

	PHONE


	
	

	UNIVERSAL COURSE REQUEST

	COURSE TITLE, DESCRIPTION, AND EXPECTED BENEFITS
	NUMBER

OF PEOPLE 
	CPF Use

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Please attach copies of brochures, pamphlets and other literature pertaining to your request if available.
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CAREER ENHANCEMENT PLAN (CEP) GUIDELINES
1.
The CEP is a two page form, primarily designed to document required training and development needs for registrants in Air Force Civilian Career Programs.  Copies of the form are sent to supervisors to identify Career Program funded training during the annual CEP training survey.  The first page is returned to the CPF during the survey.  The CEP contains six parts as follows:


a.
Part I:  Required Training.

(1)
Contains information on employee training requirements, for the upcoming fiscal year, identified by the first-level supervisor and approving official.  Only training identified during the annual CEP training survey will be listed.  This part has a maximum of seven entries.


(2)
Training requirements are revalidated annually in conjunction with the annual performance appraisal and training needs survey cycle.


(3)
Courses listed in the Career Program Training Guide for the appropriate career program should be listed in this area.  Recurring workshops, seminars, or conferences are not appropriate.


b.
Part II:  Scheduled Pipeline Management System Training.

(1)
Shows scheduled pipeline training the employee is committed to attend; i.e., a training line number has been officially allocated and the supervisor has certified that the employee will be available to attend, with a maximum of three entries.


(2)
Indicate course title or course number to differentiate between courses without a descriptive Personnel Data System—Civilian (PDS–C) code.


(3)
Provides information on established course start dates.


c.
Part III:  Training History.

(1)
Contains information on all training courses and seminars previously completed by the employee with a maximum of 20 entries.


(2)
Allows supervisors to quickly ascertain which career program registrants have not completed required/mandatory training.


(3)
Provides information on courses completed in-residence, by correspondence, or through an equivalent course.


(4)
Does not list courses takes as self-development or courses taken while not employed by the Air Force, unless the course is applicable toward the current career field.


d.
The employee's signature is not required on the CEP, since all requirements are approved by the supervisor.  The approving official is the same as on the DD Form 1556, Request, Authorization, Agreement, Certification of Training and Reimbursement.

2.
Page two is a counseling tool used by the supervisor and the employee.  It contains the following:


a.
Part IV:  Short-Range Goal.

Employees identify a position or type of position by series, grade, organizational/supervisory level and duties, that is a short-range goal (within the next 1 to 4 years) in their career development.


b.
Part V:  Long-Range Goal.


Employees identify a position or type of position by series, grade, organizational/supervisory level and duties, that is a long-range goal (5 or more years) in their career development.


c.
Part VI:  Developmental Assignments.


Employees identify career broadening/enhancing assignments by series, grade, organizational/supervisory level and duties, and location that will contribute to their career development and goal attainment.


d.
The completed page two is retained by the employee and the supervisor.  It is not sent to the CPF.  If the employee wishes to identify career broadening/enhancing desires in the DCPDS, AF Form 2675, Civilian Career Program Registration and Geographic Availability, must be completed, endorsed by the supervisor (next to the employee's signature), and submitted to the CPF.  For LCCEP Registrants:  Career broaden​ing/enhancing desires are indicated by coding a "Y" in the last position of the six-character geographic availability code.
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	TRAINING PLAN
(Pay Plan-Series-Grade)

	1.
	Name of Trainee:
	

	2.
	Present Grade/Series:
	(The series and grade of the employee before entering the training program)

	3.
	Trainee Grade/Series:
	(The series and grade held during this phase of the training program)

	4.
	Target Grade/Series:
	(The series and grade the employee will hold after completion of the entire training program)

	5.
	Date Entered Developmental Program:
	

	6.
	Duration of Training:
	

	7.
	Objective:
	

	8.
	Supervisor:
	

	9.
	Reports:
	

	10.
	Flexibility Provisions:
	(NOTE:  Employee must still meet time in grade and X-118 qualification standard requirements)

	11.
	Elements of Training Plan:
	

	Area of
	Level of 
	Method & 
	Method 
	
	Target 
	Completed

	 Training (KSA)
	Proficiency
	Sources
	Eval
	Hours
	Date
	Supv
	Empl

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	12.
	Explanation of Codes Used:
	(You may develop whatever codes are necessary to meet your needs)

	
	
	
	
	

	Trainee
	
	
	Date
	

	
	
	
	
	

	Supervisor
	
	
	Date
	

	
	
	
	
	

	Employee Development Specialist
	
	
	Date
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HOW TO CONDUCT ON-THE JOB-TRAINING (OJT)

There are 5 steps to be performed by the trainer if OJT is to be effective.

1.
Prepare to Instruct.
2.
Prepare the Trainee.
3.
Present the Operation.
4.
Let the trainee do it.
5.
Follow Up.
It is very important to understand the value of each of these five steps, and the role that they play in meeting the final training objective.

STEP ONE:  Prepare to Instruct.
In preparing to instruct, the trainer must:

1.
Break down the job into its simplest parts.  This involves writing down, in order, all the points that will be taught and demonstrated to the employee.  To the extent possible, the elements of the job should be taught in the same sequence as the final job is performed.

2.
Prepare a timetable within which the various elements will be taught.  Also, decide how much they can reasonably be expected to learn in a certain period of time.  This timetable is used to gauge the employee's development.

3.
Prepare the work areas where the training will take place.  It is the trainers responsibility to be sure that the proper materials are readily available and in working condition.  The work area should be set up just as the employee is expected to maintain it, from both an organizational and housekeeping standpoint.

STEP TWO:  Prepare the Trainee.
In preparing the trainees for instruction, the trainer needs to put them at ease and determine what they already know about the job and about the materials used in performing it.  Some of the instructions may be by-passed if the trainee's knowledge warrants it.  The trainer must also motivate and encourage the trainees to do their best, so that interest in learning the job will be high.

STEP THREE:  Present the Operation.
In presenting the instruction, the trainer needs to:

1.
Explain and demonstrate the operation systematically, clearly, and patiently.

2.
Stress the key points and continue to reinforce them frequently.

3.
After teaching one part of the job, ask questions and give the trainees an opportunity to demonstrate their familiarity with it before going on to the next one.

4.
Be careful not to present more information than can be grasped at one time.
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HOW TO CONDUCT ON-THE JOB-TRAINING (OJT) (Cont'd)

STEP FOUR:  Let the Trainee Do It.
1.
The trainer should test the employee's performance frequently.  This should include the following steps:

2.
Have the trainees actually perform the job or parts of it under observation, and describe what is being done.  As the trainee explains each step they disclose their understanding of it.

3.
Correct any errors made by the trainees and demonstrate the correct method.

STEP FIVE:  Follow-Up.
The trainer is now ready to put the employees on their own.  Before doing so, the trainer must inform them where to go for help.  the trainer must also continue to followup with inspection and checks of the employee's work until the trainer is sure that the employees can perform and are performing the tasks correctly under only normal supervision.

ADVANTAGES of OJT
The advantages of the OJT method include:

1.
The employees learn by doing what they are learning.

2.
The employees learn in the actual work situation, under actual working conditions of the particular job.  The employees gain practical experience in the duties connected with the job.

3.
The employees performs the operations over and over, thus reinforcing learning through repetition.
4.
The employee's performance and progress are continually under review "on the spot" by the person doing the instruction.
5.
The OJT process is highly adaptable to individual learning difference because of the one-to-one or one-to-few relationship.
DISADVANTAGES of OJT
There are major disadvantages:

1.
The order of instruction may not be the most effective for the behavior desired:  in other words, certain parts of the task may be more effectively learned out of their normal sequence.  Because OJT takes place under actual work conditions, it is difficult to rearrange the order in which individual tasks are performed.

2.
A high degree of trainer skill is required for OJT, since undesired or unrelated behaviors may be rein​forced by an inexperienced instructor, or one with more pressing duties.

3.
A great deal of time and space is consumed by OJT because of the low ratio between instructors and trainees and the amount of time which the individual instructor must devote to each trainee, particularly during the first stages of instruction.  Further, since the training takes place on the job, the employee’s slowness or errors may disrupt the efficiency and productivity of others who depend on the trainees.
4.
The cost involved (in terms of time, space, and instructor time) is the greatest problem in OJT.
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