The Training Career Program Office is responsible for this publication.  Questions or comments should be directed to this office.

HQ TRADOC

DCST

ATTN:  ATTG-ZC-TCP

FORT MONROE, VA 23651-5000

VOICE:


Commercial:
(757) 728-5646/47/48


DSN:
680-5646/47/48

FAX:


Commercial:
(757) 728-5544


DSN:
680-5544

EMAIL: riversc@monroe.army.mil
TABLE OF CONTENTS

SUBJECT








PARAGRAPH
SECTION I - GENERAL INFORMATION

Introduction
1-1

Objectives








1-2

Program Administration






1-3

Individual Development Plan (IDP)




1-4

Mobility








1-5

Taking Part in Professional Organizations



1-6

Seminars and Conferences





1-7

Evaluation and Planning






1-8

Other Sources of Career Planning Information


1-9

SECTION II - ARMY CIVILIAN TRAINING CAREER PROGRAM 32

Background








2-1

Description of 1700 Series

GS/GM 1701 General Education and Training Series

2-2

GS/GM 1702 Education and Training Support Series

2-3

GS/GM 1712 Training Instruction Series



2-4

GS/GM 1750 Instructional Systems Specialist Series

2-5

SECTION III - MASTER DEVELOPMENT PLANS

Program Structure







3-1

Recommended Education






3-2

Typical Key Assignments






3-3

Training/Source







3-4

Competencies







3-5

SECTION IV - MASTER INTERN TRAINING PLAN

Introduction







4-1

Structure of the Training Plan




4-2

Individual Development Plan





4-3

Intern Evaluations






4-4

Intern Placement







4-5

SECTION V - MASTER DEVELOPMENT PLANS FOR THE 1700 SERIES

1701 General Education and Training Master Development Plan

1702 Education and Training Support Master Development Plan

1712 Training Instruction Master Development Plan

1750 Instructional Systems Specialist Master Development Plan

REFERENCES

GLOSSARY OF ABBREVIATIONS AND TERMS USED

Training Career Program - CP32

ACTEDS Plan

Model for Excellence

· Planning

· Competence

· Training

· Experience

FOREWARD

This document provides guidelines on the type of experience, training, and education recommended for progression in the Training Career Program 1700 Series. It provides an overview of the program, a clear guide for career planning, and specific courses to enhance the attainment of career goals.

It includes Master Development Plans (MDP) for:

· 1701 General Education and Training Series

· 1702 Education and Training Support Series

· 1712 Training Instruction Series

· 1750 Instructional Systems Specialist Series

This document is designed to serve as a valuable management tool for the supervisor and to bring into focus the developmental plans necessary to prepare the career program employee for a challenging career in training.

Chapter 1

Training Career Program CP 32

Army Civilian Training, Education,

and Development System (ACTEDS) Plan

Section I - General Information

1-1. Introduction

a.  The purpose of the Training Career Program, CP 32, ACTEDS plan is to provide guidance on career development and progression, technical competencies, and training from entry through Senior Executive Service (SES) levels within the Army.

b.  Training and development activities are an inherent part of career management.  At each stage in a civilian's career, planned training and developmental assignments are essential to the maintenance of job performance and to the building of the employee's skills so as to enhance his/her potential for advancement.  There are four development levels within the training career program:

(1) Intern/Entry Phase

(2) Journeyman Phase

(3) Manager Phase

(4) Executive Phase

c.  This plan applies to Career Program 32 competitive service employees.

1-2. Objectives

a.  SHORT TERM - To provide for the professional development and career progression of civilian education and training specialists and instructors.

b.  LONG TERM - To attract, develop, and retain quality personnel by providing career enhancement opportunities and sustainment training.

1-3. Program Administration

a.  A Functional Chief (FC) is designated for each career program. The FC for the Training Career Program is the Commanding General, U.S. Army Training and Doctrine Command (TRADOC).

b.  The Functional Chief's Representative (FCR)is a senior civilian holding a top-level position in the Training Career Program.  The FCR implements and evaluates program policies and plans, and chairs the HQDA Training Advisory Board.

c.  Each Major Army Command (MACOM) identifies a MACOM Career Program Manager (MCPM) to assist the FCR.  Below the MACOM level, installations/ activities will have Activity Career Program Managers (ACPM).  The MCPM and ACPM, in coordination with supervisors and employees, are key players in the development, implementation, and evaluation of the career programs.

d.  MACOM Commanders are expected to provide resources to attain ACTEDS goals and objectives and ensure full support of the program. They will support developmental assignments and reassignments.

e.  Service School/Center/Activity Commanders are expected to provide resources to attain ACTEDS objectives.  They will support developmental assignments/reassignments, and formal training of participants.  They will release employees for ACTEDS training.

f.  Supervisors will counsel individual employees about their career development, prepare employee Individual Development Plans (IDPs), prepare intern training plans, and release employees for identified ACTEDS training and development opportunities.

1-4. Individual Development Plan (IDP)

a.  The experience, training, and education unique to a training career program series are contained in the IDP.  The IDP is a written plan that will be used to prepare the career program employee for higher lever performance.  The ACPM and the supervisor, with the career program employee's input, will develop the IDP by comparing the employee's training, experience and education with the training career requirements and standards delineated in this plan.

b.  The IDP provides an interface between employee training requirements and the career program training budget process.  It should be used to document and obtain training and developmental needs suitable to the employee's career goals. The experience, training, and education unique to a training career program series are contained in the Master Development Plans located in Section V of this document.

1-5. Mobility

While many employees can achieve their career goals in their geographic area, others cannot; therefore, mobility is often a key factor in achieving career goals.  A geographic move may be necessary to obtain developmental experience. Supervisors should encourage employees to be mobile so that skills can be developed at a variety of organizational levels consistent with career goals and the needs of the Army.

1-6. Taking Part in Professional Organizations

Although professional organizations are not reflected in the IDPs, participation in them is a valuable source of self-development.  A number of organizations (for example, The American Society for Training and Development, The National Society for Performance and Instruction, The Military Testing Association, etc.) publish periodicals that contain a wide range of pertinent information.  Attendance at meetings of professional societies provides opportunities to exchange ideas and concepts with individuals who have similar interests and concerns.

1-7. Seminars and Conferences

Seminars and conferences on a variety of training and management subjects are offered by industries, schools and professional organizations. Participation in these seminars and conferences is encouraged as a means of maintaining "state-of-the-art" knowledge.

1-8. Evaluation and Planning

a.  Evaluation and planning is a shared responsibility. The primary responsibility rests with the career program employee.  By asking the employee, a supervisor utilizes the most direct method of identifying individual training needs and career goals.  Evaluation and planning initiatives must be evaluated by the immediate and second-line supervisors of employees in terms of the employee's demonstrated performance, recommended future assignments, and potential for advancement.

b.  These evaluations will be used by the employee and the supervisor in making choices about future directions. Active participation in career planning is the responsibility of the supervisor and the ACPM.  All participants are expected to assist career program employees in achieving their goals.

1-9. Other Sources of Career Planning Information

The Classification and qualification standards are additional guides for career planning and are available for review in servicing Civilian Personnel Offices.  These standards include:

a.  Office of Personnel Management (OPM) Position Classification Standards:  OPM Position Classification Standards for the Training Career Program positions involving education and training jobs.

b.  OPM Qualifications Standards:  OPM Qualification Standards for the Training Career Program series.

Chapter 2

Army Civilian Training Career Program 32
Section II  -  An Overview of Training Career Program 32

2-1. Background

The Department of the Army is the largest employer of 1700 series civilian trainers engaged in various aspects of military training. The mission of each major Army command or agency determines the critical skills, knowledge, and abilities required for the Training Career Program positions. Professional trainers (1701 or 1750 series), instructors/specialists (1712 series) develop resident/nonresident training materials and conduct evaluations, and Education and Training Support Personnel (1702 Series) work in roles to support or manage training systems, programs or products.

2-2. GS/GM 1701 General Education and Training Series

a.  Individuals in these positions advise, administer, supervise or perform research or other professional work in the field of education (early childhood through adult) and training. The education and training work may involve a combination of characteristics not specifically provided for in other series of the education group. It may require knowledge of two or more academic disciplines or professional knowledge of a specialized field which is not identifiable with any existing series.

b.  Employees classified in this series must have completed a full 4-year course of study leading to a bachelor's or higher degree, which included or is supplemented by major study in education or a subject field appropriate to the position.  Typically, within the Department of the Army, 1701 career series positions are few in number.

2-3. GS/GM 1702 Education and Training Support

Employees in these positions are involved in mostly non-professional work of a technical, specialized or support nature. Some positions are semi- professional and deal with training management. Their work requires knowledge of program objectives, policies, procedures or pertinent regulatory requirements.  They may hold various positions from Technicians to Training Support Managers.

2-4. GS/GM 1712 Training Instruction

Career program employees in this series hold the title of Training Instructor, Supervisory Training Instructor, Training Administrator, or Training Specialist.  These individuals perform work involved in a program of instructional training in an occupation or other subject which requires a practical knowledge of the methods and techniques of instruction.  They serve as instructors or supervisors of instructors in specific subject areas; develop or review special subject-matter course materials, training aids, and manuals for training programs, or administer training programs.

2-5. GS/GM 1750 Instructional Systems Specialist

a.  Employees in these positions perform professional work in education (secondary or adult) and vocational training.  Many of them serve as instructors, supervisors, and administrators in academic and technical-vocational programs.  Others provide professional educational principles and theory in the analysis, design, development, implementation, and evaluation of training programs and products.

b.  Employees classified in this series must have completed a full 4-year course of study leading to a bachelor's or higher degree, which included or is supplemented by major study in education, instructional systems technology or a subject field appropriate to the positions.

Chapter 3

Training Career Program

3-1. Programs Structure

a.  Training Career Program employees may take several paths to progress within the program from entry to the managerial/executive phase. The general patterns of progression usually occur vertically, but lateral movement may be necessary and beneficial to broaden their knowledge and experience base.  This generally makes them more competitive when seeking advanced positions.



Figure 3-1

b.  There are four phases within the Training Career Program:

(1)  Intern/Entry Phase

Career program employees normally enter the training field at the GS-5 or 7 level.  One condition to selection into DA Career Intern Program is the requirement to sign a mobility agreement.  Mobility relates to both the training process and the placement of employees.

Use of mobility agreements allows management to place graduating interns in available target positions Army-wide.  Interns who fail to meet the terms set by the mobility agreement may be separated from the Federal Service.

(2)  Journeyman Phase

Most positions at these grade levels are GS-11/l2 for 1701, 1702, 1750 or GS-9/11 for 1712 assignments.  In smaller organizations and at lower echelons, some may be first-level supervisory jobs.  The most desirable method for the future development of these career program employees is for them to gain experience in the various technical aspects of training development and training.  Career progression focuses on the attainment of specific training and experiences.  Lateral assignments and details are valuable managerial tools which assist career program employees to gain the necessary breadth of experience.

(3)  Manager Phase

(a)  During this phase, the career program employee (GS-12 - GS/GM-13) will progress from positions with technical supervisory responsibilities to positions with managerial responsibilities.   Employees should seek positions that will enhance or broaden previous experience.

(b)  Initially, career program employees should be assigned to other developmental positions within the same training career series at the same post or installation; then to other large installations, or MACOM staffs.  Career development into other series within the training career program or cross training into other career programs is appropriate during this period.  Employees should be encouraged to maintain their mobility.

(4)  Executive Phase

(a)  Assignments at these levels (GS/GM 14 and 15 for 1701/1750; GS/GM 14 for 1712/1702) become less dependent upon technical background and focus more on managerial ability.  The most qualified candidates for selection to these positions will have the experience and possibly the education depicted in the Master Development Plans.  Previous assignments should prepare employees to occupy the top executive level positions at MACOM or DA level.

(b)  Lateral or promotional assignments may require mobility to gain the breadth and depth of experience that would enhance the career program employee's promotional opportunities.  Employees should be encouraged to maintain their mobility.

3-2.  Recommended Education

The "Recommended Education" column on the Master Development Plan displays the levels of education that are recommended and considered appropriate at specific grade levels and career phases within each functional area. Both the 1701 and 1710 series have a college degree requirement for entry.

3-3.  Typical Key Assignments

a.  This column reflects assignments in which CP 32 employees may be placed.  It is not all inclusive.  The assignments are enhanced by developmental training but require technical and functional area proficiency, leadership ability and supervisory/managerial expertise which are the keys to successful performance and progression in the career program.

b.  Key positions are normally positions involved in determining strategy, plans, and/or policy in the career program or cluster group. In most career programs, key positions will cover grades GS/GM-13 through SES.  (Reference MDP 1701, 1702, 1750 and 1712 at the GS/GM-13 and above  level.)

3-4.  Training/Source

a.  The Training column displays the types of courses considered 

fundamental to career development at certain grade levels within a specific

l700 series.  Since CP 32 employees function in many different positions

requiring different skills, the employee and supervisor must select from the list those courses needed for a particular job and mission.

b.  The sources of training shown in parentheses after the courses

listed are not necessarily the only sources available to meet training

requirements.  In some cases, equivalent training is available through

other in-house training programs, through other government or non-government

courses, or other self-development methods.  Any equivalent training

substitute/waiver for mandatory courses/training will be approved by

the ACPM.  (See Section IV, 4-3d (4).)

c.  Department of the Army Civilians can enroll in the Army Correspondence Course Program by submitting a completed application, DA Form l45, through their immediate supervisor to the Institute for Professional Development, Fort Eustis, VA.  The National Independent Study Center (NISC) is an organization sponsored by the Office of Personnel Management (OPM) that also provides training by correspondence to government employees throughout the United States and overseas.

d.  Career program employees should strive to take all courses shown

for a particular grade level to be competitive for promotion to the

next higher level.

3-5.  Competencies.

The Training Career Program employee must reach specific goals and objectives to obtain a broad foundation upon which to build a career. The employee will develop competence in certain skills, knowledge and abilities through a combination of training and experience.  The competencies listed on the following pages are correlated with the training that either introduces or sustains the knowledge or ability.

Competencies and Abilities

1. Knowledge of training techniques (e.g., providing examples, eliciting appropriate experience, hands-on drills, sequence).

2. Knowledge of the procedures used in the design, development and conduct of evaluations of technical and professional training programs to include both effectiveness and efficiency assessments.

3. Knowledge of resource planning (e.g., manpower, facilities, equipment, devices, ammunition, publication costs).

4. Knowledge of job analysis procedures to develop individual task inventories through the use of one or more of the following methods: literature search or content analysis, interviews, or observations.

5. Knowledge of mission analysis procedures to identify missions for a unit/organization and develop collective task inventories for each mission through the use of one or more of the following methods:  literature search or content analysis, interview or observations.

6. Knowledge of task statement development.

7. Knowledge of task analysis procedures to identify conditions, standards, task steps, and knowledges/skills/abilities through the use of one or more of the following methods:  content analysis, interviews or observations.

8. Knowledge of interpretation of job, task, and needs analysis results (e.g., critical task determination).

9. Knowledge of instructional design techniques (e.g., principles of sequencing, clustering learning events and learning objectives).

10. Knowledge of development procedures for print media, (e.g., soldier training products).

11. Knowledge of development procedures for video based material.

12. Knowledge of design principles for video based media.

13. Knowledge of design principles for computer-based instruction (CBI).

14. Knowledge of development procedures for computer-based instruction (CBI).

15. Knowledge of procedures for validation of learning materials (e.g., individual trials, small group trials, large group trials, sequential validation).

16. Knowledge of a systematic approach to training (e.g., systems approach to training (SAT); instructional systems development (ISD); criterion- referenced instruction (CRI)).

17. Knowledge of techniques for designing and developing job performance aids.

18. Knowledge of criteria for selecting job performance aids.

19. Knowledge of theory and development of criterion-referenced tests to include development of test plans; item development; validation; reliability; item analysis; and production of final version of the test.

20. Knowledge of the theory and development of norm-referenced tests to include development of a test plan; item development; validation; reliability; item trials; item analysis; and production of the final version of the tests.

21. Knowledge of procedures for designing data collection instruments such as interviews, questionnaires, and checklists.

22. Knowledge of procedures for validating data collection instruments (e.g., select individuals representative of target population, develop validation plan, record validation results).

23. Knowledge of procedures for administering data collection instruments (e.g., develop an administration guide, train administrators, state purpose of instrument, etc.).

24. Knowledge of procedures for conducting formative evaluation to include the critical data collection points within the development and conduct of a training program, course, products, and the most appropriate date collection instruments.

25. Knowledge of procedures for conducting summative evaluation to include analysis of end-of-course test results, self-development tests, and feedback on student performance in the field.

26. Knowledge of interviewing techniques used in the evaluation process to include the use of structured and unstructured interviews, the establishment of rapport with the respondent, the proper use of questioning techniques, and the appropriate means of recording data.

27. Knowledge of script writing storyboarding (i.e., CBI, IVD, A-V techniques, continuity treatment, layout).

28. Knowledge of Army-wide doctrinal and training literature programs.

29. Knowledge of the operational characteristics and capabilities of new technology (e.g., computers, videodisc, CD ROM simulators).

30. Knowledge of instructional delivery techniques for lecture, conference, self-paced, small group, etc.

31. Knowledge of Department of Defense contracting procedures (e.g., cost analyses techniques, independent government cost estimates (IGCEs), contract data management, statement of work (SOW) format, contract writing techniques, and contractor performance and proposal evaluation.

32. Knowledge of descriptive statistics (e.g., measures of central tendency, variability, frequencies).

33. Knowledge of inferential statistics (e.g., t-test, chi-square, analysis of variance (ANOVA).

34. Knowledge of academic counseling procedures.

35. Knowledge of task/site selection procedures to include identification of selection criteria and covening/ conducting task/site selection boards.

36. Knowledge of writing performance objectives.

37. Knowledge of requirements for the development of instructional training aids, (transparencies, hand-outs, mockups, models).

38. Knowledge of collective individual training plan development.

39. Knowledge of the use of instructional strategies, (e.g., gaming, tutorial, drill and practice simulation).

40. Knowledge of quality assurance procedures and practices (e.g, ensure for standardization of training and doctrine, sampling of programs, processes and products to ensure consistency with regulatory guidance).

41. Knowledge of life cycle management model--which includes the phases:  concept exploration, demonstration/ validation, full scale development, production/deployment, and the component activities within each phase in accordance with DA Pam 11-25.

42. Knowledge of new equipment training functions and responsibilities as outlined in AR 350-35.

43. Knowledge of new equipment training planning from concept phase through production phase (e.g., development concepts preparing plans, Depot Training Integrated Logistics Support, NET Plan, Material Fielding Plan).

44. Knowledge of relationships and functional responsibilities of key positions in the logistics management structure (e.g., Program Executive Officer (PEO), Force Integration Staff Officer (FISO), Program Manager (PM), TRADOC System Manager (TSM), TRADOC PAM 70-2).

45. Knowledge of the logistics support analysis process.

46. Knowledge of NET budgeting (e.g., proper use of funds (P7M, P8, P2, etc.) and cost estimating).

47. Knowledge of procedures used in the acquisition of training devices (e.g., requirements documents, strategy, and testing).

48. Knowledge of procedures for fielding training devices (e.g. training required, scheduling, and installation).

49. Knowledge of procedures for validation and acceptance of training devices, (e.g., performance of devices, effectiveness of devices, and readiness).

50. Knowledge of MILSTDS for training materials and devices.

51. Knowledge of operation of MANPRINT requirements.

52. Automated information management systems (e.g., systems capability, operating a personal computer (PC), accessing databases, creating, and manipulating data files through interrelated software packages) (e.g., Lotus 1-2-3, dBase III/Plus).

53. Planning, Programming, Budgeting, and Execution System (PPES) for fiscal resources (e.g., COB preparation, budget projections, MDEPs, AMS codes, and reconciliation of periodic STANFINS reports with the actual status of funds).

54. Knowledge of funds administration and identification (e.g., Army's finance and accounting procedures, alternative sources and types of funds).

55. Army civilian career management requirements and procedures. Application of AR 690-950, to include the ACCES system (e.g., registration, request for referral, career appraisal) and intern program (e.g., space allocation, program of instruction, permanent duty location).

56. Employee development includes performance appraisal, performance and career counseling (e.g., IDP development, performance feedback, guidance, review, goal setting, and development of performance objectives in accordance with DA Pamphlet 690-400, Chapter 4302; training and development (developmental opportunities and assignments, short and long term training in accordance with Government Employees Training Act, FPM Chap 410 & AR 690-400 Chap 410).

57. Federal merit promotion/internal placement procedures.  Includes vacancy announcements, reinstatement eligibles, (AR 690-300, Chap 335, and AR 690-335-l) and the effects of special placement programs (e.g., priority placement, military spouse preference, handicap program) on these procedures.

58. Federal position management and classification system (e.g., job descriptions, position classification standards, position review, AR 690- 500 Chap 50l, FPM Chap 3l2).

59. Management Employee Relations.  Includes Federal absence and leave regulation, adverse action procedures, grievance and appeal procedures, disciplinary procedures, awards and labor/union relations.

60. Manpower resource management (e.g., Schedule X and Table of Distribution and Allowances (TDA), manpower surveys, Program Analysis Resource Review (PARR)).

61. Supervisory responsibilities in Federal EEO(e.g., affirmative action requirements, avoidance of disparate treatment, prohibited personnel practices).

62. Knowledge of AR 25-50 Preparing and Managing Army Correspondence and supporting regulations AR 340-5, Correspondence and Mail Management, TRADOC Memo 25-50, Correspondence Procedure Guide, AR 25-400-2, The Modern Army Recordkeeping System and AR 310-50, Authorized Abbreviations Brevity Codes, and Acronyms.

63. Knowledge of Classroom Management; the logistics required for a particular course, (e.g., size of the classroom, scheduling facility and students, quotas, need for a viewgraph, TV and VCR, VTC, number of computers, simulators).

64. Knowledge of basic testing procedure to include monitoring, administering and securing sensitive test material.

Abilities

1A.  Ability to direct work activities:  This is the ability to assign or delegate work and monitor the work of others.

2A.  Ability to plan and organize:  This is the ability to establish objectives, requirements, priorities and deadlines in order to determine course of action for work.

3A.  Human relations ability:  This is the ability to interact with others in a one-to-one or group situation (often called "teamwork", "cooperation", "interpersonal skills", "ability to meet and deal", and "tact and diplomacy").

4A.  Ability to analyze:  This is the ability to obtain information, define problems, identify relationships, evaluate quality, assess impacts and make conclusions/ recommendations.  It includes the ability to determine quality of projects, programs or performance by comparison against standards or objectives.

5A.  Ability to communicate orally:  This is the ability to brief, instruct, explain, advise, or persuade.

6A.  Ability to write:  This is the ability to express ideas in writing (e.g., reports, information papers, memoranda, letters, manuals).

7A.  Ability to innovate:  This is the ability to develop new or revised policies, procedures, programs or solutions to problems.

8A.  Ability to initiate action:  This is the ability to independently originate action.  (One who demonstrates this ability is often called a "self-starter.")

Chapter 4

Master Intern Training Plan (MITP), 1701/1750 Series

4-1. Introduction.

This section is the DA wide MITP for all centrally and locally funded interns in the 1701/1750 series.  The MITP is a comprehensive plan which outlines the core subject matter that each intern should know by the time he or she reaches target grade.  The ACPM will use the MITP as a guide when developing the intern's IDP.  The mandatory course (priority I) for ACTEDS interns are listed in section V under the intern phase for series 1701/1750.

4-2. Structure of Training Plan

a. The MITP supports noncompetitive promotion to a target grade of GS 11 when all requirements have been achieved.

b.  The MITP accommodates a two phase, 24-month training program. CP 32 ACTEDS interns are trained at one of five designated regional training centers (Forts Lee, Gordon, Benning, Knox, Leonard Wood, and Sill).

(1)  Entry level for CP 32 interns is GS-5 or 7.

(2)  The ACPM may extend the training plan to a maximum of six months (if necessary) to ensure achievement of learning objectives. If the intern's training is to be extended, the parent MACOM must be informed of the change.

c.  The training plan has the following two phases.

(1)  Phase I.  This is approximately 52-78 weeks of supervised, rotational on-the-job training, correspondence courses, formal classroom instruction, and any mandatory training, e.g., civilian leadership. Phase I for ACTEDS interns will take place at one of the six regional training centers.

(a) The intern will receive training from a higher grade Instructional Systems Specialist who provides developmental assignments designed to prepare incumbent for work at target level as well as provide experience and training in the basic application of professional education skills, knowledge, and abilities.

(b)  The intern will perform basic tasks to support the Systems Approach to Training (SAT) model which applies to the evaluation, analysis, design, development, and implementation of training programs, training development products, and training support materials.  This approach applies to all training developed in the institution and the unit, whether it is individual or collective, resident or nonresident, active or reserve.

(2)  Phase II.  This is approximately 26-52 weeks of supervised rotational on-the-job training at a Permanent Duty Location (PDL).  The PDL could be the initial training center or any other DA installation/agency.

(a)  The intern will receive training from a higher grade Instructional Systems Specialist who provides guidance on more complex projects as to approach and procedures designed to prepare incumbent for work at target level. This training will be in the area where the intern may be placed at the end of his/her training.

(b)  The intern will perform routine tasks independently based upon previous experience and will perform progressively more responsible tasks in the following:

-- task analysis

-- instructional design

-- performance measures, presentation, evaluation and validation of instruction

-- the development of individual and collective training materials in resident and nonresident modes

-- the development of self-development tests with preparatory training materials

-- the development of DA training literature.

(c)  The intern will rotate to different assignments as deemed necessary to gain knowledge of various programs and their interrelationships. On-the-job training will consist of specialized work experiences and projects which gradually increase in complexity and scope to those normally performed by journeyman Instructional Systems Specialist.

(d)  The task(s) to be trained at each rotational site should be identified for the intern and the immediate supervisor then used as a basis for rating the intern's progress. Task and subtasks for each phase of the SAT that could be used are listed below. The desired outputs for each sub-task may be found in TRADOC regulation 350-7, Systems Approach to Training, Appendix A.

(1)  Conduct Analysis of Training Materials

-  Perform needs assessment

-  Perform threat, doctrine, and mission analysis

-  Select critical collective tasks

-  Perform critical collective task analysis

-  Select critical individual tasks

-  Perform critical individual task analysis

(2)  Design Training Materials

-  Develop objectives

-  Perform learning analysis

-  Develop test items

-  Describe entry behavior (target audience)

-  Determine sequence and structure training.

(3)  Develop Training Materials

-  Review existing materials

-  Revise or develop materials

-  Validate training materials and program

-  Obtain approval

-  Plan for staff, faculty, and cadre training

(4)  Implementation of Training Materials

-  Train staff, faculty and cadre

-  Conduct training

(5)  Evaluation of Training Materials

-  Develop general evaluation plan

-  Conduct internal evaluation plan

-  Conduct external evaluation

-  Conduct evaluation follow-up

-  Perform needs assessment

(e)  Training not available during Phase I will be completed in Phase II.  A semiannual review of the intern's IDP should be implemented to determine currency of requirements, and adjust or clarify any training needs.

4-3.  Individual Development Plan

a.  Preparing the plan.  An IDP must be developed and tailored for each intern to integrate the intern's qualifications with the phases of the training plan in order to prepare the intern for target-level performance.  The ACPM and the supervisor, with the intern's assistance, will develop the IDP within the first 30 days.  Each intern must be fully informed about career patterns, opportunities for progression, and appropriate training and development opportunities.  With the supervisor and ACPM, the intern will develop a career plan that includes the employee's immediate and long-term career goals plus the actions needed to achieve them.

b.  Career counseling.  Career counseling should normally occur when the IDP is being developed and during the semiannual performance appraisal.

(1)  Career counseling that assists employees to set career goals should lead to planned training and development activities.  If the employee has experienced performance problems during the rating period, counseling should focus on remedial actions before giving attention to career planning. When noted improvement has occurred, then further career planning should be discussed.

(2)  Supervisors will make periodic reviews of the employee's progress and may schedule additional counseling as appropriate.  They will make every effort to help an employee fulfill IDP plans and requirements within the established time frame.

c.  Mobility.  Frequently, a geographic move is necessary to obtain developmental experience.  Supervisors should encourage employees to be mobile so that skills can be developed at a variety of organizational levels consistent with career goals and the needs of the Army.

d.  Approving the plan.  The ACPM will approve each IDP and ensure--

(1)  Overall balance as well as adequate specialization is reflected in the intern IDP.

(2)  Work demands do not primarily dictate the intern's training.

(3)  An IDP for each DA ACTEDS intern is submitted for approval within 45 days after intern reports for duty. IDPs should be sent to Headquarters TRADOC, ATTN: ATTG-ZC-TCP, Fort Monroe, VA 23651-5000.

(4)  The ACPM, after reviewing the intern's transcript and work experience (SF 171), may waive course(s)/training that would be redundant.  However, the waived courses will be reported when the IDP is sent to the address in (3) above.

4-4.  Intern Evaluation

a.  Introduction.  Interns, unlike regular employees, are in an official training status throughout their internship; therefore, their performance demands more frequent evaluation.  This process is critical to ensure quality training and provide an effective audit trail towards the target level.

(1)  An intern will be appraised by comparing performance with standards.  These standards must be in effect during the rating period and the intern must be allowed a reasonable amount of time and resources to complete a task.

(a)  Major tasks and performance standards must be based on duties assigned the intern. These duties must be consistent with those covered in the intern's position descriptions.

(b)  Major or critical tasks will be identified and performance standards discussed prior to the beginning of the training period and as changes to the intern position or other needs occur.

(2)  Career Interns are rated under the Senior System of the Total Army Performance Evaluation System (TAPES). They will be rated after a 6-month period beginning o/a their EOD dates. (This first semiannual rating is a special rating.) One year after EOD, interns will receive their first annual rating.  Thereafter, they will continue on their EOD-based rating cycle until they complete the Intern Program--then they will be phased into the DA cyclic rating schedule using the procedures for employees whose annual rating cycle dates change.

(a)  Any changes that occur to the IDP during the rating period and the interim appraisal period will be documented on the intern's TAPES support form (DA Form 7222-1).

(b)  The rater will be the intern's immediate supervisor.  The ACPM is the senior rater.


b.  Periodic appraisals. The rater should periodically appraise an intern's overall performance and inform the employee of progress toward achieving performance requirements.  As a minimum, a prearranged conference should be held at the midpoint of each rotational assignment.  Feedback will include both weaknesses and strengths demonstrated by the intern.

(1)  Conferences will be held as needed to keep the intern informed of progress.

(2)  If performance is unsatisfactory, the supervisor will counsel and assist the intern to improve performance before beginning action to remove the intern from the position.

(3)  On-the-job training will be evaluated on performance of duties.  Supervisors will establish critical tasks, supporting tasks, and performance objectives to reflect training to be accomplished. The supervisor, as the rater, will use the performance standards on DA Form 7222-1 to rate the intern's performance objectives using the rating levels under item e below.

c.  Probationary appraisals.  As interns are appraised on a semiannual basis, the requirement for probationary appraisals after 4 months and 8 months of employment is waived for interns.  However, supervisors will certify retention or separation of interns serving a probationary period during the ninth month of employment.

d.  Interim appraisals.  These appraisals keep track of intern performance if the intern rotates from one supervisor to another.

(1)  Upon change of an intern's immediate supervisor, an interim appraisal will be completed and certified by signature of both the rater and intern and then provided to the new supervisor.  This ensures that the appraisal is kept current and that proper training is being provided throughout the varied rotations.

(2)  At the end of the semiannual rating period, the current supervisor will complete and certify the final appraisal using the interim appraisals as support.

e.  Performance rating levels.

(1)  Excellence. Consistently exceeds level described by standards and documented expectations; frequently produces more and/or better than expected.

(2)  Success. Usually performs at the level described by the standards and documented expectations.  Quality/quantity of accomplishments are generally at expected levels.  Strengths clearly outweigh weaknesses.

(3)  Needs improvement. Sometimes performs at level described by standard and documented expectations.  However, fails enough so that weaknesses slightly outweigh strengths.

(4)  Fails. Frequently fails to perform at levels described by standards and documented expectations.  Rarely achieves expected results. Weaknesses clearly outweigh strengths. Unsatisfactory performance must be documented, but is not required to be supported on a semiannual appraisal before corrective action or separation procedures are begun.

f.  Regulatory guidance.  For more information on performance evaluation, you should see DA Pamphlet 690-400, Total Army Performance Evaluation System (TAPES), Chapter 4302.

4-5. Intern Placement

Placement of DA ACTEDS career interns to a PDL will be directed by the Regional Training Center’s ACPM and/or the Training Career Program Office (HQ TRADOC) in accordance with the following criteria:

a.  Effective date of entry into the Training Career Intern Program as reflected on the intern's Standard Form 50-B, Notification of Personnel Action.

b.  Projected graduation date (PGD).

c.  Service computation date (SCD) as reflected on Standard Form 50-B.

d.  Current performance appraisal.

If a-d above are the same for more than one intern, the TRADOC/MACOM Career Program Manager will determine which intern is best qualified based on the job description for the vacancy and the respective intern's education, experience, potential and interest.
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