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Chapter 410

Subchapter 1. General Provisions

1-4. OTHER PROVISIONS OF LAW AFFECTING FEDERAL EMPLOYEE TRAINING
‡ e. Training policy and upward mobility.

(1) Training and development provided to employees must be related to official duties in the same line of work or other occupations in which future job assignments are specifically planned.

(2) AR 690-700, chapter 713, appendix F, contains Department of the Army (DA) policy and guidelines on upward mobility. Individual or group upward mobility plans must include competitive entry, planned training, and opportunities for pro-motion to target jobs.

(3) Specific formal training plans are required for upward mobility programs. Successful training will be a requirement for advancement to higher-level positions. Training that will improve an employee's current job performance bat will not pre-pare him or her for promotion is not upward mobility; competitive selection for this training is not required.

(4) Upward mobility programs must be based on staffing needs. Training for the employees selected for an upward mobility program must relate to their target positions. Training is not authorized for employees who are not targeted for a planned assignment. DA policy does not allow training merely to develop a random pool of skills that may never be used. Upward mobility programs cannot allow employees to enroll voluntarily and receive whatever training they request.

(5) Training agreements are required when formal, planned training will be substituted for qualifying experience for planned positions.

(6) Apprentice training programs (subchap 15 and AR 690-900, chap 971) and career program in-tern training (AR 690-950-1) allow employees to move to higher-level positions.

1-5. EXECUTIVE POLICIES ON FEDERAL EMPLOYEE TRAINING
‡ c. Department of Defense policy.

(1) The Department of Defense (DOD) will train civilian employees as required to-

(a) Insure they can perform their official du-ties well.

(b) Encourage them in self-improvement efforts.

(2) Training needs will be reviewed and effective training practices and techniques applied to-

(a) Improve employees' performance.

(b) Meet present and planned needs to improve or develop employee skills, knowledges, and abilities.

‡ d. Department of the Army policy.

 (1) With better trained employees, DA can per-form its assigned missions better. Management at all levels is responsible for training and developing employees for increased efficiency.

(2) Commanders at all levels will issue implementing instructions for this regulation. They will insure equal opportunity in training and development (T&D) programs. Every employee who needs training and meets selection criteria must have a chance to take part in T&D programs, whatever his or her race, religion, color, national origin, sex, age, or physical handicap.

(3) Employees will be encouraged to take part in useful training activities and self-development related to their work.

(4) Effective and economical use will be made of training facilities and coarse offerings. Arrangements may be made with other DOD components for exchange or joint use of courses and facilities.

1-10. AGENCY RESPONSIBILITIES
a. Responsibility to the President. The Secretary of the Army (SA) has been delegated authority to determine employee training needs throughout DA. The SA will insure that training programs are made available to meet employee training needs. This authority will be carried out by commanders at all levels.

b. Training by foreign governments or international organizations. See paragraph 5-11b to submit recommendations to allow foreign governments or international organizations to provide training for DA employees.

‡ c. Responsibilities in DA:

(1) Director of Civilian Personnel (DCP), DCSPER. The DCP will develop DA training policy, provide program guidance, and evaluate results of training.

(2) Chief, CIVPERCEN. The Chief, CIVPER-CEN will centrally administer certain DA-wide training programs as assigned by the DCP.

(3) Commanders of major Army commands (MACOMs). They will provide manpower and other resources needed to meet command-wide training needs.

(4) Installation and activity commanders. They will-

(a) Insure that the civilian personnel officer staffs the T&D function with enough qualified employees to carry out program requirements.

(b) Insure that local training needs are met by allocating necessary funds and other resources.

(c) Provide adequate facilities and equipment for the activity's training program. (This may include sharing resources with other Army and Federal activities in the geographic area to meet common training needs economically.)

(d) Insure the civilian personnel office takes part in program and budget administration and funding. (This includes actual budgeting for training.)

(5) Training committees. A training committee helps plan, coordinate, and evaluate training matters. Committee functions are described in subchapters 3 and 17. Commanders will insure that qualified minority group members and women are included on the committee.

(6) Employees. Employees are mainly responsible for self-development. DA managers must sup-port on-the-job training (OJT) and other training to equip employees for full performance of current or planned duties. Therefore, employees will take part in training need surveys and help prepare individual development plans (IDPs).

(7) Employee development specialists (EDS). EDSs, under their civilian personnel officer's direction, are training program managers. They will-

(a) Plan, administer, and coordinate the training program with budget officials, activity training committees, career program managers, and other management officials.

(b) Help management officials identify training needs.

(c) Advise management officials on available training, funding and other resources, and training methods and techniques.

(d) Help activity career program managers (CPMs) meet training needs of employees in career fields and monitor intern training plans.

(e) Coordinate the preparation of activity training plans, plan installation-wide supervisory training and other central programs, and judge the effectiveness of training against program standards.

(f) Program and administer training pro-gram funds, keep records needed for planning or audits, and prepare periodic or special reports required by higher authority.

(8) Supervisors. Each supervisor at all levels will-

(a) Assess subordinates' training needs during the performance appraisal.

(b) Prepare subordinates' IDP.

(c) Insure that planned training is provided.

(d) Evaluate results of training. 

1-11. COVERAGE OF THE LAW
a. Agency coverage. The term "executive department" refers to DOD. However, DA has broad authority (para 1-10a) to implement chapter 41, title 5, United States Code. (Government Employees Training Act)

b. Employee coverage.

(4) Requests to train Presidential appointees will be submitted to HQDA(DAPE-CPS), WASH DC 20310, 45 days before the start of the training. Requests must give the name and position of the appointee and describe and justify the training.

(5) Although military personnel are not covered under the law, they may attend training activities intended mainly for civilians. If this increases costs for a coarse funded from program element 878751, payment for military participants will be prorated. The civilian training account will be reimbursed or direct payments will be made from the proper military account.

(6) Nonappropriated-fund (NAF) personnel.

(a) DA NAF employees are exempt from the training laws. However, the principles and guidance in this AR apply to NAF employees.

(b) DA facilities will be made available for their training if no additional appropriated funding is required. Appropriated-fund EDSs may give pro-gram support and technical help on NAF training matters.

(c) NAF-oriented training courses, maintenance of related records and reports, and other sup-port functions will be supported by NAF funds and personnel. AR 230-2 governs NAF training.

(7) Local national employees will be trained under this chapter and under Status of Forces Agreements and labor agreements with host governments.

1-13. AUTHORITIES FOR SHARING TRAINING PROGRAMS
b. Economy Act.

(2) Commands and activities should admit to their training programs employees of another Federal organization if it is in the Government's inter-est. If this increases costs of the training program, the host activity may require reimbursement.

c. Intergovernmental Personnel Act of 1970.

(1) Commands and activities should admit eligible State and local government employees and officials to training programs to help meet their training needs. Host activities will not require reimbursement if there is no direct increase in the cost of the training. If full reimbursement is justified, the sponsoring activity will ask the Office of Personnel Management (OPM) regional office to reimburse it for initial development or overhead costs.

(2) Commands and activities will send OPM regional offices information on courses or programs available to State and local governments (app B).

d. Foreign Assistance Act of 1961. as amended.

(1) Commands and activities should admit to their training programs employees of international organizations (app C).

(2) Organizations not appearing on the list of organizations in FPM chapter 352. appendix A, can-not request training directly from commands or activities. Commands and activities should send these requests to HQDA (PECC-FST), ALEX VA 22332. That office will request OPM clearance.

‡ 1-14. SUPERVISORY TRAINING FOR MILITARY PERSONNEL

a. Company grade. warrant, and noncommissioned officers who supervise civilian employees must attend the DA supervisory training program within 6 months of their first supervisory assignment.

b. Field grade officers who cannot attend the basic supervisor course must be given an orientation on civilian personnel management by the civilian personnel officer (CPO).

‡ 1-15. USE OF TRAINING PROGRAMS
a. If training courses or programs can be used by both military and civilian personnel, overlapping or duplicate courses will be avoided.

b. Career program functional chiefs will give technical guidance for training courses required by civilian career programs.

‡ 1-16. CONTINUED SERVICE AGREEMENT
Employees taking long-term training in a Government or non-Government program must agree to continue in the service of DOD after completing the training. They must sign a written agreement be-fore they are assigned for the training. The period of continued service will begin when training is complete. It must be three times the length of the training period. Only the sample agreement in appendix G or DD Form 1556 (Request, Authorization, Agreement, Certification of Training and Reimbursement) will be used.

Subchapter 2. Determining Training Needs

2-2. IDENTIFICATION OF TRAINING NEEDS

‡ c. All employees are expected to be qualified to perform their assigned duties effectively. Training needs must be identified, in terms of skills, knowledges, and abilities, for a well-planned, productive training program. Although assessment of individual training needs is a continuous process, the performance appraisal is the primary means for determining employee T&D needs for effective performance. This evaluation provides data to prepare IDPs, the basis for scheduling training.

‡ d. After an appointment or a major job change, a special assessment of training needs is necessary. This also applies to intern, apprentice, and upward mobility programs when training and performance requirements must be met before promotion. Newly appointed supervisors must serve a 1-year probationary period. These newly appointed supervisors will be given at least 40 hours of training within 6 months after appointment to a supervisory position to develop their supervisory knowledge, skills, and abilities. The Army's official supervisor training course is contained in DA Pam 690-31. See AR 690-300, chapter 315, subchapter 9, for information and guidelines for training of supervisors during their probation period.

‡ e. Training needs show themselves in varied ways. Most training needs are identified by supervisors during performance appraisal.

‡ f. Each supervisor must initially determine training needs of subordinates. In career programs, established development plans and evaluation by activity CPMs also help identify training needs.

‡ g. Training needs are classified according to nine types of training defined by OPM. Definitions are in AR 680-330, table A-51.

‡ h. There are special program requirements that relate to equal employment opportunity (EEO).

(1) The EDS will insure that supervisory training includes a unit on EEO.

(2) Management officials appointing members to boards and committees related to training will include qualified minority group members and women.

(3) The training staff and training committee (if any) will review the training program at least annually. They will insure that equal opportunity to take part in T&D courses is given all employees.

‡ i. AR 690-950-1 describes each level of training from intern to executive for employees in a career program. Other ARs in the AR 690-950 series prescribe training for specific programs.

(1) The general levels of training are-

(a) Intern. At the GS-5/7 level, interns receive on-job and formal classroom training to develop knowledges and skills needed for GS-9/ll target j oh.

(b) Specialist or intermediate. After completing the intern program, careerists are assigned to specialist positions in the career field. Further on-the-job and formal training and special work assignments strengthen their knowledges, skills, and abilities.

(c) Managerial. Managers and high potential nonmanagers are trained under AR 690-400, chapter 413 and AR 690-950-1. Attendance at formal training courses and conferences, developmental assignments. and independent study are included.

(d) Senior executive. Employees in the Senior Executive Service (SES) or equivalent and SES candidates are in this category. Generally, these employees attend formal training courses, conferences, and seminars on management subjects related to their individual needs. They also receive short rotation assignments. AR 690-900, chapter 920, governs their T&D.

(2) For employees not in a career program, training related to their current positions will be identified.

2-3. REQUIRED REVIEW OF TRAINING NEEDS
a.
Frequency of review.

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

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

(3) Since both organizational and individual needs change, a special survey of training needs must be done periodically. During a major personnel reduction or reduction in force, training needs of affected employees may also change; therefore, increases or decreases in their needs will be identified as they occur between annual inventories. The EDS will make necessary adjustments in the fiscal-year training plan. If training needs cannot be met in the current fiscal year, they may be carried over to the next year. (Provisions for funding and scheduling to fulfill commitments to the employee must be made.)

b. Coverage of review. The supervisory review of employee training needs will be based on-

(1) Need to improve knowledges, skills, and abilities in the present assignment.

(2) Performance requirements in support of the mission.

(3) Career development, as shown in the established career program training plan.

(4) Goals and objectives in support of EEO. 

(5) Approved upward mobility programs. 

(6) Approved training agreements.

(7) Need to improve supervisor. manager, and executive performance.

c. Review process. The review of training needs will include a reassessment of needs already reported in response to specific course announcements for the next fiscal year. This includes the Array service school courses, the Defense Management Education Training (DMET) Program, and other training needs.

d. Records. Each installation or activity will develop procedures for the annual inventory of training needs, These procedures will-

(1) Provide at least enough information to supervisors to help them review training needs previously documented on performance appraisals and IDPs.

(2) Help them report training needs to the servicing CPO.

‡ e. Funding requirements.

(1) The EDS will coordinate funding requirements for training (travel, per diem, and tuition) with the activity resource management office or comptroller. The EDS will include training cost data in the annual training plan.

(2) The budgeting system requires a forecast of funding needs well before the annual assessment of training needs; therefore, each activity must fore-cast needs using past records and current data on training needs. Funding needs may be adjusted during the budget year, if necessary.

‡ f. Training priorities. DOD training priorities are as follows:

(1) Priority I. Training that must be completed during the fiscal year to prevent an adverse effect on mission accomplishment. This includes training required by law or higher authorities.

(2) Priority II. Training required to replace skilled employees through career programs.

(3) Priority III. Training for an employee per-forming competently, to increase his or her efficiency and productivity. It would not be in the best interest of DA or the public to defer the training.

Subchapter 3. Establishing Training Programs

3-1. GENERAL REQUIREMENTS
b. Organizing for training. The training support function at each command and activity will be part of the CPO. It will be organized and staffed (AR 690-200, chapter 250, subchapter 5) so that DA training and program requirements can be carried out properly. Where no T&D branch is for-really set up, there must be a key position of policy. T&D activities will be clearly defined in functional statements.

c. Basic concepts of training programs. Within DA, employee training will be provided according to the basic FPM requirements and concepts below:

(1) Training is part of the work situation and a responsibility of management. DA will help employees develop the skills needed for effective performance on the job or in future assignments that can reasonably be expected. Although management j must give employees the training they need for their official duties, it is management, not the employee, that determines the need for training. Training is not a fight or fringe benefit of employees.

(2) Employee training requires self-development. Employees will be encouraged in self-development. They will be allowed to use newly-acquired knowledge and skill on the job, if applicable.

d. Training for placement in different agency. See subchapter 12 for guidance on training surplus employees for placement in other Federal agencies. 

‡ e. Part-time training program coordinators.

(1) Part-time coordinators may be used to sup-port the training program. Training coordinators are used in separate command activities or large organizational units. They perform administrative support duties and pertinent training-related budget and program support functions. (This includes assisting with training needs surveys, consolidating training needs, and forwarding this information to the CPO.) They do not perform professional EDS-type duties such as determining eligibility for training programs, consulting with key managers, or evaluating programs.

(2) Part-time coordinators are useful to support activity CPMs in large career fields.

‡ f. Training committees.

(1) The activity training committee helps the activity commander develop and implement an effective training program. It helps determine overall organization and mission training needs, develop the annual training plan, support budget require-merits, and evaluate overall results of training. An activity with 300 or more civilian employees must set up a training committee (subchap 17 and CPP 46). MACOM commanders may waive this requirement if they decide a committee is not required for an effective training program.

(2) The commander of an activity with less than 300 civilian employees may set up a training committee if ad hoc advisory groups are not adequate.

‡ g. Preparing an activity training plan.

(1) Each separate activity with 300 or more civilian employees must prepare an activity training plan each fiscal year. The plan will include the costs of all training needs and identify costs by pro-gram element. The plan should summarize any plans for apprenticeships, internships, upward mobility programs, and cooperative education.

(2) The training plan will be consistent with programmed funds under proper program elements. The training committee (if any) and the comptroller or resource management officer must concur with the plan.

(3) The CPO (or the chief of T&D) and the chairman of the training committee will-

(a) Authenticate the training plan.

(b) Present it to the activity commander (or designee) for approval.

(4) Subchapter 18 gives more guidance and con-rains minimum preparation requirements for training plans.

3-2. SECURING AND ALLOCATING TRAINING RESOURCES
a. General. Activities will fully use local re-sources such as programs and facilities to meet employee training needs. If resources do not exist or the number of employees who need certain training is too small to justify local training courses, other resources will be considered. This includes pro-grams and facilities within DA, DOD and other Federal agencies, and nearby non-Government training facilities.

b. Human resources. A qualified EDS will be named to administer the civilian training program. This is very important when the T&D function is combined with another personnel function. The per-son must meet the minimum qualifications for the Employee Development Series GS-235, for grade level of the EDS position. Qualified EDSs and administrative and clerical personnel will staff the training function in all civilian personnel offices. Part-time instructors will be taught training and instruction techniques. They may help conduct supervisor training courses, other formal training courses, and OJT. If more instructors are needed to supplement the training staff for certain courses, they may be obtained from other DA activities or Federal agencies, or non-Government sources.

c. Training materials and equipment.

(1) Training materials and courses developed by MACOMs or HQDA will be used when possible. MACOM commanders should make available to all subordinate activities training materials developed by other subordinate activities.

(2) Audiovisual (AV) and other training equip-merit must be used properly if training courses are to be successful. The Audiovisual Support Centers (AVSC) can help with proper use of films, slides, transparencies, video tape, and other AV equip-merit and materials. DA Pare 108-1 lists and de-scribes AVSC services and AV aids.

(3) Commanders at all levels should recommend to HQDA, films and other AV aids for Army-wide use. Requests to procure Category IV films (AR 108-2) for local retention written justification. Send requests to the US Army Civilian Personnel Center (CIVPERCEN). The mailing address is HQDA (PECC-FST) ALEX VA 22332. In addition to the information required by AR 108-2, furnish the cost of the film and any brochures that fully de-scribe the film.

d. Training space. Installation commanders will provide training facilities for T&D of civilian employees. The facilities will have adequate space, lighting, ventilation, and equipment. These facilities (including Education Centers) will be used fully. They will be shared with tenant activities and other DA activities for civilian training programs.

e. Funding training programs.

(1) Absorption of costs. Activity commanders, with the help of the servicing CPO, will plan, pro-gram, and budget for civilian training. Funding will be consistent with employee training needs shown in the activity training plan. Funding for executive development (short-term), long-term training, and career intern programs must be identified under program element 878751, Civilian Training, Education, and Development. Funding for all other training must be identified by separate mission program elements. See paragraph 1-11b(5) concerning military personnel attending courses funded under pro-gram element 878751.

(3) Preparing for budget submissions.

(a) The Office of Management and Budget (OMB) and DA monitor the level of civilian training in DA each year. They insure compliance with chapter 41, title 5, United States Cede, and this regulation. They also ensure that resources are allocated to meet training requirements. This monitorship is carried out partly through a review of program element 878751 data.

(b) In preparing the training budget, the civilian training staff should work closely with management officials and the activity comptroller. The staff should consult the training committee, if any, to determine local training requirements. The staff should then recommend to the commander a level of funding to meet training needs.

3-3. APPLYING TRAINING RESOURCES TO NEEDS
a.
Resources-needs matching.

(1) The annual training plan (para 3-1g) must contain resources to effectively meet training needs. If needs exceed resources, the activity training committee will advise the commander on allocation so that priority training needs are funded.

(2) Activities will, if possible, develop local talent and resources to help meet training needs. Personnel may be used as follows:

(a) Training support. If supervisors cannot give all required OJT personally, skilled personnel in the organization can give the training under supervisory guidance.

(b) Specialist personnel. Staff specialists will instruct in their subject matter areas, such as safety, records management, security, and civilian personnel.

b. Pooling training resources. DA activities in the same geographic or commuting area will, if practical, pool resources and facilities to meet common training needs. (See subchap 4 for interagency training.)

3-4. SELECTING TRAINING CONTENT, METHODS, RESOURCES, AND STRATEGIES
a. Systematic approach needed. Off-the-shelf and locally developed courses must have objectives that relate to identified training needs.

b. Ensuring appropriate content. The content of courses must relate to identified skill, knowledge, or ability requirements or support career development in career programs. An activity may approve an adult education program that provides lower-level employees with high school education equivalency; however, the program muse develop or improve basic skills such as reading, writing, or speaking. The skills may relate to the employees' current performance; prepare them for advancement in their current line of work; or support their advancement in a different hue of work through an upward mobility program.

‡ f. Training programs and methods.

(1) Employee orientation. This type of training should be given to each new employee within 60 days after entering on duty. The orientation should discuss the employee's responsibilities, the organization and its mission, the role of the civilian personnel office, and other essential information about Federal employment and the employing activity. The supervisor should give job orientation to the employee. The supervisor should cover specific job and skill requirements and insure that the employee understands the job and the work environment.

(2) On-the-job training. Supervisors are the most important resources in meeting employee training needs. They know the skills, knowledges, and abilities their subordinates have and can best provide OJT. Supervisors should develop informal OJT plans that will help employees learn assigned work.

(3) Classroom training on-post. When enough employees have similar training needs, first consideration will be given to meeting these needs through on-post classroom training. The training may be done by qualified installation employees or through a contract with an individual or a training organization. Activities should make the fullest use of available courses sponsored by education centers to train civilian employees.

(4) Correspondence course programs.

(a) DA Pam 351-20 describes courses avail-able to civilian personnel, Nominating procedures are also in the pamphlet.

(b) Many commercial correspondence schools offer job-related and professional courses at moderate costs. If justified under subchapter 5, the employing activity may pay costs of this training.

(5) US Army formal schools program. DA Pam 351-4 gives information on formal comes of instruction offered at DA schools and training centers and for other DOD courses. Many of the schools con-duct management courses related to DA's civilian career programs. Some classes are announced separately by DA circulars or other media. Nominations of qualified civilians to attend DA schools will be made according to AR 351 - 1.

(6) Defense Management Education and Training (DMET) Program. AF 351-8 describes the policies and procedures for administration of the program. DOD Catalog 5010.16-C gives courses offered under the DMET Program. Procedures for projecting annual requirements and submitting nominations are in section I of the catalog.

(7) Cooperative education program. Subchapter 16 governs use of cooperative education to meet staffing needs.

(8) Apprentice training. Subchapter 15 governs use of formal apprenticeship programs to develop skilled employees in trades and crafts. AR 690-900, chapter 971, provides policy and guidance on DA's Facility Engineer Apprenticeship Program.

(9) Interagency training. Subchapter 4 gives guidance on sharing of training resources with other Federal agencies under the interagency training program. OPM conducts many courses available to DA on a reimbursable basis.

(10) Non-Government facilities training. Sub-chapter 5 gives guidance on use of non-Government training facilities.

3-5. COUNSELING EMPLOYEES
a. General. Supervisors will assess performance and skills, knowledges, and abilities of employees and document deficiencies and training needs on IDPs (AR 690-400, chapter 430). Activity CPMs are expected to help supervisors counsel and advise employees on career development. Employees should be counseled on training or career development during the performance appraisal and as needed. The EDS will be available to advise supervisors on training sources to help employees meet their training requirements.

b. Encouraging developmental efforts of employees.

(1) General. Although employees are basically responsible for their own development, DA will help them develop skills, knowledges, and abilities needed to perform assigned or projected duties.

(3) Assistance under other authorities. Books 610 and 630 of FPM Supplement 990-2 give guidance and authority to change hours of duty or grant leave without pay (LWOP) so employees can take courses given only during duty hours for self-development. Subchapter 6 gives guidance on use of appropriated funds to pay training expenses for civilian employees.

(4) Recording developmental efforts of employees. Employing activities will develop local procedures and forms, as required, to record employee T&D. Completion of or participation in self-development activities should be recorded.

c. Informing employees of training opportunities. Employing activities will announce training opportunities. They will inform supervisors and employees of selection and nomination procedures for training courses.

3-6. SELECTION AND ASSIGNMENT OF EMPLOYEES FOR TRAINING
a. Establishment of selection procedures. Activity commanders will set up selection procedures. The procedures will recognize the needs of all employees or groups of employees. Commanders will insure that employees are considered fairly for needed training (b and c below). Nominations for competitive training programs (such as the military colleges and other centrally administered programs) will be reviewed by MACOM functional officials or training committees. Those approved will be sent to the proper HQDA organization for further action.

b. Policy of nondiscrimination. All employees will be considered fairly in selection for training with promotion potential. Such training in non-Government facilities is governed by paragraph 5-2a.

c. Merit promotion procedures.

(1) The local merit promotion program (AR 690-300, chap 335) or AR 690-950-1 will be followed when selecting employees for training in-tended mainly to qualify them for promotion. Training listed on IDPs may be subject to competitive selection within the employing activity if several employees are eligible for the same training. If funds are limited, the training committee may set priorities for approved training.

d. Level of selection authority. The chief, CIV-PERCEN, must approve all proposed assignments of civilian employees stationed in CONUS to training in Government or non-Government facilities outside CONUS. Follow procedures for requesting approval described in paragraph 5-11. Activities in Alaska and Hawaii may send employees to an over-sea area for training without HQDA approval if it is less costly or more timely than CONUS training.

e. Delegation of approval authority.

(1) Officials to whom the SA delegated appointment authority (AR 690-200, chapter 250, subchap 1) can approve training at non-Government facilities for employees under their command jurisdiction except as indicated in paragraph 5-1a(2). Their designees can redelegate the authority through command channels to, but not below, commanders of independent field activities. Officials delegating tiffs authority will periodically review the activities
Subchapter 4. Interagency Training

4-1. POLICY
a. When DA training needs cannot be economically or effectively met through DOD resources, DA will use available training facilities and services of other Federal agencies. Such activity commander will arrange to use such facilities and services, if required.

‡ b. DA training programs and resources will be extended or expanded to include other DOD components or other Federal agencies if the following conditions are met:

(1) The needs of the DA employees are met be-fore other Federal employees are accepted.

(2) DA retains control of course design, con-tent, and methods.

(3) The other agencies provide their pro rata share of facilities, staff, money, and materials, when such programs are made available on a con-tinning basis.

4-3. INTERAGENCY TRAINING FACILITIES
b. Reimbursable and cost-shared training. Activity commanders who sponsor training courses for other DOD components and Federal agencies will determine if reimbursement is required. If it is, they will also determine the amount to be paid for each employee trained. If the training course is funded entirely by an appropriation specifically for that purpose, reimbursement will not be required. AR 37-27 governs reimbursement between DA and other departments and agencies.

c. Cooperation in interagency training. Activity commanders will act with other Federal agencies to meet common training needs. Commanders should also insure that existing DA programs maintain a high quality or improve through interagency participation.

4-4. JOINT TRAINING PROGRAMS
b. Interagency training councils. In areas with several DA activities, a training council may be established to exchange training information and materials and cooperate in conducting common training courses. The council will consist of the activities' T&D chiefs. Through the council, the activities may jointly sponsor onsite training conducted by organizations such as the Army Management Engineering Activity and OPM regional offices.

d. Using services of employees of other agencies.

(1) DA activities may use employees of other agencies to provide training services. The activity commander will make arrangements to reimburse the other agency for the services.

(2) DA must avoid even the appearance of a conflict of interest. Commands and activities will not contract with a DA employee or employees of other Federal agencies for training services. This applies even though services may be provided out-side the employee's basic workweek.

Subchapter 5. Training Through Non-Government Facilities

5-1. INTRODUCTION

a. General.

(1) Delegation of authority in DA for approving training in non-Government facilities is covered in paragraph 3-6e. No employee will be assigned to training or permitted to enroll in a course in a non-Government training facility, regardless of course length, before the proper official grants approval. Requests for approvals after employees have en-rolled or actually begun the training must be disapproved. Employees who enroll in a non-Government training course without written prior approval is personally responsible for the total training cost.

(2) HQDA must approve contracts with a non-Government training facility to develop and con-duct full-time, long-term training programs (more than 120 calendar days) for groups of employees. Commanders will send their requests for approvals (and any extensions) to HQDA(PECC-FST), ALEX VA 22332. Requests must include-

(a) The title of the program.

(b) The name and address of training facility. 

(c) Detailed justification for the training. Discuss the purpose; why full-time, long-term training is required instead of short-term training; and the adverse effect on the employing organization if the training is not provided.

(d) The number of employees to be trained, by job titles and grades.

5-2. DETERMINING THE SOURCE OF TRAINING
a. Required determinations. Cost factors alone will not determine when a non-Government training facility will be used in lieu of a Government facility. The quality and applicability of instruction must also be considered along with other non-cost factors.

b. Applicability of Circular No. A- 76.

(2) Any training activity whose estimated cost is $100,000 or more will be subject to a cost comparison described in Supplement No. 1 to Office of Management and Budget Circular No. A-76.

(3) Although a training activity whose estimated cost is less than $100,000 is exempt from provisions of OMB Circular No. A-76, a cost comparison will be made as one factor in determining whether adequate training is reasonably available from Government facilities, including interagency training.

(4) Cost factors described in FPM chapter 410, paragraph 5-2c(2) will be used to make a cost comparison when a new training activity is established and once every 3 years for each established training activity as described in FPM chapter 410, para-graph 5-2d(1).

c. Preparing a cost estimate for an in-house training activity with annual operating expenses less than $100,000.

(1) Defining the activity. A "Training Activity" is any single course or program designed to meet a common training need (or objective) of a group of employees within an employing activity during a fiscal year.

5-3. GENERAL CONSTRAINTS
a. Review of need for training.

(1) Before authorizing training at a non-Government facility, an EDS will determine that no adequate and reasonably available resource or facility exists within DOD or another Federal agency. The EDS must document the determination as part of the approval of the training on DD Form 1556. Government resources are not reasonably adequate or available to meet training needs if-

(a) DOD and DA lack the facilities and re-sources to provide the training;

(b) A program cannot be developed in time to meet the need; or

(c) It would cost more in terms of time, distance, and other factors to use Government resources.

(2) Information on selection and assignment procedures for training through non-Government facilities will be made available to employees. Be-fore an employee is assigned training in a non-government facility he or she must be informed of-

(a) The obligations incurred; and

(b) Pertinent restrictions or conditions de-scribed in this subchapter.

b. Training for promotion.

(1) An employee can be trained in non-Government facilities to fill a position by promotion when referral or positive recruiting in the area of consideration has not produced a qualified employee, The special training agreements in appendix F and FPM Letters 338-9 and -10 apply,

 (2) Selection for required training will be made competitively, under merit selection procedures. The area of consideration will be that area proper for the position to be filled at the full performance level.

(3) When the position is covered by an up-proved training agreement, the method of selection in the agreement will apply.

d. Solely to provide opportunity to obtain degree. 

(1) "Job-relatedness" is not an acceptable justification for training through a non-Government facility; it is too general to warrant approval. The EDS must review performance appraisal and training records of employees for whom tuition assistance and related fees are requested and discuss the requested training with the supervisor. The training must develop the employee's job competence or support a planned career assignment.

(2) If the review of employee training records shows repeated approvals of training at non-Government facilities, the EDS must determine if the training is leading to a degree. If it is, then-

(a) The supervisor will be told such training is prohibited.

(b) The second level supervisor will be contacted to verify the need for continued training be-fore approval.

(c) Unless the training is fully justified, the training must be disapproved.

(3) Certain courses taught by George Washing-ton University (GWU) are part of the required curriculum at the Industrial College of the Armed Forces (ICAF). All ICAF students must take them, whether they are in the ICAF-GWU gradate degree program or not. A similar program exists at the National War College, with several universities. To obtain academic credit, the student must take examinations at and pay tuition fees to the proper university. DOD has ruled that these costs are incurred only to obtain a degree and are unauthorized. Students who choose to enter either degree program must pay these costs.

(4) Various colleges and universities sponsor nonresident "home study" degree programs. Often these schools require enrollees to attend one or more short seminars (on the campus or elsewhere) to meet the school's residency requirements for a degree. DA has determined that the rule in (3) above applies to these seminars; payment of tuition and other costs is unauthorized. Since these seminars are degree requirements, employees must attend at their own expense and in a non-duty status. Individual courses in the home study parts of these pro-grams may be approved for employees; the employing activity may provide financial aid according to this subchapter. Enrollment in the total program extending over a prolonged period is unauthorized.

(5) Job-relatedness is not adequate reason to approve a particular course. (See (1) above.) Government Employees Training Act (GETA) and this chapter state that training is to be given to meet identified needs. Training is not to be used only to raise the employees' general educational level or help them prepare for an academic degree, professional certificate, or occupational license. The employee development staff of each employing activity must choose the best source for an employee's training. Sources of training other than those requested for an employee may be chosen, if it is in the Government's interest.

(6) State governments set requirements for certification of skills in certain trades and occupations. If an employee must periodically re-certify skills required for such a position, approving officials are authorized to pay the cost of training to update those skills.

5-4. SELECTING A NON-GOVERNMENT FACILITY
a. Authority. A nearby non-Government training facility will be used when it can give the training better, cheaper, or in less time.

c. Prohibited facilities.

(3) The approval official will determine if a non-Government facility may be used after reviewing its admission requirements. Each approved request for training at a non-Government facility will document that the facility meets the nondiscrimination requirement. If approved training facilities are not available in the commuting area, arrangements will be made with institutions in other areas to con-duct courses at the activity. Non-coeducational institutions may be used to meet individual training needs under the following conditions.

(a) The school must accept applicants with-out regard to sex for courses offered mainly to the general public. This restriction does not apply to courses offered to only the school's student body.

(b) The employing activity must observe the school's charter with regard to admission on the basis of sex when nominating employees for regular credit courses offered mainly to the student body.

5-5. LIMITATIONS AND WAIVERS
a. Staff-year limitation.

(1) HQDA controls the 1 percent limit with data from command training reports. Commands and activities will not duplicate this accounting unless specifically told to do so by HQDA.

b. Minimum continuous service.

(1) Approval officials for training by, in, or through non-Government facilities (para 3-6e) will decide if postponement of needed training is not in the public interest. (See exception in (2) below.)

(2) Postponement of the type of training listed in FPM chapter 410, paragraph 5-5b(2) is not in the public interest. Employees with less than 1 year of current, continuous civilian service may be given such training. This includes temporary employees.

c. Maximum training in a l0- year period.

(1) The maximum is 1 year of training in non-Government facilities during the first 10-year period of Federal civilian service and in each following 10-year period of service. An employee who does not receive 1 year of training in one 10-year period is not automatically eligible for 2 years of training in the next 10-year period. The major command must waive limit. Civilian personnel offices must keep permanent records for each civilian employee who receives training that is counted toward the 1-year limit.

(3) Waiver of the 1-year-in-10 limit may be up-proved for employees in cooperative education pro-grams if DA pays any of the academic costs of the program. (Subchap 16 covers cooperative education programs.) Major commanders may approve waivers of the limit, if justified under FPM chapter 410, paragraph 5-5c(4) and (5), Personnel offices will keep records for each individual waiver. CPO will put the records in employees' official personnel folders (OPFs) and send copies to HQDA(DAPE-CPS) Wash DC 20310. DA civilian employees are not authorized waivers for more than 2 years of such training in each 10 years of service.

(d) No employee chosen for a long-term training assignment is automatically authorized a full year of academic training. The approving official must certify that the training objectives of the pro-posed l-year program of study cannot be reached in less than a full academic year.

(5) Commanders will forward requests for waivers under this paragraph through command headquarters to HQDA(PECC-FST), ALEX VA. 22332.

5-7. AGREEMENTS TO CONTINUE IN SERVICE
a. Requirement. A sample continued service agreement is in appendix G. The agreement must be completed before the employee is assigned to the training.

b. Computing length of continued service.

(1) When costs include salary or pay and other authorized training expenses, the length of continued service must be three times the length of the training.

 2) If only training expenses other than salary or pay are involved, the length of continued service must be equal to the length of the training, but no less than 1 month. The continued service period for cooperative education students who receive tuition support begins the day the student is officially converted to a career-conditional appointment.

c. Exceptions from continued service agreements. DA does not require written agreements to continue in service for the employees listed in FPM chapter 410, paragraph 5-7c.

5-8. FAILURE TO FULFILL SERVICE AGREEMENT
a. Transfer to another Government agency.

(1) If an employee transfers within DA or DOD, repayment of additional training expenses will not be required; however, the rest of the employee's service obligation will be transferred to the gaining DA activity or DOD component.

(2) If an employee transfers to another DA activity, the commander of the gaining activity will monitor the continued service agreement. If an employee leaves DA, the commander or a designated official (para 3-6e) will decide whether to waive or require repayment of the additional training expenses.

(4) When a commander determines that an employee must reimburse the Government for additional training expenses, he or she must give writ-ten notice, requesting payment, to the employee. The employee must receive the notice at least 5 workdays before the date of-

(a) Entrance on duty in another Federal agency or other organizations in any branch of the Government; or

(b) Termination of Federal employment. 

b. Waiver of payment or determination not to re-quire payment of additional expenses at time of transfer.

(1) Approval officials (para 3-6e) can also waive, in whole or in part, any repayment of additional expenses (FPM (chap 410, para 5-7a(2)) if they decide that repayment of funds would be against equity and good conscience, or against the public interest. If a waiver is granted, the remaining service obligation will be transferred to the gaining agency or organization. (All waivers must be in writing.)

(3) The CPO will keep a record of all waivers granted on the right-hand side of the OPF.

c. Recovery of funds. Under the following circumstances, commanders may require prorated reimbursement of training expenses when an employee falls to fulfill the continued service agreement:

(1) The employee transfers to a similar position in another Federal agency at the same grade level before completing at least 50 percent of the required service.

(2) The employee leaves the Federal service.

(3) The employee retires before fulfilling at least 50 percent of the required service and accepts a similar position with an organization that does business with DA or other DOD components.

5-9. REVIEW OF TRAINING THROUGH NON-GOVERNMENT FACILITIES
a. Purpose of review. Each operating CPO will keep adequate records of all training at non-Government facilities. These records must satisfy inspections and reviews by the MACOM, HQDA, and OPM. They must support requests for waivers of the 1-year-in-10 limitation. The office will keep copies of DD Forms 1556 in an employee's OPF for all non-Government training.

5-10. EXTENDED TRAINING THROUGH NON-GOVERNMENT FACILITIES
Assignment of employees to long-term training and education programs is governed by subchapter 10.

‡ 5-11. TRAINING IN FACILITIES OUTSIDE THE CONTINENTAL UNITED STATES

a.
Assignment for training. See paragraph 3-6d for level of selection authority.

b.
b. Training by foreign governments or international organizations.

(1) A foreign government, international organization, or instrumentality thereof will not be al-lowed to train US citizen employees stationed in CONUS anti/it has been established that-

(a) Comparable training is not available in the United States; or

(b) Attendance at the training is not feasible. 

(2) A foreign government or international organization must be named by the Secretary of Defense as eligible to provide training for DOD employees before its facilities or services may be used.

(3) Send requests for approval of this training to HQDA(PECC-FST), ALEX VA 22332, Requests must be received 90 days before the proposed training starts. Each request must give the-

(a) Name and location of facility.

(b) Title of course, with a brief description and a justification for course of study.

(c) Reason for selection of the facility. 

(d) Period of time the facility will be used.

(e) Name, position title, and grade of the employee to be trained. If names of employees are not available, include a description of categories or groups of employees who will be trained.

(4) Commanders of oversea commands must determine if foreign governments, international organizations, or instrumentalities thereof or non-US activities are eligible to provide training to US citizen employees stationed outside CONUS. They will consult the Department of State and other Federal agencies in the area and review security files at the command or activity level to make the determination. These procedures also apply to the training of local national employees.

Subchapter 6. Payment of Training Expenses

6-1. AUTHORITY AND POLICY
a. Authority. Officials named in paragraph 3-6e are authorized to-

(1) Determine what are necessary training expenses.

(2) Pay all or part of those expenses from the employing activity funds per this subchapter and FPM chapter 410, paragraphs 6-2 and 6-3.

b. Policy. The commander of each employing activity will insure-

(1) That just and fair financial aid is given all employees who need training.

(2) Payment of training expenses causes neither financial gain or loss to the employee.

6-2. PAY OF THE EMPLOYEE
b. Prohibition on premium pay.

 (1) Premium pay may be authorized for time spent in training outside regular working hours for nonexempt employees under the Fair Labor Standards Act (FLSA). FPM Letter 551-17 gives guidance on nonexempt employees under the FLSA. Premium pay does not apply to time employees spend in training during overtime hours under the Government Employee Training Act.

(2) Send requests for other exceptions to the prohibition on premium pay during training through command channels to HQDA(PECC-FST), ALEX VA 22332.

6-3. EXPENSES OTHER THAN EMPLOYEE'S PAY
a. Travel. Volume 2 of the Joint Travel Regulations governs the payment of travel, per diem, and transportation costs of employees assigned to training.

d. Fees, services, and facilities.

 (3) Employees may keep textbooks bought as reference sources. Employees in long-term training assignments cannot buy clothing (such as college shirts or sweaters) or other personal items not directly related to the training from funds authorized for books and supplies. Employees who need small calculators or other items of equipment should arrange with the employing activity for temporary assignment of these items before the training pro-gram starts. The employee cannot buy such equipment from training funds.

6-4. PROTECTION OF GOVERNMENT'S INTERESTS
Commanders at all levels must insure that the Government's interests are protected when an employee falls to complete training for which DA pays all or part of the training expenses. (This includes both Government and non-Government training.)

‡ a. Government training. If an employee fails to complete training satisfactorily, one of the following actions will be taken:

(1) If failure is due to the employee's negligence or willful misconduct, disciplinary action will be taken.

(2) If failure is for reasons beyond the employee's control (such as illness or recall by proper authority), no action will be taken.

‡ b. Non-Government training.

(1) If an activity pays for training only when the training is completed or requires the employee to share the training costs, the activity will fully in-form the employee in advance. In some cases, this information may be included in the continued service agreement. (Training must still be approved in advance.)

(2) If an employee falls to complete non-Government training satisfactorily, actions in (a) or (b) below will be taken. Employees will be advised in writing of these requirements before the training starts.

(a) If the failure to Complete training is due to the employee's negligence or willful misconduct, he or she will repay training expenses other than salary costs. If appropriate, disciplinary action will be taken.

(b) If failure is for reasons beyond the employee's control, no action will be taken.

6-5. RECORDS OF TRAINING EXPENSES
Each installation and activity will keep records of payments for travel, per diem, tuition, fees, and other expenses of non-Government training according to proper travel, purchasing, and contracting regulations.

‡ 6-6. PROVIDING FUNDS FOR TRAINING EXPENSES
Absorption of costs. Commanders at all levels will insure that enough staff and funds are provided for civilian training. They will allocate specific support from available mission resources in the fiscal year training plan.

‡ 6-7. TRAINING IN GOVERNMENT FACILITIES
As authorized in paragraphs 6-2 and 6-3, DA will boar all costs for approved training conducted by, in, or through Government facilities. Employees cannot be directed or allowed (voluntarily) to attend required training at their own expense,

‡ 6-8. TRAINING IN NON-GOVERNMENT FACILITIES

a. As authorized in paragraphs 6-2 and 6-3, DA may pay all costs for approved training in non-Government facilities if the training is justified. (para 5-2a).

b. In some cases, the employing activity and the employee may properly share the costs of non-Government training. Examples include attendance after-hours in courses at colleges and universities or attending professional training conferences. (See subchap 8 for attendance at meetings.) Cost sharing may be an arrangement in which the employing activity pays tuition or registration fees and the employee pays travel, per diem, and other costs. See CPR 990-2, book 630, for DA policy on excused absences. Any such arrangements must be made in advance in writing.

c. Federal policy on variations in the work schedule for educational purposes is in FPM Supplement 990-2, book 610, paragraph S1-4(c). Note that training authorized under GETA is considered hours of work.

Subchapter 7. Acceptance of Contributions, Awards, and Payments 

From Non-Government Organizations
7-1. SCOPE
a. This subchapter has been expanded to include contributions and awards from Government sources for employee training.

(1) Employees receiving training in non-Government facilities (subchap 5) may be authorized to accept contributions to defray expenses of training.

(2) Employees who are in a regular duty and pay status (full or partial) are entitled to salary while receiving grants to pay all or part of training costs.

b. In general, this subchapter does not apply to employees who attend training or meetings on their own time (outside regular working hours) under a non-Government scholarship without financial aid from DA. However, employees should be informed of the need to adhere to conditions in paragraph 7-2a.

7-2. AUTHORIZING ACCEPTANCE
a. Basic criteria. Officials in c below will authorize employees to accept contributions, awards, or payments for training in non-Government facilities or attendance at meetings only if they determine that the training is justified. The employee must obtain the authorization in writing before acceptance.

c. Delegation of authority to authorize acceptance.

(1) Officials to whom the SA directly delegated appointing authority (AR 690-200, chap 250, subchap 1) can approve the acceptance of a contribution or award by employees under their command jurisdiction.

(2) Officials ((1) above) may re-delegate to commanders of independent activities authority to approve the acceptance of a contribution or award by their employees.

(3) Officials ((1) above) may name a subordinate (in writing) to approve these acceptances.

7-3. ACCEPTANCE BY EMPLOYEES
To insure contributions, awards, or payments are reviewed and approved before acceptance, appointing officials will inform employees that they must advise their supervisors of any offers received. (This includes offers from any non-Government or Government (Federal, State, county, or municipal) source.)

‡ a. Processing requests for authorization.

(1) Each request to authorize acceptance will be submitted through channels to the proper approving official (para 7-2c). Each will include the following information:

(a) The name and location of the proposed donor.

(b) The total mount and nature of the contribution, award, or payment. Include an itemized list, if applicable, according to tuition, living expenses, travel, and cash stipend.

(c) The purpose for which the funds are to be used.

(d) A copy of the letter granting the award or any other pertinent papers.

(2) The employee will be advised in writing, through channels, of the final decision.

‡ b. Contributions, awards, or payments from Government sources.

(1) Employees may accept contributions, awards, or payments (such as National Science Foundation or National Institute of Health awards) from Government sources. The policy and criteria established by the Federal agency administering the scholarship, fellowship, award, or grant (and Government fellowship and scholarship laws) will govern DA employees' acceptance.

(2) Employees may accept contributions, awards, or payments from other Government sources, such as State, county, or municipal jurisdictions. The policy and criteria established by the donor will govern.

7-5. REDUCTION AND RECOVERY OF GOVERNMENT PAYMENTS
a. Requirements. An activity with an employee authorized to accept a contribution or award will obtain expense data from the employee or donor in enough detail to ensure that no duplicate payments are made.

(3) The commander who approved acceptance will make any required recovery of payments. In such a case, the disbursing officer and the employee will jointly establish the dollar value of contributions, awards, or payments made in kind for the purpose of recovering payments. 

7-6. RECORDS
a. Required records. A record of authorization of acceptance will be put in the OPF. The record will also contain the following information:

(6) The address of the donor organization.

(7) Data on any recovery of Government payments (para 7-5).

‡ 7-7. SCHOLARSHIPS AND FELLOWSHIPS
a. Policy. DA will make the best use of develop-mental opportunities available through scholarship, fellowship, or award programs through public educational facilities, private foundations, and agencies of Federal, State, and local governments. Supervisors at all levels will consider scholarships and fellowships as opportunities for training, development, and education, consistent with employee and mission needs.

b. Administration. Instructions for administering specific scholarships and fellowships are basically those prescribed by the sponsoring organization. DA may issue further instructions for internal guidance. Employees may compete for scholarships and fellowships that are not publicized by HQDA. They may be permitted to accept such awards if they con-form with this subchapter. If a payment is involved, paragraph 7-5 will apply.

Subchapter 8. Attendance at Meetings
8-1. POLICY ON ATTENDANCE AT PROFESSIONAL MEETINGS
‡ d. DA policy.

(1) Employees will be given the chance and the time to attend and take part in professional meetings under volume 2, Joint Travel Regulations, (vol. 2, JTR). The purpose and subject of the meeting must be related to the primary duties of the employee. Attendance at Government expense may be approved for any employee whose main purpose for attendance is one or more of the following:

(a) To acquire information needed to perform official duties, or which will contribute to improved conduct, supervision, or management of assigned functions.

(b) To provide information on DA's missions to the meeting group, a public interest obligation. 

(c) To contribute to the pool of scientific and professional knowledge from which the Government draws.

(2) Commanders are responsible for establishing procedures to give the chance to attend such meetings on a fair basis,

‡ e. Definition. Professional meetings include any meetings or conferences that-

(1) Are concerned with DA's missions or activities; or

(2) Will contribute to improved conduct, supervision, or management of DA missions or activities.

‡ f. Approval requirements.

(1) Attendance at meetings and conferences within CONUS, conducted by or on behalf of the Government. Commanders or their authorized subordinates must approve or issue travel orders (vol. 2, JTR).

(2) Attendance at meetings and conferences within CONUS convened or sponsored by a technical, scientific, professional, or similar private membership organization. The commander (or officer (06) or civilian (GS/GM-15 or above) must personally approve attendance. He or she must--

(a) Actually sign travel orders; or

(b) Attach the original, authenticated writ-ten authorization or approval to DD Form 1610 (Re-quest and Authorization for TDY Travel of DOD Personnel).

(3) Attendance at meetings and conferences had outside CONUS. An official delegated authority to issue travel orders for TDY travel to, from, and between oversea areas must approve attendance (DA Delegation of Authority Table, Vol. 2, JTR, and AR 1-40).

‡ g. Clearances. Commanders are responsible for any necessary clearances with public affairs officers before employees attend or take part in any meetings or conferences conducted by a private or inter-national organization. The security officer will ex-amine implications of attendance as provided in volume 2, JTR.

8-2. PAYMENT OF EXPENSES AUTHORIZED
a. Payment from travel funds. If attendance at a meeting or conference is authorized, then-

(1)
Travel and transportation will be authorized; and

(2) Reimbursable expenses will be allowed ac-cording to volume 2, JTR.

b. Payment by non-Government organizations. An employee attending a conference or meeting may be authorized to accept a contribution, award, or payment (subchap 7). In this case, any payment the Government makes to the employee for travel, subsistence, or other authorized expense for attendance will be reduced (para 7 -5).

‡ c. Attendance at personal expense. Profession-al, scientific, technical, and managerial personnel should maintain relationships with recognized organizations in their fields of work; however, it is not possible to authorize all personnel to attend at Government expense meetings of organizations with which they may be associated. See CPR 990-2, book 630, for DA policy on excused absences for this purpose. Circumstances may not warrant either attendance at Government expense or absence without charge to leave. In these cases, employees may re-quest leave.

8-3. USE OF AUTHORITY
Either the "meeting" or the "training" authority may be used depending on the situation. This decision will be made administratively at the activity level or by designated headquarters staff officers. If there is an organized instructional program with stated learning objectives to he reached by the participants, the conference, seminar, or meeting is usually training. If it is decided that the meeting is for training, requests for attendance will be processed as training nominations.

8-4. NONPARTICIPATION IN RACIALLY SEGREGATED MEETINGS OR CONFERENCES
DA employees will not take part in conferences or meetings that discriminate on the basis of sex, religion, national origin, or race.

8-5. NONPARTICIPATION IN MEETINGS OR CONFERENCES HELD IN FACILITIES IN WHICH DISCRIMINATION IS PRACTICED ON THE BASIS OF SEX, RELIGION, OR NATIONAL ORIGIN

DA employees will not take part in conferences or meetings held in facilities that discriminate on the basis of sex, religion, national origin, or race.

Subchapter 9. Reports and Interchange of Training Information

9-1. REPORTING REQUIREMENTS

a. General. Each CPO will submit through command channels a report of fiscal year training activities in accordance with instructions issued annually by OPM and HQDA.

‡ Subchapter 11. Training Across Occupational Lines and Rotational Assignments

11-1. THE DOD TRAINING AGREEMENT, US OPM SPECIAL TRAINING AGREEMENT SSP. EDU5-OCTOBER 29, 1981
a. Authority. Under the DOD training agreement at appendix F, employing activities may use rotational assignments or cross-series training to develop executives, managers, and other eligible employees to meet projected manpower needs. The DOD agreement provides for developmental assignments across functional Lines between DOD components or Federal agencies. Employees may be developed and assigned to target positions without further OPM approval or reference to qualification standards. These employees may also be assigned to details 6 months to 3 years with further OPM approval, All training discussed in this chapter is subject to the DOD agreement.

b. Staffing. The DOD agreement can enhance staffing flexibility and employee development by-

(1) Making special developmental assignments for executives and managers.

(2) Moving employees from dead-end assignments or an occupational series with limited advancement to developmental positions leading to placement in another position.

(3) Strengthening the experience of employees to prepare them for planned executive and managerial responsibilities.

c. Assignments that are made under the agreement and will lead to promotion must also comply with paragraph 1-5a(3), FPM chapter 335.

11-2. ADMINISTRATION UNDER THE DOD AGREEMENT
a. Activity commanders will administer this agreement in their respective organizations.

b. The employing activity will review and evaluate the agreement for effectiveness in meeting the purposes in paragraph 11-1b. Career program officials will help plan and administer the program. 

11-3. SELECTION
a. Candidates for rotational assignments under the DOD agreement will be selected according to FPM chapter 335. Career or career-conditional employees in grades GS-9 and above who have been DA employees for at least I year are eligible for consideration.

b. Candidates do not have to meet the minimum educational requirements, if any, set in qualification standards for the target position. 

11-4. TRAINING REQUIREMENTS
Management officials will determine the requirements of the target position; they will then determine the training program that best meets the staffing need. The training requirements may be met by any or all of the following: OJT, classroom instruction, reading assignments, seminars, and guided independent study. Much of the training should be performing tasks in the target position. These tasks should be organized under the guidance of a qualified staff member or the immediate supervisor.

11-5. INDIVIDUAL TRAINING PLANS
Under the DOD agreement, supervisors will develop an individual training plan for each participant, using the format in figure 10-1, EDSs will assist them, if necessary. The plan will be developed before the training assignment starts. 

11-6. EVALUATION
During the training period, the immediate supervisor will evaluate the employee's performance. He or she determines the trainee's progress and whether the objectives of the plan are being met. Local EDSs will monitor trainee progress, keep records, and make required reports.

11-7. PLACEMENT OF PROGRAM PARTICIPANTS
a. Employees selected may be detailed or reassigned to the target position at the start of the training period. The Personnel Action Code and Nature of Action on SF 50 will be "978, Assignment to Long-Term Training." On satisfactory completion of their program, employees may return to their previous duties or be reassigned or promoted ac-cording to their individual training plans. The Personnel Action Code and nature of action on 8F 50 upon completion of the training will be "979, Completion of Long-Tern Training."

b. To make position changes under the DOD agreement, make the following entry in item 18D on the SF 50 "US DOD Special Training Agreement; Delegation Agreement, June 13, 1980 and DOD Memorandum, October 29, 1981 ."

‡ Subchapter 13. Secretary of the Army Research and Study Fellowships

13-1. PURPOSES OF THE RESEARCH AND STUDY FELLOWSHIPS
These fellowships are intended to-

a. Uncover and support basic creativity of selected employees.

b. Support study and research on selected Army projects.

c. Stimulate and aid outstanding DA career employees in contributing to DA's mission.

d. Discover, develop, and increase the use of the best talents among Army career civilians.

13-2. GENERAL FEATURES OF THE FELLOWSHIPS
Research and study fellowships are granted for not less than 6 nor more than 12 months of full-time study or research on a specific project, The applicant proposes the approach to the project to be undertaken; the means may include study in residence at an institution of higher learning, in this country or abroad, or comparable education or re-search. An applicant will propose a study project; however, an organization or activity can identify a study or research project and then encourage suitable employees to apply for a fellowship. Fellowships are not substitutes for projects that should be done on a normal on-duty assignment and financed through mission funds. Neither are they substitutes for academic programs that should come under the Army's long-term training program. 

13-3. EMPLOYEE ELIGIBILITY
The applicant for a fellowship must meet the following criteria:

a. The applicant must have demonstrated-

(1) Value to DA, through outstanding achievements, progress, and performance of duties and endeavors toward self-development.

(2) Intellectual maturity, leadership activity, character, and competence.

(3) Interest in a career in the Army.

(4) Intention to remain with DA after completing the fellowship program for three times the length of the program.

b. The applicant must have-

(1) Career status.

(2) Experience with DA that merits special consideration for this developmental opportunity.

(3) At least 5 years of consecutive DA service.

(4) Experience at the GS-12 (or equivalent) grade level, or above.

(5) SECRET (or higher) security clearance. 

13-4. APPLICANT'S PROPOSED PROJECT
a. The applicant's proposed study or research project must have high potential value to the Army, beyond the developmental benefit to the applicant.

b. The applicant must have the ability to complete the project work within the time proposed.

c. The proposed project should not repeat or re-place projects that should be done during normal on-duty hours and paid for with other funds,

d. The proposed study or research project should be highly beneficial to the applicant; however, it should not be required for successful performance of his or her present duties or for promotion.

e. Personal benefits to the employee, such as obtaining a degree, must be incidental to the research and study project.

13-5. APPLICATION, NOMINATION, AND INDORSEMENT
a. Applications.

(1) Prepare application as shown in figure 13-1. 

(2) Submit applications through command channels to the Executive Secretary, Executive and Professional Development Committee, HQDA (PECC-FST), ALEX VA 22332. (Applications must reach the committee at least 3 months before the proposed project's starting date.)

b. Selection of candidates for nomination. The appointing officer will refer the employee's application to the local training committee, or form a panel of three officials to review applications. The applicant's supervisor must take part in the selection. If the supervisor is not on the training committee, he or she may be made on ad hoc member of the committee for the selection. If a panel is formed, the applicant's supervisor must be on it. The committee or panel will appraise the candidate by the criteria set for these fellowships. It will make its recommendation to the commander.

c. Indorsement. If the panel or committee and the commander decide to nominate the employee, the commander will indorse the application to the next higher level of command. In the indorsement, the commander will-

(1) State that the application has been screened by the local training committee or a special panel and that the applicant's supervisor took part in the screening process,

(2) Give the applicant's career status.

(3) Discuss, with examples, how the applicant qualifies for this developmental opportunity in terms of the following points:

(a) Unusual competence in his or her field, career progress, and executive or professional talents demonstrated.

(b) Promise of future usefulness to the employing activity and DA.

(c) Sincere interest and desire to continue a DA career.

(d) Intellectual maturity.

(e) Ability to think creatively.

(f) Character. 

(4) State the proposed project's potential value to DA and certify that, so far as is known, it does not repeat or replace projects that should be paid for by other funds.

(5) State that the employee is recommended for a fellowship and that the applicant (if selected7 will be kept in a pay status for a normal basic tour of duty during the project.

(6) State that plans to evaluate results of the applicant's completed project will be made on his or her return to duty.

(7) State plans for use of the applicant's newly acquired skills and knowledges after the project is completed.

(8) State that the applicant agrees to remain with DA for three times the length of time required for the project.

13-6. INTERMEDIATE REVIEWS AND SELECTION
a. Each level of command will evaluate applications. They will refer the applications to organizations with special concern or knowledge for comments on or technical review of the proposed projects.

b. If application fails to meet the criteria, it will be returned through channels to the nominating activity with reasons for disapproval.

c. Selection of recipients.

(1) The Army's Executive and Professional Development Committee will-

(a) Make a final review of all applications and supporting documents.

(b) Interview candidates as necessary.

(c) Make recommendations to the Secretary of the Army.

(2) The Secretary of the Army will make all final decisions on recipients of the fellowships. 

13-7. PAYMENT OF COSTS
a. Each recipient of a fellowship will be paid as if in a work status during the 6 to 12 months of the study project, although he or she is relieved from other duties during that time.

b. Commands will arrange for costs of travel, per diem, tuition fees, and other necessary expenses (subchap 6) according to instructions from HQDA (PECC-FST).

13-8. REPORTS ON COMPLETED PROJECTS
a. Each recipient will write a report when the project is completed. The recipient will send two copies of the report and eight copies of a summary (fig 13-2) through command channels to the Executive and Professional Development Committee within 6 months. The address of the Committee is HQDA(PECC-FSTT, ALEX VA 22332. This report will help the committee evaluate the effectiveness of the project; it will also insure application of the results obtained. The report may be in any form suited to the study project, such as a book, article, staff study, or standard Army publication.

b. If the recipient recommends that an action be taken, or if the report requires action, the employing activity must give comments. These comments will include action taken or proposed, with significant results attributed to the award.

c. In reviewing the report, commands should carefully consider applications of the results beyond the employee's activity.

d. The recipient's employing activity will publish, distribute, and release reports and information related to the fellowship project. The research projects should be distributed throughout DA and to other Federal agencies. Encourage recipients to pre-pare articles for publication in professional journals and similar publications; however, they must comply with security requirements and AR 380-5. If the report (or information related to the fellowship project) is prepared for publication in an unofficial medium it may be proper to include the following statement: '"The opinions and conclusions ex-pressed herein are the result of independent research and study and do not necessarily reflect the views of the Department of the Army."

Figure 13-1. Outline of application for 

Secretary of the Army research and study fellowships

FELLOWSHIP PLAN

PART A (limit one page)

1. Full name.

2. Title, series, and grade.

3. Name and address of employing installation or activity. 

4. Security clearance.

5. Resume of other Federal and non-Federal employment, starting with last position before present position: 

a. Organization. 

b. Position. 

c. Grade or annual salary. 

d. Supervisor. 

e. Dates. 

6. Military service record (if any). 

7. Resume of education.

a. College or university, dates attended, major subjects, and degrees.

b. Academic honors. 

8. Proposed place of study and reasons.

9. Statement of willingness to remain with Department of the Army for three times the length of the project. (See app G for a sample of the continued service agreement.)

(Signature of applicant)

PART B

1. Describe your present duties and responsibilities (200 words or less).

2. In a statement of 500-750 words, outline your proposed study, research, or other program. Include its objectives; the planned schedule (including starting and completion dates); the research or training locations proposed, with addresses of each, courses of study or research at each, and reasons for selecting each. Discuss the program's potential value to DA. Show how the program would contribute to DA missions.

3. List (or submit) publications, reports, memoranda, or other specimens of your work, if appropriate. Your list should include--

a. Title and date. 

b. Author's name (as shown on publication).

c. Page references. 

4. Discuss any other relevant factors in your background.

Figure 13-2. Outline for summary of project report.

SUMMARY OF REPORT

1. Name.

2. Starting and ending dates of fellowship.

3. Title of project.

4. Location where fellowship was carried out.

5. Specific objective of project.

6. Summary of accomplishments.

7. Recommendations (if any).

8. Signature of employee.

Note: Maximum length three pages.

‡ Subchapter 14. Nomination and Selection of Civilian Employees for the

National War College (NWC), Industrial College of the Armed Forces (ICAF),

Armed Forces Staff College (AFSC), and US Army War College (AWC).
14-1. NOMINATION PROCEDURE
a. Application for nomination. Any employee who meets the criteria in this subchapter may apply. Employees must apply in writing to their immediate supervisor, specifying the college chosen and the reasons for attendance. (See DA Pare 690-23 for a catalog of civilian training programs.)

b. Format for the nomination. The activity commander (or designee) will send the nomination through channels to CIVPERCEN by I October each year. (The address is HQDA (PECC-FST), ALEX VA 22332.)

c. Individual development plan. The nomination should be consistent with the employee's career goals and objectives and will be shown on the IDP. The nominations should have the tentative approval of the career program functional chief (if any).

d. Approval of commander. The MACOM commander or HQDA agency head (or designee) must personally approve all nominations.

14-2. BASIC CRITERIA FOR MILITARY COD LEGE APPLICANTS
Attendance at NWC, ICAF, AFSC, and AWC can equip key civilian personnel to carry out responsible duties in the Army. In the selection process, the following criteria will be observed:

a. The employee must have an appointment without time limit and must have competitive status if employed in the competitive service. Employees selected for the Senior Executive Service Candidate Development Program will be given priority for selection.

b. Employees nominated for NWC, ICAF, or AWC must be in a managerial or executive position at grade GS/GM-15 or above. (Employees in grade GS/GM-14 who have shown high potential for assignment into a managerial or executive position may be considered.) Employees nominated for AFSC must be:

(1) In a managerial position at grade GM-13 or above, or

(2) Identified as having high potential for assignment to GM-13 and above positions.

c. Employees must be at a point in career development where the educational opportunity offered by the college chosen is appropriate for future development. They should be highly qualified for pro-motion to a senior executive service position.

d. The college courses have broad scope. Employees nominated should be able to adjust readily to many fields; master complex subject matter quickly; and grasp the problems involved in economic, political, technological, administrative, and military planning.

e. One learning technique used by the colleges is small group activity. Employees nominated should have shown that they can work in small groups.

f. Employees should have the education, maturity, and poise to meet military' students on equal footing. The normal educational minimum is a bachelor's degree or its equivalent. The military students at NWC, ICAF, and AWC are Army, Air Force, and Marine colonels and lieutenant colonels, and Navy captains and commanders. At AFSC, they are Army and Marine Corps lieutenant colonels and majors, Air Force majors, and Navy lieutenant commanders.

g. Employees must have or be able to obtain Top Secret clearance.

h. Only employees expected to continue to serve with the Army after the course should be nominated. Employees nominated must be willing, if selected, to agree to remain with the Army for at least 3 years after the training, or for that part of the 3 years that the Army requires their service. Employees nominated must also be mobile; they must agree to accept reasonable offers of positions in geographical areas for which they have previously ex-pressed availability.

14-3. POSITION-RELATED CRITERIA FOR APPLICANTS TO NWC, AWC, AND ICAF 

The position the employee holds, or has been selected for a later assignment to, must have the following requirements:

a. NWC and AWC. The position must be in or related to an activity in which knowledge of one or more genera] subjects is required. Examples of these subjects are international affairs; the relation of military policy to foreign policy, military planning, intelligence, joint activities, or the Armed Forces; or the structure of DOD and other US security agencies.

b. ICAF. The position must require significant decisions in the management of national security resources; this includes related economic, social, environmental, technological, administrative, and military factors. The position should require an in-depth understanding of the principles, policies, operations, and organizations involved in national and international security affairs. 

14-4. EXCEPTIONS TO CRITERIA
HQDA can only make exceptions when it is in the Army's best interest. The college commandant must approve any exceptions. 

14-5. SELECTIONS
The commandants make final selections of nominations recommended by the Secretary of the Army.

‡ Subchapter 15. Apprentice Training

15-1. GENERAL
An apprenticeship is a formal training program that leads to certification of a person as a qualified journeyman in a skilled trade or craft. A DA apprentice is chosen on the basis of performance potential and employed in a training status under a written agreement. DA apprentices are continuously in training during the apprenticeship term; they are rotated and assigned to various classes of work in one trade or craft. They work in assignments with training value and are given training on all jobs to which assigned. A DA apprentice also takes a course of related technical instruction approved for the trade or craft. Most of the apprentice's training is acquired on the job; the rest is related instruction that provides theory and background for the craft or trade skill.

15-2. SETTING UP AN APPRENTICESHIP PROGRAM
a. Purpose of the program. DA will employ and train apprentices as it needs them to provide-

(1) Enough journeyman workers to properly staff key trades and crafts and meet current and future needs.

(2) A pool of talent from which skilled workers can be chosen for supervisory positions.

b. Criteria for a program. An occupation, to have an apprenticeship program, must-

(1) Require 2 or more years 44,160 or more gross hours) of work experience to learn.

(2) Generally have been learned in a practical way through training and work experience on the job.

(3) Require related instruction to supplement the work experience. 4Usually, this instruction is at least 72 hours during each 1,040 hours of the apprenticeship term.

(4) Not be just part of a recognized trade apprenticeship. For example, a machinist apprentice must be well-trained on all basic machines and hand tools of the trade. A training program that covered only one or two of the machines, even if 4,160 hours or more, would not be an apprenticeship.

(5) Involve the development of skill broad enough to apply to other similar jobs, rather than restrictive application to a specific job at one activity.

c. Determining the need for a program. Any decision to start an apprenticeship program will be based on the following factors:

(1) Expected number of qualified journeymen available in the local labor market.

(2) Need to fill journeyman vacancies caused by turnover.

(3) Increased need for journeymen due to planned expansion of changes in mission.

(4) Time needed to train apprentices in the craft.

(5) A trade or craft population large enough to support trainee position(s). (Usually, four positions are required to support one apprentice position.)

d. Use of non-Government training facilities. Subchapter 5 governs use of private vocational schools or industrial organizations in an apprentice-ship program.

15-3. PROGRAM SUPERVISION
a. The installation or activity commander will appoint an apprenticeship committee if his or her activity has apprenticeships. The committee will ad-vise on the operation of the program. The commit-tee will be formed with-

(1) Three journeymen from the operating divisions (preferably graduate apprentices).

(2) Three management representatives. They should have practical knowledge of the duties in the trades or crafts for which apprentices are to be trained.

(3) The apprentice supervisor (c below). He or she will be the permanent secretary-recorder.

b. A journeyman (a graduate apprentice, if possible) in each shop or organizational unit where apprentices are employed should be named the apprentice instructor. He or she will, within the work area--

(1) Supervise apprentices.

(2) Evaluate the progress of each apprentice in the shop work phase of the training.

(3) Keep the apprentice supervisor informed of job-training progress of each apprentice.

c. A person (usually from the employee development staff) should be named the apprentice supervisor. He or she will-

(1) Help the apprentice instructors.

(2) Prepare the instructional outline and training schedules.

(3) Plan the program so that the apprentice will receive instruction and practice in all aspects of the trade or craft.

(4) If merited, recommend administrative pay increases to the apprenticeship committee.

(5) Arrange to use outside training facilities for apprenticeship training, when it is less costly and more efficient than the use of in-house facilities.

15-4. APPRENTICESHIP TERM
a. In setting the apprenticeship term, consider the following factors:

(1) Accepted local practices of the trade or craft involved.

(2) Time the apprenticeship committee and skilled personnel think will be required.

(3) Period recommended by the Bureau of Apprenticeship and Training of the US Department of Labor (BAT-USDL) or approved by the command headquarters.

b. The apprenticeship term will be divided into logical and progressive instructional periods. Each period will cover a well-defined phase of the required trade skills and knowledges. All aspects of the trade should be adequately covered. Each period of instruction should include-

(1) Clock-hours of job experience in proportion to the complexity and relative importance of that aspect of the trade or craft.

(2) Classroom instruction or other off-job study covering trade theory related to the work currently being done in the shop.

15-5. APPROVAL OF TRAINING PLANS
a. Once the commander has decided to start an apprenticeship program, the training committee will prepare a plan for its organization and operation. They will submit the plan through channels to HQDA(PECC-FST), ALEX VA 22332. CIVPER-CEN must approve it. The plan must include at least the following information:

(1) Justification of proposed program.

(2) Trades and crafts to be covered by the pro-gram.

(3) Number of apprentices to be trained, based on the installation's realistic needs.

(4) Planned full-performance worker-to-apprentice staff ratio.

(5) Term of the apprenticeship.

(6) Special qualifications, if any, such as a mini-mum entry age.

(7) Provision for apprentice agreements.

(8) Membership of installation training committee (by trade, office, or position).

(9) Assignment of responsibilities for supervising, training, and evaluating progress of the apprentices.

(10) Program modification clause. (This provides for changes in standards; it states that all affected apprentices will be promptly notified of changes.)

(11) Probationary training period, if any.

(12) Methods of selection. (This must meet the requirements of the Uniform Guidelines on Employee Selection Procedures.)

(13) Conditions for advancement and retention, extension of the training period, removal from the program, and placement in a full-performance position.

(14) Retention rights with respect to other employees in the competitive area.

(15) Provision for advanced placement or accelerated promotion, if planned. 

(16) Schedule of wages.

(17) Hours of work and periods of related study.

(18) Major OJT processes for each trade (listed separately).

(19) Description of related study curriculum. 

(20) Occupational safety statement. 

(21) EEO statement.

(22) Provision for BAT-USDL field representative to be a program advisor.

(23) Apprentice records retention period. (The BAT-USDL minimum is 5 years after completion of the program.)

b. CIVPERCEN will register approved programs with BAT-USDL.

15-6. QUALIFICATIONS OF APPRENTICES
a. Each applicant for apprenticeship must meet the current minimum qualifications standards set by OPM. He or she must be physically able to do the work required in the trade without hazard to self or other workers.

b. Each applicant must meet special qualifications set forth in the training plan (para 15-5a(6)). 

15-7. APPRENTICE AGREEMENTS
a. Each apprentice must sign a written agreement; if he or she is a minor, a parent or guardian must also sign it. The apprentice supervisor will sign the agreement for DA and the local appointing officer must approve it. (A minor is a person who has not reached the legal age and status of majority under the laws of the State or political jurisdiction in which employed.) The apprenticeship agreement will specify local arrangements about tools and sup-plies, as follows:

(1) Apprentices may be required to buy their own textbooks.

(2) Within a reasonable true after starting training, apprentices may be required to buy a port-able tool box and hand tools needed in the trade.

b. A sample agreement is shown in figure 15-1. 

c. The apprenticeship agreement must include the age or date of birth of the apprentice. There must be at least one copy for the apprentice, one for the apprentice's OPF, one for CIVPERCEN, and one for the individual apprentice file, if any.

d. Commands and activities will register apprentices as follows:

(1) Apprentices in the Facility Engineer Apprentice Program (FEAP) will be registered by sending two copies of the agreement to HQDA (DAEN-RMZ), WASH DC 20314. This includes both centrally and locally funded apprentices.

(2) Apprentices in all other programs will be registered direct by sending two copies of the agreement to the Bureau of Apprenticeship and Training, US Department of Labor, 601 D Street, NW, WASH DC 20210. BAT-USDL will then inform the proper State apprenticeship agency of the registration. This registration safeguards the interest of the apprentice; it is a public record that the apprentice is being employed and trained in an occupation, under standards adequate to produce a qualified skilled worker. The registration is also a record of the training that the apprentice and any future employers in later years can use.

15-8. TRAINING PHASES, ACCELERATED ADVANCEMENT, AND CREDIT FOR PREVIOUS EXPERIENCE
a. Basic training phases. A training program phase is a 6-month (1040-hour) period. Advancement in an apprentice pay schedule usually occurs at the end of this period. A phase may not be shortened or lengthened unless provided for in the training program plan. If authorized in the plan, a phase may be-

(1) Extended for remedial training if the installation apprentice committee (or other official named in the plan) recommends it.

(2) Shortened or compressed under an accelerated advancement clause. In this case, the installation apprentice committee (or other official named in the plan) must determine that an apprentice has fully met all training objectives of the phase.

b. Accelerated advancement. Any provision for accelerated advancement must be consistently applied. The authorizing official must document any advancement in the apprentice's record file.

c. Credit for previous experience.

(1) The apprentice committee will evaluate certain previous experience ((2) below) apprentices may have. The committee may allow credit for the experience by waiving training phases; however, it may not waive more than half of the apprenticeship term.

(2) The types of previous experience the committee will consider are-

(a) Experience in the trade.

(b) Experience basically 'the same as that in the trade.

(c) Training at a vocational school.

(d) Training in the armed services. 

15-9. COMPENSATION OF APPRENTICES
a. The apprentice pay system in FPM Supplement 532-1 must be followed to set apprentice wage rates.

b. Apprentices may be given credit for previous experience (para 15-8) and advanced to a later training phase. In this case, they must be paid the wage rate for the phase to which they are advanced.

Figure 15-1. Sample apprenticeship agreement.

APPRENTICESHIP AGREEMENT

Privacy Act Statement

Data Required by Privacy Act of 1974

Authority: The Government Employees Training Act of 1958 (5 USC 4101 through 4118).

Purpose: An agreement between management and the apprentice on terms of employment and training.

Routine Uses: Management uses this agreement as a legal basis for apprentice assignment and training. Army and the Department of Labor staff agencies use it to keep records and compile statistics for work force analysis.

Effects of Nondisclosure: Disclosure of date of birth and social security number is voluntary. However, failure to disclose the requested information may pre-vent consideration of the applicant for an apprenticeship. This information is used to verify that the apprentice may legally sign the agreement. It is also used to identify individual records kept by the Department of Labor.

This agreement is entered into on , 19 , between the Department of the Army (the Employer), and , born (the Apprentice), Social Security Number ., and if is a minor, his or her Parent or Guardian, .

On , 19 , the Department of the Army (the Employer) and (The Apprentice), and, if the Apprentice is a minor, (the Parent or Guardian), entered into this apprenticeship agreement.

The Employer, the Apprentice, and the Parent (or Guardian) agree that the apprenticeship must meet the standards of the Army. These standards are made a part of this agreement by reference, and are attached.

The Employer agrees to employ the Apprentice so he or she can be trained in the trade (or craft) of . This employment and training will meet the terms in the attached standards.

The Apprentice agrees to do the work of the trade (or craft) during the apprentice-ship. He or she agrees to follow the training program in the attached standards.

There will be a probationary period of employment of up to 1 year. During this period, any party can end this agreement by notice given under Federal Personnel Manual Chapter . The Parent (or Guardian) agrees to insure that the Apprentice meets his or her obligation under this agreement.

The apprenticeship term starts on , 19 . The term will end when the Apprentice has completed hours of employment in the program that meet the attached standards.

(Apprentice)

(Parent (or Guardian)

(Apprentice supervisor) 

Approved by

(Commander or designee)

‡ Subchapter 16. Cooperative Extension Program

16-1. GENERAL
a. All commands and activities will consider the use of cooperative education programs to meet cur-rent and projected staffing needs. A cooperative education program is an organized program in which a student alternates academic study at an ac-credited college or university with work experience and training as an employee of an Army activity. The student's work assignments are planned individually; his or her assignments increase in responsibility and difficulty as he or she completes more academic courses. The academic part of the program is related study in either-

(1) A cooperative curriculum in which the work is required for the degree; or

(2) A curriculum where formal arrangements are made with the college or university to select and retain trainees and to schedule the work and academic study.

b. Work-study programs in which students are employed only during regular vacation, or in which employees engage after hours, are not covered under this subchapter.

16-2. PROGRAM OBJECTIVES AND ADVANTAGES
The main objective of cooperative education programs is to bring into DA's civilian work force students in specialized career fields and prepare them to serve in intern positions immediately on graduation. Other advantages of these programs include-

a. Allowing better use of professional employees by assigning their sub-professional duties to the students.

b. Reducing personnel turnover.

16-3. TYPES OF PROGRAMS
a. Graduate and undergraduate programs in 4-year colleges and universities. Programs must comply with FPM chapter 308, subchapters 2 and 3 if the curriculum leads to a bachelor's or master's degree. Usually, the programs will be set up with alternate periods of work and study in quarter, semester, or other period of the school's academic calendar. If possible, student-employees will be hired in pairs; one student-employee can work while the other is in school. Academic programs that lead to a bachelor's degree must be 4 to 6 years. (The exact length will depend on the specialized field and the program worked out with the school). Programs that lead to a master's degree must be completed within 30 months after entering graduate school; for programs that lead to a doctorate, the limit is 42 months.

b. Programs in 2-year colleges and high schools. Programs must comply with FPM chapter 308, sub-chapters 4 and 5.

c. Cooperative education plan. The training committee will develop a detailed training plan. The plan will-

(1) Provide work assignments of increasing difficulty.

(2) Integrate the assignments with the college curriculum and key them to the employee's educational status.

(3) Give the student the chance to gain first-hand knowledge and actual experience through projects and assignments in the chosen field.

(4) Insure that the activity makes full use of the sub-professional skills of the student-employee.

(5) Provide for assignments and leadership that will encourage the student-trainee to continue to work for DA after obtaining the college degree.

(6) Provide for continued counseling and evaluation of progress of the student-employee. 

16-4. DETERMINING THE NEED FOR A PROGRAM.
a. Justifying the program. An activity can only set up a cooperative education program when there is an actual or expected need for the students after they graduate from college. Conditions that will justify the need for such programs are-

(1) Difficulty in recruiting in various career fields. 

(2) Planned expansion of the work force in the future due to changes in mission or technological advances.

(3) An accurate estimate of the skilled employees in all career fields who will retire or other-wise leave the activity within a given time.

(4) The need to meet Army-wide staffing goals under the EEO program.

(5) Management support for cooperative education at the activity. Proper work assignments, supervision, counseling, and evaluation of student-employees are required for a high quality program.

b. Decision to set up a program. The activity will set up a cooperative education program only after analysis per a above shows a need for it. (The co-operative education program can be a source of input into career programs.) 

16-5. ADMINISTRATION
Commanders at all levels will-

a. Establish, expand, curtail, or discontinue co-operative education program, as required,

b. Provide overall support in funds, manpower spaces, and priorities.

c. Insure-

(1) Coordination of programs with cooperative education program coordinators of colleges or universities.

(2) Periodic evaluation of the progress of each participating student.

(3) Maintenance of the records required to plan future activities and prepare reports required by higher headquarters and the educational institution.

16-6. APPOINTMENT
a. Manpower spaces. Activities must operate pro-grams within existing personnel ceilings. If student trainees are enrolled in pairs and work alternately, only one personnel space is required for both. The appointing officer must certify that spaces are available.

b. Appointment authorities.

(1) Appointing officers will appoint student-employees under part 213, title 5, Code of Federal Regulations as shown below:

(a) Bachelor's degree students, under schedule B, section 213.3202(a). (FPM chap 308, para 2-2).

(b) Graduate students, under schedule B, section 213.3202(b). (FPM chap 308, para 3-2).

(c) Students enrolled in 2-year college pro-grams, under schedule A, section 213.3102(g), section 213.3102(q), or schedule B, section 213.3202(c). (FPM chap 308, para 4-3).

(d) High school students, under schedule A, section 213.3102(h) or section 213.3102(q). (FPM chap 308, para 5-3).

(2) Appointments under schedule A authorities are temporary. They end at the end of each work period,

(3) Appointments in the Excepted Service are subject to FPM chapters 213 and 302.

c. Appointment or termination on completion of education.

(1) Students hired under schedule B, section 213.3202(a), (b), or (c) may be converted noncompetitively to a career or career-conditional appointment (FPM chap 308, paras 2-15, 3-6, and 4-11).

(2) Students hired under schedule A, section 213.3102(g) and (q) must qualify for career or career-conditional appointments after graduation through the competitive process (FPM chap 308, para4-11).

16-7. FINANCIAL SUPPORT AND CONTINUED SERVICE AGREEMENTS
a. Employing activities can pay tuition for a co-operative education student if the following conditions are met:

(1) OPM has announced a shortage of skilled employees in the student's field.

(2) The student is in the last 2 years of a bachelor's degree program.

(3) Alternate recruitment sources in AR 690- 950-1 are considered.

(4) Actual staff needs and EEO goals considered.

b. Proportionate hiring of minorities and women (against the student population) will be a general goal. Also, special attention will be given colleges and universities that are near the employing activity and have a large population of minority or women students.

c. Authority to pay tuition costs does not cover graduate level programs. Activities may apply through channels to HQDA(DAPE-CPS), WASH DC 20310 for exceptions for specific graduate pro-grams. They must include at least the following justifying information:

a. The reason tuition aid is thought to be needed.

b. The advantages likely to accrue to the activity.

c. The duration, if applicable, of the need for the authority.

d. Estimates of the number of students and schools involved.

e. Continued service agreement.

(1) All students given tuition aid must sign a continued service agreement (para 5-7). (See app G for a sample format of the agreement.)

(2) The period of obligated service will start on the date of conversion of a student's appointment to permanent.

(3) The period of service will be an hour of obligated service for each hour of classroom study sup-ported.

16-8. REPORTS
Commands and activities employing cooperative education students will report program information as required by the Office of Personnel Management and HQDA.

‡ Subchapter 17. Training Committees

17-1. ESTABLISHMENT AND MEMBERSHIP OF COMMITTEES
a. Setting up an activity committee. Training committees will be set up according to paragraph 3-1f and this subchapter. The variety of missions and geographic locations of organizations serviced by one CPO may require that one or more training committees be set up.

(1) An activity with 300 or more civilian employees will set up its own committee.

(2) An activity with less than 300 employees may set up a training committee. The commander may use an ad hoc advisory group instead. Commanders of small organizations not represented on a training committee will still develop a training plan.

b. Committee membership. The commander should appoint chiefs of major elements of an organization to the committee. Members should have the authority to commit their organizations to a Training and Development (T and D) plan. The committee should have five to seven members, plus a manpower and comptroller representative, if possible. The chief of T and D will be the executive secretary. Any member of the committee may serve as chairman, with the exception of the CPO and his or her staff. The committee is mainly concerned with the training of civilian employees. It is also responsible for supervisory training of military managers who supervise civilian employees; therefore, membership of officers is highly desirable.

c. Implementation. The commander should issue special orders defining the committee's authority, responsibility, and membership.

d. New members. The executive secretary will orient all new members on this subchapter. 

17-2. COMMITTEE FUNCTIONS
The main functions of the training committee are to help management to determine training needs, set up plans to meet these needs, and evaluate the success of the training program (Civilian Personnel Pamphlet 46). The committee is a central point through which the CPO staff can give better help on training to all levels of management. The training committee will--

a. Help management plan the approach for the annual training needs survey. The chief of T and D will recommend various methods to be considered.

b. Help determine overall organizational training needs, funding requirements, and the possibility of pooling resources for training.

c. Promote understanding and acceptance of training policies and programs among supervisors and employees.

d. Help develop the annual training plan and semiannual supplements or adjustments to the plan, including priority areas (subchap 18).

e. Review training accomplishments regularly and identify new or declining needs due to changes in organization, mission, equipment, or operating procedures.

f. Help in the annual evaluation of the fiscal year training plan. This evaluation will show how much of the plan was completed and the value of the training to the mission. It will serve as a basis for setting up the plan for the next fiscal year.

g. Review nominations for selected educational programs and long-term training and education pro-grams, as proper. If required, the committee will interview applicants and recommend ranking of nominees.

17-3. COMMITTEE OPERATION
The following points are important for successful operation of the training committee:

a. Frequency of meetings. The chairman should call meetings whenever a committee function re-quires action, At least one meeting each quarter is recommended to review progress and develop quarterly supplements to training plans.

b. Agenda. The executive secretary will prepare a comprehensive agenda before each committee meeting. He or she will give this agenda and supporting material to committee members before the meeting. Committee members will familiarize themselves with the planned topics, Quarterly achievements and any failure to meet training objectives should be on the agenda.

c. Committee minutes. The executive secretary will prepare a summary of the committee proceedings and accomplishments. These minutes will include committee recommendations concerned with improving the training program. Actions taken on earlier recommendations should also be discussed, The secretary will give each member a copy of the minutes.

‡ Subchapter 18. Activity Training Plans

8-1. PLANNING POLICY
a. The activity commander, the CP0, and the training committee will prepare an activity training plan each fiscal year. They will make semiannual adjustments to the plan, based on changes in training needs and available funds. The commander (or a designee) must approve annual training plans.

b. The training plans help commanders meet employee training needs and training funding.

c. All plans must be prepared in writing. 

18-2. PREPARING A TRAINING PLAN
Management must take the following steps to prepare the annual training plan.

a. Inventory of training needs. Management must review training needs by 1 October each year. This inventory of training needs should be tied to employees' performance appraisals. It should include requirements for training programs that have been submitted earlier for funding and scheduling purposes, such as DMET and military schools. Management must consider at least the following sources of training requirements:

(1) Requirements established by higher head-quarters. The annual DA (and command) civilian personnel management programs are a basis for the activity training plan. If program goals or requirements set by higher headquarters do not apply to the local activity, they are not included in training plans.

(2) Organization and mission training needs. Changes in mission, methods, and kinds of skills needed must be considered. Problems of management, the condition of the work force, needs for apprentices or trainees in particular work groups, and emergency and mobilization training needs must also be considered.

(3) Individual employee training needs. All employees must have the knowledges, skills, and abilities to do their work effectively. Management must consider training on and off the job and assignments. These should be available for employees in career programs and other employees for whom IDPs have been prepared.

(4) Needs from the previous year that the annual evaluation of the training plan shared were not met.

b. Classifying and analyzing needs. Once training needs have been inventoried, management should group them into manageable categories. The nine categories in AR 680-330 may be used to record and report training.

c. Resources. If the training plan developed is to meet the needs of the activity, the following re-sources must be available:

(1) Funds. Budgeting for training will be included in the proper budget program element. The comptroller, the chief of T and D, and the training committee will insure that funds are included in the budget to support training needs.

(2) Facilities and equipment. Training aids and equipment and other requirements must be considered in planning to meet training needs. AR 210-10 and subchapter 3 give authority to provide facilities and equipment.

(3) Instructors. The availability of instructors will control the amount of training that can be done locally. Management should continually build a pool of local part-time instructors. These instructors must have knowledge of the subject and skill in instructional methods.

d. Priorities.

(1) After the steps in a, b, and c above, the chief of T and D will evaluate total activity needs; he or she will plan for the best possible training activities. The chief of T and D should base priorities on immediate mission needs, training required by higher headquarters, and balance among different needs.

(2) The chief of T and D ~ draft a fiscal year training plan and present it to the activity training committee. The committee will help prepare the final plan. It will also review and evaluate the plan periodically.

18-3. INFORMATION IN A FISCAL YEAR TRAINING PLAN 

A standard format is not required, but the training plan should include--

a. Objectives. List any T and D goals and objectives published by higher headquarters and those developed locally for. the activity organization and mission.

b. Fiscal year training requirements. Based on training priorities and available resources, the final version of this plan should detail actions required to meet the training requirements. The plan will show-

(1) The number of employees to be trained in each training category involving cost to the Army.

(2) The name of training facilities chosen for needed training and the number of employees to be trained in each. List them in order by the totals of tuition, travel and per diem, and related costs.

(3) An estimate of needed training in non-Government facilities, if specific needs are not unknown. Funding should be shown per (2) above.

18-4. PUBLISHING THE PLAN
Copies of the approved training plan will be distributed to all major elements of the activity. The CPO and the chief of T and D will encourage management support and follow-up actions. 

18-5. EVALUATION OF PLAN
a. The chief of T and D and the activity training committee will prepare an annual written evaluation of the fiscal year activity training plan. The evaluation will show how much of the planned fiscal year T and D was completed, how well training needs were met, and the value of the training to this mission. The chief of T and D and other CPO staff specialists will review 90-day follow-up reports on the performance of employees after major training programs. They will record any cost reduction or improved productivity resulting from T and D. Each member of the training committee, the activity commander, and other management officials should receive a copy of the annual evaluation. Activity training program reports will be attached to the installation narrative report.

Appendix B

Intergovernmental Training
B-2. POLICY

a. (1) DA admits eligible State and local government employees and officials to Army-sponsored training programs if space is available. The activity sponsoring the training may request reimbursement for each State or local government employee trained. Reimbursement is limited to the costs of training materials and any special costs to modify or extend the course for these trainees.

B-6. REPORTS
Training under intergovernmental training authority is reported in the Annual Report of Training Needs (RCS 1056-OPM-AN).

Appendix C

Training Services to International Organizations

C-4. FEDERAL AGENCY RESPONSIBILITIES
a. DA activities may provide training services to international organizations listed in FPM chapter 352, appendix A. If an organization not listed there requests specific training services from a DA activity, the activity will send the request to HQDA(PECC-FST), ALEX VA 22332. CIVPERCEN will coordinate with OPM on the request.

C-6. REPORTING REQUIREMENT
a.
Training services provided under this appendix are reported in the Annual Report of Training Needs (RCS 1056-OPM-AN).

Appendix E

 Instructions for DoD FORM 1556 (REQUEST, AUTHORIZATION, AGREEMENT, 
CERTIFICATION OF TRAINING AND REIMBURSEMENT)

(Original form no longer in use)

Appendix F

DoD-Wide Training Agreement for Rotational Assignment for Development of Key Personnel of the Department of Defense.
MANPOWER. RESERVE AFFAIRS AND LOGISTICS

OFFICE OF THE ASSISTANT SECRETARY OF DEFENSE

WASHINGTON. DC 20301

OCT 29 1981

15June1983

MEMORANDUM FOR See Distribution

SUBJECT: DoD-Wide Training Agreement for Rotational Assignment for Development of Key Personnel of the Department of Defense

On June 13r 1980, a Delegation Agreement between the Department Of Defense and the Office of Personnel Management was signed. This agreement gave specific authority for training agreements to the Department of Defense. By virtue of that Delegation Agreement, the DoD-wide Training Agreement for Rotational Assignment is extended until revised, superseded or revoked. The training agreement is subject to all restrictions appearing in FPM Chapter 271, sub-Chapter 7 and the provisions of the Delegation Agreement of June 13, 1980.

The Delegation Agreement and this memorandum are your authorities to enter eligible employees into the training program, assign them for training and to reassign and/or promote them in accordance with the provisions of this agreement and the employee's official approved Individual Development Plan (IDP). In affecting position change under this agreement, the following notation should appear on the personnel action form: "U.S. DoD Special Training Agreement; Delegation Agreement, June 13, 1980 and DoD Memorandum, October 29, 1981".

This agreement applies only to the requirements and standards for selection and position change. It does not constitute either direct or implied agreement that the proposed training meets the requirements of Chapter 41, title 5, U.S. Code; Executive Order 11348; use of funds or other statutes or policies that are applicable in training. It should be noted that the agreement is the same as the previously approved agreement.

The purpose of the agreement is to supplement on-going efforts of DoD components to provide opportunities for systematically developing employees. It provides the DoD with greater needed flexibility to furnish employees, identified for purposes of career and executive development, with other on-the-job experiences. This flexibility is intended to include all employees at the GS-9 through GS-and GM-i5 levels. The agreement makes possible the assignment of employees across functional, DoD component and Federal agency lines for periods of six months up to three years in duration. These assignments, subject to post-audit, may be made without further negotiation with OPM concerning qualification requirements. The requirements of FPM Chapter 335.1-5(a)(3) must be met in making assignments under the agreement leading to promotion. In making developmental assignments, Equal Employment Opportunity and Affirmative Action Plan requirements will be observed. A copy of the DoD-wide Training Agreement is attached.

JERRY L. CALHOUN

Deputy Assistant Secretary of Defense

(Civilian Personnel Policy)AttachmentDISTRIBUTION LISTDirector of Personnel & Security, WHSDirector of Civilian Personnel, ArmyDeputy Assistant Secretary of the Navy (CP/EEO)

Director of Civilian Personnel, Air Force Director of Personnel, DAVA

Deputy Director for Personnel and Administration, DCA 

Director of Civilian Personnel, DCAA

Deputy Assistant Director for Personnel, DIA 

Director of Personnel, DMA

Director of Civilian Personnel, DNA 

Director of Civilian Personnel, NSA 

Chief, Personnel/Manpower Division, USUHS

DOD-WIDE TRAINING AGREEMENT FOR ROTATIONAL ASSIGNMENTS FOR DEVELOPMENT OF KEY

PERSONNEL OF THE DEPARTMENT OF DEFENSE

Reasons for Training Agreement

The importance of developing key personnel through the use of planned rotational assignments is clearly established. A recent important study of the Department of Defense pointed out that not even thereat organization and management procedures will improve the effectiveness of Defense operations unless qualified personnel are matched to the requirements of the jobs. This Training Agreement provides for a flexible, improved training program through rotational assignments (heroin referred to as "assignments") which reduces rigidity at the higher levels to meet the requirements of a dynamic managerial structure. It is to be used for cross-training and development of key personnel at the middle, senior and executive levels (hereinafter to be referred to as "participants." )

Purpose of the Training Agreement

The purpose of the Agreement is to provide each DoD component the authority, without further negotiations with the Office of Personnel Management, to establish a Rotational Assignment Program (hereinafter referred to as "Program") designed {a) to increase the competence of high potential personnel by providing them with the opportunity to acquire additional knowledge and skills required by the occupational disciplines of their present line of work, needed knowledge and skills involving processes, techniques and systems in other related lines of work which cut across occupational lines, or to prepare them for managerial or executive responsibilities, and (b} to create a manpower pool from which well-qualified individuals can be selected strictly in accordance with merit promotion requirements for filling positions when actual vacancies arise at the senior and executive levels,

The following objectives are to be included in any program developed under the terms of the Agreement:

To provide a vehicle by which DoD employees, Grades 9 through GS-15, may receive rotational assignments for development and training purposes and by which the provisions of DoD Instruction 1430.8, paragraph VII.C.5.c., can be met. (Such rotational assignments must be reflected in an Individual Development Plan).

To develop incumbent and potential managers to meet the immediate and long-range documented needs for trained managerial replacements through the medium of temporary assignments with or between the military departments and Defense agencies (hereinafter referred to as DoD components), or between elements of the DoD components, other Federal agencies, state and local governments, and institutions of higher learning.

To provide for the planned movement of personnel from one assignment to another to impart a variety of managerial/technical skills and breadth of knowledge which will simultaneously improve the capability of the Department of Defense and its employees. Such assignments are to be designed to provide an appreciation and understanding of operations in operationally or occupationally related functions or other functional areas for which there is a need and the participants demonstrate potential for success. These rotational assignments wilt serve to enhance the performance of participants in their present series and also serve as a medium for qualification for reassignment, following successful completion of assignments in series other than the ones for which presently assigned. This may involve an exchange of individuals normally engaged in the same or occupationally or operationally related functions within and outside the agency.

To reinforce training and development programs described in the DoD civilian career programs with practical experience which will accelerate the professional maturity of DoD's career employees.

Position Coverage

A Program developed under the Agreement will provide for assignment of DoD personnel in all series, Grades GS-9 to GS-15. All rotational assignments will be made in grade. Normally, in cases where exchange of employees is involved, both employees in any assignment will be of equal grade. However, assignments can be made to organizations which cannot reciprocate in an exchange on a one-to-one basis. In each case, the duties to be performed must be described by a position description. Employees selected for participation in this Program will be assigned duties for which there is a need and tile nominees demonstrate potential for success. Candidates may be assigned to any position for purposes of training and development, but no candidate is eligible for placement at the conclusion of the program in a position which has positive education or professional requirements unless the candidate meets those specific requirements established by Office of Personnel Management Handbook X-118, Qualification Standards. (See page 4 under Placement Upon Completion of Program). For personnel and payroll purposes, participants may continue to occupy the official position from which they are exchanged or assigned. Appropriate documentation is to be prepared for each rotational assignment.

Method of Selecting Participants

Recognizing the importance of the selection and appraisal processes in relation to any program for the development of managers, DoD components will use a career appraisal process that meets the requirements of the merit promotion program of the participating DoD component. Care will be taken to assure that the individuals selected possess the essential basic skills and demonstrate high potential for advancement so as to give reasonable assurance of success in their proposed assignments. Selection determinations are a managerial responsibility and must be made in accordance with merit promotion principles.

Outline of Training to be Provided in a Program

The training and development and the work experience of the interested and qualified employee will be reinforced with practical experience. This practical experience will be acquired through assignment of personnel within or between DoD components or between DoD components and other Government agencies. Assignments will be negotiated for periods of time of not less than six months or more than three years. In any instance in which assigns-rent to higher level (but not higher than GS-15) duties is found necessary, the assignment may not exceed 240 calendar days. Similarly, assignment to lower level duties may be made for short periods of time but in no case in excess of 180 calendar days.

Individual training plans will be developed stating the relationship of the exchange or rotational assignment to the employee's present duties and the benefits to accrue to the individual and to DoD component mission accomplishment as a result of the assignment. The individual development plan must be prepared before the time of the individual's selection (or shortly thereafter). It must be career goal oriented, and must (1) specify the skills, knowledges and abilities to be acquired or sharpened to achieve maximum effectiveness in the position and ultimately in the attainment of individual career goal (s), (2) contain a schedule of appropriate develop-mental assignments and training designed to meet these individual needs and career goal(s), and (3) be approved by the individual 's immediate supervisor. The individual development plan will be detailed enough to assure that the training to be accomplished during the period of the assignment includes an in-depth orientation concerning the employee's new work assignment function, followed by a period Of actual on-the-job training supplemented by appropriate fort21 related training necessary to acquaint the participant with new procedures and concepts, and to equip the participant to undertake increased managerial or executive responsibilities. The individual develop-rent plan will include a summary of the plan for utilization of the participant and the newly-acquired skills and knowledge following the assignment. These will be prepared prior to the beginning of the actual assignment. They will be a factor in the negotiation for the assignment undertaken by the chief of the functional elements employing the participants. Each functional element chief will receive guidance and assistance in these negotiations from the Civilian Personnel Officer. Copies of the training plan will be provided each participant, each supervisor involved, and the Civilian Personnel Officer(s), Although individual development plans developed under this Agreement do not require Office of Personnel Management approval prior to the assignment, a copy will be filed in each participant's Official Personnel Folder to be available to survey inspection teams.

Upon completion of the assignment period, the participants will return to their positions of record.

Personnel Actions During the Program

During the course of the assignment, participants should be considered for any promotion or reassignment for which they would normally be considered. If promotion or reassignment results, the participant my continue the Program for the balance of the assignment or the assignment may be terminated; specific disposition is a management decision to be decided collectively by the supervisors involved.

Length of Training

Before reassignment and/or promotion to a specific target position at GS-1S and below can be effected, all participants must make up the difference in qualifications from what they bring into the program and the qualifications required (whether general experience or specialized experience or both) for the target position as published in Handbook X-118; training time to make up the difference in such qualifications may then be credited at the rate of one month of training for two months of experience under the terms of this training agreement. In other words, if the target position requires three years of general experience and three years of specialized experience and the employee has no creditable specialized experience, he/she would then need as a minimum, eighteen months of accelerated training (all of which must be specialized experience) under the terms of this approved training agreement before movement is made into the target position.

If the employee is at or above the journeyman level of the target position, and has experience in related fields he/she need not meet the full specialized experience requirement but may instead be given training needed to qualify under the General Amendment for Crediting Specialized Experience, described in Part II of Handbook X-118. This amendment permits acceptance of closely related experience as specialized, provided the employee has demonstrated journeyman competence in the target occupation. Training to be used to qualify under the General Amendment should total at least one year.

Placement upon Completion of Program

Upon completion of the Program, participants may return to their normal duties, or may be reassigned or promoted (but net above GS-15) in accordance with previously prescribed and DoD component approved plans. While promotion may not necessarily result upon successful completion of the Program,, successful completion will be considered a significant merit factor in considering these participants for advancement to positions of increased responsibility.

Flexibility Provisions

When evaluation of the participant's progress and/or background of training and experience indicates that it is necessary, the individual development plans which were prepared during the assignment negotiation may be modified to assure that supplemental formal related training my be scheduled, or may otherwise be modified to meet his/her developmental needs. The assignment period may be extended for not more than four months if the attainment of the prescribed skill has not been achieved during the period prescribed in the individual development plan. Assignments may be terminated by the officials responsible for the Program, and the participants involved in the assignments returned to their normal assignments when it is determined that such termination is in the best interest of the Department of Defense. All changes in the individual development plans must be made a part of the participant's training records.

Officials Responsible for the Program

The head of each DoD component is responsible for the Program and has delegated responsibility for program direction, control and guidance to appropriate directors of civilian personnel of each of the DoD components. Control of the Program at the local level will be maintained through analysis of progress reports made by participating functional element, field activities, and other Department of Defense or other Government agencies. Within the DoD components, program achievement will be analyzed through periodic surveys and as appropriate, on-site inspections by survey teams of the DoD component Office of Civilian Personnel.

The Civilian Personnel Officers will maintain close liaison with the manager of the functional area(s) in which assignment training is being undertaken to assure that the participant receives the training necessary to accomplish the objectives of the Program. Periodic progress reports will be furnished as appropriate.

The DoD functional elements in which rotational assignment training is being undertaken will, in collaboration with the DoD component Civilian Personnel Offices, be responsible for coordinating and administering the Program within their functional areas, including: negotiation of rotational agreements with the assistance and guidance of the Civilian Personnel Officer; working closely with the participants and evaluating their p-ogress; assuring that beneficial development is being gained through the work experience; and keeping the activity Commander and Civilian Personnel Officer advised of the participant's progress.

The head of each DoD component will issue policy, and regulator/guidance concerning the administrative details to be considered in controlling the Program. An agreement will be negotiated between the functional elements involved in the assignment of personnel that will provide for the specific details of the assignment. Such negotiation will be undertaken in accordance with procedures and guidance established by DoD component policy and · regulatory instruction.

Evaluation of Participant's Progress

A special career appraisal of each participant's performance will be made by the participant's immediate supervisor and reviewed by the head of the functional area each three months. Each appraisal will be discussed with the participant and include plans for the further development of the employee's technical, managerial, or executive skills. The final appraisal and training record will be made a permanent part of each participant's Official Personnel Folder since it is a documented record of training and participation in the Program.

‡ Appendix G

Sample Continued Service Agreement for Employees Assigned to Training Through Government or Non-Government Facilities

1. I understand that taking the training in item 8 below creates a service obligation for me. I agree to work for the Department of the Army or another Department of Defense component for the t/me specified in item 10. If I am involuntarily separated from my job, my service obligation ends.

2. I understand that I can go to work for a Government department or agency other than the Department of Defense before my service obligation ends. I agree to give my employing activity at least 10 workdays' notice if I do transfer outside the Department of Defense. If my training was in a non-Government facility, the Department must decide within the 10-day period if I have to repay the Government the total costs in item 11h. If I do not give this notice, or if I am notified before transfer that I must repay the costs, I will reimburse the Government the total in item 11h, or the certified actual costs.

3. I understand that if I break this agreement,. the Government may withhold money I owe it from money it owes me. The Government can also recover money I owe it in other legal ways.

4. I understand that this agreement does not in any way commit the Government to continue my employment.

5. Employee's name, job title, grade, and series: 

6. Name and location of employing activity: 

7. Title and brief description of training coarse or program: 

8. Name and address of training facility: 

9. Training period (day, month, year):

Starting date: 

Ending date: 

10. Service obligation period (day, month, year):

Starting date:

Ending date: 

11. Training costs (not including salary, pay, or compensation): 

a. Tuition, matriculation, and registration fees: 

b. Library and laboratory services: 

c. Purchase or rental of books, materials, and supplies: 

d. Other services and facilities directly related to train-Lug: 

e. Travel: 

f. Per diem: 

g. Transportation of immediate family, household goods, etc.: 

h. Total

(Signature of employee)

(Date)

