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INSTALLATION TRAINING GUIDE  (ITG)

1.  INTRODUCTION
This guide is for managers, supervisors, and employees and concerns the methods and procedures used at Ellsworth AFB to implement the Civilian Training Program as prescribed by regulation.  It provides policy, guidelines, and instructions on determining, documenting, reporting and accomplishing training and development of civilian employees.  

2.  REGULATORY REFERENCES
a.  Title 5, U.S.C., Chapter 41

b.  Executive Order 11348 issued 1967

c.  5 C.F.R. Part 410

d.  Air Force Policy Directive 36-4,  Air Force Training and Education

e.  Air Force Instruction (AFI) 36-401,  Employee Development and Training

f.  Education & Training Course Announcement (ETCA), formerly AFCAT 36-2223, USAF Formal Schools located at web site:  http://hq2af.keesler.af.mil/etca.htm

g.  Air Force Instruction (AFI) 36-601, Air Force Civilian Career Program Management

h.  Air Force Instruction (AFI) 36-602, Civilian Intern Programs

3.  LEGAL BASIS FOR TRAINING 

The Government Employees Training Act, 7 Jul 1958 (Public Law 85-507), is the basic statute authorizing federal employee training.  Congress in enacting this law declared it to be the policy of the Congress that “….it is necessary and desirable in the public interest that self-education, self-improvement, and self-training be supplemented and extended by government-sponsored programs for training in the performance of duties and development of skills, knowledge, and abilities (KSAs) which will best qualify employees for performance of official duties.”

4.  AIR FORCE POLICY

It is Air Force policy to provide the training necessary to maximize the efficiency of civilian employees in the performance of their official duties.  Full opportunity to participate in training and development programs will be given to every employee who needs training and meets standards and requirements prescribed by law, executive order, or regulation without regard to race, color, religion, sex, national origin, age, handicap, or other factors unrelated to the need for training. 

5.  RESPONSIBILITIES
a. Supervisors and Managers

(1)  Conduct individual and group discussions with subordinates relative to performance requirements.  Solicit employee opinions on their training and development needs.  Encourage self-development and inform employees of opportunities or where additional information can be obtained.

(2)  Review technology shifts; anticipate or identify actual mission, program or system changes; review career program master development plans and career enhancement plans to determine training and development needs, the priority of those needs, and the formal methods to be used in evaluating training.  Develop statements of impact if training is not funded. 

(3) Consult with the Employee Development Manager (EDM) on the most economical and efficient sources of training.

(4) Make sure that affirmative action objectives are considered in identifying training needs.

(5) Prepare required documentation on DD Form 1556, Request, Authorization, Agreement, Certification of Training and Reimbursement, when requesting training.

(6) Ensure that employees are released to attend required training, as scheduled.

(7) Inform and counsel subordinates on self-development opportunities as well as applicable Air Force training and development programs.

(8) Implement formal training requirements of such programs as worker-trainee, co-ops, apprenticeship, upward mobility, and intern programs.

(9) Evaluate subordinates’ job performance following formal training, OJT, and developmental assignments for effectiveness, and provide written evaluations to the EDM, as required.

   (10) Follow merit promotion procedures in selecting employees for training or developmental assignments that may serve to enhance promotion.

b.  Employees
(1) Participate in directed training and developmental activities.

(2) Use and share with co-workers knowledge and skills acquired through training.

(3) Help train other employees.

(4) Assume the primary responsibility for self-development and inform supervisors and the EDM of job-related training accomplishments.

(5) Submit to the EDM valid documentation for any completed self-development activities (Training Certificate) which can be considered for inclusion in the Defense Civilian Personnel Data System (DCPDS) (their training history).

(6) Periodically review their Career Brief in their education and training area for accuracy and currency.

c.  Employee Development Manager (EDM).  AFI 36-401 outlines EDM responsibilities.  The most dominant are:

(1) Reviews and approves all requests for training according to statutory, legal, and administrative requirements, regardless of funding sources.  This means regardless of whether civilian training monies, unit monies, ATC funded courses, etc. are used.

(2) Prepares and distributes the ITG to inform supervisors and employees of methods, documentation, sources, and programs for employee training and development.

(3) Assists supervisors in determining training needs and identifying the most economical and efficient ways of meeting those needs.

(4) Conducts training need surveys, updating DCPDS as required.

(5) Provides training to supervisors and managers to assist them in carrying out their supervisory and civilian personnel management responsibilities. 

(6) Serves as the Resource Manager for training funds and exercises obligation authority through the use of IMPAC cards.

(7) Assists employees in reviewing the content and accuracy of their DCPDS training record.

(8) Assists Air Force Career Program (AFCP) PALACE teams, counsels employees and managers on AFCP and processes the Career Enhancement Plan (CEP) for serviced career program registrants.

6.  LOCAL TRAINING BUDGET
On an annual basis, appropriated monies are allocated to Air Force Bases for civilian training needs.  This is separate from monies controlled by HQ ATC for Formal School Quota course allocations through the Training Management System (TMS) and monies allocated to the various career programs for training.  The dollar amount received in our local budget will fluctuate from year to year and be based on the dollars allocated to HQ ACC and, in turn, to Ellsworth AFB for training needs identified through our annual surveys.  Consequently, annual identification of training needs is an important process that impacts on the dollars received for training and the dollars received impacts on the amount of training that can be supported.  If you do not respond to the training needs survey or submit comprehensive needs, you cannot expect to receive civilian training support. 

7.  ANNUAL TRAINING NEEDS SURVEY SCHEDULES

a. Locally Funded Training.  The Annual Training Needs Survey is conducted each spring.  Supervisors document their requirements on the survey form and return it to 28 MSS/DPC.  The survey requires projection of training requiring the expenditure of training funds during the upcoming fiscal year.

(1) We realize that it is difficult to project what training will be needed in the future, but by making realistic estimates based on past and current needs, a reasonable projection is possible.  It is extremely important not to “give up” and fail to request any training at all. 

(2) The survey is announced each year in a letter to all supervisors of civilians.  

b. Career Programs Training Survey.  In the March/April timeframe, supervisors will receive Career Enhancement Plans (CEP) to be completed on the people they supervise who are registered in one or more of the career programs.  The CEP provides an in-system interface between individual training requirements and the career program training budget.  The CEP documents required training and development needs for registrants in Air Force career programs.  All career program registrants require a CEP.   

(1)  A Career Program Training Guide, listing courses recommended for career program registrants and showing prerequisites for attendance, is available to supervisors and employees on the Air Force Civilian Career Management home page:  www.afpc.randolph.af.mil/cp/guide.

(2) Career Program training is centrally funded by the appropriate career program.  Training needs identified on CEPs are loaded into the DCPDS by the Civilian Personnel staff.  Candidates will be identified for the limited number of training opportunities through DCPDS. 

c. The Training Management System (TMS) is an automated system for identifying requirements and allocating quotas for DoD formal technical schools.  It includes courses offered by the Air Training Command, the Air Force Institute of Technology, etc.  Most courses and their prerequisites can be found at the USAF Formal School web site:  www.hq2af.keesler.af.mil/etca.htm.  The CPF does not survey for TMS training requirements.  The Functional Managers at the MAJCOM level identify all ATC and AFIT requirements for all ACC bases.  

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

8.  IDENTIFYING AND PRIORITIZING TRAINING NEEDS

a. The following are general indicators that should be considered when determining needs.  A positive response to any of these indicators may reveal a training need:  

(1) Are new equipment, systems, programs, or procedures being installed or slated for application in the near future?

(2) Are contracting-out operations being contemplated?

(3) Are affirmative action goals such that skills training is needed?

(4) Are the “state-of-the-art” experiencing significant changes within certain scientific and engineering disciplines?

(5) Are significant changes in staff levels programmed (for example, major reorganizations)?

(6) Have inspection, evaluation or audit reports highlighted conditions that may point to needed training?

(7) Has or will automation change the occupation or skill mix of the activity?

(8) Are recruitment and retention problems becoming critical?

b. The decision to select a formal training course or developmental experience requires careful consideration. Positive responses to any one or all of the following questions may indicate that formal training is not needed:

(1) Will a change in the method of doing the work result in the desired objective?

(2) Can a review of the work tasks for performance compliance eliminate the need for training?

(3) Would improved communications solve the performance problem?

(4) Can on-the-job training satisfy the need?

(5) Could self-development provide the KSAs needed to improve performance, and has the employee been encouraged to participate?

(6) Would a detail or informal development experience rather than formal training, satisfy the training need?

(7) Will formal training be directly transferable to the work situation?

9.  MANAGEMENT TRAINING COMMITTEE (MTC)

      a.  All training requests submitted for PEC 88751 (non-acquisition) and PEC 84753 (acquisition) funding support must be submitted on a DD Form 1556 to this committee for review and funding approval.

b.  Responsibilities of the MTC include:

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

(2) Ensures priority one needs are funded over other priorities.

(3) Assure equitable distribution of funds for each organization based on the priority of the training.

(4) Assure training funds are expended without discrimination as required by EEO and Affirmative Action regulations.  

10.  PROCEDURES FOR REQUESTING TRAINING FUNDS

a. Timeliness and Completeness of Training Nominations:  The DD Form 1556 must be received in the Civilian Personnel Office as far in advance of the training class dates as possible and a copy of any message, letter, pamphlet, brochure and fee schedule attached.

(1)  In Block 18 of the DD Form 1556, provide brief justification stating why training is beneficial to the government; the impact if it could not be funded.

(2)  Remember to give your training request a priority—1, 2, or 3 (see page ___)

(3) Supervisor is notified of approval/disapproval following MTC review.  If approved, instructions will be provided concerning registration, payment method, travel orders, etc.  

b. Follow-up Actions:  Upon return to duty, the trainee may be required to instruct co-workers on the knowledge, skill or ability acquired at the training.  The trainee is responsible for forwarding the following training completion documentation to the Civilian Training Office within five workdays after training is completed:

(1)  A copy of the Certificate of Training.

(2)  One legible copy of the final paid travel voucher, if applicable, with a document showing the cost of the airfare, if applicable.

(3) Completed course evaluation.

c. Cancellations and Substitutions
(1) Cancellations—should only be made in accordance with the terms of the training source.  That is, if an employee cannot attend a course, as scheduled, and cancellation will still obligate the government to pay the tuition amount, you should contact the Training Office immediately to either make a substitution from your organization or allow a substitution from another organization.

(2) Substitutions—If a substitution is used in lieu of the primary candidate, a DD Form 1556 is required to be approved prior to attendance by the substitute.  Remember, all arrangements made were for the primary candidate.  A substitution requires a new DD Form 1556 and that the same procedures be followed as outlined above.

d. Supervisor’s Responsibility to Ensure Attendance: When you receive a quota in a course or approval to expend funds to send an employee to training, it is critical that you as the supervisor realize that you are guaranteeing that the employee is available and will attend the class.  Subsequent substitutions or cancellations should only occur in emergency situations.  Once the employee is confirmed in a class, other duties and activities should be scheduled around the employee’s attendance at training—not vice versa.

e. Attendance at Training: While attending training, the employee is in official duty status; thus, appropriate conduct is necessary at all times.  If TDY is required, the DOD Joint Travel Regulation (JTR) regulates the travel and per diem allowances.  Personnel are urged to exercise prudence in incurring travel and per diem expenses.

f. Reimbursable Service Agreement:  The employee is required to sign a  “Successful Training Completion Statement.”  The employee, in signing this, agrees that should he/she fail to complete the requested training successfully due to circumstances within his/her control, he/she will reimburse the agency for all training costs (excluding salary) associated with attendance


.

11.  EVALUATING COMPLETED TRAINING AND DEVELOPMENT

The evaluation process completes the training and development cycle.  It provides supervisors, employees and the EDM with information to determine how well a specific training course or program has met the objectives stated on the request for training.  This determination is essential in justifying the expenditure of training funds to improve work quality, quantity, timeliness, productivity or management operations.

Upon an employee’s return from a training course, supervisors should discuss with the employee the relevancy of the training to the job, whether or not the objective(s) were satisfied and appropriateness of the training for coworkers.

12.   RESTRICTIONS ON TRAINING
a. Mission Related Requirement:  An absolute requirement for any agency-sponsored employee training is that the training must be related to the mission of the organization.

b. Competitive Promotion Procedures:  Competitive promotion procedures must be followed in selecting employees for training that (1) is given primarily to prepare trainees for advancement; (2) is required for promotion to certain positions; and (3) clearly gives the trainee an advantage for future promotion in a specific occupation or specialty.

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

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

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

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

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

h. Training for Licenses and Certificates:  The Comptroller General of the United States has ruled that appropriated funds may not be used to pay or reimburse for the cost of licenses or certificates required by a federal employee to perform their duties.

i. Tour of Duty.  All required training will be done through regularly scheduled hours of duty.  Regular tour of duty is normally five 8-hour days, Monday through Friday.  If an employee is working a compressed or uncommon tour of duty, the supervisor will: (1) require the employee to follow a regular work schedule of five 8-hour days, or (2) require the employee to return to the work site each day to make up the difference for the compressed work schedule.

j. Authorized Training Expenditures:  Agencies may pay all or any part of the expenses of authorized training, depending on available resources.  These expenditures include salary, tuition, travel and per diem, and required training materials when not provided by the training vendor.

k. Training of Nonappropriated Fund Personnel:  Appropriated training dollars cannot be used for training of NAF employees.

13.   OVERTIME FOR TRAINING

a.  TDY Travel for Training:  Both Title 5 United States Code and the Fair Labor Standards Act (FLSA) provide provisions for overtime entitlements for travel for training.

(1) Title 5 pertains to all employees (exempt and non-exempt from FLSA) and provides that one of the following four criteria must be met to qualify travel time as hours of work for overtime purposes:

(a) Travel under adverse conditions.

(b) Performance of work while traveling

(c) Travel, incident to travel that involves the performance of work while traveling. 

(d) Travel that results from an event that cannot be administratively controlled.  When an employee attends a government course (such as OPM or ATC technical training and the course starts on Monday, requiring the employee to travel on Sunday (a non-duty day) the employee is not entitled to overtime because the government agency could have started the course on Tuesday (thereby requiring travel on Monday) and did not do so.

(2) The Fair Labor Standards Act pertains only to non-exempt employees (those who are not exempt from the provisions of the Act).  Every civilian employee is designated as exempt or non-exempt based on the duties and responsibilities of their position.  Whether a position is exempt or non-exempt can be found on the appropriate Position Description/Core Personnel Document (PD/CPD).

(a) Under FLSA, travel time on non-workdays is considered hours of work for non-exempt employees.  For example, if a non-exempt employee travels on a Sunday (non-duty day) to attend a training course that starts on Monday, he/she is entitled to be paid for those hours spent traveling that cut across corresponding work hours of normal work days.  For example, an employee who works Monday through Friday from 0800 to 1700, travels on Sunday from 0700 to 1800 (with no bona fide meal break) spends 11 hours traveling.  Nine hours of this non-workday travel time (0800-1700) cut across those of the employee’s normal workday and are hours of work for overtime purposes.  Under FLSA, overtime entitlement begins when hours of work exceed 40 in a week. 

(b)  The supervisor or management official within an employee’s chain-of-command is responsible for directing travel.  Non-exempt employees should be directed to travel on duty time, whenever feasible; otherwise, overtime is warranted unless the employee elects to travel on his/her non-duty day in which case he/she forfeits his/her entitlement to overtime.  All supervisors of civilian employees are responsible for understanding these overtime provisions, obtaining approval for overtime prior to the employee’s departure for training, if this entitlement is applicable, and monitoring their employee’s travel arrangements.

b.  Time Spent in Training: Time spent in training outside normal duty hours is generally compensable under FLSA overtime provisions when the training is in the interest of the government.  Otherwise, no overtime entitlement accrues.

(1)  Training (including allowable preparation time) is in the interest of the government when its purpose is to:

(a) Bring an employee’s performance up to an acceptable level in his/her current position; or

(b) Provide an employee the knowledge or skills to perform new duties or responsibilities required in his or her current position.

(2)  Training is not in the interest of the government when its purpose is to:

(a)  Improve performance above an acceptable level; or

(b)  Provide additional knowledge or skills for reassignment to another position of advancement to a higher grade (this also includes training under apprenticeship/intern and Veteran’s Readjustment Act Programs).

     c.    Premium Pay for Training:  Under the law, premium pay for overtime, night, holiday 
or Sunday work of an employee may not be paid while assigned for training.

d.  Firefighter:  Firefighters continue to receive annual premium pay while at training for an aggregate period of not more than 60 prescribed workdays in a calendar year; however, their entitlement to FLSA overtime (for hours in excess of 53 per week) ceases while assigned to training on a normal duty schedule.

14.   MANDATORY TRAINING COURSES:

d. New Employee Orientation:   This is designed to assist new employees in adjusting readily to their jobs and work environment.  The main objective is to provide information that will help employees to understand mission, the functions of their units, condition of employment and to acquire at the outset positive motivation.  Supervisors must release employees for attendance at scheduled orientations.

d. Job Induction.  This is accomplished by the immediate supervisor upon arrival of an employee newly assigned to a unit.  The Affirmative Employment Section provides a checklist for supervisors to use in covering required items.

c. Human Relations Education:  All employees, who are new to the Air Force or have been reassigned from other agencies, must be scheduled by their supervisor to attend this four-hour course conducted by Social Actions.  New employees are required to attend this orientation within 90 days of arrival on the installation.
d. Supervisory Training.  First-level supervisors must be provided with initial supervisory training within six months after initial assignment to a supervisory position.  The CPF Training Section schedules supervisors for this training.

(1) USAF Supervisor’s Course:  This course is designed to provide civilian first-level supervisors, regardless of organizational component, with basic leadership skills required in supervisory positions.

(2) Civilian Personnel Management Course (CPMC).  This course is designed to provide military and civilian first-level supervisors of civilian employees with background information and an understanding of applicable civilian personnel laws and regulations needed to effectively carry out their civilian personnel management responsibilities.

(3) Military Personnel Management Course (MPMC).  This course is designed to provide civilian first-level supervisors, who supervisor three or more military members with instruction on military personnel management.

(4) NAF Personnel Management Course (NPMC).  This course is designed to provide military and civilian supervisors of three or more NAF employees an understanding of applicable laws and regulations needed to effectively carry out their NAF personnel management responsibilities.  The NAF course is conducted by the Services Squadron Human Resources Office. 

(5) Additional briefings that are required for all levels of management are:

a. Alcohol Drug Abuse Seminar for Supervisors:  AFI 36-2701 requires that all new supervisors attend this course conducted by Social Actions.

b. Supervisor Safety Training (Call 4771 to schedule.)

c. Performance Management Program

d. Labor Management Relations Program

e. Negotiated Agreement Administration

These courses are mandatory for supervisors providing full technical and administrative supervision for civilians, military, or NAF employees.  These courses are not appropriate for work leaders or senior specialists who act in the absence of the supervisor.  Supervisors have many personnel responsibilities such as hiring, disciplinary actions, training, developing performance plans, rating performance, writing position descriptions, etc.  Only persons responsible for these actions may attend.

15.  OTHER TRAINING
a. On-the Job Training (OJT):   OJT is planned, organized and conducted at the work site.  An analysis of the major job elements and related KSAs form the basis for setting up an OJT plan (see AFI 36-401, Atch 3 for guidance).  OJT can be fully structured with step-by-step plans, objectives and timetables or it may be more casually structured.  OJT should not be confused with letting employees pick up information on their own or figuring it out as they go along.  OJT is training, which means that it has structure, with one person providing instruction, guidance or assistance to another, not letting the new worker figure out alone what it is that he/she is supposed to be learning.  Training must be planned and orderly, not a haphazard jumble of new information thrown at an unprepared recipient.  As a minimum, an OJT plan should have an outline of sequential training areas or subjects and should identify the person or persons providing the assistance/instruction. 

b. Self-Development:  Self-development is that education, training or other developmental activity which is self-initiated, funded by the employee, and taken on the employee’s own time to better qualify the employee for his or her work or profession, or to contribute to his or her career opportunities.  Employees must submit a SF 172, showing additional education or training activities he/she has received.  A copy of the transcript/grade report from an educational institution or a certificate of training should be attached.

c. Long-Term, Full-Time (LTFT) Training:  This is off-the-job training consisting of more than 120 consecutive duty days, accomplished in either government or non-government facilities.  The purpose of LTFT training is to keep the Air Force abreast of professional, management, technical and scientific advancements through the development of selected employees.  Many LTFT opportunities exist and are publicized.  Most all career programs solicit annually for nominations for these opportunities.  In addition, Air Force solicits nominations for its Mid-Level Competitive Management Development Programs during April - June each year.  These high-level management development opportunities are centrally funded for tuition and per diem costs.

16.  CAREER PROGRAMS
a. The primary goal of civilian career management is to develop employees with strong professional, technical, managerial, and administrative skills to satisfy current and future Air Force mission needs.  The Air Force Personnel Center (AFPC), Randolph Air Force Base, Texas, is designated as the office to manage the Air Force-wide career programs.

b. Career Program Grades/Series:  Each career program determines the positions (and grade levels) it will centrally manage.  A lot depends on how many positions exist within the Air Force and the grades of these positions.  The occupational series are determined by the Office of Personnel Management qualification and classification standards.  There are primary series covered by each program, as well as secondary series for some programs; i.e., a series where qualifying experience may be gained for primary occupations.

c. Central Referral of Candidates:  Skills codes are used in the career program to determine a candidate’s qualifications and standing on a referral certificate for any managed position.  These are the same skills codes used at base level for normal merit promotion actions.  Skills are matched against a Promotion Evaluation Pattern (PEP) by use of a HQ Air Force-level Promotion and Placement Referral System (PPRS).  When a vacancy occurs, computer records of employees registered in the appropriate career program and for the base where the vacancy exists are automatically screened against the knowledge, skills and abilities required for successful performance of the duties of the position.  Normally, the top promotion candidates, along with the top candidates requesting reassignment or change to lower grade (up to 15 of both), are referred to the supervisor for consideration.

d. Declination Policies:  Most of the career programs have a policy which penalizes the employee who has registered for a location and grade level, and then declines either consideration or selection after being referred to the selecting official.  Thus candidates should only register for those locations and grade levels for which they seriously want to be considered.

e. Training:  AFPC/DPKOX centrally manages civilian training for career program registrants.  This includes approval for long-term full-time training; management and executive development; and selected developmental assignments.  Funding for training is managed by HQ USAF/DPCS (Staffing, Development and Equal Employment Opportunity Division).  Additionally, each career program’s training/development panel has developed a Master Development Plan (MDP) for its career field.  The MDP is a unique guide to current or future job-related experience, and training and education, which is important for successful performance and progression through a career.

f. Permanent Change of Station (PCS) Overseas Restrictions:  Career Program registrants who are serving under a transportation agreement as a result of an AF sponsored PCS move will not be registered or referred for locations outside their commuting area for 11 months from the date of the PCS move.  Persons who have served in a foreign area for five years or more or who cannot complete a new tour of duty without an extension of the five year foreign area limitation, are not normally referred for foreign area career executive positions until they have completed a two year residency in the US, its territories, or possessions.  Waiver may be requested in accordance with applicable regulations.

g. Registration Procedures:

(1) To apply for any career program, employees must complete an AF Form 2765, Civilian Career Program Registration and Geographic Availability, or register On-Line:  https://www.afpc.randolph.af.mil/dpc.cpreg/cpreg.htm.    An employee may select up to six programs for which he/she qualifies.

(2) In addition, employees must select the geographic areas for which they want to be considered and the lowest grade they will accept at that location  (NOTE:  Employees must register for Ellsworth AFB to be considered for covered positions at Ellsworth.)

(3) Employees may change registration data at any time; however, they must anticipate the time delay required to update both the base and HQ Air Force computers.  Changes must be in the system by the end of the month to be included in the subsequent monthly Headquarters Air Force level system update.

h.  The Air Force established career programs are listed as follows:

Civil Engineer Career Program (CECP)

Communications and Information Career Program (CICP)

Contracting and Manufacturing Civilian Career Program (CMCCP)

Financial Management Career Program (FMCP)

Historian and Museum Civilian Career Program (HMCCP)

Intelligence Civilian Career Program (ICCP)

Logistics Civilian Career Enhancement Program (LCCEP)

Manpower and Quality Civilian Career Program (MQCCP)

Personnel Civilian Career Program (PCCP)


Civilian Personnel Panel (CPP)


Education Services Panel (ESP)


Family Matters Panel (FMP)


Military Personnel Panel (MPP)

Program Management Career Program (MCP)

Public Affairs Career Program (PACP)

Safety Civilian Career Program (SCCP)

Scientist and Engineer Career Program (SECP)

Security Career Program (SCP)

Services Career Program (SVCP)

Special Investigations Civilian Career Program (SICCP)

Training and Instructional Systems Career Program (TISCP)

Instructions for use and completion of DD Form 1556 - Request,

Authorization, Certification of Training and Reimbursement
DD Form 1556.  This form must be used to authorize training, including direct and indirect costs, of civilian employees in government facilities, non-government facilities, and attendance at meetings.  It must be used for all formal training of 8 hours or more and all other training, regardless of length, if costs are involved.  Approval of such training is required before enrolling in or making any commitments for training.
SUPERVISORS ARE TO COMPLETE ONLY THE FOLLOWING ITEMS:

Item





Instructions

1,7b,8,11,12,16,17,19



Self-explanatory

20a





Enter one of the following codes that best







describe the primary purpose of the training.







1—Mission or Program Change.  To







provide Knowledge, Skill, or Ability (KSA)







needed as a result of change in activity







mission, policies, programs, or procedures.







2—New Technology. To provide 







knowledge or skill required to keep abreast







of development in the employee’s  







occupational field or a related field.







3—New Work Assignment.  To provide







skills or knowledge needed as a result of







assignment to new duties and







responsibilities when such training is not a







part of a planned career development 







program.  












4—Improve Present Performance.  To







provide knowledge or skills needed to 







improve or maintain proficiency in present







job.







5—Meet Future Staffing Needs.  To 







provide knowledge and skills needed to







meet future staffing needs through a 







planned career development program in an 







occupational specialty, executive, or







managerial development program, a 







management internship or a training







agreement, or program to upgrade skills







and abilities.












6—Development Unavailable Skills. To  







provide knowledge or skills needed for 







fields of work that are unique to the Air







Force, or to meet staffing needs in







occupations for which the labor market







cannot produce a sufficient number







of trained employees.







7—Trade or Craft.  To provide the







classroom or group portion of the formal







training that, together with guided work







experience, permits the employee to acquire







or upgrade the knowledge and skills needed







to meet the full requirements for







journeymen status.







8—Orientation.  To provide orientation to







policies, purposes, functions, and mission of 







the Air Force or the federal government for 







new employees.

20b





Type of Training







1—Executive and Management 







2—Supervisory







3—Legal, Medical, Scientific, Engineering







4—Administration & Analysis







5—Specialty and Technical







6—Clerical







7—Trade or Craft







8—Orientation







9—Adult Basic Ed.

20f





Complete when security clearance is







required by training facility or vendor.







Information on clearances must be obtained







by the supervisor from the appropriate 







security office.

20h – DoD Priorities

Priority I—Training that must be accomplished in the immediate training cycle to avoid an adverse mission effect.  (Mission cannot operate without funding.)
Priority II—Training required for systematic replacement of skilled employees through career management or other workforce development programs.  (Mission can operate BUT in a degraded mode.)
Priority III—Training designed to increase the efficiency and productivity of adequately performing employees.  Deferment beyond the immediate training cycle would have little immediate adverse mission effect but would preclude or delay improving present mission accomplishment.  (Mission not degraded but could be improved if funded.)

20i





Reason for selection:







1—Quality of Training







2—Most cost effective







3—Unique capability of training source







4—Location







5—Not available in Government








6—Incidental to procurement of equipment








7—Timeliness

21a





Duty Hours—Number of hours attending







training per day (does not include travel







time if TDY).

25a,b,c





Self Explanatory

26,a,b,c




a—Call SATO for airfare cost







b—Estimate per diem costs







c—Total estimate of Indirect Costs

32 Supervisor’s signature certifies that the

training is mission related, is essential, represents a valid need, and that the employee will be released to attend the training.

33 CPF only.  LEAVE BLANK.

34 This block is signed by the functional

manager who is designated approval authority for the operating organization.  Signature indicates the need is valid and the priority shown in block 20h, is appropriate.

9
23

