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1.  PURPOSE.  To provide a standard guide for the Management and Administration of the Civilian training function in the West Region that is consistent with the Department of Army Human Resource Development (HRD) Task List and Standardized Business Processes and Business Process Maps (BPMs).  This Guide will be updated as regulatory, statutory and other policy guidance is issued at higher authority levels.

2.  APPLICABILITY.  This guide to Management and Administration of Civilian Training is for use by all employees, managers, supervisors, and personnel serviced by the West Region Civilian Personnel Operations Center (WCPOC).

3.  RESPONSIBILITIES.
Develop Training Policy and Guidance

CPAC/
Produce and disseminate local implementation instructions for 

TRAINING

DA policy, MACOM and CPOC specific HRD guidance to

POC:

managers and the workforce.
WCPOC:  
Produce and disseminate implementation instructions for DA



policy and MACOM specific HRD guidance to CPACs.

MACOM:

Produce and disseminate MACOM-specific HRD guidance to



CPOCs and CPACs.
DA:

Produce and disseminate DA HRD policy and guidance to


MACOMS, CPOCs, CPACs, and the workforce.

PROCESS COMPLETED TRAINING DATA INTO THE MODERN DEFENSE CIVILIAN PERSONNEL DATA SYSTEM (MDCPDS)

MANAGER, SUPERVISOR, TRAINING COORDINATOR, ADMINISTRATIVE PERSONNEL, CPAC/TRAINING POC:





Utilize OTA-Lite to process/enter completed training data





for appropriated fund employees directly into the Modern Defense 





Civilian Personnel Data System (MDCPDS).  The WCPOC HRD 





Division created External Standard Operating Procedure (SOP)





E-02-05, Processing of Completed Training for Modern Defense 





Civilian Personnel Data System (MDCPDS) which prescribes the use 





of OTA-Lite to enter completed training into MDCPDS.  The SOP 





is located at http://cpolrhp.belvoir.army.mil/west, Functional 





Areas, Human Resource Development Division, SOP for Processing 





of Completed Training for Modern DCPDS -- March '02.




Enter/process -





All completed training that is 8 hours or more in duration.





All training that has direct (tuition, books, and equipment) or 





indirect costs (travel and per diem), regardless of length.  





All mandatory training required by HQDA or higher authority 





(i.e., Prevention of Sexual Harassment (POSH), Consideration of 





Others (C02), Violence in the Workplace, Hazardous Material





(HAZMAT), etc.) regardless of length.





Be familiar with basic training regulations and laws.






Managers/supervisors must complete appropriate training prior to





exercising delegated authority to approve non-government training. 





A recommended training package that will meet this requirement 





(The Manager Certification Guide) is located at





 http://cpolrhp.belvoir.army.mil/west, Functional Areas, Human





Resource Development Division, Manager Certification Guide.





Those individuals who are awaiting access to MDCPDS, OTA-Lite





will utilize the WCPOC Electronic IndividualTraining Data/WCPOC





Class Roster Training Data "Smart" forms.

PROCESS COMPLETED TRAINING DATA INTO THE MODERN DEFENSE CIVILIAN PERSONNEL DATA SYSTEM (MDCPDS) (Continued)

MANAGER, SUPERVISOR, TRAINING COORDINATOR, ADMINISTRATIVE PERSONNEL, CPAC/TRAINING POC:





Assure the WCPOC Electronic Individual Training Data/WCPOC





Class Roster Training Data "Smart" forms are accurately





completed and forwarded to the WCPOC within two weeks after 





training is completed. 





Reviewing and approving training requests.





Evaluate completed training.


CPAC/
Maintain required training documentation. These requirements 

TRAINING
can be found at: 

POC:

http://www.cpol.army.mil/library/tld/tld_112901.html




Set up MODERN OTA-Lite accounts for managers, supervisors,





training coordinators, and administrative personnel.





Provide basic training on the MODERN system as needed to 





managers, supervisors, training coordinators, and administrative 





personnel.





Provide OTA-Lite Screen Cam training package to users of OTA-





Lite.  The Screen Cam is located at: - 





http://www.cpocma.army.mil/  (Click on Tools, click on MODERN





DCPDS Job Aids, click on To CPOCMA MDCPDS page, and scroll





down to How-to Movies)

PROCESS COMPLETED EDUCATION DATA INTO MDCPDS 

MANAGER, SUPERVISOR, TRAINING COORDINATOR, ADMINISTRATIVE PERSONNEL AND OTHER PERSONNEL:






Forward education data/transcripts to the WCPOC.

WCPOC: 
Utilize OTA-Lite to process/enter education data for appropriated 





fund employees into MDCPDS, and file documentation in the 





Official Personnel File (OPF).

Conduct and Maintain the Annual Training Needs Survey

Annual Training Needs Survey
MANAGER:
Using the automated training needs assessment tool (ATNA)





provided by the WCPOC, produce an individual and organizational





training needs survey and forward to CPAC.

CPAC/
Transmit automated training needs assessment (ATNA) tool and

TRAINING
instructions to managers.

POC:

Produce a consolidated installation training needs survey and 





forward to WCPOC.

WCPOC: 
Transmit automated training needs assessment (ATNA) tool and





instructions to the CPACs.


TACITS Surveys

MACOM: 
Input MACOM Army Training Requirements and Resources

 



(ATRRS) quota requirements into the Total Army Centralized

 



Individual Training Solicitation (TACITS).

Develop FY Training Plan
CPAC/
Based on evaluation of the prior year's plan and the Commander's

TRAINING
guidance (Installation Strategic Plan), prepare and forward

POC:

a training plan to the WCPOC that contains training and





development strategies established to accomplish mission and 





achieve organizational performance goals.  Present and market the 





regional and local portions of the recommended training plan to 





Commanders, in partnership with  WCPOC.  Disseminate commander





approved installation FY Training Plan





to managers and workforce.

Develop FY Training Plan (Continued)
WCPOC: 
Based on installation training plans, prepare and forward a 





training plan to CPACs which contains training and development





strategies established to accomplish mission and achieve





organizational performance goals, to include identification of 





potential regional training opportunities.

Develop Electronic Tools

CPAC/
Develop electronic installation bulletin boards for posting

TRAINING
training information.

POC:

WCPOC:  
Utilize the WCPOC website to post current training information





and opportunities.

Administer Training Program

CPAC/
Produce and disseminate installation SOPs to managers.

TRAINING
Provide delegated authority to approve non-government training to

POC:

managers who have completed appropriate training prior to 





exercising that delegated authority.





Create and retain records of delegation and associated training.

WCPOC:
Provide a model training program (The Manager Certification 





Guide) for managers/supervisors on the WCPOC website.

manager: 
Appoint organizational Training System Administrator(s).

commander:
Issue Commanders' Training Policy Statement.





Delegate training approval authority to managers in writing.

DA: 


Produce and disseminate appropriate standard operating


procedures (SOPs), Tasks Lists, Business Process Maps, etc. for 


standardization to the CPOCs.

Manage Training Funds

MANAGER:
Obligate and execute funds to vendors for individual training.

commander:
Transfer funds for approved regional training to the WCPOC.

CPAC/
Obtain Commander's commitment to fund installation training.

TRAINING
Obligate and execute funds to vendors for installation training. 

POC:

WCPOC: 
In partnership with the CPAC, obtain Commander's commitment





to fund region-sponsored training.





Obligate and execute funds to vendors for region-wide training.


MACOM:
Redistribute and execute HQDA Funding Authorization


Documents (FADs) for Army Civilian Training, Education and


Development System (ACTEDS) funding allocations.

Announce Training

CPAC/
Use e-mail to announce installation training opportunities to 

TRAINING
workforce.

POC:

WCPOC:  
Use WCPOC website, and e-mail to announce regional training





opportunities to workforce.

MACOM:
Publicize additional suspenses to the workforce, as necessary.

DA:


Use email to announce DA and DoD training opportunities to 





workforce.

Conduct/Facilitate On-Site Training

CPAC/
Conduct/facilitate installation on-site courses.

TRAINING 

POC:

Conduct/Facilitate On-Site Training (Continued)
WCPOC:  
Conduct/coordinate/facilitate region-sponsored courses.  

Administer On-site Training

CPAC/
Administer installation on-site training courses (arrange 

TRAINING
for classroom facilities and supporting equipment/training aids).

POC:

WCPOC:  
Administer region-sponsored training courses (arrange





for classroom facilities and supporting equipment/training aids).

MANAGER:
Administer organizational on-site training courses 





(arrange for classroom facilities and supporting equipment/training





aids).

Administer Training REQUEST Process

EMPLOYEE:
Create and route training requests.

MANAGER:
Authorize, and route training requests.





Ensure that continued service agreements are completed, as





required.





Ensure that training requests involving costs are approved before





the training event.

MANAGER, SUPERVISOR, TRAINING COORDINATOR, ADMINISTRATIVE PERSONNEL, CPAC and TRAINING POC:




Input completed training into the MODERN Defense Civilian 





Personnel Data System (DCPDS) utilizing OTA-Lite.

CPAC/
Request and obtain contracts from Procurement for installation

TRAINING
training when the cost of training exceeds $25,000.
POC:

Administer Training REQUEST Process (Continued)

WCPOC:  
Request and obtain contracts from Procurement for regional 





training when the cost of training exceeds $25,000.

MACOM:
Sub-allocate and maintain ATRRS training sources quotas and input





space reservations.

ADMINISTER LONG-TERM TRAINING (LTT) AND LEADER DEVELOPMENT PROGRAM

EMPLOYEE:
Submit application to the supervisor/manager.

MANAGER:
Endorse and route application/nomination packages to proper





destination {installation, MACOM, Functional Chief 





Representative 
(FCR), DA, DOD, OPM}.

MACOM:

Endorse and route application/nomination packages to proper 
destination (installation, FCR, DA, DOD, OPM).

CPAC/
Provide advice and assistance to employees and managers as

TRAINING
needed.

POC:


DA:


DA Functional Chief Representative notifies nominees of 





selection results through the chain of command.

ADMINISTER SPECIAL EMPLOYMENT TRAINING PROGRAMS

manager:
Develop and execute individual training plan and individual 





development plans (IDPs).


CPAC/
Provide advice and assistance to employees and managers as

TRAINING
needed.

POC:



Document Training

MANAGER:
Maintain a file that documents competitive process for individual 





and organizational instances of training with costs greater than





$2,500.





Maintain a file of written continued service agreements.





Maintain a file containing records supporting the decision to





approve academic degree training.

CPAC/
Maintain a file that documents competitive process for installation

TRAINING
instances of training with cost greater than $2,500.

POC:

WCPOC:  
Maintain a file that documents competitive process for regional





instances of training with costs greater than $2,500.

AdviSe and Assist Managers

CPAC/
Provide advice and assistance to managers on the full scope of TRAINING
HRD.

POC:

Consult with managers and employees on all aspects of





organizational and individual performance.

COUNSEL EMPLOYEES

MANAGER:
Counsel employees on general career enhancement strategies.

ACTIVITY CAREER PROGRAM MANAGER:




Counsel employees on functional career enhancement strategies.

ORIENT EMPLOYEES

MANAGER:
Provide on-the-job orientation for new employees.


DA:


Produce and distribute standardized New Employee Orientation





materials to CPACs. 

Evaluate Training Program

EMPLOYEE:

Evaluate the effectiveness of the course. 

MANAGER:
Evaluate effectiveness of individual employee training.

CPAC/
Provide Commander with analysis and evaluation of installation

TRAINING
training program. 

POC:

4.  SPECIAL TRAINING PROGRAMS.  When appropriate, WCPOC will arrange for training on a regional basis.  Information on special training programs can be found at:  http://cpol.army.mil/permiss/70.html
CIVILIAN LEADER DEVELOPMENT PROGRAM

CIVILIAN LEADERSHIP TRAINING CORE CURRICULUM
The Army Civilian Leadership Training Common Core consists of progressive and sequential leadership training from the entry level to the Senior Executive Service (SES). The curriculum includes mandatory training for Army civilians at each

level (Intern, Supervisor, Manager, and Executive).
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Intern Leadership Development Course (ILDC)

(Mandatory for DA centrally funded and local Interns)

ILDC must be completed by all centrally funded (ACTEDS) and local interns prior to graduation from the Intern Program and prior to promotion to journeyman level positions.
ILDC is an intensive 5-day course for first year interns.  It provides a better understanding of the Army culture and organizational leadership concepts; an understanding of the leadership doctrine of providing purpose, direction, and motivation; an understanding of organizational dynamics and team development; an assessment of individual skills and leadership competencies; and an understanding of their career potential as an Army civilian. 

EMPLOYEE:
Discuss training plan, to include formal and on-the-job training with 



supervisor.





Maintain an acceptable level of performance.





Meet all requirements of the Intern Program.





Forward completed training data to supervisor.

MANAGER:
Discuss training plan and schedule formal and on-the-job training 


for interns in accordance with appropriate Master Intern Training


Plan (MITP).


Schedule employees to attend and complete required training.





Provide on-the-job training as required.

CPAC/
Provide advice and assistance to managers and employees as

TRAINING
needed.

POC:

Notify managers of nomination status as necessary.





Host regional and/or installation ILDC classes as needed.

WCPOC: 
Identify Interns and arrange for ILDC classes at appropriate





locations in the West Region.





Host regional ILDC class as needed.

Information on ILDC can be found on-line at:

http://www-cgsc.army.mil/cal/cltd/cltd_courses/ildc.asp
Action Officer Development Correspondence Course (AODC) (ST 7000)

(Mandatory for interns (both local and centrally funded) and employees in two-grade interval professional and administrative series prior to promotion to target level positions)

AODC is a 21 hour correspondence course that provides instruction in organization and management; conducting completed staff work; managing time and priorities; conducting meetings and interviews; solving problems and making decisions; communications; writing to the Army Standard; coordinating; conducting briefings; and ethics.  The course provides time saving tips, writing formats, and an appendix of informal staff language, simpler words, and phrases.

EMPLOYEE:
Promptly enroll in AODC correspondence course. 





Successfully complete course within 6 months after enrollment.





Forward completed training data to supervisor.

MANAGER:
Notify employee(s) of requirements.






Ensure employee completes the AODC in a timely basis.





Forward completed training data to the Training POC for entry 





into DCPDS.





Encourage other eligible employees to enroll in AODC as a 





developmental opportunity.

CPAC/
Advise Commander of mandatory training requirement and provide

TRAINING
continuing program execution data.

POC:

Provide advice and assistance to managers and employees as





needed.  

Information on AODC can be found on-line at:

http://cpol.army.mil/train/catalog/ch01aodc.html
The AODC correspondence course is available on-line at:

http://www.atsc.army.mil/accp/aipdnew.asp
Supervisory Development Correspondence Course (SDC)

(ST 5000)

(Mandatory for new first-line supervisors of civilian employees)

Civilians must complete both Phase I (Supervisory Development Correspondence Course (SDC)) and Phase II (Leadership Education and Development (LEAD)) within six months after appointment to supervisory positions.
SDC is a 39 hour correspondence course.  It is Phase I of the mandatory supervisory training for all newly appointed supervisors (military and civilian) of civilian employees.  New civilian supervisors of civilians must complete both Phase I and Phase II (Leadership Education and Development (LEAD)) within six months after appointment to supervisory positions.  New military supervisors of civilians should complete both phases within 6 months but NLT 12 months of appointment to supervisory positions.

The SDC is made up of two subcourses.  Both subcourses must be completed.  SDC provides techniques for managing work and leading people.  Management and leadership processes include planning, organizing, coordinating, directing, and controlling.  It also provides training to enable a supervisor to use personnel management and training procedures to ensure mission accomplishment.  It includes lessons on position classification, staffing, human resources development, performance management, awards, discipline, and labor relations. 

NEW SUPERVISOR:





Promptly enroll in the Supervisory Development Correspondence 





(SDC) Course.





Successfully complete SDC within 6 months of appointment as a





new supervisor of civilians.  





Forward completed training data to supervisor/manager.

MANAGER:
Ensure that all new supervisors enroll and complete the SDC on a





timely basis.

Supervisory Development Correspondence Course (SDC)

(ST 5000) (Continued)
(Mandatory for new first-line supervisors of civilian employees)

COMMANDER:
Ensure that all new supervisors complete the SDC on a timely basis.

CPAC/
Advise Commander of mandatory training requirement and provide

TRAINING
continuing program execution data. 

POC:

Provide advice and assistance to Commanders and managers and





employees as needed.





Enter completed training into MDCPDS.

Information on SDC can be found under civilian leadership training core curriculum on-line at: http://cpol.army.mil/train/catalog/ch01sdc.html
The correspondence course is available on-line at: 

http://www.atsc.army.mil/accp/aipdnew.asp
LEADERSHIP EDUCATION AND DEVELOPMENT (LEAD) COURSE

(Mandatory for all new first-line supervisors of civilian employees)

Civilians must complete both Phase I (Supervisory Development Correspondence Course (SDC)) and Phase II (Leadership Education and Development (LEAD)) within six months after appointment to supervisory positions.
LEAD is a 5 day course; it is Phase II of mandatory supervisory training.  DA policy requires that it be completed within 6 months of appointment to first supervisory position.  LEAD teaches supervisors how to assess their own effectiveness; assess employee and team effectiveness; motivate and influence employees; communicate effectively; conduct counseling; resolve conflicts; develop strategies to create fully functioning teams; make effective decisions; and explain the effect of values on individual and team effectiveness.  The Supervisor Development Course (SDC) is Phase I and a prerequisite for the LEAD course.

LEADERSHIP EDUCATION AND DEVELOPMENT (LEAD) COURSE (Continued)

(Mandatory for all new first-line supervisors of civilian employees)

NEW SUPERVISOR:





Promptly enroll in the LEAD course.





Attend and successfully complete the LEAD course within 6 





months of becoming a supervisor of civilians.





Forward completed training data to supervisor.

MANAGER:
Schedule employee(s) to attend and complete required training.





Ensure targeted employee(s) attend and complete LEAD.





Encourage other eligible employees to attend LEAD as a





developmental opportunity.





Encourage and support eligible employee(s) to become LEAD 





facilitators.

COMMANDER:
Ensure that all new supervisors complete the LEAD course in a





timely basis.

CPAC/
Responsible for the installation's LEAD program.

TRAINING
Advise installation Commander of mandatory LEAD requirements

POC:

and provide continuing program execution data.





Contact managers and supervisors to provide facilitators for the





LEAD course.





Schedule and conduct LEAD classes in accordance with





requirements.





Announce LEAD training opportunities.





Provide advice and assistance to managers and employees as





needed.





Establish and maintain a current list of LEAD facilitators within





serviced organizations.





Enter completed training into MDCPDS.

WCPOC:
Assist CPACs with locating LEAD facilitators when requested.

LEADERSHIP EDUCATION AND DEVELOPMENT (LEAD) COURSE (Continued)

(Mandatory for all new first-line supervisors of civilian employees)

Information on LEAD can be found on-line at:

http://www-cgsc.army.mil/cal/cltd/CLTD_courses/lead.asp
LEAD TRAIN-THE-TRAINER (LEAD TTT) COURSE

(LEAD TTT course trains DA personnel at the installation/activity level to facilitate the LEAD course locally)

LEAD TTT is a 80 hour course (40 hours of pre-course preparation required) which provides instruction in practical application of leadership doctrine and competencies including professional ethics, counseling skills, communications, group development theory, team building, motivation, problem solving and decision making, and co-facilitating skills required to successfully facilitate the LEAD course.  Daily homework and a written journal are required.

EMPLOYEE:
Volunteer to become a LEAD facilitator.





Attend and successfully complete LEAD TTT.





Conduct a successful LEAD class.






Comply with the Center for Army Leadership (CAL) obligations and





LEAD TTT requirements.





Forward completed training data to supervisor.

MANAGER:
Identify and encourage eligible employees to participate in LEAD





TTT.





Schedule employees to attend and complete training.







COMMANDER:
Ensure that a sufficient number of certified LEAD trainers are





available to support the installation's supervisory training





requirement.

LEAD TRAIN-THE-TRAINER (LEAD TTT) COURSE (Continued)

(LEAD TTT course trains DA personnel at the installation/activity level to facilitate the LEAD course locally)
CPAC/
Announce training opportunities.

TRAINING
Provide advice and assistance to managers and employees as

POC:

needed.





Enter completed training into MDCPDS.

WCPOC:
When appropriate, arrange for LEAD TTT training on a regional 





basis.

Information on LEAD TTT can be found on-line at:

http://www-cgsc.army.mil/cal/cltd
Manager Development correspondence Course (MDC)

(ST 6000)

(MDC must be completed by all newly appointed managers (regardless of grade) within six months of their appointment to a managerial position.  For this course, "manager" means supervisor of supervisors or manager of programs, resources, and/or policy.)

MDC is a 20 hour correspondence course which includes lessons in: organizational culture; time management; objectives and plans; problem solving and decision making; planning, programming and budgeting; manpower management; communications; information technology applications; the Army Environmental Program; equal employment opportunity; professional ethics; internal management control; and Army family team building.

NEW MANAGER:





Promptly enroll and successfully complete MDC within 6 months of





becoming a new manager.





Forward completed training data to supervisor.

Manager Development correspondence Course (MDC)

(ST 6000) (Continued)
SUPERVISOR:
Notify employee of mandatory requirement to successfully 





complete MDC.





Ensure employee successfully completes training. 





Provide assistance to employee as needed.

COMMANDER:
Ensure that all new managers complete the MDC on a timely basis.

CPAC/
Advise Commander of mandatory training requirement and provide

TRAINING
continuing program execution data.

POC:

Provide advice and assistance to Commanders, managers and





employees as needed.





Enter completed training into MDCPDS.

Information on MDC can be found on-line at: 

http://cpol.army.mil/train/catalog/ch01mdc.html
The MDC correspondence course is on-line at: 

http://www.atsc.army.mil/accp/aipdnew.asp
ORGANIZATIONAL LEADERSHIP FOR EXECUTIVES (OLE)

(GS-12 to GS/SM-15 managers [supervisor of supervisors or managers of programs, resources, and/or policy]). 

OLE is an 80 hour course which covers the following topics: organizations as systems; organizational climate; influential communications; team development; values; team building; leadership self-assessment; strategic planning; and leading change.  The objective is to develop leaders with skills to conduct an organizational assessment; communicate influentially; establish an effective organizational climate; manage organizational change; develop an organization strategic plan; diagnose their own personal effectiveness; and build high-performing teams. 

ORGANIZATIONAL LEADERSHIP FOR EXECUTIVES (OLE) (Continued)

(GS-12 to GS/SM-15 managers [supervisor of supervisors or managers of programs, resources, and/or policy]). 

EMPLOYEE:
Apply for OLE course.





Attend and successfully complete OLE.





Forward completed training data to supervisor.

MANAGER:
Encourage eligible employees to participate.





Schedule employees to attend and complete training.
CPAC/
Announce training opportunities.

TRAINING
Provide advice and assistance to managers and employees as

POC:

needed.





Enter completed training into MDCPDS.


Information on OLE can be found on-line at:

http://www-cgsc.army.mil/cal/cltd/CLTD_courses/ole.asp
PERSONNEL MANAGEMENT FOR EXECUTIVES (PME) I AND II

(GS-13-14, WS-16 managers)
PME I - PME I is a 9 day course which includes: change, the role of the leader, ethical decision making, communication, stress and wellness, personal leadership styles and diversity.  PME I is not a technical personnel course.  Daily presentations by subject matter experts, along with interactive exercises and simulations, action learning peer groups and relevant reading material, characterize the experience. 

PME II - Nominees must have attended PME I at least two years prior to the start of PME II and be GS-13-14, WS-16 managers.  PME II is a challenging, 5 day program where guest speakers and action learning peer groups combine with individual and group activities to meet the challenges of today's uncertainty, change and opportunity.

PERSONNEL MANAGEMENT FOR EXECUTIVES (PME) I AND II (Continued)

(GS-13-14, WS-16 managers)
EMPLOYEE:
Enroll, attend, and successfully complete PME.



Forward completed training data to supervisor.

MANAGER:
Encourage eligible employees to participate in PME I & II.





Schedule employees to attend and complete training.

CPAC/
Announce training opportunities.

TRAINING
Provide advice and assistance to managers and employees as

POC:

needed.





Enter completed training into MDCPDS.

Information on PME can be found on-line at:

http://www.amsc.belvoir.army.mil
SUSTAINING BASE LEADERSHIP AND MANAGEMENT (SBLM) PROGRAM

(GS-12 through GS/GM-14)

Nominees must (1) be serving in or have potential for advancement to key leadership positions; (2) have a career conditional appointment or career status, serve in Schedule A excepted appointments without time limitations, or serve under an Excepted Service appointment in the Defense Civilian Intelligence Personnel System; and (3) be serving in grades GS-12 through GS/GM-14 or equivalent Nonappropriated Fund (NAF) grades.  

RESIDENT PROGRAM (12 weeks plus 2 Week pre-course work required): A GS-11 or GM-15 may apply by exception.  

NON-RESIDENT PROGRAM (12 months): GS-11s will only be considered with a request for waiver if they have previously held one or more permanent GS-12 or 

above positions for a total of at least 12 months. 

SUSTAINING BASE LEADERSHIP AND MANAGEMENT (SBLM) PROGRAM (Continued)

(GS-12 through GS/GM-14)

The resident SBLM program provides graduate-level advanced professional development across the functional areas in the sustaining base.  These areas include:  Leadership, Management, and Decision Making, National Security, Military Forces and Doctrine, Force Integration, Resource Management, Acquisition and Logistics, Personnel Management, Information Management, and Installation Management.  The program is presented in an integrated manner, and is designed to stress the linkages, relationships, and dependencies between issues.

EMPLOYEE:
Apply for SBLM course using electronic application form.





Attend and successfully complete SBLM.





Forward completed training data to supervisor.

MANAGER:
Encourage eligible employees to participate in SBLM.





Schedule employees to attend and complete training.





Endorse the employee's SBLM application and complete these 





areas:  Supervisory Rating, Projected Assignment, and Utilization 





Plan.

CPAC/
Announce training opportunities.

TRAINING
Provide advice and assistance to employees and managers as

POC:

needed.





Enter completed training into MDCPDS.

DA:


Notify selectees through their chain of command.
Information on SBLM can be found on-line at:  www.amsc.belvoir.army.mil
Development Courses For New SENIOR EXECTIVE SERVICE (SES) Members

Senior Executive Equal Opportunity Seminar (SEEOS)
(Within one year of appointment to the SES)

This 2 day course familiarizes senior leaders with their equal opportunity responsibilities.

FORCE MANAGEMENT COURSE FOR SENIOR LEADERS

(Within one year of appointment to the SES)
This 5 day course provides a systemic overview of "How the Army Runs".  Teaches the constitutional, statutory, and regulatory basis for the force projection Army and the capabilities that must be sustained through management of doctrinal, organizational, and materiel change.

Leadership at the Peak (LAP)
(After serving a minimum of 6 months in an SES or equivalent position)

LAP is a 5 day course which focuses exclusively on the demands of senior-most leaders, guaranteeing a comfortable, secure environment in which they can evaluate their leadership style and effectiveness and focus on high-level challenges in the company of their peers.  It blends self-discovery, self-development and fitness activities and sets it all against a backdrop of contemporary business themes.

SES Orientation Program
This 6 day course is to assist newly appointed SES members in the transition to the Army's Executive Team by providing discussion and insight on the strategic and operational challenges faced by senior leaders and by obtaining a unified frame of reference and a common understanding of Army mission and challenges.

Army Senior Leader Communications Workshop

This is a 2 day workshop, during which an extensive, individualized training program is developed for each participant using scenarios and issues relevant to their area of expertise and experience.  Each senior leader spends approximately an hour in the workshop with one of the Army’s top media trainers, discussing skills, and techniques needed for successful interviews. 

APEX ORIENTATION PROGRAM

(MANDATORY)

(Within two years of appointment to the SES)

This 2 week course is designed to improve the newly appointed executive's effectiveness on the job through enhanced leadership and decision making strategies, an increased understanding of the Department's structure and processes critical to its operation, the integration of DoD and Component priorities, and by fostering a sense of jointness.

SES Briefing for New Executives
 (OPTIONAL)

(Within one year of appointment to the SES)
This 2 day session is conducted by the U.S. Office of Personnel Management with the White House.  These sessions provide an overview of executive branch priorities and a unique opportunity to interact with a broad range of policymakers.  Briefings are conducted by some of the most knowledgeable individuals from the White House Administration on domestic and foreign policy issues. 

EMPLOYEE:
Contact SES Office ASAP to reserve a seat in the appropriate





courses.





Enroll, attend, and successfully complete courses.





Forward completed training data to supervisor.

MANAGER:
Encourage eligible employees to participate in SES training.





Schedule employees to attend and complete training.

SES Briefing for New Executives (Continued)

 (OPTIONAL)

(Within one year of appointment to the SES)
CPAC/
Provide advice and assistance to employees and managers as

TRAINING
needed.

POC:

Enter completed training into MDCPDS.

Information on SES Courses can be found on-line at: http://cpol.army.mil/ses/
LONG-TERM TRAINING (LTT) AND DEVELOPMENTAL ASSIGNMENTS

LTT and developmental assignments are training which an employee is assigned on a continuous, full-time basis for more than 120 calendar days.  The assignment may be at either government or non-government facilities.  It may include both formal training programs and planned developmental assignments.  LTT enables employees to keep abreast of changes and innovations in their occupational fields, learn new skills, or develop/improve abilities needed in current or future positions.  Nominees must be serving in or registered in a career program with career status appointments, Schedule A excepted appointments without time limitation, or excepted appointments in the Defense Civilian Intelligence Personnel System (DCIPS).  In addition, nominees must have a minimum total of three years service in any one or a combination of such appointments. 

EMPLOYEE:
Apply for long term training and developmental assignments.





Attend and successfully complete training and developmental





assignments.





Forward completed training data to supervisor.




MANAGER:
Encourage eligible employees to participate in LTT.





Schedule employees to attend and complete required training.





Generate a Request for Personnel Action(RPA) to initiate 





employee's LTT assignment and to return the employee to duty





upon completion of the LTT assignment.

LONG-TERM TRAINING (LTT) AND DEVELOPMENTAL ASSIGNMENTS (Continued)

CPAC/
Announce training opportunities.

TRAINING
Review application/nomination packages as required by local

POC:

installation policies. 





Provide advice and assistance to employees and managers as





needed.





Enter completed training into MDCPDS.

Information on long-term training (LTT) programs can be found at:

http://cpol.army.mil/train/catalog/app_c.html

DEFENSE LEADERSHIP AND MANAGEMENT PROGRAM (DLAMP)

DLAMP is a development program for those who want to enhance their qualifications to compete for key leadership positions.  It consists of - 

· A rotational assignment of at least 12 months,

· A course of professional military education taught by the National Defense University Colleges or one of the component Senior Service Colleges,

· A minimum of ten graduate-level courses in leadership and management subjects relevant to the DoD, and

· Component and occupation-specific development courses that complement DLAMP,  

For Army participants, these comprise the leader development core curriculum to include SBLM, and occupational training requirements documented in Army Civilian Training, Education, and Development System (ACTEDS) plans.

EMPLOYEE:
Responsible for career development and completion of program.





Apply for DLAMP through the Army’s DLAMP Representative, Ms. 





Penny Berardelli at COMM (703) 325-7261 or DSN 221-7261.  Her 





email is  Permila.Berardelli@asamra.hoffman.army.mil.  She is the 





primary point of contact for DLAMP program information.





Prepare an Individual Development Plan (IDP) identifying 





developmental needs and ways to achieve them with your mentor's





and supervisor's participation and approval.

DEFENSE LEADERSHIP AND MANAGEMENT PROGRAM (DLAMP) (Continued)
EMPLOYEE:
Keep up with program updates, new policies and procedures,





administrative requirements, new developmental activities and





other program changes.





Evaluate the overall program as well as specific program elements





upon completion.





Seek out opportunities and make the most of your participation in




DLAMP.





Forward copies of completed training data to supervisor.

MANAGER: 
Nominate high potential individuals to participate in DLAMP.





Review and evaluate the employee's application.





Work with participants to develop and maintain an IDP that





balances program requirements with mission accomplishment.





Complete a letter of endorsement for the employee's application





package.





Challenge the participant in day-to-day assignments and provide





immediate and constructive performance feedback.





Assist in setting realistic professional and personal development





goals.





Support the participant by providing opportunities to fulfill DLAMP





requirements.

MENTOR:
Serves as a confidant, counselor, guide, and unbiased advisor to




formulate an IDP to accomplish goals.





Work with the DLAMP participant to assess developmental needs.





Maintain communication with the participant at intervals sufficient 





to assess the participant's progress toward achieving program





goals.





Suggest additional training and developmental opportunities to





further the development of the participant toward DoD leadership





positions.





Periodically review progress towards stated goals and





requirements, and participate in written and oral evaluations 
with 





participant.
DEFENSE LEADERSHIP AND MANAGEMENT PROGRAM (DLAMP) (Continued)
CPAC/
Provide advice and assistance to employees and mangers as needed.

TRAINING
Enter completed training into MDCPDS.
POC:

Information on DLAMP can be found on-line at: 

http://www.cpms.osd.mil/dlamp/info_center.html
ARMY ACQUISITION PROGRAMS

The Army has various Acquisition Programs.  An example of one program is shown below.  Information on other programs can be found at: http://asc.rdaisa.army.mil/
Army Acquisition Tuition Assistance Program (ATAP)

EMPLOYEE: 
Establish personal career goals.





Apply for ATAP and successfully complete the program.





Update their own Acquisition Career Record Brief (ACRB) by





following the procedures located at: http://asc.rdaisa.army.mil/




Forward copies of completed training data to supervisor. 

MANAGER: 
Counsel employees about career development.





Encourage eligible employees to participate.





Schedule employees to attend and complete required training.

ACTIVITY CAREER PROGRAM MANAGER:




Ensure that individual training requirements are implemented, and





that career development information is disseminated.





Provide advice and assistance to employees and managers on ATAP





requirements. 

CPAC/
Provide advice and assistance to managers and program 

TRAINING
participants of ATAP requirements.

POC:

Enter completed training into MDCPDS. 

Information on ATAP can be found on-line at:

http://asc.rdaisa.army.mil/
5.  SPECIAL EMPLOYMENT TRAINING PROGRAMS.
VETERANS READJUSTMENT APPOINTMENT (VRA) PROGRAM

EMPLOYEE: 
Provide training plan input to supervisor.





Successfully complete the education/training plan.


Maintain an acceptable level of performance.





Forward completed training data to supervisor.

MANAGER: 
Normally, a formal education, and/or training plan is prepared





before the employee is a appointed -- a combined effort between





the first line supervisor, the selected candidate, and a personnel





management specialist.





Comply with VRA program requirements.










Arrange for employee to accomplish training.





Submit a RPA to convert to career tenure when training and 





appropriate time in service requirements have been satisfied.

CPAC/
Provide advice and assistance to managers and employees as 

TRAINING
needed.
POC:

Enter completed training into MDCPDS.

Information can be found on-line at: http://www.cpol.army.mil/permiss/791.html
DA AND LOCAL INTERN PROGRAMS

EMPLOYEE:
Discuss your training, education and job experience with your





supervisor.





Take steps to enhance your career and marketability.





Maintain an acceptable level of performance.





Become familiar with the program requirements contained in 





AR 690-950, Civilian Personnel, General and Miscellaneous, Chapter





950, Civilian Personnel Career Management.




Apply for the Intern Program.





Forward completed training data to supervisor.

DA AND LOCAL INTERN PROGRAMS (Continued)

MANAGER:
Coordinate training plan and schedule formal and on-the-job (OJT)


training for interns in accordance with appropriate Master Intern


Training Plan (MITP).





Establish and maintain intern training and administrative files.





Monitor intern's formal and on-the-job training.





Ensure compliance with IDPs.





Provide career program information/data to interns.





Maintain a copy of applicable regulations/guides.





Establish performance standards for intern.




Complete performance appraisal(s) on the intern.




Certify intern for promotion(s) and graduation of Intern Program

ACTIVITY CAREER PROGRAM MANAGER (ACPM):





Provide technical advice and assistance on the intern program to





employees, supervisors, and managers.





Monitor intern program.





Approve IDP for interns.





Approve performance standards and sign as approving official on





intern appraisals.

MACOM:
Provide overall administration of the DA Intern Program.

CPAC/
Provide advice and assistance to supervisors, managers, and TRAINING
employees as needed.

POC:

Enter completed training into MDCPDS.
Information can be found on-line at: http://www.cpol.army.mil/permiss/794.htm
6.  DA CAREER PROGRAMS.

DA CAREER PROGRAMS

EMPLOYEE:
Coordinate training plan and schedule formal and OJT with 





supervisor.





Successfully complete all formal training and OJT.

DA CAREER PROGRAMS (Continued)
EMPLOYEE:
Maintain an acceptable level of performance.





Meet all requirements of the Intern Program.





Forward completed training data to supervisor.

MANAGER:
Counsel employees on general career enhancement strategies and





marketability.





Provide advice to employees on career program opportunities and





requirements.





Utilize the respective Activity Career Program Managers (ACPM)





as a resource.

CAREER PROGRAM ADMINISTRATOR:





Administers career programs (CPs) on the installation.





Provide advice and assistance to supervisors on career programs.

ACTIVITY CAREER PROGRAM MANAGER (ACPM):






Provide technical advice and assistance to employees, supervisors,





and managers.





Monitor management and training of interns.





Approve intern performance standards, appraisals, and IDPs.





Monitor management of interns to ensure compliance with Master





Intern Training Plans (MITPs) and IDPs.

CPAC/
Provide advice and assistance to supervisors, managers, and

TRAINING
employees as needed.

POC:

Enter completed training into MDCPDS.
7.  Training Regulations, Policies, and Guidance. 


a.  Executive Order 11348 - Provides for the further training of Government employees is accessible via Civilian Personnel On Line (CPOL) at:  http://www.cpol.army.mil/permiss/72.html

b.  Title 5, Administrative Personnel, of the United States Code (USC) 4100 (aka Government Employees Training Act - GETA) is accessible via CPOL at: http://www.cpol.army.mil/permiss/700.html

c.  Title 5, Administrative Personnel, Code of Federal Regulations (CFR), Office of Personnel Management, Chapter 410 – Training is accessible via CPOL at: http://www.access.gpo.gov/nara/cfr/waisidx_00/5cfr410_00.html

d.  OPM Training Policy Handbook, October 1997, is accessible at Functional Areas, Human Resources Development Division on the West Region Civilian Personnel Operations Center (WCPOC) website at: http://cpolrhp.belvoir.army.mil/west/ 


e.  OPM Leadership and Policy is accessible at: http://www.opm.gov/hrd/lead/index.htm

f.  Army Regulation 690-400, Employee Performance and Utilization, Chapter 410, Training, is accessible at: http://www.usapa.army.mil/cpol/ar690-400-410/c2contents.html

g.  Army Regulation 690-950, Civilian Personnel - General and Miscellaneous, Chapter 950, Civilian Personnel Career Management, is accessible at:

http://www.usapa.army.mil/pdffiles/r690_950.pdf

h.  Department of the Army (DA), Human Resource Development (HRD) Task

List, 9 December 1997, is accessible via CPOL at:

http://docs.usapa.belvoir.army.mil/jw2/xmldemo/r690_950/head.asp
i.  DA, Civilian Personnel, Standardized Business Processes, Standard Operating Procedures (SOPs), 23 November 1998 is accessible via CPOL at: http://www.cpol.army.mil/library/bpm/sops/ - hrd and DA Civilian Personnel Business Process Maps (BPMs), March 1998 (accessible via CPOL) at: http://www.cpol.army.mil/library/bpm/#hrd
j.  Army Civilian Personnel on Line (CPOL) at:  http://www.cpol.army.mil/
k.  Personnel Management and Information Support Systems (PERMISS) at:

http://cpol.army.mil/permiss/home.html
l.  Center for Army Leadership at: http://www-cgsc.army.mil/cal/cltd
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Comments and suggestions regarding the content and format of this Management and Administration of Civilian Training are welcomed and should be forwarded to:





West Civilian Personnel Operations Center


Human Resource Development Division, ATTN:DAPE-CP-W-T


WCPOC, 2133 Cushing St (Rm 2633)


Ft Huachuca, AZ  85613-5000





or via Email to: � HYPERLINK "mailto:westhrdd@cpocwcp.hua.army.mil" ��mailto:westhrdd@cpocwcp.hua.army.mil�
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