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OUR MISSION

Improve both organizational and individual job performance.  Consistently, fairly, and equitably sponsor relevant and timely education and training opportunities that provide required knowledge, skills, and competencies for all SMC employees.  Anticipate and respond to our customers’ needs through continual and consistent assessment of our internal processes and external requirements.  Link between government training sources and government sponsored education programs for our customers.  Strive to exceed the needs of our stakeholders.
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1 .
Purpose.

The purpose of this guide is to promote a better understanding of the training, education and career development processes.  The guide is written from a customer perspective for both military and civilian employees, supervisors, and managers serviced by the Education and Training Flight, 61 MSS/DPE, 2420 Vela Way, Suite 1467, Los Angeles Air Force Base, El Segundo, CA  90245-4659.  You will soon be able to download a copy of this guide from the LAAFB DPE web page (DPE web page currently undergoing revision).  This guide is a supplement to the Air Force Space Command Installation Training Guide (latest edition dated 1 Oct 99).

2 .
What Is The Education And Training Flight?

The Education and Training Flight (61 MSS/DPE) is responsible for developing and/or delivering training and education programs to improve both individual and organizational job performance.  These training and education programs are designed to meet the needs of employees throughout their careers. This includes continuing occupational development, Air Force career program identified development, and individual development agreed upon by the supervisor and the employee.  The goal of the Education and Training Flight is to deliver the right training and education, to the right people, at the right time so they may provide optimum support to the SMC mission.  Training and education requirements are determined, and course work acquired or developed, to meet these needs.  Training and education is professionally delivered, and a strong marketing program maintained, to encourage the SMC population to participate.  Program quality is continually assessed in an effort to provide optimum customer service to our leaders and students.

Within the Education and Training Flight, two branches support the overall mission of the flight (see Figure 1):

The Training Branch (DPET) supports the flight by promoting, developing and sustaining training essential to the needs of our SMC customers.  DPET develops instructional guides (e.g., SMC Installation Training Guide), provides assistance in developing curriculum and Individual Development Plans (IDPs), and provides base-wide instruction (e.g., computer training).  DPET Occupational Training Analysts (OTAs) analyze training requests and surveys, and provide functional organizations a link to the Education and Training Flight. In addition, this branch works with SMC training monitors to empower our people and organizations to significantly increase their performance capability through training.  They are responsible for the scheduling and delivery of training, civilian tuition assistance, and the management of classroom facilities.  Through the survey process, they also assess and collect the training requirements of both military and civilian personnel serviced by SMC.  They educate commanders, training monitors and all individuals on the importance of the requirements survey process.  In addition, this branch facilitates the professional growth of all military and civilian personnel assigned to SMC and all subordinate organizations and geographically separated units with regards to the Acquisition Professional Development Program (APDP). The Training Branch also administers the Officer Professional Development Program (OPDP), Undergraduate Flying Training (UFT), Air Force Intern Program (AFIP), and other special training programs. It also sponsors numerous classes (e.g., supervisor classes, and pre-retirement classes). This branch also administers the SMC Distance Learning program.

The Education Branch (DPEE) supports the flight by offering and promoting participation in academic and professional military education programs to meet the current needs of SMC, as well as preparing individuals for post-military careers and employment.  Counseling, testing, upgrade training and ancillary services are provided to ensure individual goal attainment and accomplishment of the SMC and Air Force missions.  DPEE develops education handouts, provides assistance in developing education degree plans, and coursework plans to assist members in attaining necessary credentials to allow them to apply for various programs such as ROTC, OTS, Educational Leave of Absence, Education Deferment, AECP, Air Force Academy and CCAF degree completion.  DPEE is responsible for military tuition assistance and the management of the Air Force Automated Education Management System (AFAEMS).  This branch provides study materials for the College Level Examination Program (CLEP), Defense Activity for Non-Traditional Education Support (DANTES), DANTES subject standardized tests (DSSTS), Professional Military Education (PME), Excelsior Examination Program, and the Air Force Institute of Advanced Distributed Learning (AFIADL).

DPE ORGANIZATIONAL STRUCTURE

Figure 1 – DPE Organizational Structure

General information may be obtained by calling the following numbers:  

DPE
(310) 363-1389/3626

DPET
(310) 363-2237/3413

DPEE
(310) 363-3632/3643/3634

3 .
Training Identification And Requirements Flowchart (Figure 2).

Figure 2 provides the overall picture of the training opportunities that are available, how the requirements are identified, how these requirements flow through the system, and finally how training requirements are filled.

Employee training opportunities are described in Section 4.

The employee and supervisor jointly develop an Individual Development Plan (IDP), as described in Section 4.  The categories of training in Section 5 must also be considered when developing the IDP.

Training and career development requirements are submitted annually during a survey (Section 6.1) conducted by the Training Branch.  Exceptions to collecting requirements in the annual survey are: space available, out-of-cycle requests, and other special course(s)/program(s).

DPET analyzes the requirements submitted by organizations during the annual survey and determines how the requirements can be satisfied.  Oracle Training Administration (OTA) requests, i.e., Air Force Institute of Technology (AFIT), Air Education & Training Command (AETC), Defense Acquisition University (DAU), and other Department of Defense (DOD) schools, are forwarded to the schools.  Locally funded and Organic processes are described in Section 5.

DPET receives OTA quotas and processes them in accordance with Section 5.  Career Program opportunities (Section 4) are handled per the instructions received with each course and/or program offered.


Figure 2 – Training Identification and Requirements

.
Overall Career Development.

Each individual needs to assume the responsibility to plan ahead for his or her career.  What is being done now should be considered, as well as future goals.  Both military and civilians should review their automated personnel records on an annual basis to ensure all experience and training histories are accurate.  DPE will ensure education and training records are updated upon request from employee.

There is one main tool used to help employees plan training requirements: Individual Development Plans (IDPs). This tool, like a map of the training world, provides directions for getting to the source of training.  IDPs define training needs tailored to the individual employee in a dynamic, flexible plan.  Overall, the following resources are available to help individuals plan, develop, and achieve career goals:

3.1 Career Development.

The supervisor and employee should review career program opportunities and discuss the employee's desires for career development.  This can be documented within this section of the IDP.  This section could include, but should not necessarily be limited to, assignment/job, educational, Professional Military Education (PME), and other career broadening recommendations.  SMC also offers a mentoring program to both military and civilian personnel, administered by the SMC/HR office.  Additional information can be found at http://www.losangeles.af.mil/SMC/HR/
3.1.1 Civilian Career Programs.

Civilian Career Programs are governed by AFM 36-606V1 and managed by the Air Force Civilian Personnel Management Center (AFCPMC) at Randolph AFB, TX.  Individuals must register and be approved by AFCPMC before receiving benefits.  Employees register for career programs on line at the following website:  www.afpc.randolph.af.mil. This website also provides information on positions managed, eligibility, vacancies and training.  Specific Career Programs limit registration to specific job series and grades.   Career programs provide the following opportunities:

3.1.1.1 Long-Term Full-Time (LTFT) Training.

LTFT training is off-the-job training consisting of more than 120 consecutive workdays, accomplished in either government or non-government facilities.  The purpose of LTFT training is to broaden an employee's knowledge base and develop future Air Force leaders.  Selection for LTFT is made on a competitive basis.  Examples of LTFT training are: Undergraduate and Graduate Programs from colleges and universities, AFIT Graduate programs, Squadron Officers School, Air War College, and Air Command and Staff College, Defense Leadership and Management Program, and Civilian Competitive Development Program.  See the Air Force Civilian Training and Development Guide for details about eligibility requirements, submittal dates and package preparation.  The Air Force Civilian Training and Development Guide is available on the World Wide Web.  The address is:  http://www.afpc.randolph.af.mil/cp/dpkd/guide/default.htm.

3.1.1.2 Short -Term Training.

Short-term training is training less than 120 days in length.  Examples of short courses are:  Technical and/or managerial training, undergraduate and graduate university courses, and Acquisition Professional Development Program courses.  See the current Civilian Training Guide for Career Programs matrix to determine short courses that you may request.  The address is: http://www.afpc.randolph.af.mil/cp/dpkd/guide/default.htm.
3.1.1.3 Career Broadening (Civilian).

Career broadening allows participants to gain "hands on" knowledge of different disciplines within a career field.  Assignments are planned for 12 to 36 month periods.  Career broadening selections are competitive and filled by temporary promotion or reassignment.  Some assignments may lead to permanent promotions in a follow-on assignment without further competition.  Selectees will be offered positions in organizational and geographical locations as specified in the career-broadening announcement.  Many assignments require relocation to other geographical locations.  To be considered for career broadening assignments, you must indicate the appropriate code on your Career Enhancement Plan (CEP) (see section 4.1.1.4 below).  The following are a few of the civilian career programs offering career broadening assignments:  Contracting and Manufacturing, Logistics, and Scientist and Engineering.  All Career Program Career Broadening applications should be returned to the OPR stated in the announcement.  To find out more information on this program access http://www.afpc.randoloh.af.mil
3.1.1.4 Career Enhancement Plan (CEP).

The CEP is used only by civilian career program registrants to identify their training requirements for career growth and is updated during the annual requirements call.  To be eligible for any specific course or event, the registrant must enter the appropriate three-letter code and fiscal year quarter in Part I, Required Training Area (RTA), on the CEP.  For each respective career program, only the specific course or event listed in the Air Force Civilian Training and Development Guide is appropriate for entry on the CEP.  For Career Broadening assignments, the appropriate code as listed in the Guide must be entered to be considered for those assignments.  No more than ten entries are allowed in the RTA.  NOTE:  Do not overload the system with indiscriminate requests and nominations for training, such as courses individuals do not qualify for or would not be competitive for.  There is no guarantee that the training requested will be provided since career programs have limited resources and the selection process is highly competitive.  The specific training codes and course titles can be found in the Civilian Career Program Training & Development Guide via the AFPC homepage at:   http://www.afpc.randolph.af.mil/cp/dpkd/guide/default.htm.
3.1.1.5 SMC Civilian Career Development Plan.

The SMC Senior Civilian Advisory Group (SCAG) published the “Space and Missile System Center (SMC) Civilian Career Development Plan.”  This Plan provides a comprehensive outline for civilian career management and career progression.  

3.1.2 Military Training.

The following discusses opportunities for Professional Military Education for both officers and enlisted members.

3.1.2.1 Enlisted Professional Military Education (PME).

The basic objective of Enlisted PME is to enhance professional military stature through a sound educational program.  Enlisted PME attempts to broaden enlisted members' perspectives and increase their knowledge of military studies, communicative skills, leadership, quality principals and concepts, and supervision.  The enlisted PME program consists of three courses designed for people within a particular grade and experience level.  The 4-week USAF Airman Leadership School prepares senior airmen to assume supervisory duties.  The command NCO Academy broadens the leadership and management skills of TSgts and provides more in-depth instruction and must be completed before promotion to E-7.  The SNCOA is the highest level of PME available to NCOs.  This 7-week course provides the education necessary for senior NCOs to become more effective leaders and managers during peacetime, time of crisis, and conflict.  SMSgts are identified and selected for the Senior NCO Academy by the Air Force Personnel Center.  Completion of this course is required before assuming the grade of CMSgt.

3.1.2.2 Officer Professional Military Education (PME).

The basic objective of Officer PME is to enhance the professional military competence of Air Force officers through a program of education designed to broaden perspectives, increase knowledge, and prepare officers to assume higher levels of command, staff, and operational duties and responsibilities.  There are four levels of PME instruction: “Beginning” is Air and Space Basic Course, “Primary” is Squadron Officer School, “Intermediate” is Command and Staff level courses, and “Senior” is War and Defense level courses.  Some of the programs may be completed by correspondence, or in residence.  Air Force Air Command and Staff College (Intermediate) and Air War College (Senior) programs may also be completed by on-base seminar.  To find out more information on these courses access http://www.maxwell.af.mil
3.1.2.3 Enlisted Specialty Training (EST).

EST is a delivery method used to certify personnel in both upgrade (skill level award) and job qualification (duty position certification) training.  It is hands-on training conducted at the duty location.  Upgrade training (UGT) is training that leads to the award of a higher skill level.  Three-skill level (apprentice) is awarded upon completion of a formal resident course.  Five‑skill level is awarded upon completion of all mandatory requirements and have completed 15 months in UGT.  Seven-skill level is awarded after 12 months of training and completion of all mandatory requirements to include the seven-skill level school and wearing Staff Sergeant.  Nine-skill level is awarded upon sewing on SMSgt and completion of the SNCOA.  Qualification training is designed to qualify an airman in a specific duty position.  This training program occurs both during and after the upgrade training process.  It is designed to provide the performance skills training required to do the job.  For more information call (310) 363-3622.

3.1.2.4 Career Broadening (Military).

Career broadening allows participants to gain "hands on" knowledge of different disciplines.  Several programs exist to allow military members to work in other career fields in addition to their core Air Force Specialty Code.  Individuals may serve tours at various MAJCOM locations to broaden their experience.  Career broadening selections are competitive and are filled by a board selection process.  Assignments often involve relocation to various geographical areas.  Career broadening assignments are usually temporary and the individual returns to his or her original career field.  For further information regarding Career Broadening assignments for military, contact the Military Personnel Flight, Personnel Relocation and Employment Section (DPMAR) at (310) 363-5264/5254.

3.1.2.5 Distance Learning.

Distance learning applies current technology to the delivery of education and training.  It saves money by bringing the instructor to you via live broadcast, videotape, or CD-ROM.  The Air Technology Network (ATN) is an interactive television (ITV) network that consists of one-way video uplinks reaching receive-only downlinks but with two-way audio interaction.  ATN is fully compatible with the Air National Guard’s Warrior Network and the Army’s Satellite Education Network.  These DOD networks are part of the larger federal government system, the Government Education and Training Network (GETN), which ATN pioneered.  GETN is a network of networks operated by a consortium of 17 federal agencies.  With over 9000 scheduled hours of broadcasting this year (4,500 from ATN alone), from 14 uplinks reaching out to over 1000 receive sites, GETN offers high quality, low cost ITV with virtually limitless distribution capability within the US today and overseas.  We receive various broadcasts to include AFIT programs, Air University programs, and programs from Defense Acquisition University.  For more information contact (310) 363-3635.

3.1.3 Acquisition Professional Development Program (APDP).

In response to the 1989 Defense Management Review (DMR), the Assistant Secretary of the Air Force (Acquisition) established a Career Development Program for Acquisition Personnel that applies to officers, enlisted, and civilian personnel occupying acquisition positions.  That program is known as the Acquisition Professional Development Program (APDP).  DoD 5000.52M, Nov 95, established the specific standards to be met by individuals filling acquisition positions.  To ensure they meet these standards, the Air Force enacted a process through which acquisition professionals can be certified at level I (basic), level II (intermediate), and level III (advanced).  To attain a certification level, employees must meet mandatory education, training, and experience requirements for that level.  Current Air Force guidance on certification requirements for each functional area can be found at http://www.dau.mil/catalog/cat2002/AppendixB.pdf Additional information concerning APDP and acquisition education and training policies can be found at:  http://www.acq.osd.mil/ar/education.htm  The Defense Acquisition University (DAU) provides courses that meet APDP requirements.  These courses can be found at the following website:  http://www.dau.mil/    If personnel assigned to an acquisition position desire information pertaining to certification requirements, contact 61 MSS/DPET at (310) 363-0867/2237 for guidance.  

3.1.4 Formal Training Programs for Civilians.

A Formal Training Plan (FTP) is required for each employee participating in a formal training program (AFI 36-401).  Formal training programs are outlined in an official document, regulation, or agreement and designed to cover more than one employee, i.e., accelerated training agreements approved by the Office of Personnel Management (OPM) or the Air Force, Air Force and Major Command (MAJCOM) intern programs, Veterans Readjustment Appointments (VRA), cooperative education (CO-OP) students, etc.  NOTE:  FTPs for employees serving on positions that have been restructured to a lower grade (i.e., sub-targeted positions) that are targeted for recruitment purposes are NOT required to have an FTP; however, it is up to the supervisor's discretion if they want to create one for their employee and maintain it in the personnel folder.  Preparation of the FTP is a joint responsibility of the supervisor and the Education and Training Flight within the first 30 days of the assignment of an employee.  Following approval, the Training Branch (DPET) maintains the training plan; copies are provided to the supervisor and the employee.  The FTP is used during the quarterly evaluation of the trainee.  The FTP is also used for periodic employee counseling and in conjunction with the annual appraisal.

3.1.5 Tuition Assistance (TA).

Tuition Assistance (TA) programs, military and civilian, are available to provide financial assistance to individuals pursuing academic courses offered by appropriately accredited colleges and/or universities.  The Education Branch must counsel all military personnel requesting TA at LAAFB for the first time on program policies, procedures and limitations.

3.1.5.1 Tuition Assistance (Civilian).

Tuition assistance for college and/or university courses is available from most of the career programs.  The courses for which funding is requested must normally be taken during off-duty hours.  TA may not exceed the rate of 75% of tuition cost not to exceed $187.50 per semester hour or $124.50 per quarter hour and will be limited to $3,500 per fiscal year.  The training specialists provide advisement, on an individual basis, to assist prospective and continuing students with the application process.  For more information call (310) 363-1899.

3.1.5.1.1 Tuition Assistance (Locally Funded).

Local funds provide tuition assistance to SMC DOD civilian employees for job and/or mission related academic education courses.  A training specialist will assist employees and supervisors in the determination of cost-effective educational courses.  Payment for books will not be authorized.  Priority consideration for local funding will be given to non-career program registrants.  (Note:  Rate of tuition assistance may change, dependent upon availability of funds.)

3.1.5.2 Tuition Assistance (Military).

Education Branch is responsible for management of the Military Tuition Assistance Program.  As of 1 October 2002  the Air Force pays 100% of the tuition cost (a cap of 100% of $250/$166 per semester/quarter hour, respectively, applies) for eligible military members pursuing career related or post-military career degree programs.  A tuition assistance ceiling of $4500 per member per fiscal year becomes effective 1 Oct 02.  Education Specialists, Technicians and Counselors provide assistance on an individual basis, to help prospective and continuing students with the application process.  For more information call (310) 363-3634.

3.1.6 On-Base Education And Counseling.

Two academic institutions currently offer on-base classes:  Chapman University and Webster University.  Information is also available from 61 MSS/DPEE on the more than 80 colleges and universities within the Los Angeles basin, and numerous college and university programs offered on-line and through distance learning.

The Education Branch staff provides counseling and advisement on programs such as Community College of the Air Force, Air Force Institute of Advanced Distributed Learning (AFIADL), tuition assistance, Veterans Administration (VA), External Degree/independent study options and commissioning opportunities. The Education Branch also helps administer Professional Military Education to include Squadron Officer School (SOS), Air Command and Staff College (ACSC) and Air War College (AWC) by correspondence and seminar. 

The Education Branch also has a DANTES testing program, which offers tests for college credit such as CLEP, DSST and Excelsior Exams, and specialty tests including SAT, and Praxis (formerly NTE).  Most tests are available on a funded basis for eligible military members.  Civilian employees and/or dependents may take some tests on an unfunded (self-pay) basis.  For more information call (310) 363-3643.

3.1.7 Self-Study.

Self-study opportunities are available in the form of correspondence courses offered at no cost through the Air Force Institute of Advanced Distributed Learning (AFIADL).  AFIADL courses are available to all military and civilian personnel.  In addition, correspondence courses are available through the Army Logistics Management College (ALMC) for contracting and financial management employees.  Contact the Education Branch for more details at (310) 363-3634.

3.1.8 On-The-Job-Training (OJT).

In some cases, OJT may be determined to be the most effective and economical method to provide employee(s) the knowledge, skills and abilities to do a job.  It is the supervisor's responsibility to plan and conduct OJT as outlined in AFI 36-2201.  For more information call (310) 363-3622.

3.2 The Individual Development Plan (IDP).

An IDP is a training plan jointly developed by the supervisor and employee.  The Education and Training Flight has developed a standardized IDP format for SMC personnel (see Appendix 4).  It documents all potential sources of training in one location, and can move with the employee to each organization in SMC as a record of the employee's training needs and accomplishments.  It contains helpful information regarding required training, and gives both supervisors and employees a "quick look" at the training requirements for the employee (and, subsequently, for the organization).

The requirement to have an IDP applies to both military and civilian employees.  However, for the enlisted member, the training jacket containing the Specialty Training Standards (STS) or equivalent is considered to be the accepted format for the IDP.  Enlisted can use the standardized format as an additional tool, if desired.  A straw man IDP for officers and civilians is in Appendix 3.  This IDP form can be modified to suit an organization's needs by the addition of an attachment.  The supervisor and the employee need to review the employee's training history to determine what training may be needed to accomplish the employee's duties or to enhance job performance.  To assist the supervisor in reviewing the employee’s training history, employees should provide their most recent career brief or military training history sheet, which can be attached to the IDP for reference (see section 6.1.3 for information about obtaining training histories).  In addition to training requirements, the IDP can be used to document recommended career development initiatives.  Ultimately, all training and career development needs should be documented on the IDP.  Once completed, the employee will still need to accomplish the DD Form 1556 or nomination form to request the training (see section 6.2).  The Training Branch (61 MSS/DPET) is the point of contact for information on IDPs.

3.2.1 Elements of the IDP.

The IDP is structured to meet the needs of the individual employee based upon the employee's prior training, experience, and potential for development.  It identifies important information about the employee, such as duty title and job series/AFSC, rank/grade, date arrived on station, certification programs, training programs, career programs, etc.  It identifies the employee's training requirements and desired timing of training.  It also identifies the employee’s long- and short-term career goals.

3.2.2 Supervisor & Employee Relationship in Development Process.

The supervisor creates the IDP within 30 days of the arrival of a new employee into the unit.  The supervisor then reviews and updates it annually (as a minimum) or as changes are needed.  Both the supervisor and the employee then sign the IDP.  It acts as a contract between both parties, as an agreement that the training and goals indicated within the IDP have been reviewed for currency and completeness, and that the best efforts of both will be made to enable the employee to attend the training if it becomes available.  Finally, the IDP acts as a quick-reference document that the supervisor will use to respond to annual training calls and training surveys.  The following discussion will reference those sections provided in the straw man IDP in Appendix 3.

3.2.3 What to Consider When Developing the IDP.

IDPs should reflect training requirements from a number of training sources (see Figure 3).  As a minimum, the following sources should be reviewed for inputs to the IDP, as applicable:


Figure 3 – IDPs:  What to Consider

3.2.3.1 Ancillary (Recurring) Training.

Ancillary is recurring training.  Examples of this type of training are safety, UCMJ, Law of Armed Conflict, etc.  The training documented within this section is relatively consistent from one employee to another  (unless special requirements exist).

3.2.3.2 Regulatory Training.

Regulatory Training is training outlined in a number of regulations, among them AFI 36 - 401, AFI 36 - 701, AFI 36 - 1001 and AFI 36 - 810.  Examples of this type of training are ethics training, sexual harassment awareness training, new employees orientation, social actions orientation, new supervisors training, Equal Opportunity and Equal Employment Opportunity training and education programs, etc.  The training documented within this section is relatively consistent from one employee to another (unless special requirements exist).  Note: The following briefings are conducted during the mandatory Newcomers Orientation Program for new Los Angeles Air Force Base employees:

61 ABG Commander

61 Communications Squadron

61 MSS Commander Perspective 

1st Duty Station (if applicable)

Area Defense Council

Base Inspector General

Chaplain

Disaster & Fire Prevention Unit

Ground Safety

Information Fair (i.e., ADAPT, Base Honor Guard, CGOA, Drug Program, Education and Training, Environmental Programs, Family Support, Junior Enlisted Association, Medical, Services, SMC Security)

Legal Office & Ethics Training

Military Equal Opportunity

OSI

Security Forces Squadron

SMC Career Advisor

Tricare

To schedule a new employee for this training, contact 61 MSS/DPMP at (310) 363-5259.

3.2.3.3 Computer (PC) Training.

Computer training in Microsoft Applications is provided by the 61 MSS/DPET.  Class schedules are published monthly and sent to each organization's training monitor and are available on the LAAFB Bulletin Board:  http://intranet.losangeles.af.mil/shared-folders/61MSS.DPE.COMPUTER.TRNG/. Classes include Access, Excel, Outlook, PowerPoint, Windows, and Word.  For further information on computer training, contact 61 MSS/DPET at (310) 363-0402.  To schedule classes, contact your training monitor.

3.2.3.4 Quality Air Force (QAF) Training.

SMC is committed to quality at all levels.  To support the development of quality processes at SMC, the Human Resources Office offers quality education courses for all personnel.  The curriculum is “needs-based” and focuses on the key competencies needed for successful SMC employees.  Currently, two courses are offered on a regular basis:  Team Building and The Seven Habits of Highly Effective People.  Other courses are available, as well as consulting and facilitation services.  For further information on quality training, contact SMC/HR at (310) 363-0375 or view their homepage (http://www.losangeles.af.mil/smc/hr/). To schedule classes, contact your training monitor.

3.2.3.5 Civilian Career Program Requirements.

See section 4.1.1 for information about Civilian Career Program Requirements.

3.2.3.6 Professional Military Education (PME).

See section 4.1.2.2 for information about Professional Military Education.

3.2.3.7 Course Catalogs.

For more information contact 61 MSS/DPET at (310) 363-2237.

3.2.3.8 Career Broadening.

See sections 4.1.1.3 and 4.1.2.4 for information about Career Broadening.

3.2.3.9 Other Training.

Training which does not fall into any of the above categories but which the employee and supervisor agree is desirable for the employee should also be documented in the IDP.  Examples of this type of training are professional seminars and self-development courses.

3.2.4 Completing the IDP.

A Step-by-Step Guide.  The following is an example of how to complete an IDP for a representative employee using the straw man format in Appendix 3.

A new employee, Ms. Jane Q. Publique, has arrived on base from another duty station.  After obtaining the appropriate training sources that are applicable to Ms. Publique, her supervisor explains the IDP process and its purpose to Ms. Publique.  They review Ms. Publique's current career brief and training history.  Next, they discuss the training that both agree she should have to perform her duties and develop her career.  Her supervisor may then choose to complete the IDP form for Ms. Publique, or may choose to give her the form to make the initial inputs.  Then the supervisor reviews and completes the remaining inputs as necessary.  The following represents Ms. Publique's employment and training history:  

· She was selected for the position of Contracting Officer, GS-1102-13, and will be a first-time supervisor of five employees, three civilian and two military.  This is her first assignment at Los Angeles Air Force Base.

· She is a Career Program Registrant in the Contracting and Manufacturing field, and is registered in the Acquisition Professional Development Program (APDP).  Her position requires a Level 2 certification, which she has.  She has had all of the required acquisition courses for her certification level, and is preparing herself for Level 3.

· She has demonstrated a working knowledge (which she gained through experience and training classes taken before her current assignment) of most of the personal computer programs she will need to perform her duties.  The only exception is Microsoft Excel, which she will need to assist her employees in reviewing contractors' automated proposals.

· Additionally, Ms. Publique has not received any Quality Air Force Training, so she should attend the courses required for her level.  She also wishes to attend executive development training to assist her in achieving her overall career goals.  For her occupational training, she still needs a time management course and one senior-level contracting course.  Finally, her supervisor wishes her to attend a yearly professional educational seminar to stay aware of current issues in contracting.

Step-by-step instructions for completing the IDP follow (please reference Appendix 3):

1. In Section 1 of the IDP, input basic background information for the employee, including occupation/job title.

2.
In Section 2, input information regarding the employee's APDP certification level and requirements.  If applicable, include information on APDP Continuous Learning (CL) points.

3.
In Section 3, document specific classes required or desired for the employee's training and development, including any mandatory training for his/her career field.  Note that the training documented should be for future training requirements.  It is not necessary to document previous training attended prior to the initial creation of the IDP, since its primary purpose is to document training still needed.  However, once training requested on the IDP has been obtained, the training dates should be noted in the space provided on the IDP form (see below for further details).

· The supervisor and the employee should jointly establish training priorities.  The supervisor puts down the priority of the training being requested and the desired timing of that training.  Priority is indicated by the following codes:  1=mission failure (i.e., “must have”); 2=mission impairment (i.e., “should have”); 3=deficiency (i.e., “might need”).  Priorities may be determined based on an employee's capabilities or performance, current and anticipated workload, available staffing, and available funding to obtain and provide the training.  Mandatory requirements, such as training courses needed for certification or qualification, should also be considered when determining the priority of a requested course.  The timing of the training should be considered as well.  For example, a course that is mandatory for the employee, but not required for 2 or 3 years due to eligibility requirements, should receive a lower priority than a mandatory course needed during the next fiscal year.  It is important to appropriately identify the priorities in order to insure that training needs are met in a timely manner, and that funding can be appropriately budgeted and more closely matched with the quota requirements.

· Some courses are not yet available.  Equivalent and local courses may satisfy the requirement.  If none are available, the supervisor should still identify the course as a needed requirement, as well as the priority, as this will assist in justifying the criticality of developing the course.

· Indicate whether a request for training (such as a DD Form 1556, or a nomination package) has been submitted and when.

· After completion of training requested on the IDP, note the dates of the training (i.e., over what time period the training took place) and the date the training was completed.

· Remember when requesting civilian career program courses, the employee must input the appropriate codes into the Career Enhancement Plan (CEP), Part I, Required Training Area (RTA) for the employee to be considered for the training (see paragraph 4.1.1.4 above).

· Civilians should request training normally considered to be Professional Military Education (PME) (such as Squadron Officers School, Air Command and Staff, Air War College, etc.) in Section 3D Professional Military Education.  For civilians, this type of training is classified in the Air Force Civilian Training and Development Guide as short-term or Long-Term Full-Time (LTFT) training.

4.
In Section 4, note the employee's short-and long-term goals (if desired).

5.
Finally, after the supervisor reviews and discusses the IDP inputs with the employee, both sign in Section 5.  The supervisor files the original IDP in the supervisor’s employee work folder or the employee's personnel folder, making a note to review the IDP with the employee at least annually, or more frequently as required.  A copy of the IDP can be given to the employee.  During the annual training call, the supervisor will consolidate the requests for training, and the priorities, for all of the supervisor's employees, and forwards that information to their 2-Letter training monitor to consolidate the 2-Letter requirements.  The 2-Letter training monitor then forwards the requirements to the training office.  The supervisor and 2-Letter training monitor will also use the IDP as a reference document when responding to training surveys.

4 .
Training Categories.

Training and education courses are supplied through different processes.  The following is an explanation of the categories, how they are funded, when requirements are submitted, and how quotas are allocated.

4.1 Oracle Training Administration (OTA).

OTA courses are normally centrally funded by the training organizations providing the course(s).  Examples of centrally funded schools that supply training and education are:  Air Force Institute of Technology (AFIT), Army Logistics Management College, Air Education and Training Command (AETC), Defense Systems Management College (DSMC), Defense Institute of Security Assistance Management, Defense Acquisition University (DAU) and other DOD Schools.  Course requirements for OTA courses are submitted during AFSPC annual customer survey.  OTA requirements are projected three years out, i.e., requirements submitted FY02 would not be filled until FY04.  Quota allocation is a mechanized process (see Figure 4 for a sample flow).  Quotas flow from the schools to HQ AFSPC/DPE, then down to the product centers.  DPE allocates the quotas through a mechanized process with a Report on Individual Person (RIP).  One RIP is received for each quota allocated.  The quota may be designated for a military or a civilian employee.  The following explains how quotas are processed that are received with and without names.  


Figure 4 – Open Quotas – Sample Non-DAU Form

4.1.1 Out-of-Cycle Requests.

Out-of-cycle requests for training may be submitted for mission critical training.  The distinct difference between space available and out-of-cycle is that a requirement for training was not identified in the annual training survey; therefore, it is out-of-cycle.  Requests for quotas must be submitted to the training office in letter format and must include the following:  course number, title, number of attendees to include the name, grade and SSAN, and if unit funds will be used to pay the per diem and travel costs.  Unfunded quotas are easier to obtain if travel and per diem expenses are involved and organizations are willing to pay the expenses.  A DD Form 1556 is not required with an out-of-cycle request, until a quota is obtained.

4.1.2 Release from Training Policy.

Once an employee has been notified of acceptance into a course, withdrawal from the course will only be accepted in cases of personal emergency or mission contingency.  Cancellation/rescheduling procedures vary widely depending on what course the individual is scheduled to attend.  When it is determined that an individual cannot attend scheduled training, the appropriate program manager in 61 MSS/DPET should be contacted immediately to determine current cancellation/rescheduling procedures.

4.2 Local Funded Training.

Funds used to pay for civilian training are from Program Element Code (PEC) 88751.  These funds may be used to pay for the following:  college tuition, seminars, technical, management or administrative courses, etc.  PEC 88751 is allocated to 61 MSS/DPE in two categories, acquisition (PEC 84753F) and non-acquisition (PEC 88751F).  These funds are also used to fund on-site training when there is a large population that needs the training requirement.  PEC 35896F funds are used to fund military personnel attending training, as well as to fund on-site courses.

5 .
Submitting Training Requirements.

5.1 Annual Training Requirements Calls.

The near-term goal of the Education and Training Flight is to minimize the number of times we must survey units for training requirements.  Currently, we must conduct two surveys.  In the spring of each year, we collect all training requirements for civilian career program registrants.  At this time, each registrant completes their career enhancement plans.  Then in September/October of each year, we receive a call for all units for their centrally funded, locally funded, and a call for DAU training requirements.  We then consolidate the requirements and provide them to the appropriate OPRs.  This consolidated process is in response to the supervisors’ and managers’ request for minimizing the number of surveys conducted throughout the year.  Benefits to be gained by this process are:  streamlined requirements identification, improved management, and more visibility of total education and training requirements.  DPE will coordinate with functional offices for DAU courses.

5.1.1 Training Monitor's Role in the Calls.

Organization Training Monitors play a pivotal role in the annual requirements calls.  Their job is to interface with the Education and Training Flight, ensuring that supervisors and managers understand current policies and procedures for input requirements; ensuring employees have access to copies of course catalogs, career briefs, etc.  In addition, training monitors screen and roll-up requirements before submitting them to the Education and Training Flight.

5.1.2 Supervisor's Role in the Calls.

To determine their organization's training requirements, supervisors should review each employee's Individual Development Plan with the employee.  Any training, education, and career broadening requirements placed in the requirements call should be time-phased to ensure employee availability.  For example, request career broadening and Long-Term Full-Time Training in a different fiscal year.  Remember you are forecasting centrally funded course requirements three fiscal years out.  Locally funded training requirements are forecast for the next fiscal year.  Supervisors and managers should ensure that employees selected for training are allowed to attend.  Students are to be considered in a TDY status when in training.  In addition, each manager and supervisor must ensure that all actions that affect employees uphold and support the Equal Employment Opportunity (EEO) principles and objectives.  During annual training surveys, supervisors/managers are requested to submit all training requirements, and are reminded of their Affirmative Action responsibilities when selecting personnel to attend training.

5.1.3 Employee’s Role in the Calls.

It is the employee's responsibility to review training sources (e.g., catalogs) applicable to their current position.  The course requirements should be compared with their training history.  Civilian employees should obtain a current copy of their career briefs to assist in determining training gaps.  Career briefs contain a record of mandatory training, and other training, up to twenty classes.  Career briefs may be obtained by contacting the Civilian Personnel Flight (SMC/HRC).  Military training histories may be obtained through the MilMod by contacting the Military Personnel Flight (DPM).  In addition, the employee is responsible for identifying career development goals.  The employee, with his or her supervisor, should plan any training, education, and career broadening requirements to meet those goals.

5.2 DD Form 1556 Process.

A DD Form 1556, “Request, Authorization, Agreement, Certification of Training and Reimbursement”, is a multi-purpose ten-part form.  It is used for all training; as a contract vehicle with vendor(s); as a vehicle to pay for training, i.e., tuition expenses; and as a record for course completion.  Submission of a DD Form 1556 is an agreement between the supervisor, employee and the Education and Training Flight that the employee will be released from duty for the specified training date(s).  NOTE:  For Defense Acquisition University (DAU) courses only the ACQ NOW system is used for students to self-register and a DD Form 1556 is not needed.  

5.2.1 Requirement and Timing for DD Form 1556 Submittal.

A DD Form 1556 must be used to authorize training of civilian employees, including direct and indirect costs, for both government and non-government providers, and for attendance at meetings.  It must be used for all formal training of 8 hours or more and all other training, regardless of length, if costs are involved.  Approval of such training is required before enrolling in or making any commitments for training.  To obtain credit in personnel records for training submit an OF 612, along with proof of completion, to 61 MSS/DPET (see Section 6.3 below).  As a general rule, a DD Form 1556 must be received by the Education and Training Flight ten working days prior to class start date for local training.  RIP sheets for an OTA quota have specific computer generated suspense dates that must be met.  Other training announced by letter, including career program announcements for LTFT, from the OTAs would have a suspense date specified.  Specific block-by-block instructions for completing a DD Form 1556 are available on the back of the form, in AFI 36-401 or from the Training Branch (DPET).  NOTE: For DAWIA/DAU acquisition training, electronic form ACQ NOW meets the intent of DD Form 1556 to ensure that training is properly authorized and documented.

5.2.2 Evaluation of Training.

The evaluation process completes the training and development cycle.  It provides to management and to the training office valuable information on how well a specific training course or program met the training objectives.  This determination is important to support the expenditure of training funds, which can only be justified by corresponding improvement in work quality, quantity, timeliness, productivity or management operation.  Normally, these evaluations are completed the last day of the class.  Additionally, customer surveys will be sent out periodically to assess the satisfaction level of the training provided.

5.3 Update Of Training Using The OF 612.

For training and education to be recorded in the Civilian Modernization (CivMod) data system, and reflected on your career brief, all records of training must be completed through 61 MSS/DPET by submitting a DD Form 1556, or an OPM Form 612 “Amendment to Application for Federal Employment” must be attached to a certificate of completion and submitted to 61 MSS/DPET for update.  For training courses that are 8 hours or more, attach a copy of the Certificate of Completion only if a DD Form 1556 is not already on file.  An OF 612 with transcripts and/or diplomas attached is required to update college education. DPET will track record updates.

5.4 Education And Training Classroom Facilities.

Classroom facilities are available for training purposes in Area B, Bldg. 219, Rooms 1080 and 1440C/D.  To make the most equitable use of the DPE classroom space and meet the highest priority needs, the following guidelines have been developed: 

1.
A classroom request must be completed on the DPE Classroom Request Form for Room 1080.  Verbal requests will be accepted for Rooms 1440 C/D.  Point of contact for Rooms 1440 C/D reservations is DPET at (310) 363-2237/3458.  Point of contact for Room 1080 is DPET (310) 363-3635/6805.

2.
To minimize scheduling problems, classrooms will not be booked more than four weeks in advance, except for DPE administered courses.

3.
Night (after 1600 hours) and weekend requests must be approved by the Education Branch.  Point of contact is DPEE at (310) 363-3643.  Additionally, requests for colleges or PME must be coordinated with the Education Branch.

4.
Classroom priority will be established using the following criteria:


Daytime, Mon-Fri (0700-1600):


a.
On-site courses administered by DPE;


b.
On-site courses administered by other LAAFB organizations;


c.
Other authorized users.


Nighttime (after 1600) and weekends:


a.
On-base college courses/PME seminars;


b.
Meetings hosted by AF organizations (CAP, AFA, etc.);


c.
Other authorized users.
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	REFERENCE LISTING

The following directives, regulations, manuals, pamphlets and policies govern training, education, and human resource development

	REGULATION #
	REGULATION TITLE

	AFI 36-3208 
	Administrative Separation of Airmen

	AFM 36-606V1
	Air Force Civilian Career Program Management

	AFI 36-2019
	Appointment to the United States Air Force Academy

	AFPD 36-10
	Civilian Performance and Recognition

	AFI 36-2101
	Classifying Military Personnel (Officer and Enlisted)

	AFI 36-2304
	Community College of the Air Force

	DOD Directive 5010.16
	Defense Management Education and Training

	AFI 36-2201
	Developing, Managing, and Conducting Training

	AFI 36-2305
	Educational Classification and Coding Procedures

	AFI 36-401
	Employee Training and Development

	CTDG
	FY03 Civilian Training & Development Guide

	AFPAM 36-2211
	Guide for Management of Air Force Training Systems

	AFI 36-701
	Labor Management Relations

	AFPD 36-22
	Military Training

	AFI 36-2611
	Officer Professional Development

	AFI 36-2013
	Officer Training School (OTS) and Airman Commissioning Programs

	AFI 36-2301
	Professional Military Education 

	AFI 36-810
	Substance Abuse Prevention and Control

	AFI 36-2306
	The Education Services Program

	AFCAT 36-2223
	USAF Formal Schools

	DOD Directive 1322.8
	Voluntary Education Programs for Military Personnel


Appendix 1 Reference Listing

	GLOSSARY OF TERMS

	ABBREVIATION
	TERM

	AETC
	Air Education & Training Command

	AFATO
	Air Force Acquisition Training Office

	AFCPMC
	Air Force Civilian Personnel Management Center

	AFIADL
	Air Force Institute of Advanced Distributed Learning

	AFIP
	Air Force Intern Program

	AFIT
	Air Force Institute of Technology

	AFSC
	Air Force Specialty Code

	AFSPC
	Air Force Space Command

	AFSPCP
	Air Force Space Command Pamphlet

	APDP
	Acquisition Professional Development Program

	ATCO
	Alternate Test Control Officer

	ATO
	Acquisition Training Office

	CBT
	Computer Based Training

	CCAF
	Community College of the Air Force

	CEP
	Career Enhancement Plan

	CL
	Continuous Learning

	CLEP
	College Level Examination Program

	DANTES
	Defense Activity Non-Traditional Education System

	DAU
	Defense Acquisition University

	DOD
	Department of Defense

	EEO
	Equal Employment Opportunity

	EST
	Enlisted Specialty Training

	FY
	Fiscal Year

	IDP
	Individual Development Plan

	KSA
	Knowledge, Skills and Abilities

	LTFT
	Long-Term Full-Time

	MAJCOM
	Major Command

	OJT
	On-the-Job Training


Appendix 2 Glossary of Terms

	GLOSSARY OF TERMS

	ABBREVIATION
	TERM

	OPDP
	Officer Professional Development Program

	OPSEC
	Operation Security

	OTA
	Occupational Training Analyst or Oracle Training Administration

	PC
	Personal Computer

	PEC
	Program Element Code

	POC
	Point of Contact

	QAF
	Quality Air Force

	RIP
	Report on Individual Person

	RLA
	Required Language Authorized

	RTA
	Required Training Area

	SMC
	Space and Missile Systems Center

	SME
	Subject Matter Expert

	SSAN
	Social Security Number

	TA
	Tuition Assistance

	TAFSCD
	Total Active Federal Service Commission Date

	TDY
	Temporary Duty

	TM
	Training Manager/Monitor

	TMS
	Training Management System

	TQM
	Total Quality Management

	UGT
	Upgrade Training


Appendix 2 Glossary of Terms
	INDIVIDUAL DEVELOPMENT PLAN (STRAW MAN SAMPLE)

	Section 1:  Employee Information

	NAME:
	Jane Q. Publique
	OCCUPATION/JOB TITLE:
	Contracting Officer

	SSN:
	111-22-3333
	MATRIXED:
	Yes

	RANK/GRADE:
	GS-13
	CAREER PROGRAM:
	Contracting 

	AFSC/SERIES:
	1102
	EDUCATION:
	

	ORG/OFFICE SYMBOL:
	SMC/PKT
	DEGREE/YEAR:
	MA/1990
	MAJOR:
	Economics

	PHONE NUMBER:
	(310) 363-1234
	DEGREE/YEAR:
	BA/1985
	MAJOR:
	Public Administration

	SUPERVISOR:
	John Smith
	CHECK ALL THAT APPLY:
	

	DATE ARRIVED STATION:
	25 Jun 1999
	2-LTR CHIEF:
	
	3-LTR CHIEF:
	

	DATE OF RANK:
	25 Jun 1999
	4-LTR CHIEF:
	X
	5-LTR CHIEF:
	

	DATE ASSIGNED TO UNIT:
	25 Jun 1999
	SUPERVISOR:
	X
	TEAM LEADER:
	

	TAFSCD (MILITARY ONLY):
	
	QUALITY ADVISOR:
	
	FACILITATOR:
	

	Section 2:  Certification Information

	POSITION REQUIRES CERTIFICATION (YES/NO)?
	Yes

	WHAT TYPE? (Example:  APDP):
	APDP
	LEVEL:
	2
	RLA:
	2C

	INDIVIDUAL IS CERTIFIED IN WHAT FUNCTIONAL AREA(s) (Example:  Contracting):
	DATE APPLIED
	DATE APPROVED

	1.
	Contracting – Level 1
	Jun 2000
	Jul 2000

	2.
	Contracting – Level 2
	Jun 2001
	Jul 2001

	3.
	
	
	

	4.
	
	
	


Appendix 3 Individual Training Plan (Straw Man Sample)

	INDIVIDUAL DEVELOPMENT PLAN (STRAW MAN SAMPLE)

	INDIVIDUAL DESIRES CERTIFICATION IN THE FOLLOWING FUNCTIONAL AREA(s):
	DATE APPLIED
	DATE APPROVED

	1.
	Program Management – Level 1
	
	

	2.
	Program Management – Level 2
	
	

	3.
	
	
	

	APDP CONTINUOUS LEARNING POINTS (80 REQUIRED EVERY 2 YEARS)

	1.
	Acq Conf 40 – Oct 2001
	2.
	20 – Jan 2002
	3.
	2.
	4.
	
	5.
	

	6.
	
	7.
	
	8.
	2.
	9.
	
	10.
	

	Section 3:  Training Requirements

	A.  ANCILLARY (RECURRING) TRAINING

	PRIORITIZE COURSES AS FOLLOWS:  1=MISSION FAILURE, 2=MISSION IMPAIRMENT, 3=DEFICIENCY

	COURSE/TRAINING
	DATE/QTR

DESIRED
	PRIORITY

(1, 2 or 3)
	REASON FOR

REQUEST
	DATES OF

TRAINING

	ETHICS
	Jul 2002
	2
	Mandatory
	Aug 2002

	LAW OF ARMED CONFLICT
	
	
	
	

	MOBILITY
	
	
	
	

	SAFETY
	Jul 2002
	2
	Mandatory
	Aug 2002

	SUICIDE PREVENTION/WORKPLACE VIOLENCE
	Jul 2002
	2
	Mandatory
	Jul 2002

	UCMJ
	
	
	
	

	OTHER


	
	
	
	

	OTHER


	
	
	
	


Appendix 3 Individual Training Plan (Straw Man Sample)

	INDIVIDUAL DEVELOPMENT PLAN (STRAW MAN SAMPLE)

	B.  REGULATORY TRAINING (REF:  AFR 40 OR AFI 36 SERIES)

	PRIORITIZE COURSES AS FOLLOWS:  1=MISSION FAILURE, 2=MISSION IMPAIRMENT, 3=DEFICIENCY

	COURSE/TRAINING
	DATE/QTR

DESIRED
	PRIORITY

(1, 2 or 3)
	REASON FOR

REQUEST
	DD 1556

SUBMITTED

(Y/N)
	DD 1556

DATE
	DATES OF

TRAINING

	NEWCOMERS ORIENTATION
	Jul 1999
	1
	Mandatory
	N/A
	Jul 1999
	

	NEW SUPERVISOR COURSES:

	USAF BASIC SUPERVISOR
	FY02/4th
	2
	Mandatory
	Y
	Jun 2002
	

	USAF CIVILIAN PERSONNEL MANAGEMENT
	FY02/4th
	2
	Mandatory
	Y
	Jun 2002
	

	USAF MILITARY MANAGEMENT
	FY03/1st
	3
	Desired
	Y
	Sep 2002
	

	OTHER


	
	
	
	
	
	

	OTHER


	
	
	
	
	
	

	OTHER


	
	
	
	
	
	

	OTHER
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	INDIVIDUAL DEVELOPMENT PLAN (STRAW MAN SAMPLE)

	C.  COMPUTER TRAINING

	COURSE/TRAINING
	DATE/QTR

DESIRED
	COMPLETED

PREREQUISITES

(Y/N)
	NOMINATION

SUBMITTED

(Y/N)
	DATE

NOMINATION

SUBMITTED
	DATE

TRAINING

COMPLETED

	ACCESS 2000 FUNDAMENTALS
	
	
	
	
	

	ACCESS 2000 INTERMEDIATE
	
	
	
	
	

	ACCESS 2000 ADVANCED
	
	
	
	
	

	EXCEL 2000 FUNDAMENTALS
	Oct 2002
	Y
	Y
	Sep 2002
	

	EXCEL 2000 INTERMEDIATE
	Nov 2002
	N
	N
	
	

	EXCEL 2000 ADVANCED
	Jan 2002
	N
	N
	
	

	OUTLOOK 2000 FUNDAMENTALS
	Jul 2002
	Y
	Y
	Jun 2002
	Jul 2002

	OUTLOOK 2000 INTERMEDIATE
	
	
	
	
	

	POWERPOINT 2000 FUNDAMENTALS
	Feb 2002
	Y
	Y
	Jan 2002
	Feb 2002

	POWERPOINT 2000 ADVANCED
	
	
	
	
	

	WINDOWS 2000 FUNDAMENTALS
	
	
	
	
	

	WORD 2000 FUNDAMENTALS
	Jan 2002
	Y
	Y
	Dec 2001
	Jan 2002

	WORD 2000 INTERMEDIATE
	
	
	
	
	

	WORD 2000 ADVANCED
	
	
	
	
	


Appendix 3 Individual Development Plan (Straw Man Sample)

	INDIVIDUAL DEVELOPMENT PLAN (STRAW MAN SAMPLE)

	D.  PROFESSIONAL MILITARY EDUCATION (PME)  (Civilians eligible for some PME courses also)

	PRIORITIZE COURSES AS FOLLOWS:  1=MISSION FAILURE, 2=MISSION IMPAIRMENT, 3=DEFICIENCY

	COURSE/TRAINING
	DATE/QTR

DESIRED
	PRIORITY

(1, 2 or 3)
	NOMINATION

SUBMITTED

(Y/N)
	DATES

NOMINATION

SUBMITTED
	DATE

TRAINING

COMPLETED

	AEROSPACE BASIC
	
	
	
	
	

	AIR COMMAND AND STAFF/

EQUIVALENT
	
	
	
	
	

	AIR WAR COLLEGE/

EQUIVALENT
	
	
	
	
	

	BUSINESS OF SPACE
	Jul 2002
	3
	Y
	Jul 2002
	2 Aug 2002

	NCO ACADEMY
	
	
	
	
	

	OFFICER PROFESSIONAL 

DEVELOPMENT PROGRAM (OPDP)
	
	
	
	
	

	SENIOR NCO ACADEMY
	
	
	
	
	

	SQUADRON OFFICER SCHOOL/

EQUIVALENT
	
	
	
	
	

	OTHER


	
	
	
	
	

	OTHER


	
	
	
	
	


Appendix 3 Individual Development Plan (Straw Man Sample)

	INDIVIDUAL DEVELOPMENT PLAN (STRAW MAN SAMPLE)

	E.  OCCUPATIONAL TRAINING (CERTIFICATION REQUIREMENTS)

	PRIORITIZE COURSES AS FOLLOWS:  1=CERTIFICATION REQUIRED, 2=DESIRE HIGHER LEVEL CERTIFICATION, 3=OTHER CERTIFICATION, 4=DESIRED

	COURSE/TRAINING
	DATE/QTR

DESIRED
	PRIORITY

(1, 2 or 3)
	REASON FOR

REQUEST
	DD 1556

SUBMITTED

(Y/N)
	DD 1556

DATE
	DATES OF

TRAINING

	CON 301
	FY04/1st
	2
	Higher Cert
	N/A
	N/A
	

	CON 333
	FY04/1st
	2
	Higher Cert
	N/A
	N/A
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Appendix 3 Individual Development Plan (Straw Man Sample)

	INDIVIDUAL DEVELOPMENT PLAN (STRAW MAN SAMPLE)

	F.  OTHER TRAINING (CONFERENCES, SEMINARS, ETC.)

	PRIORITIZE COURSES AS FOLLOWS:  1=MISSION FAILURE, 2=MISSION IMPAIRMENT, 3=DEFICIENCY

	COURSE/TRAINING
	DATE/QTR

DESIRED
	PRIORITY

(1, 2 or 3)
	REASON FOR

REQUEST
	DD 1556

SUBMITTED

(Y/N)
	DD 1556

DATE
	DATES OF

TRAINING

	National Contract Management

Association’s (NCMA) Annual Seminar
	Oct 2002
	2
	Maintain Currency
	N/A
	N/A
	

	Time Management
	Nov 2002
	2
	Job

Enhancement
	Y
	Jul 2002
	

	Team Building (Quality Course)
	Dec 2002
	2
	Job Enhancement
	N/A
	N/A
	

	OTHER


	
	
	
	
	
	

	Section 4:  Employee’s Training and Career Goals (Optional)

	1.  Short-Term Goals – To be achieved within 1-2 years (Example:  Next Assignment, Next Certification Level, etc.)

	Desire certification at Level 3.

	Working towards CPCM certification.

	2.  Long-Term Goals – Career objectives within 3-5 years (Example:  Career, Education, etc.)

	Desire executive position in contracting
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	INDIVIDUAL DEVELOPMENT PLAN (STRAW MAN SAMPLE)

	Section 5:  Signatures

	The training and goals indicated within this IDP have been reviewed for currency and completeness.  The best efforts of both signatory parties below will be made to enable the employee to participate in the training opportunities stated herein when and if they become available.

	Employee’s Signature
	Date
	Supervisor’s Signature
	Date
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	INDIVIDUAL DEVELOPMENT PLAN

	Section 1:  Employee Information

	NAME:
	
	OCCUPATION/JOB TITLE:
	

	SSN:
	
	MATRIXED:
	

	RANK/GRADE:
	
	CAREER PROGRAM:
	

	AFSC/SERIES:
	
	EDUCATION:
	

	ORG/OFFICE SYMBOL:
	
	DEGREE/YEAR:
	
	MAJOR:
	

	PHONE NUMBER:
	
	DEGREE/YEAR:
	
	MAJOR:
	

	SUPERVISOR:
	
	CHECK ALL THAT APPLY:
	

	DATE ARRIVED STATION:
	
	2-LTR CHIEF:
	
	3-LTR CHIEF:
	

	DATE OF RANK:
	
	4-LTR CHIEF:
	
	5-LTR CHIEF:
	

	DATE ASSIGNED TO UNIT:
	
	SUPERVISOR:
	
	TEAM LEADER:
	

	TAFSCD (MILITARY ONLY):
	
	QUALITY ADVISOR:
	
	FACILITATOR:
	

	Section 2:  Certification Information

	POSITION REQUIRES CERTIFICATION (YES/NO)?
	

	WHAT TYPE? (Example:  APDP):
	
	LEVEL:
	
	RLA:
	

	INDIVIDUAL IS CERTIFIED IN WHAT FUNCTIONAL AREA(s) (Example:  Contracting):
	DATE APPLIED
	DATE APPROVED

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	


Appendix 4 Individual Development Plan (Blank Format)

	INDIVIDUAL DEVELOPMENT PLAN

	INDIVIDUAL DESIRES CERTIFICATION IN THE FOLLOWING FUNCTIONAL AREA(s):
	DATE APPLIED
	DATE APPROVED

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	APDP CONTINUOUS LEARNING POINTS (80 REQUIRED EVERY 2 YEARS)

	1.
	
	2.
	
	3.
	2.
	4.
	
	5.
	

	6.
	
	7.
	
	8.
	2.
	9.
	
	10.
	

	Section 3:  Training Requirements

	A.  ANCILLARY (RECURRING) TRAINING

	PRIORITIZE COURSES AS FOLLOWS:  1=MISSION FAILURE, 2=MISSION IMPAIRMENT, 3=DEFICIENCY

	COURSE/TRAINING
	DATE/QTR

DESIRED
	PRIORITY

(1, 2 or 3)
	REASON FOR

REQUEST
	DATES OF

TRAINING

	ETHICS
	
	
	
	

	LAW OF ARMED CONFLICT
	
	
	
	

	MOBILITY
	
	
	
	

	SAFETY
	
	
	
	

	SUICIDE PREVENTION/WORKPLACE VIOLENCE
	
	
	
	

	UCMJ
	
	
	
	

	OTHER


	
	
	
	

	OTHER


	
	
	
	


Appendix 4 Individual Development Plan (Blank Format)

	INDIVIDUAL DEVELOPMENT PLAN

	B.  REGULATORY TRAINING (REF:  AFR 40 OR AFI 36 SERIES)

	PRIORITIZE COURSES AS FOLLOWS:  1=MISSION FAILURE, 2=MISSION IMPAIRMENT, 3=DEFICIENCY

	COURSE/TRAINING
	DATE/QTR

DESIRED
	PRIORITY

(1, 2 or 3)
	REASON FOR

REQUEST
	DD 1556

SUBMITTED

(Y/N)
	DD 1556

DATE
	DATES OF

TRAINING

	NEWCOMERS ORIENTATION
	
	
	
	
	
	

	NEW SUPERVISOR COURSES:

	USAF BASIC SUPERVISOR
	
	
	
	
	
	

	USAF CIVILIAN PERSONNEL MANAGEMENT
	
	
	
	
	
	

	USAF MILITARY MANAGEMENT
	
	
	
	
	
	

	OTHER


	
	
	
	
	
	

	OTHER


	
	
	
	
	
	

	OTHER


	
	
	
	
	
	

	OTHER


	
	
	
	
	
	


Appendix 4 Individual Development Plan (Blank Format)

	INDIVIDUAL DEVELOPMENT PLAN

	C.  COMPUTER TRAINING

	COURSE/TRAINING
	DATE/QTR

DESIRED
	COMPLETED

PREREQUISITES

(Y/N)
	NOMINATION

SUBMITTED

(Y/N)
	DATE

NOMINATION

SUBMITTED
	DATE

TRAINING

COMPLETED

	ACCESS 2000 FUNDAMENTALS
	
	
	
	
	

	ACCESS 2000 INTERMEDIATE
	
	
	
	
	

	ACCESS 2000 ADVANCED
	
	
	
	
	

	EXCEL 2000 FUNDAMENTALS
	
	
	
	
	

	EXCEL 2000 INTERMEDIATE
	
	
	
	
	

	EXCEL 2000 ADVANCED
	
	
	
	
	

	OUTLOOK 2000 FUNDAMENTALS
	
	
	
	
	

	OUTLOOK 2000 INTERMEDIATE
	
	
	
	
	

	POWERPOINT 2000 FUNDAMENTALS
	
	
	
	
	

	POWERPOINT 2000 ADVANCED
	
	
	
	
	

	WINDOWS 2000 FUNDAMENTALS
	
	
	
	
	

	WORD 2000 FUNDAMENTALS
	
	
	
	
	

	WORD 2000 INTERMEDIATE
	
	
	
	
	

	WORD 2000 ADVANCED
	
	
	
	
	


Appendix 4 (Individual Development Plan (Blank Format)

	INDIVIDUAL DEVELOPMENT PLAN

	D.  PROFESSIONAL MILITARY EDUCATION (PME) (Civilians eligible for some PME courses also)

	PRIORITIZE COURSES AS FOLLOWS:  1=MISSION FAILURE, 2=MISSION IMPAIRMENT, 3=DEFICIENCY

	COURSE/TRAINING
	DATE/QTR

DESIRED
	PRIORITY

(1, 2 or 3)
	NOMINATION

SUBMITTED

(Y/N)
	DATES

NOMINATION

SUBMITTED
	DATE

TRAINING

COMPLETED

	AEROSPACE BASIC
	
	
	
	
	

	AIR COMMAND AND STAFF/

EQUIVALENT
	
	
	
	
	

	AIR WAR COLLEGE/

EQUIVALENT
	
	
	
	
	

	BUSINESS OF SPACE
	
	
	
	
	

	NCO ACADEMY
	
	
	
	
	

	OFFICER PROFESSIONAL 

DEVELOPMENT PROGRAM (OPDP)
	
	
	
	
	

	SENIOR NCO ACADEMY
	
	
	
	
	

	SQUADRON OFFICER SCHOOL/

EQUIVALENT
	
	
	
	
	

	OTHER


	
	
	
	
	

	OTHER


	
	
	
	
	


Appendix 4 Individual Development Plan (Blank Format)

	INDIVIDUAL DEVELOPMENT PLAN

	E.  OCCUPATIONAL TRAINING (CERTIFICATION REQUIREMENTS)

	PRIORITIZE COURSES AS FOLLOWS:  1=CERTIFICATION REQUIRED, 2=DESIRE HIGHER LEVEL CERTIFICATION, 3=OTHER CERTIFICATION, 4=DESIRED

	COURSE/TRAINING
	DATE/QTR

DESIRED
	PRIORITY

(1, 2 or 3)
	REASON FOR

REQUEST
	DD 1556

SUBMITTED

(Y/N)
	DD 1556

DATE
	DATES OF

TRAINING

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Appendix 4 Individual Development Plan (Blank Format)

	INDIVIDUAL DEVELOPMENT PLAN

	F.  OTHER TRAINING (CONFERENCES, SEMINARS, ETC.)

	PRIORITIZE COURSES AS FOLLOWS:  1=MISSION FAILURE, 2=MISSION IMPAIRMENT, 3=DEFICIENCY

	COURSE/TRAINING
	DATE/QTR

DESIRED
	PRIORITY

(1, 2 or 3)
	REASON FOR

REQUEST
	DD 1556

SUBMITTED

(Y/N)
	DD 1556

DATE
	DATES OF

TRAINING

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	OTHER


	
	
	
	
	
	

	OTHER


	
	
	
	
	
	

	Section 4:  Employee’s Training and Career Goals (Optional)

	1.  Short-Term Goals – To be achieved within 1-2 years (Example:  Next Assignment, Next Certification Level, etc.)

	

	

	2.  Long-Term Goals – Career objectives within 3-5 years (Example:  Career, Education, etc.)

	

	


Appendix 4 Individual Development Plan (Blank Format)

	INDIVIDUAL DEVELOPMENT PLAN

	Section 5:  Signatures

	The training and goals indicated within this IDP have been reviewed for currency and completeness.  The best efforts of both signatory parties below will be made to enable the employee to participate in the training opportunities stated herein when and if they become available.

	Employee’s Signature
	Date
	Supervisor’s Signature
	Date

	
	
	
	


Appendix 4 Individual Development Plan (Blank Format)

IDPs:  What to Consider





Annual Training Survey
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Locally Funded




























































































Organic Training





OTA Receives Completed RIP





Send to TM





Call Org TM (Heads Up)





Quota Distributed to OTA





Determine which Organization gets Quota





Receive Quotas





OPEN QUOTAS – SAMPLE NON-DAU FLOW





Organization





Evaluate Training





Employee Trained





Training Monitor





Civilian Career Programs





Oracle Training Administration, AFIT, Air Education & Training Command, etc.





Career Development





Occupational Training Analyst





Training Monitor





Self-Development


On-the-Job Training





Occupational Training





Receive quotas, develop/deliver training, schedule classes





Analyze Requirements





Training Monitor





Individual Development Plan (IDP)





Supervisor





Confer





Employee





FLOWCHART





Computer Training 





Regulatory Training





Ancillary Training





Other Training





Career Broadening





Course Catalogs





PME Training





Civilian Career Programs





IDP
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