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SCOPE  This instruction establishes policy and procedure for the administration of training at Tinker AFB OK.  It outlines the process for determining training needs, identifying requirements, obtaining resources and requesting, evaluating, and reporting training.  It implements AFI 36-401, Employee Training & Development, and AFMCI 36-201, Education & Training Process Guide, which provide authority and assign responsibility for the conduct and administration of training and development for all appropriated fund civilian employees.  This instruction applies to all civilian employees in activities located on Tinker AFB serviced by the Education & Training Flight, 72 MSS/DPE (DPE) and military personnel impacted by programs managed by DPE.  This publication realigns previous training processes to correspond with business areas as they are currently structured within the ALC
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2.0 REFERENCES

2.1 AFI 36-2201, Developing, Managing, and Conducting Training

2.2 AFI 36-2201 
2.3 AFI 36-2202
2.4 AFI 36-401, Employee Training and Development.

2.5 AFI 36-80, Reserve Training and Education 

2.6 AFI 38-203, Commercial Activities Program

2.7 AFMAN 36-2234, Instructional System Development

2.8 AFMAN 36-2236, Instructors Handbook

2.9 AFMAN 36-2247, Planning, Conducting, Administering, and Evaluating Training

2.10 AFMCI 21-108, Maintenance Training & Production Acceptance Certification

2.11 AFMCI 21-115

2.12 AFMCI 21-132

2.13 AFMCI 36-201, Education and Training Process Guide

2.14 AFMCPD 36-2, Education and Training

2.15 AFPD 36-4, Air Force Civilian Training and Education

3.0 DEFINITIONS

3.1 AETC - Air Education and Training Command; job specific training.

3.2 AFATO - Air Force Acquisition Training Office; DAU quota allocation.

3.3 Business Area - Functional grouping of occupations aligned by mission objective.

3.4 CCDP - Civilian Career Development Program; mid-level executive training.

3.5 CTAP -Civilian Tuition Assistance Program; center-funded tuition assistance.

3.6 Career Program Training - Air Force funded short and long-term training. 

3.7 CEP - Career Enhancement Plan; Career Program training survey tool.

3.8 DAU - Defense Acquisition University; provider of mandatory acquisition training.

3.9 DLAMP - Defense Leadership and Management Program; executive training.

3.10 DPE - 72 MSS/DPE; Tinker Education & Training, Bldg. 201E, DSN339-7537. 

3.11 Modern Systems - personnel system of record; replaces DCPDS legacy system. 

3.12 ECI - Extension Course Institute; class by correspondence.

3.13 EEO - Equal Employment Opportunity; AF anti-discrimination hiring authority.

3.14 EDM - Employee Development Manager; inherently governmental approval.

3.15 EDS – Employee Development Specialist; training process facilitator, counselor.

3.16 ETMS - Education Training Management System; AFMC data collection tool.

3.17 FTD – Field Training Detachment;  Air Education Training Command operative

3.18 Functional Training - Training conducted in-house by DPET or organizational SME.

3.19 Home Office - Office responsible for oversight of a mission or business area.

3.20 Home Office TFP - Coordinates training for Home Offices across directorate lines.

3.21 HRDC - Human Resources Development Council; director’s council on training.

3.22 HRS- Human Resources Specialist; new title of Employee Development Specialists

3.23 ISD – Instructional Systems Design; Air Force course development process.

3.24 KSA - Knowledge, Skills and Ability; measurement of qualification standards.

3.25 LTM - Logistics Training Manager; coordinator for all logistics training.

3.26 MRT - Mission Readiness Training; high priority, Air Force funded training.

3.27 MTM - Maintenance Training Manager; coordinator for all maintenance training

3.28 Off-the Shelf Training - Pre-existing course currently available for purchase.

3.29 OJT - On the Job Training; traditional over-the-shoulder instruction.

3.30 OUT-OF-CYCLE - Training requirements identified outside of annual survey.

3.31 PAC - Production Acceptance Certification; mandatory certification required to perform specified aircraft maintenance tasks. PAC training manager is coordinator.

3.32 PCE - Professional Continuing Education; Air Force funded professional training.

3.33 Ratification - Violation of law committed when training purchase occurs without legal authorization provided by DPT.  Requires punitive measures for offenders.

3.34 SME - Subject Matter Expert; highly knowledgeable in specific task or job area.

3.35 TMS - Training Management System; AFMC quota allocation tool.

3.36 Training Manager - Directorate training POC and liaison to DPE.

3.37 TA - Tuition Assistance; government provided funds for college degrees.

3.38 Validation - Process for confirming executable training requirement.

4.0 RESPONSIBILITIES

4.1   Central Training Authority.  72  MSS/DPE centrally manages base training activities in order to effectively prioritize requirements, ensure equitable distribution of resources, prevent duplication of effort, and consistently apply Air Force regulations across the center.  
4.1.1 72 MSS/DPE (DPE), Education & Training Flight (E&TF), is responsible for the management and direction of the overall installation training program.  DPE centrally manages all base training activity.

4.1.2 72 MSS/DPEO (DPEO), Operations Branch, is responsible for validating training requirements, selecting sources and managing resources, processing and approving Form DD 1556 training requests, orders administration, course execution and evaluation, and special training program operations.

4.1.3 72 MSS/DPET (DPET), Instruction Branch, is responsible for course development, instruction, evaluation and maintenance of in-house functional training courses. 

4.1.4 72 MSS/DPT (DPT), Training, Education & Military Services Flight (TEMS) Functional Area Staff (FAS) responsible for inherently governmental training functions; maintains budgetary oversight, planning, policy, approval, and programming.
4.1.5 Supervisors identify training needs, ensure employees are available to attend training, initiate training requests and evaluate training effectiveness.

4.1.6 Employees maintain task proficiency, assist in training need identification, report training deficiencies, attend training and evaluate training effectiveness.

4.1.7 Directorate Training Managers coordinate training processes within each organizational directorate and serve as liaison to DPEO.

4.1.8 Instructors develop courses, analyze training alternatives, deliver formal classroom instruction, evaluate training effectiveness and maintain organically developed courses.

4.1.9 The organizational subject matter expert assists with course development; reviews, evaluates and validates training courses, and provides instruction.

4.1.10  Functional Training Managers (FTM) conduct needs assessments across the business area, consolidates and validates business training requirements, coordinates with directorate Training Monitors, and assists DPE with the development of business area training plans and programs.

4.1.11  The Maintenance Training Manager reviews and coordinates all maintenance training initiatives undertaken by DPE and consolidates maintenance training needs.

4.1.12   The Logistics Training Manager reviews and coordinates all logistics training initiatives undertaken by DPE.  Consolidates base logistics training needs.

4.1.13   The PAC Training Manager coordinates all training initiatives undertaken by DPE in support of the Production Acceptance Certification program.

4.1.14   Training Work Leaders provide On-the-Job Training (OJT) and Structured OJT in the accomplishment of Production Acceptance Certification (PAC).

4.1.15   The Employee Development Specialist (HRS) is the supervisor’s primary resource for training process assistance, validation of requirements, locating sources of training, and training needs evaluation.  The HRS also provides career counseling, consultation on learning development systems, training administration, legal and regulatory training compliance, and training program management. 
4.2   Legal Authority.  Code of Federal Regulations, Title V,    Individual and organizational responsibilities are described in greater detail in AFI 36-401, Employee Training & Development and AFMCI 36-201, Education & Training Process Guide,

5.0 PLANNING

5.1   Center Strategic Training Plan.  72 MSS/DPE develops strategies to carry out the training plans and programs of the center commander.   Commanders, directors, supervisors and managers provide strategic direction and assistance to DPE.

5.1.1 AFI 36-401 requires the Employee Development Manager to plan, budget and execute appropriated training funds.

5.1.2 AFI 36-401 also requires the Employee Development Manager to "Use proper planning and executing procedures for other appropriations used to fund civilian training."  

5.2   The Human Resource Development Council (HRDC) is comprised of center directors, chaired by the center commander, and convened by Education & Training to develop and implement special training plans, establish management goals, and prioritize nominations for competitive programs.

5.3   Annual Installation Training Plan.  72 MSS/DPE develops the annual installation training plan by consolidating base training requirements and forecasting training needs.   HQ AFMC/DP consolidates command requirements for submission to SAF/DP one year in advance.

5.3.1 DPE meets with Directorate Ranking Committee members annually to prioritize and rank center AITP requirements.  The center commander approves the AITP.

5.3.2 Congress appropriates funds for the annual defense budget, and specifies funding amounts available for training.  SAF/DP uses center training plans to determine annual installation training budgets.

5.4   Financial Planning.  DPT develops the annual financial plan and executes the training budget in accordance with AITP requirements.

5.4.1 DPT formulates the next years annual budget during the third quarter of each fiscal year by determining total funding requirements and actual funding level percentages to establish a training bogey.  DPT covers as much high priority training as possible.  This determines training priority funding level cutoff.

5.4.2 DPT designates training requirements below the cutoff as deferred for out-year programming.  DPT obtains impact statements from organizations for priority one requirements which remain unfunded.  This forms the baseline for forecasting.  

5.5   Managers and supervisors at all levels execute the commanders training plans and programs by ensuring personnel attend programmed training activities.  In planning future training needs, management officials adhere to EEO and affirmative action policies.
5.6   Organizations assist planning efforts by identifying programmed acquisitions, responsibilities, workload, technology, equipment, or personnel fluctuations which will likely result in additional training requirements.  Planning therefore plays an essential role in the identification of training needs.
6.0 TRAINING NEEDS ASSESSMENT

6.1   Identification of Training Needs.  Supervisors and employees work together to continually identify training needs throughout the year, as well as plan and project future training requirements. 

6.1.1 Supervisors evaluate current job requirements, work conditions, workload changes, advances in technology, employee performance, and specialized skill requirements to determine training needs.  

6.1.2 Supervisors consider Recurring Training Requirements (RTR), especially those required for mandatory PAC, when identifying training needs.

6.1.3 Supervisors conduct job specific task analysis to examine poor performance and identify work process deficiencies which may require training.  Employees and Training Work Leaders report training deficiencies to supervisors when detected. 

6.1.4 Supervisors evaluate leadership potential when considering employees for participation in special developmental programs such as DLAMP and CCDP.

6.2   Identification of Training Requirements.  Each supervisor is responsible for identification of training requirements.  Although training needs are a reflection of training requirements, there is a distinct difference.  Training needs must be evaluated, categorized by subject matter, and researched to determine if training for the particular need is available, or executable.  Not all training needs are readily available as executable training requirements.  The HRS is responsible for assisting supervisors with training needs assessment and the identification and validation of training requirements. 

6.2.1 Validation of Requirements.  Validation is the process by which training needs are converted into executable training requirements.  The validation process requires second and/or third party confirmation to ensure requirements are accurate and appropriate planning has occurred.  Validation is the combined responsibility of the HRS and Directorate or Functional Training Manager.  Non-validation is most often displayed as no-show cost, or the cost of non-attendance of training.   AFI 36-401 requires DPE validation to ensure federal funds are not miss-appropriated. 

6.2.1.1 Training requirements are validated, not training needs.  Validation of training requirements by DPE is not an effort to second guess the supervisors determination of need.  Only the administrative aspects of the requirement are evaluated. 

6.2.2 Individual Development Plans.  Supervisors identify individual training requirements throughout the year by creating them in each employees Individual Development Plan (IDP) located in the Education & Training Management System (ETMS).  IDP's encompass career progression through assignments, experience and associated education and training.

6.2.3 Education & Training Management System (ETMS).  ETMS is the training information system used by supervisors to identify and create by name training requirements and track employee IDP's.  Supervisors have access to information of employees under their direct supervision.  Select training managers and work leaders, when approved at Directorate level, also have limited access to personnel within their organization to assist supervisors and validate training requirements.  Use of ETMS to develop IDPs and identify training requirements is mandated by AFMC.  ETMS is available on the web at https://etmsweb.wpafb.af.mil/.
6.2.3.1 Supervisors contact their organizational ETMS focal point to schedule mandatory system training required to obtain user ID and password. 

6.2.3.2 The ETMS site administrator in DPE provides additional, one-on-one training to Training Managers as-needed.  

6.2.4 Prioritization of Requirements.  Requirements are consolidated by DPE and evaluated to determine priority, source and funding availability.  Requirements are prioritized for each individual, consolidated and prioritized by each directorate, and directorates consolidated by DPE for roll-up and consolidation at HQ AFMC. 

6.2.5   Out of Cycle Training Requirements.   Training requirements not identified during the Annual Installation Training Survey are considered out-of-cycle training.  Process for requesting this training is found in Section 7, Training Source Determination.  Programmed training requirements are those identified during the annual training survey.

6.2.6 Other Methods of Requirements Identification.  When supervisors are uncertain about training requirements, the HRS is qualified to provide task analysis and position description evaluation methods to determine requirements.  Other sources, such as occupational templates, may be utilized as well.   When a template is inadequate or doesn’t exist, a knowledge-skills-abilities (KSA) analysis may be also be used to determine needs.

6.2.6.1 Education & Training Partnership.  Tinker program to recruit, train and retain Tinker's future workforce.  In addition, developmental opportunities will be made available to existing work force members.  Occupational templates developed for ETP contain pre-validated training requirements readily available for response to training survey data calls.  OC-ALC/CCT is OPR for ETP programs.

6.2.6.2 Occupational Template Requirements.   Training templates have been established for many occupations by series and can be used to determine training requirements.  Organizations and functional home offices maintain templates.

6.3   Training Surveys.  72 MSS/DPEO surveys annually to establish funding levels for the following fiscal year, as well as develop force projections for the next five out-years.  Other surveys are conducted separately in support of Air Force-wide developmental training programs and individual course offerings as they are offered throughout the year. The information generated by survey is required as part of the proposed DoD budget by offices from base level to the US Congress.

6.3.1 ETMS Survey Process.  DPEO will develop the Annual Installation Training Plan (AITP) and the annual DAU Training Survey by using the ETMS Survey Process to extract training requirements.  Other surveys are expected to utilize this format in the future.

6.3.1.1 DPEO sends notification of pending surveys to Directorate Training Monitors, provides instructions for response, and announces the date training data will be extrapolated from ETMS by HQ AFMC/DPE. 

6.3.1.2 Survey suspense will be date of HQ data extrapolation.  Survey suspense dates will allow sufficient time for organizations to input training requirements.

6.3.1.3  HQ AFMC/DPE will extract and consolidate base requirements from ETMS on the survey suspense date and forward to 72 MSS/DPEO for evaluation and verification.

6.3.1.4 Since ETMS consists of by-name requirements for current personnel only, DPEO will adjust data to account for personnel hiring projections, strategic plans and programs, and normal employee attrition.

6.3.1.5 DPEO will return validated requirements to HQ AFMC/DPE for AFMC consolidation and subsequent quota allocation to base. 

6.3.2 Annual Installation Training Survey.  DPEO will develop the AITP using the ETMS Survey Process.  DPEO is required by regulation to identify PCE and MRT training needs annually as part of the proposed DOD budget by offices from base level to the US Congress.  Each directorate submits their prioritized annual training requirements to DPEO where they are reviewed and combined into a total ALC training plan.  The plan is approved at ALC command level before it is forwarded to HQ AFMC for inclusion in the MAJCOM training plan.  Centrally funded courses  are distributed to base personnel throughout the fiscal year via the HQ AFMC quota allocation process.

6.3.3 Annual DAU Training Survey.  DPEO will conduct the annual survey of DAU requirements using the ETMS Survey Process.  Survey  instructions will include directions for determining priority in accordance with DAU procedure.  HQ AFMC/DPE will forward centrally funded and DAU training requirements to appropriate MAJCOM focal points.  MAJCOMs will consolidate AFMC requirements and distribute allocations using the DAU quota allocation process.  See the DAU catalog for further instruction at http://www.safaq.af.mil/workf_training/.

6.3.4 Career Programs Training Survey.  DPEO will forward the Career Enhancement Plan (CEP) data collection form to Directorate Training Monitors for distribution among personnel.  Completed CEPs returned to DPEO by established suspense are consolidated, approved, input to appropriate system and returned to AFPC for selection and quota allocation disbursement.

6.3.5 DPET Quarterly In-House Training Survey.   In addition to the AITS, quarterly ETMS surveys are conducted by 72 MSS/DPET to determine requirements for in-house functional training courses.  Class schedules are posted on a monthly basis one month in advance to allow organizations to plan and schedule employee training.  A complete listing of available course offerings is available in the ETMS course catalog.

6.3.6 Independent Surveys.  DPEO surveys for independent course announcements and special program nomination calls as required by HQ AFMC/DP.   Actions are suspensed.

6.3.6.1 Civilian Career Development Program (CCDP).  DPEO announces nomination call to base training monitors and directors, provides instructions for response, consolidates requirements for HRDC prioritization, obtains CC/CD signature and submits to Career Programs POC. 

6.3.6.2 Defense Leadership and Management Program (DLAMP).  DPEO announces nomination call to base training monitors and directors, provides instructions for response, and consolidates requirements for HRDC prioritization, consolidation and submission to Career Programs POC. 

6.3.6.3 DSMC Advanced Program Management Course (APMC).  DPEO announces nomination call to base training monitors and directors, provides instructions for response, and consolidates requirements for HRDC prioritization, consolidation and submission to DSMC.

6.3.6.4 Aerospace Basics Course (ABC). 

6.3.6.5 Squadron Officers School (SOS).  DPEO announces nomination call to base training monitors and directors, provides instructions for response, and consolidates requirements for HRDC prioritization, consolidation and submission to program POC. 

6.3.6.6 Tinker Leadership Program (TLP).  (Under Development)  DPEO announces nomination call to base training monitors and directors, provides eligibility requirements and instructions for response, and consolidates nominations for HRDC prioritization, consolidation and submission to program POC. 

7.0   REQUESTING AND DOCUMENTING TRAINING

7.1   72 MSS/DPEO Responsibilities.  DPEO centrally manages the training processes for requesting, obtaining and documenting training. DPEO responsibilities include:
7.1.1 Provide management assistance in identifying the most economical and efficient ways of meeting individual and organizational training needs. 

7.1.2 Determine the best source of training delivery; in-house, contractor, or other DOD sources.  Locate sources of training and initiate training requests as appropriate. 
7.1.3 Receive installation training survey results and organizational prioritized training requirements for inclusion in the annual installation training survey/plan.
7.1.4 Receive Form DD1556 training requests and input sources into ETMS catalog.  Conduct quarterly/annual ETMS training surveys for other than In-house courses.

7.1.5 Prepare class roster, process Forms DD1556, identify no-shows, and forward information to appropriate organization.
7.1.6 Assist and guide organizations with special training requirements not covered by established courses.  Provide career development counseling.

7.1.7 Receive and process OF Form 612 “Amendment to Application for Federal Employment” along with completion certificates.  Run training histories.
7.1.8 Initiate Continuous Service Agreements, obtain qualification waivers and process reimbursement actions when appropriate.  

7.2   Initiating Training Requests.   The process for submitting training requests is: 

7.2.1 Supervisors and employees initiate training requests by building training requirements in ETMS and submitting Form DD1556 to Division Training Managers.

7.2.2 Supervisors complete the form DD1556, sign in bock 32 and submit to Division Training Managers.

7.2.3 Division Training Managers obtain signature in block 34 and submit to Directorate Training Managers.  Only personnel delegated by letter from organizational two-letter Director may sign block 34.

7.2.4 Directorate Training Managers validate requirements in ETMS, print Form DD1556 cover sheet, and submit both forms to the DPEO supervisor (the single POC for training request receipt).  Any supporting documentation should accompany the request.  

7.2.5 The applicable Human Resources Specialist (HRS) in DPEO processes the request and submits to the Employee Development Manager (EDM) in DPT, who indicates approval by signing block 36 of the Form DD1556.  

7.2.6 Disapproval of training requires DPT authorization. 

7.3   Single Point of Contact.  All requests for training are submitted to the Operations Branch Chief in 72 MSS/DPEO.  The DPEO supervisor is the single POC for training requests.  Training requests which constitute new workload requirements will be implemented through DPT for determination of  PWS applicability.

7.3.1   PWS applicability is determined by evaluating new work requirements in relation to old work which is no longer required, but is listed in the PWS.  This ratio is continually measured in order to sustain the appropriate workload balance.  New work which can not be performed by DPE is the responsibility of the inherently governmental organization, DPT.

7.4   Required Documentation.  The Air Force requires the use of the Form DD1556 (1556) for all official requests for training not to exceed $25,0000.  AF Form 9 is used to purchase training in excess of $25,000 and also requires DPT approval before base procurement can process the purchase request.  The “ ETMS Cover Sheet”, generated from ETMS,  must accompany each 1556 to verify course has been input to ETMS and validated by applicable Training Manager.  A signed Form DD1556 is required before training can be processed to ensure supervisors have agreed to release employees for training.  Instructions for completing Form DD1556 are detailed in attachment 2.  

7.4   DPEO logs and tracks each training request.  DPEO forwards requests which merit consideration of in-house course instruction to DPET.  DPET evaluates requirement and either establishes in-house training or returns requirement to DPEO to obtain the training. 

7.5   The DPEO supervisor forwards all other training requests to the applicable HRS in DPEO for processing.  HRS's assignments are aligned by Business Area, but still cover each organizational directorate.  Directorate training processes will remain undisturbed since HQ AFMC allocates quotas and measures performance by directorate.  A list of HRS assignments can be found at https://www-int.tinker.af.mil/72dpet/mainpage.htm.
7.6   Upon receipt, the HRS in DPEO reviews training requests for regulatory compliance and funds availability.  The HRS ensures personnel meet grade and course prerequisites, educational eligibility requirements, and obtain necessary waivers. 
7.7   Additional documentation is required to support each 1556 training request.  The type of documentation needed, as well as, along with any supporting documentation the training request suspenses, are different for centrally funded and non-centrally funded training requests.  
7.8   Centrally Funded Submissions.   These include AETC, AFIT, DAU, SAS or other HQ AFMC allocated quotas.   Suspense for submission of 1556 to attend centrally funded courses require more lead time and are individually suspensed  on each training Report on Individual Personnel (RIP) product. 

7.8.1   Supporting Documentation Centrally Funded.  DPEO sends a copy of the training RIP to the Directorate Training Monitor.  Each RIP contains an allocation I.D. number, or Training Line Number (TLN).  DPEO must meet suspense indicated to confirm attendance in Modern Systems NLT 45 days in advance of class start or lose the allocation.  Quotas unconfirmed at the 45 day point are reallocated to other bases by HQ AFMC.  Substitutions may be authorized but are not guaranteed.

7.8.2 Suspense Dates, Centrally Funded.  The training RIP containing the TLN also includes a suspense for confirmation of attendance back to DPEO.  Directorate Training Monitors are responsible for attaining employee signature and returning the signed RIP to DPEO before indicated suspense.
7.8.3   No-Shows.   No-shows are assigned to personnel who do not attend scheduled training.  Lack of attendance to planned training is costly and inefficient.  Centrally funded no-shows require a letter from the director explaining the reason for non-attendance.  Other no-shows reflect the direct costs incurred by employee and may require government reimbursement of training funds. 

7.9   Non-Centrally Funded Submissions.   These submissions include requests for non-government sources such as contract vendor training. 

7.9.1   Supporting Documentation - Non-Centrally Funded Courses.  A course description on a copy of the brochure, message or letter announcing the training must accompany the Form DD1556.  Complete details must be included for DPEO to evaluate the request.  A telephone number or fax number of the training source is also required.

7.9.2 Suspense Dates, Non-Centrally Funded.  Non-centrally funded training requests  for non-centrally funded requests must be received by DPEO at least 2 weeks prior to course start date or 2 weeks prior to enrollment deadline, whichever comes first.  Enrollment deadlines should be clearly indicated on supporting documentation.

7.10   Approval of Training Requests.  AFI 36-401 places the responsibility  to "review and approve or disapprove all requests for training according to statutory, legal, and administrative requirements, regardless of funding source" on the Employee Development Manager, the Functional Area Chief in DPT.  Organizations and individuals are not authorized to obligate funds for training, make arrangements for training or enroll someone in a course.  The basis for approval of a training request is its priority, mission impact, job relationship, the employee’s background and qualifications (presence or absence of similar training/experience) and the availability of funds.

7.10.1  Training requests will be disapproved when regulatory, legal, or ethical standards are in clear violation, regardless of funding source or organizational approval level. 

7.10.2  Attendance of training disapproved by DPT, or attendance of training without prior approval from DPT, is not authorized and can result in punitive actions.  Failure to obtain proper approval for training violates regulatory statutes and constitutes fraud, waste and abuse.

7.10.3  Locally developed courses require DPT approval to ensure ISD principles have been utilized.  Organizational Subject Matter Experts (SME) determine course content.

7.10.4  Travel orders for training attendance require the approval or delegated approval of the orders approving official in DPT.

7.10.5  Course Enrollment and Registration.  Approval to attend training and enroll in a course requires written authorization from DPEO before class start date.  Web-based training courses using on-line registration are the exception.  On-line course completion letter/certificate must be sent to DPEO for records update.

7.11   TDY to School Training Process.  The HRS in DPEO will do the following in support of TDY to school training:

7.11.1   Determine funding source, reviews 1556 for correct fund citation, codes, and cost elements.  Selects best value source for training using master Form DD1556 or AF Form 9.

7.11.2   Process impact card payment, invoice, or other funds transfer agreement.

7.11.3   Prepare calculations for Continuous Service Agreement for training over 80 hours in duration.  Compute and input CSA date into DCPDS.  Prepare contract and obtain signatures.

7.11.4   Track and maintain budget, budget ledger, DFAS, Financial ETMS, and any other supporting documentation.

7.11.5   Determine prerequisite course requirements, grade requirements, or other qualifications needed to attend training.  Obtain waiver of student qualifications when needed.

7.11.6   Establish reporting instructions, special orders and information.  Calculate travel, per diem and tuition.  Obtain necessary fund cites.  Prepare  AF Form 1610 travel order, coordinate billeting arrangements and travel card information with student. 

7.11.7   EDM review and approve Form DD1556 and 1610, ensure compliance with policy and program objectives.  Evaluates and approves rental car requests IAW JTR; review fund citation and cost data for accuracy.

7.11.8   Obtain AETC, DAU, or other agency fund cite via individual AF Form 1610 travel back instructions.

7.11.9   Obtain proof of course completion upon employee return.  Reconcile completion certificate with Form DD1556, maintain official file record.

7.11.10   Process student substitutions, cancellation s and no-shows.  Collect course critiques, consolidate and maintain course evaluation data.  Ensure delivery of course completion certificates.  Develop report for submission to metrics monitor.

7.11.11   Update training records in database.  Process Form DD1556; 1 copy to supervisor, 1 copy to personnel records (OPF), 1 copy to employee, retain 1 copy.

7.11.12   DPEO budget analysts reconcile travel vouchers (actual expense) with obligations (projected expense).  Enact student reimbursement procedures for failure to successfully attend and complete training , when applicable.

7.11.13   DPEO purchases video tapes, interactive videodisks, internet based training blocks, instructional books and courseware in support of  training requirements as needed.  Utilize AF Form 9 and Statement of Work (SOW) to procure items in access of $25,000.

7.11.14   Request for Special Conveyance.  If special conveyance authorization is requested, e.g., rental car, a cost analysis and justification statement must be submitted along with the Form DD1556.  The justification, IAW AFI 65-103, is to be based on a saving to the government, not convenience of the traveler.  A sample is at attachment 3.

7.12   On-site Training Process.  DPEO will schedule and maintain classrooms and resources  to support on-site acquisition, weapon system, aircraft maintenance, logistics, computer, engineering, scientific and technical courses.  The HRS in DPEO will: 

7.12.1   Determine prerequisite course requirements, grade requirements, or other qualifications prior to registration.  Obtain waiver of student qualifications if needed.

7.12.2   Assign instructor who is qualified, capable and available to instruct during scheduled course dates.  Use other government source or contract vendor as needed.  Ensure course content is controlled by plan of instruction.

7.12.3   Provide allocations, class dates, and reporting instructions to students and/or Directorate training monitors in a timely manner.

7.12.4   Ensure instructors/facilitators have books, materials, handouts, and texts needed for class.  Facilitates course as needed, develops course roster.

7.12.5   Obtain 1556 approval, reviews organizational block for delegation  letter concurrence, check for accuracy.

7.12.6   Provide TDY travel data to incoming instructors and students.

7.12.7   Process student substitutions, cancellations and now shows. 

7.12.8   Evaluates course; hand out, collect and maintain critiques. Obtain record of course completion from instructor.  Disseminate course completion certificates.

7.12.9   Consolidates evaluation data.  Develop reports for metrics monitor.  

7.12.10   Updates training records in Modern Systems.  Process Form DD1556; 1 copy to supervisor, 1 copy to employee, retain 1 copy.

7.12.11   Reconciles funding documentation with DPE budget analyst.

7.13  Training Budget Execution:  DPT centrally manages civilian training budget execution of program element code 88751 funds.  O&M funding levels are based on congressionally appropriated training dollars for the fiscal year.  

7.13.1   Out-of-cycle needs will be considered for approval within the scope of funds available and in order of importance to the mission.  Additional funding may be requested by DPEO for unprogrammed, mission-essential training.

7.13.2   Unit funding may be utilized to pay costs associated with training but are still subject to Education & Training office approval in advance of training, regardless of funding source, as stipulated in AFI 36-401. 

7.13.3   Regulatory requirements regarding training conduct may result in disapproval of unit funded training requests by DPE.

7.13.4   Because there is never enough money to fund all training requests, DPEO must ensure that training needs are met in the most economical and efficient way possible.  Training requirements are prioritized to ensure critical requirements are funded first. 

7.13.5   Organizations are required to rank O&M training requirements based on funds allocated to determine priority.  New requirements must be ranked within the funded limits or bump an existing course to be approved.

7.13.6   DPT must comply with Anti-Deficiency Act requirements to the various types of money utilized to support training activities. 
7.13.7   DPT will collect functional impact statements explaining the anticipated effects of unmet training needs when requested from MAJCOM.

7.13.8   DPT will review and send the annual installation training plan (AITP) and budget submission to the commander for approval.

7.14   Training Not Documented on Form DD1556.  Training of 8 hours or more not previously documented on a Form DD1556 may be coded into an employee’s training history.  DPEO requires a copy of the training certificate annotated with the employee’s social security number, course end date and number of classroom hours.  Examples of training that may be coded from a certificate include web-based courses, ECI courses, the ACSC Seminar or training completed prior to employment at Tinker.

7.15   Retraining Surplus, Displaced and Dislocated Workers.  Restructuring and downsizing initiatives may result in surplus, displaced or dislocated workers and thereby prompt the need for retraining, to enhance or sustain marketability, employability and quality of life.  

7.15.1    Retraining programs are designed to prepare individuals for different careers, or to perform differently.  Retraining provides basic competencies needed for a new or redesigned job and rarely address advanced level technical skills.

7.15.2 Retraining assists agencies in redirecting their human resources to address skill imbalances or projected skill shortages resulting from internal and external factors.  Agencies can use retraining programs to expand the knowledge and skills of workers through multi-skilling and cross-training; and to help stabilize the work environment and build morale, particularly when used as an alternative to downsizing.
7.15.3 Section 5 CFR 410.301(c), which is derived from Chapter 41 of title 5 U.S.C., permits agencies to retrain employees for other occupations based on organizational needs and when vacancies exist.  If new jobs offer more promotion potential to employees, the employees must also compete to enter retraining programs. These competitive processes must be consistent with merit principles and EEO considerations.
7.15.4 Training Definition.  The Federal Workforce Restructuring Act of 1994 amended Chapter 41, section 4101(4) of title 5, U.S.C. to define "training" as the process of providing for and making available to an employee, and placing or enrolling the employee in, a planned, prepared, and coordinated program, course, curriculum, subject, system, or routine of instruction or education, in scientific, professional, technical, mechanical, trade, clerical, fiscal, administrative, or other fields which will improve individual and organizational performance and assist in achieving the agency's mission and performance goals. 



7.16 Cross-Training.  Only job-related training needed for the performance of official duties of the current position may be provided to employees.  Cross training personnel is prohibited by Air Force regulation unless the training is for new job requirements anticipated in the immediate future. 

7.17   Certifications.  The government may not bestow certifications, degrees, registrations or memberships as a result of training.   Only when certification is an incidental and inseparable aspect of the training is course attendance allowed and government funds provided. 

7.18   Training Leading to Promotion.  Training leading to promotion, or creating an unfair advantage or enhancement leading to promotion, is not authorized.  It is the shared responsibility of DPE and the supervisor to ensure merit promotion procedures are used when selecting personnel for training opportunities which may leverage employee standing.  Fair and equal procedures should always be used when selecting employees for training.  The only exception is for training received on a Formal Training Program.
7.18.1   Formal Training Programs.  DPEO is responsible for monitoring the progress of all employees who are on formal training programs.  Development of the formal training plan (FTP) is the responsibility of the supervisor with assistance from DPEO.  AFI 36-401 requires that the FTP be prepared within the first 30 days of the employee’s assignment.  The training plan establishes the sequence of learning activities and designates the methods, media and equipment to be used.  Approved formal training plans are kept on file in DPEO.  Quarterly trainee evaluations are accomplished on a computer-generated form that is signed by the trainee, supervisor and HRS.

7.19 Continuous Service Agreement (CSA).  Employees attending training in excess of 80 hours must sign a statement agreeing to remain employed in the agency for an appropriate period of time, usually equal to three times the length of the training.

7.19.1 If the employee leaves DOD and the federal service before completing the period of service in the agreement, he or she must reimburse the agency for all expenses paid in connection with the training excluding salary.  The amount of reimbursement is reduced on a pro-rated basis for the percentage of completion of the obligated service.  CSA is not required when training is considered mandatory.

7.20 Reimbursement for Training Not Satisfactorily Completed.  If an employee fails to satisfactorily complete a government-funded course, reimbursement action may be initiated by DPEO.  

7.21 Evaluating Training.  The evaluation of training by employees, supervisors, managers and DPE is a continual process.  Formal training courses conducted on-site are critiqued by participants at the close of the course to determine the degree to which the course objectives were met and to identify strengths and weaknesses in the course.  Form DD1556 may be used to solicit evaluation information from both employees and supervisors.  Feedback through evaluation is the final step in closing the training and development process cycle.
8.0 TRAINING SOURCE DETERMINATION 

8.1   Source Selection Procedure.  The organizational user identifies and recommends sources to DPEO.  DPEO evaluates all known sources to determine the most economical and efficient source of training.  Sources selected by the organization will be utilized whenever found to be the best available alternative.  Federal regulations direct us to consider and select OJT first,  in-house resources second, other government sources next, and contract vendor support as the final alternative.  The following are considered for each source selection:

8.1.1 The functional organization reviews the task to determine if sufficient expertise is available to conduct OJT. 

8.1.2 In-house course development/instruction capability is evaluated.  Determine impact on existing program by  reviewing DPET resources, instructors, facilities, and response time.   Access organizations in-house instruction capability.  Determine if courseware is available and if sufficient access to subject matter information exists.

8.1.3 Evaluate Air Force capability.  Evaluate USAF schools, contact HQ AFMC/DPE, organizational command training managers, and AFMC training and functional counterparts to determine availability.   Contact DoD schools and/or other government interagency for course availability.

8.1.4 Consider alternative solutions and delivery methods such as internet web-based, intranet, computer based training, interactive video disk, or distance learning.

8.1.5 Solicit contractor support utilizing best value selection process, utilizing AF Form 9 to contract most cost effective sources in excess of $25,000. The contracting official in PK conducts market research to determine best value.

8.2   On-the-Job Training (OJT).  OJT is always the first training source to be considered.  It is the most effective, economical and reliable means of instruction.  AFI 36-401 (attachment 3) and AFI 36-2202 outline the procedures for conducting OJT.

8.2.1 Each organization is responsible for maintaining a system of structured and repeatable OJT in support of organizational objectives.  OJT is planned, organized and conducted at the work site.  A supervisor or other qualified employee may provide OJT.  OJT is conducted in the following manner: 

8.2.1.1 Prepare the training activity.

8.2.1.2 Notify and prepare the trainee.

8.2.1.3 Show the trainee.

8.2.1.4 Let the trainee try.

8.2.1.5 Redirect if necessary, and follow-up.

8.2.2 OJT may be classified as informal or formal training.  Informal OJT is training of short duration on a few job elements.

8.2.3 Formal OJT may require more time, involve more job elements, and is preplanned and evaluated.  

8.2.3.1 Check sheets are developed which list the tasks, knowledge, and proficiencies required to successfully perform the job requirement.

8.2.3.2 OJT should be designed to ensure the individual trainee acquires the specific proficiency, rather than a specific number of hours.

8.2.3.3 DPE will provide formal, structured OJT and formal classroom training to support OJT programs when requested.

8.2.4 Structured OJT.   Structured OJT utilizes ISD principles to demonstrate designated tasks in the Production Acceptance Certification (PAC) program.  PAC program guidance provided by AFI 21-108.  DPE provides structured OJT development and formal classroom support for one-time and recurring training requirements, OJT training program evaluation and classroom support for maintenance training and PAC.  PAC courses developed, maintained and instructed by DPET are managed using the in-house training process.   

8.3   Government-Sponsored Training.  Other sources of formal classroom training within the government may be used when OJT is not available.  

8.3.1   Centrally Funded Government Training.  Professional Continuing )Education (PCE) and Mission Readiness Training (MRT) courses are all Centrally Funded by the Air Force. PCE resident course offerings are conducted by AFIT/CE/LS, Air University, Survival Training Facilities and AETC (Types 1 and 5).  MRT courses include AETC Types 2, 3 and 4.  On-line reference for these courses is http://hq2af.keesler.af.mil/etca.htm.  Centrally funded courses are managed by the HQ AFMC quota allocation process.

8.3.1.1 Quota Management.  Only a limited number of AF "centrally funded" seats are available.   HQ AFMC/DPE provides funded allocations to base, usually by-name, by issuing a Training Line Number (TLN) on a Training Report of Individual Product (RIP).   Upon receipt of training RIP, DPEO notifies the directorate training monitor to prepare and submit a Form DD1556 and return confirmation of attendance to DPEO by the confirmation suspense date.  Unused quotas should be returned to DPEO as soon as possible.  Once a quota is confirmed cancellation and substitutions may be made if authorized by the course owner.  Normally, changes must be made at least 30 to 45 days before class start date, and changes made within 30 days of class start date require approval of HQ AFMC/DPE.  On or after the 7-day period prior to class start date, TDY substitutions will not be accepted.

8.3.1.2 Out-of-Cycle Requirements.  Any requirement not identified at the time of the annual survey is an out-of-cycle requirement.  Procedures for making an out-of-cycle training request vary according to training source.  A letter of justification signed at directorate level describes the need, the reason training cannot be delayed until the next training cycle, and the impact on mission if training is not delivered within the requested training period.  Organizations submit requests on Form DD1556 and should be prepared to fund travel and per diem.

8.3.2 Centrally Funded Government Sources.  Providers of centrally funded training include Air Force, DoD and other federal agencies. 
8.3.2.1 Air Education and Training Command (AETC).  Air Force command responsible for arranging and conducting technical training schools as described in AFCAT 36-2223. 
8.3.2.2 Systems Acquisition School (SAS).  Air Force school providing government acquisition training.  Web site: http://sasweb.brooks.af.mil/. 

8.3.2.3 Air University (AU).  Air University (AU) professional schools include Air War College (AWC), Air Command and Staff College (ACSC), the Center for Professional Development (CPD), and the Air Force Institute of Technology (AFIT).  Seminar, In-residence and correspondence courses are available to civilians by application to 72 MSS/DPEE Military Education Services Branch.  Beginning in the FY02 enrollment cycle, in-resident courses will only be available to civilians selected for participation in CCDP and DLAMP developmental programs.  

8.3.2.4 Other DoD Schools.   Other commonly used government providers of centrally funded AF quotas include the Defense Systems Management College (DSMC), the Army Logistics and Management Center (ALMC),  the Army Management and Engineering College (AMEC).  DoD Joint College Programs include the National War College (NWC) and the Industrial College of the Armed Forces (ICAF).  AETC provides on-line access to information regarding these schools.

8.3.3 Non-Centrally Funded Government Agencies.  Other federal agencies, such as FAA, also conduct technical and professional courses.  These are not Centrally Funded courses.  Tuition may be charged for attending these courses, procedures for requesting this type of training vary.  More interagency training sources are outlined in AFI 36-401.

8.3.4 Air Force Career Programs.  Training and developmental opportunities managed by the Air Force  Personnel Center to keep Air Force personnel current in professional, managerial, technical and scientific advancements. Training courses in professional development are funded by AFPC Career Programs.  DPEO conducts the annual survey for Air Force-funded short and long-term training and development opportunities for career program registrants.    Requirements are documented on the Career Enhancement Plan (CEP).  Preparation of the CEP is a joint responsibility of supervisor and employee and requires approval from higher management.  Long-term training, or off-the-job training of more than 120 consecutive duty days, is a vital part of executive and career program development.  

8.3.5 Defense Acquisition University (DAU).  DAU funded mandatory training required for the certification of acquisition professionals.  DAU allocates quotas to the Air Force Acquisition Training Office (AFATO) who centrally manage quotas for the Air Force.  Allocations are provided to the highest priority acquisition personnel as applications are received.  DPE serves as the DAU focal point for the base and enrolls both military and civilian personnel in DAU courses.    Information on these courses and certification requirements can be found at http://www.acq.osd.mil/dau.  Cancellations and substitutions require directorate approval at least 30 days before class start.  TDY substitutions and cancellations are not allowed on or after the 14th day prior to class start.  A variety of AF and other DoD schools compose the DAU Consortium of government providers.  Installation commanders are held accountable for the utilization DAU quotas.

8.3.6 Web-Based Training.  A variety of no cost web-based courses are listed on the Tinker AFB Homepage.  DAU and Systems Acquisition School also offer no-cost, web-based courses to any civilian employee with military internet access.

8.3.7 USAF Extension Course Institute (ECI).   Both military and civilian employees may take ECI correspondence courses by enrolling at the Base Military Education Office, 72 MSS/DPEE, extension 97408.  These courses should be considered for job-related and career broadening purposes.

8.3.8 Distance Learning.  DPEO is responsible for the overall management and administration of all distance learning, satellite, and network capability software, facilities, classrooms, policy and direction.  DPEO is also responsible for repairing and maintaining the system, upgrading software and hardware, and procuring of equipment via purchase request and coordinating the schedule.  

8.4   Non-government Training.  When Federal government sources cannot meet a training need, the HRS may utilize non-government sources.  Purchase of new equipment should include vendor-provided training as part of the purchase contract.
8.5   Self-Development. Training not related to performance of an employees current job is considered self -development and is ineligible for government funding. Several universities and colleges offer undergraduate and graduate degree programs on base after normal working hours.
8.6   Tuition Assistance Programs.  College tuition assistance is available qualified Tinker personnel.   The following programs are available based upon eligibility. 
8.6.1   Career Programs Tuition Assistance.  TA availability for GS-11 and above career program registrants varies depending on funds availability.  Currently, there are Career Programs associated with 19 different career fields. 
8.6.2  Acquisition Tuition Assistance.  TA is available for acquisition-coded, non-career program eligible personnel (usually GS-09 and below).  Acquisition codes are used to identify positions designated as acquisition in the personnel and manpower systems.
8.6.3 Center-Funded Civilian Tuition Assistance Program.  As of 07 Jan 02, all directorate funded tuition assistance programs were superceded by the center-funded Civilian Tuition Assistance Program (CTAP).    All center AFMC personnel in 72 ABW and OC-ALC are eligible (personnel in organizations comprising the seven mission areas contribute to center CTAP funds, constituting eligibility).  Funding levels are limited to 75% of tuition up to $185 credit/hour.  Books and some fees are not eligible for CTAP funding.  Career Program eligible personnel must apply through their applicable Career Program before applying for center-funded CTAP.    
8.7   Tuition Assistance Submission Process.  Training Managers submit employee tuition assistance requests to DPE on Form DD1556 three weeks prior to start of each class.  First time applications must also include college letter of acceptance into specified degree program, complete list of courses needed to obtain the degree along with description of each.  Since TA is self-development not required for the performance of official duties, supervisors are not required to input TA requirements into ETMS.   Likewise, Directorate Training Managers are not required to submit the ETMS cut sheet normally needed for training request submissions.  The following fundamentals apply to all TA programs:

8.7.1 Employees must meet all eligibility requirements to obtain approval.

8.7.2 Employees who do not meet minimum grade requirements (B or better each graduate course, C or better each undergraduate) must reimburse the government for all expenses.

8.7.3 Tuition assistance programs may not be used to supplement any other program for any given course.

8.7.4  Employees must apply for Career Program tuition assistance before seeking directorate funded tuition assistance.

8.7.5 Employees organizational HRS provides application assistance.

9.0   FUNCTIONAL TRAINING

9.1   72 MSS/DPET .  The 72 MSS/DPET Functional Training Branch develops, manages and conducts a variety of in-house functional  training courses in support of occupations represented at Tinker AFB.   DPEO and other organizations also provide limited in-house instruction specific to their area of expertise.  The DPE branch responsible for the course also manages the course surveys, schedules, and allocations.
9.1.1  DPET Responsibilities.  DPET is responsible for the development and implementation of policies in all areas of in-house delivery.  

9.1.1.1   Formulates plans, policies and procedures for delivering training

9.1.1.2   Conducts research and surveys to determine training needs

9.1.1.3   Develops and executes course instruction to meet required needs

9.1.1.4   Develops and delivers required metrics

9.1.1.5   Evaluates courses and instructors

9.1.1.6   Develops budget input for Instruction/Development Branch

9.1.1.7   Serves as administrator of locally enrolled students

9.2   DPET In-House Training Process.  DPET determines on-site instruction is needed when the duration, frequency and total requirement are sufficient to justify cost of organizational resources needed to develop and maintain an organic course.

9.2.1 New workload requirements will be implemented through DPT for evaluation of  PWS applicability.

9.3   DPET Instructor Qualifications.  DPET supervisor ensures training developers are trained and qualified to develop AF courses IAW AFMAN 36-2234 and AFI 26-108.

9.3.1 DPET supervisor schedules instructor training for certification.  New instructors/developers attend the Principles of Instruction (POI)  course or the Instructional System Design (ISD) training course.

9.3.2 Instructors complete all approved formal training courses they will instruct for the purpose of qualification.

9.3.3 Instructors/developers attend applicable command standard Formal Training courses for the classes they will instruct/develop.

9.3.4 Instructors obtain and maintain any certifications, qualifications and special knowledge or skills required to perform the tasks they will teach.

9.3.5 Instructors perform research on topics of instruction utilizing all available government, in-house and private industry sources, documents and databases in course development and update maintenance.

9.3.6 Instructor performance, qualification and certification maintained at appropriate levels.  Conduct instructor evaluations and qualification analysis.

9.3.7 DPET supervisor determines performance levels, documents instructor performance, takes appropriate out-of-cycle personnel actions when required

9.3.8   Organizational SME will be utilized when organizational instruction is determined to be cost advantageous to the government. 

9.3.9   Prior to any command standard formal course development to include SOJT guides, the contractor will submit a course chart through DPT to HQ AFMC/LGP for approval and assignment of command course numbers.
9.3.10   Ensure training completions are input to ETMS in support of Maintenance Training and PAC program requirements.

9.4    DPET Process Administration. Receives request to conduct maintenance training course from DPEO,  or determines need  exists from other sources.

9.4.1   DPET supervisor corresponds with center MTM & PAC Manager to validate need.

9.4.2   Queries ETMS as needed and/or requested  by Product Director, MTM, or PAC Training Manager to determine if additional requirements exist.

9.4.3   Respond to all requests for course development / formal classroom instruction in a timely manner.

9.4.4   Conducts resource evaluation to determine in-house capability.
9.5   DPET Course Development.  DPE instructors and/or applicable SME develop organic courses IAW Instructional Systems Design (ISD) methods, procedures and format. 

9.5.1   Home Office SME's are consulted to determine if sufficient knowledge and information is available in-house for development, validate courses, and instruct when needed.

9.5.2   Locally developed courses require approval and validation by appropriate HRS in DPEO.  Approval letters are maintained in DPET course files.  The HRS assigns appropriate codes needed for input to Modern Systems, supplies master Form DD1556, or other applicable database system of record.

9.5.3   Maintain master Plan of Instruction (POI), maintain record of coordination/approval, maintain file and file record documentation.  Maintain a master copy of the Course Control Documentation (CCD), Lesson Plan, course charts, course background material and project plan.

9.5.4   Update POI as needed, maintain files and supporting documentation.  Obtain approval of revised courses from course approving official, maintain record of course update approval letters.

9.5.5   Identify, develop and/or obtain functional training requirements.  Develop, instruct and/or obtain functional training as required.  

9.6   DPET Course Validation.  Validates formal training with the Center ManintenanceTraining Manager at a minimum of every two years

9.6.1   Verify with SMEs through the MTM.

9.6.2   Ensure MTM makes SME aware of responsibility.  Ensures MTM requires SME to  DPE in bi-yearly evaluation and report any change in process, material, or methodology between bi-yearly validations that will impact course content and presentation. 

9.6.3   Contact MTM to initiate validation of formal training process.

9.6.4   Coordinate  validation meetings.  Contact each responsible instructor and representative.  Establish and identify meeting times, agenda, and locations.  Conduct meeting. Revalidate as required.

9.7   DPET Class Completion and Evaluation.  DPET updates training completion, processes Form DD1556, records class attendance on AF Form 1151 class roster.

9.7.1   DPET conducts 100% review of instructor qualifications and instructional effectiveness.

9.7.2   DPET/managers/supervisors identify new course requirements as needed.  Recommends changes, additions and deletions to existing courses when needed.

9.7.3   Students evaluate class and instructor effectiveness.  DPET evaluates 100% of training, hands out critiques to every student upon class completion, collects and processes class critiques.  DPET utilizes critiques to improve training.

9.8   DPET Internal Reviews.  72 MSS/DPET supervisors provide data, reports and other applicable measurement assessments required by  MSEP reviews.  Utilize applicable MSEP checklists for self inspection.

9.8.1   Update and maintain measurement assessment data monthly.  Provide as needed.

9.8.2   Provide data, reports, charts and other measurement assessments required by any Depot Maintenance Technical Compliance internal review.

9.8.3   Provide data, reports, charts and other  measurement assessments required by depot maintenance Unit Compliance Inspection (UCI) as a minimum for the annual review and self -inspection.

9.8.4   Check compliance with directives in review of formal training as required by AFMCI 21-108.
9.9   DPET Required Metrics.  Provide data for training metrics outlined in AFMCI 21-132.  72 MSS/DPET supervisor provides monthly reports to DPE for reports required quarterly.
9.9.1   DPET Formal Training Development Metric.  Purpose is to determine the formal training program effectiveness by tracking training development requests, and training development completion.  DPET data requirement:  (1) cumulative number of formal training development requested (2) cumulative number of formal training development completion.  DPET will provide data detailing the plan or estimated completion date for the undeveloped requests. All reports due by the 5th of each month to DPE.

9.9.2   DPET Training Status Metric.  Purpose is to determine the formal training program effectiveness by tracking training requirements, and training allocations, and actual training attendance.  DPET data requirement:  (1) cumulative number of training requests (2) cumulative number of training allocations (3) cumulative number of training attendance.  All reports due by the 5th of each month to DPE.

9.9.2.1 DPET prepares OC-ALC data:  (1)  Number of training requirements.    (2) Number of those training requirements received (allocations).  (3) Number of those training allocations attended.

9.9.2.2 DPET provides data for OC-ALC Formula:  {(number of training allocations) divided by (number of training requests)} times 100 equals the percentage of training requests that were allocated.

9.9.2.3 DPET provides data for OC-ALC Formula:  {(number of training allocations attended) divided by (number of training allocations) times 100 equals the percentage of training allocations that were attended.

9.9.3 DPET Training Course Material Currency Metric.  Purpose is to determine the currency of training course materials by tracking the status of the biennial (every two years) training course material validation.   All reports due by the 5th of each month to DPE.

9.9.3.1  DPET provides data for Formula:  {(cumulative number of training courses validated for currency of course material) divided by (number of training courses requiring biennial validated)} times 100 equals percent of training courses validated for currency. 

9.9.3.2  DPET provides data for  OC-ALC Formula:  {(number of training courses validated for currency of course material) divided by (number of training courses requiring biennial validation)} times 100 equals percentage of training courses validated for currency.  

9.9.3.3   DPET prepares data detailing the plan or estimated completion date for the training courses.
9.9.4   DPET Continuous Review Requirements.  DPET supervisor will perform quality performance measurements for "continuous review" assessments in AFMCI 21-115, provide continuous review metrics requested by LGQ.  DPET supervisor will apply formulas and prepare data to track continuous review metrics.

9.10   DPEO In-House Training.  New Employee Orientation and Tinker Vo-Tech Training are managed by DPEO.
9.11   Other Organizational In-House Training.  Other organizations at Tinker conduct training courses when this alternative is determined to be most cost effective.  DPEO is required to approve all locally developed courses to ensure regulatory compliance and centrally manage training resources.

9.11.1 Judge Advocate General.  Provides ethics training.
9.11.2 Occupational Medicine.  Conducts CPR Heartsaver and other health related short courses.
9.11.3 Environmental Management.  Provides some local training on supervisory Occupational Safety & Health Agency (OSHA) responsibilities, hazardous chemicals, and environmental safety.
9.11.4 LAS Software Engineering.  Maintains some locally developed, job specific software engineering courses.

9.12 Home Office Training.   Each Home Office (HO) provides training support to its corresponding Business Area.  This instruction introduces structural and procedural changes designed to realign DPE to accommodate Home Office organizational structure and provide support needed to ensure the continued success of each Business Area.

9.12.1 Business Area Training Focal Point.  Each Home Office will designate a Business Area Training Focal Point (TFP) to act as Home Office training liaison to DPE .  Each TFP will be responsible for determining training needs,  consolidating occupational requirements, and reconciling training needs with the impacted Directorate Training Monitor (TM).  The TM will provide training requirements to the TFP for consolidation and allocate training quotas to directorate personnel.  

9.12.2 Logistics Training Manager.  A new position created to coordinate all Home Office logistics training activity, provide oversight and guidance to the overall logistics training program, and advise DPE in all logistics training matters.  This position mirrors the responsibilities of the Maintenance Training Manager in LGP.
9.13 Home Office In-House Training Process.  The following process has been established to enable Home Office (Tinker organizational) training initiatives and expedite delivery of critical new training requirements.

9.13.1   Requirements Identification.  The Business Area TFP identifies requirements on templates and via special survey; Organizational supervisors create requirements in ETMS; Directorate training monitors validate requirements; Each TFP consolidates and prioritizes requirements;  the Logistics Training Manager (LTM), PAC Training Manager, and Maintenance Training Manager (MTM) consolidate and coordinate all Business Area training requirements; the LTM, PAC, and MTM serve as single POC to DPE for training requirements determination; DPEO consolidates base training requirements.

9.13.2   Training Execution.  The TFP submits training request to DPEO on  Form DD1556 or AF Form 9, recommends source and dates for training,  determines acceptable timelines for training delivery, and provides funding when needed.   DPT approves locally developed courses, DPEO processes master Form DD1556 and AF Form 9 (with PK), DPEO/ PK approve source, DPEO schedules course and provides course codes to training provider, DPEO provides net allocations to TFP, TFP sub-allocates to Directorate TM, TFP schedules personnel, training provider delivers training, DPEO maintains authority over each training course.

9.13.3   Evaluation and Performance Review.  Directorates (supervisors) send students to class, students evaluate training, training provider administers roster, sign-in sheet, critiques, and completion certificates.  Training provider submits original course documentation to DPEO and copies to TFP.  DPEO updates personnel records, DPEO maintains official file copies, TFP may waive individual copy of 1556 for employee records if desired.  DPE and TFP develop metrics, provide status reports to senior staff.

9.13.4   DPE retains final approval authority over decisions regarding training, regulatory compliance, and management of resources.

10.0  MILITARY EDUCATION SERVICES

10.1  72 MSS/DPEE Responsibilities.  72 MSS/DPEE, Military Education Services, provides general adult educational and career development counseling to Tinker's military workforce.  DPEE also provides civilians access to select Professional Military Education (PME) opportunities.
10.1.1  DPEE provides military educational information, diagnostic and academic counseling.

10.1.2   Interviews military personnel and compiles personal histories.

10.1.3   Selects, administers and interprets tests.

10.1.4   Provides Vocational Counseling.

10.1.5   Serves as On- and Off-Base school liaison.  Establishes Memorandum of Agreement and Memorandum of Understanding when needed to manage on-base degree program participation.

10.1.6   Evaluates client potential and eligibility for programs.

10.1.7   Monitors individual progress toward degree attainment.

10.1.8   Prepares and presents newcomer briefings for military personnel.

10.1.9   Maintains military education program information and prepares reports.

10.1.10   Serve as Test Control Officer.

10.2   Military Tuition Assistance.  DPEE  processes and administers over 4,000 military TA requests annually.   Military counseling services are available to all military members, not only for TA, but for officer commissioning programs, Professional Military Education, and associated military training and career advancement opportunities.  

10.3  DPEE Education Opportunities - Military and Civilian
10.6.1 Air University Seminar Programs.  AFI 36-2306 designates the base Education Services Officer (ESO) is responsible for organizing, publicizing, and supporting these programs.  The EDM works with the ESO to identify potential civilian students and to reserve civilian allocations in the programs.

10.6.2  Air War College (AWC) Associate Program (Nonresident).  Civilian employees, GS-13 and above, are eligible and should be encouraged to take part in this program.  The servicing ESO is the primary source of information on entrance requirements.

10.6.3  Air Command and Staff College (ACSC) (Nonresident Seminar Program).  Civilian employees, GS-12 and above, are eligible to take part in this program.  Civilian spaces may be obtained through contact with the ESO.  A9.7. US Air Force Institute for Advanced Distributed Learning (AFIADL).

10.6.4  Air Education and Training Command (AETC) Schools and Courses.   AETC schools and courses are managed by DPEO  through the Training Management System.  Requirements are identified according to AETC and MAJCOM guidance.  Out-of-cycle requirements and procedures for processing special training are covered in AFI 36-2201.

10.6.5  Air University Professional Schools.  This training is conducted by activities such as AWC, ACSC, Academic Instructor and Foreign Officer School, Center for Professional Development (CPD), and Air Force Institute of Technology (AFIT).  Course prerequisites, location, and nomination requirements are in the ETCA.

10.6.6   Education with Industry (EWI).  This program is a 10-12 month, non-degree internship program sponsored jointly by AFIT and leading industries and government agencies throughout the country.

10.6.7  Industrial Development Education in Acquisition (IDEA).  IDEA is a short-term program designed to improve acquisition relationships between the government and major contractors.

10.6.8   Streamline.  Streamline is a short-term program designed to improve acquisition relationships between the government and major contractors.  The program places highly experienced contracting officers and civilians with various civilian contractors for five to six months.

10.4  Military Formal Training.  DPEE manages military enrollment in formal training programs, counsels students and advises on program responsibility, specific program outcomes, and process constraints and commitments.  Once fully counseled, the student then processes the necessary documentation and the nomination package is forwarded to the appropriate MAJCOM selection board or governing institution for the selected program.  The nomination is monitored, approved, and personnel records are updated.  
10.5  Military Base Training Management.  Base Training Management provides the functional manager service for the Educational and Training personnel series (3S2XI-Enlisted).  Key tasks include:

10.6.1  Conducting functional area screening

10.6.2  Interviewing candidates

10.6.3  Coordinating applications

10.6.4  Scheduling exams (Focus on CDC examination process)

10.6.5  Conduct training assessments and organizational surveys

10.6.6  Conduct unit training Staff Assistance Visits 

10.6 Military Personnel Services.  DPEM provides specialized military personnel management products and services for the Tinker AFB military community.  This element of the MEO serves as administrators of the automated military personnel management system, the military personnel recognition program and military personnel records and documentation.  Overall management and administration responsibility includes:

10.6.1  Administration of the Personnel Concept III (PC-III) and Personnel Data Systems.   Updates military systems and ensures accuracy of MilMod personnel system.

10.6.2  Maintenance of the Military Personnel Flight (MPF) local network and web page.

10.6.3  Oversight and administration of the base military recognition program.  Processes awards and decorations for all base military personnel.

10.6.4  Administration and maintenance of the military personnel records management program.  Unit personnel management group for 72 ABW and OC-ALC personnel.  Maintains data integrity for all base military records.

10.6.5  Membership on the Casualty Augmentation Support Team (CAST).

10.6.6  Augmentee for the MPF Personnel Deployment Function (PDF).

10.6.7  Develops operating guidelines for Military Service Branch (DPEM) continuity.

ATTACHMENT 1

ABBREVIATIONS

	ABW
	Air Base Wing

	ACSC
	Air Command and Staff College

	ADPE
	Automated Date Processing Equipment

	ADSC
	Active Duty Service Commitments

	AF
	Air Force

	AFB
	Air Force Base

	AFI
	Air Force Instruction

	AFIT
	Air Force Institute of Technology

	AFMCI
	Air Force Materiel Command Instruction

	AFPC
	Air Force Personnel Center

	AFPC
	Air Force Personnel Center

	AFROTC
	Air Force Reserve Officer Training Course

	AITP
	Annual Installation Training Plan

	APDP
	Acquisition Professional Development Program

	ATP
	Ancillary Training Program

	ATRRS
	Army Training Requirements and Resources System

	AWC
	Air War College

	CA
	Custodian Authorization

	CAST
	Casualty Augmentation Support Team

	CBT
	Computer Based Training

	CC
	Commander

	CCAF
	Community College of the Air Force

	CEP
	Career Enhancement Plan

	COPA
	Council on Post-secondary Accreditation

	CRL
	Custodian Receipt Listing

	DAU
	Defense Acquisition University

	DCPDS
	Defense Civilian Personnel Data System

	DCPS
	Defense Civilian Personnel System

	DDN
	Defense Data Network

	DÉCOR
	Decorations Record

	DL
	Distance Learning

	DoD
	Department of Defense

	DP
	Base Education & Training (Office Symbol)

	DPEE
	Education Services (Office Symbol)

	DPEO
	Operations (Office Symbol)

	DPET
	Instruction/Development (Office Symbol)

	DPM
	Military Personnel (Office Symbol)

	E&T
	Education and Training

	EAID
	Equipment Authorization Inventory Data

	ECI
	Extension Course Institute

	EDS
	Employee Development Specialist

	EME
	Equipment Management Element

	ETMS
	Education and Training Management System

	FAC
	Functional Area Chief

	FAS
	Functional Area Specialists

	FTE
	Full Time Equivalent

	IAW
	In Accordance With

	IMPAC
	International Merchant Purchase Authorization Card

	IPMS
	Information Processing Management System

	IPR
	In-Process Reviews

	ISD
	Instructional System Development

	ISS
	Intermediate Service School

	LAN
	Local Area Network

	LEAD
	Leaders Encouraging Airman Development

	MAJCOM
	Major Command

	MBO
	Management By Objectives

	MEO
	Most Efficient Organization

	MilMod
	Military Modification

	MLR
	Management Level Reviews

	MOU
	Memorandum of Understanding

	MPF
	Military Personnel Flight

	MSS
	Mission Support Squadron

	NCOA
	Non-Commissioned Officer Academy

	OC-ALC
	Oklahoma City Air Logistics Center

	OJT
	On-the-Job Training

	OPR
	Office of Primary Responsibility

	OPS
	Operations

	OSHA
	Occupational Safety and Health Administration

	OTS
	Officer Training School

	PAC
	Public Access Catalog

	PC-III
	Personnel Concept III

	PCS
	Permanent Change of Station

	PDF
	Personnel Deployment Function

	PDS
	Personnel Data System

	PME
	Professional Military Education or Personnel Management for Executives

	POC
	Point Of Contact

	PPP
	Personnel Priority Placement

	PRS
	Performance Requirements Summary

	PRS
	Performance Requirements Summary

	PSM
	Personnel Systems Management

	PWS
	Performance Work Statement

	QA
	Quality Assurance

	QAE
	Quality Assurance Evaluator

	QASP
	Quality Assurance Surveillance Plan

	QC
	Quality Control

	RFP
	Request for Proposal

	RIF
	Reductions in Force

	RIP
	Report on Individual Personnel

	ROI
	Return on Investment

	ROP
	Reports of Performance

	RTA
	Recurring Training Area

	SAV
	Staff Assistance Visit

	SGLI
	Serviceman’s General Life Insurance

	SNCO
	Senior Non-Commissioned Officer

	SNCOA
	Senior Non-Commissioned Officer Academy

	SOS
	Squadron Officer School

	SSAN
	Social Security Number

	SSQ
	Special Skills Qualification

	SSS
	Senior Service School or Staff Summary Sheet

	STOP
	Strategic Training Operations Plan

	TA
	Tuition Assistance

	TAC
	Technical Assistance Center

	TDY
	Temporary Duty

	TE
	Technical Exhibit

	TEMS
	Training, Education & Military Services

	TFP
	Training Focal Point

	TR
	Transaction Register

	TVL
	Travel

	UGT
	Upgrade Training

	UPRG
	Unit Personnel Records Group

	VA
	Veterans Administration or Veterans Affairs
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72 MSS/DPET

BACK TO BASICS

QUALITY ASSURANCE PLAN

For

Maintenance Training & Production

Acceptance Certification (PAC)

Training, Education
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& Military Services







Tinker AFB OK

REGULATORY REFERENCE: AFMC INSTRUCTION 21-132, DEPOT MAINTENANCE TECHNICAL COMPLIANCE REVIEW PROCEDURES (5 Jan 2000) AND HQ TINKER AIR FORCE BASE (AFMC) OKLAHOMA CITY AIR LOGISTICS CENTER (OC-ALC) SUPPLEMENT 1 (1 Feb 2001)

SCOPE

The 72 MSS/DPE (DPE) operational procedure outlined here is provided in support of the system for control and measurement utilized by the Center Quality Assurance (QA) Focal Point, OC-ALC/LGQ, to review and evaluate technical compliance with the maintenance training and Production Acceptance Certification (PAC) program resulting from implementation of the Back To Basics quality program.  

COMPLIANCE REVIEW PROCEDURES

 72  MSS/DPET maintenance training supervisor will:

1. Provide recommendations for Maintenance Training and Production Acceptance Certification (PAC) Program policy changes/additions to Maintenance Training Manager/PAC Manager.

2. Validate formal training with the Center Maintenance Training Manager per AFMCI 21-108, Section 5.10.6.

3. Check compliance with directives in review of Special Skills Qualification (SSQ), Recurring Training Requirement (RTR), and formal training as required by AFMCI 21-108.

4. Check compliance with directives in the Maintenance Training and Production Acceptance Certification (PAC) annual assessment as required by AFMCI 21-108.

5. Consult the most current ALC Quality Assurance (QA) manual to determine the type and frequency of  continuous review assessments to be performed as required by AFMCI 21-115.
6. Utilize applicable depot maintenance Unit Compliance Inspection (UCI), MSEP and self-inspection checklists as a minimum for the annual review and self -inspection.
7. Provide metric data required by AFMCI21-132, attachment 1, to the Product Directorate Metric Focal Point for the fiscal year by quarter.  Review associated metrics as required and take any necessary management action.  Maintenance training and PAC related metrics are listed below.
Quality Training Metrics

Metrics listed below retain the section references assigned in AFMCI 21-132.  Those metrics, charts and reports required quarterly by the Product Directorate/Division will be tracked on a monthly basis to ensure preparedness.

A1.1.3.3.  Formal Training Development:

A1.1.3.3.1.  Purpose:  Determine the formal training program effectiveness by tracking training development requests, and training development completion.

A1.1.3.3.2.  Data:  (1) cumulative number of formal training development requested (2) cumulative number of formal training development completion. 
A1.1.3.3.3. (Added)  Data will be provided detailing the plan or estimated completion date for the undeveloped requests.

     Reporting period:  

    


AFMC  - Annually
    


ALC  - Quarterly

     Product Directorate/Division - Quarterly

A1.1.3.4.  Training Status:

A1.1.3.4.1.  Purpose:  Determine the formal training program effectiveness by tracking training requirements, training allocations and actual training completions.

A1.1.3.4.2.  Data:  (1) cumulative number of training requirements   (2) cumulative number of training allocations (3) cumulative number of training completed. (Added) OC-ALC Chart:  (1)  Number of training requests.  (2) Number of those training requests received (allocations).  (3) Number of those training allocations attended.

A1.1.3.4.3 (Added)  OC-ALC Formula:  {(number of training allocations) divided by (number of training requests)} times 100 equals the percentage of training requests that were allocated.

A1.1.3.4.4.  (Added)  OC-ALC Formula:  {(number of training allocations attended) divided by (number of training allocations) times 100 equals the percentage of training allocations that were attended.
     Reporting period:  

   


 AFMC  -  Annually

    


ALC  - Quarterly

     Product Directorate/Division – Quarterly/Monthly

A1.1.3.5.  Training Course Material Currency:

A1.1.3.5.1.  Purpose:  Determine the currency of training course materials by tracking the status of the biennial (every two years) training course material validation.

A1.1.3.5.2.  Formula:  {(cumulative number of training courses validated for currency of course material) divided by (number of training courses requiring biennial validated)} times 100 equals percent of training courses validated for currency. (Added) OC-ALC Formula:  {(number of training courses validated for currency of course material) divided by (number of training courses requiring biennial validation)} times 100 equals percentage of training courses validated for currency.

A1.1.3.5.3. (Added)  Data will be provided detailing the plan or estimated completion date for the training courses.
     Reporting period:  

   


   AFMC  - Annually

    


   ALC  - Quarterly

 

     Product Directorate/Division – Quarterly/Monthly

ATTACHMENT 3

Procedures for Completing Form DD1556

Checklist

  Form DD1556.  The single page "cut-sheet" is the only Form DD1556 version currently in use.  All sections must be completed prior to submission.

FOR USE AND COMPLETION OF FORM DD1556, REQUEST, AUTHORIZATION AGREEMENT, CERTIFICATION OF TRAINING AND REIMBURSEMENT

Utilize Form DD1556.

This form must be used to authorize training, including direct and indirect costs, of civilian employees in government facilities, nongovernment 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.  Procedures for defense management education and training (DMET) courses are in the DMET Catalog, DoD Manual 5010.16-C, issued annually.  

Form DD1556 is designed to document a variety of training transactions such as a:

•
Continued service agreement (CSA)

•
Certification of authorized expenditures and availability of funds

•
Document to authorize advance or reimbursement

•
Certification and record of completion of training

•
Record of equivalency credit

•
Evaluation of training

•
Employee certification regarding receipt of contributions, awards, or payments in       connection with the training

•
A continued service or reimbursement agreement is needed.

•
It is required for vendor notification and confirmation.

•
Requesting, approving, and authorizing training.

•
Establishing monthly and quarterly funds obligation authority with the DAO/AFO.  

The trainee must sign the Privacy Act/Agreement Statement.

The supervisor signs Block 32 and the director/deputy director or delegated authority signs Block 34 as the authorizing official.

Education &Training Flight

72 MSS/DPE
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Figure 1
Database Updates
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Figure 2
Tuition Reimbursement
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Figure 3
Survey and Report Generation


[image: image4.wmf]Receive

Requirement

Course

Development

Required

?

Develop/

Update

Course

Determine 

Number 

of Classes

Schedule

Classroom

Allocate

Quotas

Yes

Conduct

Class

SSQ

/PAC

Training

?

No

Conduct

Standard

Functional

Skills Training

Test

Student

Critique and

Instructor

Evaluation

Document

Training

A1

Develop

Special Skills

Test

Maintain/

Administer

Test

Yes

No


Figure 4
Conduct Functional Training
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Figure 5
Computer Database Administration – ETMS
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Figure 6
Military Education Services
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Figure 7
Acquisition Training Process 
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Figure 8
Mandatory Training
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Figure 9
Training Brokerage: Career Programs
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Figure 10
Distance Learning
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Figure 11
Formal Training
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Figure 12
Quota Management

[image: image13.png]Conduct Determine Determine

Needs Training Best Other DoD

Assessment| Need Source

Community|

Coordinate Notify Docurnent - Obtain Funding -
Provide with Vendor, DD Form 1556 Funds Mgmt
Allocations Points Process 5.26.1

on-Site
ourse Mgt -
Process 5.6.7
Enroll

Budget
Students

Reconciliation
Process
Travel Order -

Process
5213





Figure 13
Vendor Training
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Figure 14
Special Training Programs
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Figure 15
Organic Course Development Process
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Figure 16
Process Awards
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Figure 17
Training Source Determination Process
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Figure 20
PSM Autodin Transactions
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Figure 21
Troubleshoot PDS Problems
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Figure 22
New Personnel Records
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Figure 23
Ensure PCIII Endpoint Computers are Operational
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Figure 24
Processing Military Records
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Figure 25
Manage Depcon File
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Figure 26
Coordinate Functional Training Policy & Program Changes
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Figure 27
Instructor Qualification & Evaluation
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Instructional Systems Design
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