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GLOSSARY OF TERMS
Career Field Education and Training Plan (CFETP):  A CFETP is a comprehensive, multipurpose document encapsulating the entire spectrum of education and training for a career field.  It outlines a logical growth plan that includes training resources and is designed to make career field training identifiable, to eliminate duplication, and to ensure the training budget is defensible.

Desirable Training:  That training the functional community determines is good to have but not mandatory for position accomplishment.

Exportable Training:  Training packages that are sent to sections/individuals for accomplishment.

Formal Training:  Training that is provided in a formal classroom environment.

On-the-Job (OJT) Training:  A training delivery method that provides hands-on, over-the-shoulder training conducted at the duty location.

Mandatory Training:  Training required by law or executive order.  May also include training the functional community has determined to be essential for position accomplishment.

Resource Constraints:  Resource deficiencies, such as money, facilities, time, manpower, and equipment, that preclude mandatory and desired training from being delivered.

Standard:  A fixed quantity, quality, or level of performance an individual is expected to demonstrate.

PREFACE

1.  This Career Field Education and Training Plan (CFETP) is a comprehensive document that identifies desired training, education, and experience for Engineering occupational series; provides information on career opportunities; and provides a tool for supervisors to work with employees in charting training, education, and career broadening goals.  The goal is to provide guidance and opportunities to ensure a highly trained, -qualified, and -motivated team of managers and leaders to perform the civil engineer mission today and in the future.

2.  The CFETP consists of three parts, which are used by supervisors to plan and manage training for employees.  Engineers and architects in the civil engineer squadron, at major commands, and at field operating agencies should use this plan to perform successfully in their current positions.

· Part I describes career progression opportunities.

· Section A explains what the CFETP is and how everyone will use it.

· Section B contains information on career opportunities and training/education requirements in the occupational series.

· Part II tells how to identify and fill an employee’s training needs.

· Section A is the list of tasks performed at base level and higher.  Each task shows a source of training.  The supervisor determines what training is required, programs for training, and documents when it was completed.

· Section B lists training and education courses available in the occupational series.

· Section C discusses other training, such as professional military education, supervisory and managerial courses, and professional development opportunities.

· Part III is the individual development plan (IDP).  The IDP is an optional tool supervisors may use to program training an employee needs and discuss career opportunities with the employee.

3.  Supervisors and employees together using guidance provided in this CFETP will ensure employees receive the right training and education at the appropriate points in their careers.  Proper use of this plan enables us to train today's work force for tomorrow's jobs.

4.  Your suggestions for improving this CFETP are welcome and highly encouraged.  Send recommended changes to:

HQ AFCESA/CEOT

139 Barnes Drive Suite 1

Tyndall AFB FL  32403-5319

PART I

OVERALL MANAGEMENT

Section A - General Information
1.  Purpose of the Career Field Education and Training Plan (CFETP).

1.1.  This CFETP provides training, education, and career path information for Engineering occupational series.  This plan outlines the desired training, education, and experience to support proper performance and provides a means for supervisors and employees to jointly plan and program training and education, as well as discuss career opportunities.  The CFETP also:

· Identifies required and desired training and education for engineering occupational series and recommends the appropriate points in an individual's career to obtain the training and education.

· Identifies training and education sources and delivery method(s).

· Provides information about supervisory, senior management, and leadership training and development.

· Emphasizes and supports continuing education.

1.2.  Additional information on the Civil Engineer Career Program (CECP) is in the Career Guide and the Liaison Pamphlet published by the Air Force Personnel Center, AFPC/DPKCE.  This office can be reached at DSN 487-6843/6388, or (210)652-6843/6388.  CECP information is also available electronically via the Internet on the CECP home page; the address is http://www.afpc.af.mil.  Air Force Instruction (AFI) 36-601 and Air Force Manual (AFMAN) 36-606 describe who is eligible to participate in the CECP, how to register, and how the program works.

2.  Uses.  This plan is used by major command (MAJCOM) functional managers (MFMs) and supervisors at all levels to ensure comprehensive and cohesive training programs are available for each individual in the occupational series.  

· MAJCOM training and Air Force Institute of Technology (AFIT) education personnel develop/revise formal resident, non-resident, field, and exportable training based on requirements established by the users and documented in Part II of the CFETP.

· MFMs ensure their training programs complement the Air Force-level training listed in the CFETP.  Identified requirements can be satisfied by on-the-job training (OJT), resident training, contract training, or exportable courses.  MAJCOMs and units may add training requirements to this plan.

· Each individual completes the training specified in this plan using the list of courses in Part II as a reference.

· Completion of training, education, and experience criteria for career advancement is a joint responsibility between supervisors and employees.  Supervisors must work with the employee to determine appropriate education and training, and ensure employees have the opportunity to attend courses.  Employees should have the initiative to chart career goals and, with the advice of the supervisor, determine realistic milestones for achieving those goals.

3.  Coordination and Approval.  tc "Coordination and Approval of the CFETP"\l 3\n The Headquarters Air Force Civil Engineer Support Agency Commander (HQ AFCESA/CC) is the final approval authority.  MAJCOM representatives and AFIT faculty identify and coordinate on the career field training requirements.  AFCESA reviews this document annually with MAJCOM subject matter experts to ensure currency and accuracy and, using the list of courses in Part II, eliminate duplicate training.

· HQ AFCESA/CEOT ensures new or revised formal resident and exportable training materials are based on requirements established by users and documented in Part II of the CFETP.

· HQ AFCESA/CC ensures tasks in the CFETP may be satisfied by OJT, formal training, or exportable courses.

· Unit-level supervisors help the employee complete required training, including any MAJCOM supplemental requirements, by scheduling training and education courses, conducting OJT, and counseling the employee on desired training, education, experience, and career planning.

· Each individual completes training identified by his/her supervisor as necessary for proficiency in a particular task.  Part II, Section A shows courses available.  Part II, Section B lists additional sources of education and training.

Section B - Occupational Series Description and Information
4.  Occupational Career Series Description.  In the Civil Engineer Objective Squadron, the  Engineering function is performed in the Engineering Flight and in the Maintenance Engineering Element of the Operations Flight.  The Engineering occupational career areas include providing professional architectural and engineering services, implementing programs and policies, and managing CE activities.  CE civilian architects and engineers are responsible for the planning, programming, budgeting, design, and construction of Air Force real property.  They provide support in the following areas for the professional development of our military counterparts, and provide continuity in operations during military deployments.  Typical duties are listed below.

· Planning:  Formulate plans to meet future real property requirements

· Programming:  Develop and budget for specific facility requirements to meet planning objectives

· Design Management:  Develop projects to satisfy specific programmed facility requirements

· Construction Management:  Implementing construction of funded projects

· Post-Construction:  Confirm the project has met customer requirements

· Operations and Maintenance:  Maintain base comprehensive plan and review projects for maintainability

4.1.  Base and Command Trainee (Entry) Level.  These are base-level positions, with training and education oriented towards meeting the basic requirements of the engineering occupational series, concentrating not only on development of technical skills, but effective writing and briefings as well.
· Design engineer trainee in engineering flight

· Maintenance engineer trainee in operations flight

4.2.  Intermediate.  These positions are mostly at base level.  Training and education are focused on preparing the employee to transition into supervisory and more complex technical positions above base level.  A combination of computer-based tutorial and classroom instruction is required for individuals to receive the necessary skills required at this level.

· Journeyman engineer in engineering flight

· Lead engineer in engineering flight

· Lead engineer in maintenance engineering element

4.3.  Mid-Management.  These are normally complex base-level, MAJCOM, and Headquarters Air Force positions.  Training for these employees aids them with further developing their skills for providing staff-level work in support of installation engineering programs.  The majority of the training at this level is from MAJCOM workshops, the Office of Personnel Management, and other management courses, such as negotiating, bargaining, and conflict management.
· Deputy base civil engineer

· Engineering flight chief

· Staff engineer or division chief at major command or field operating agency

· Chief of Design

· Chief of Base Development

· Chief of Design Team

4.4.  Senior Management.  These are normally complex MAJCOM and Air Staff positions.  These employees represent the Air Force in managing engineering resources and working engineering policy, plans, and programs with other Services, DoD, and the Secretariat.  Training and education at this level are focused on further developing staff-level skills in support of installation engineering programs, and developing executive and managerial abilities.

· Chief of major command construction directorate

· Division chief at Air Staff (Office of The Civil Engineer)

· Director of field operating agency or associate civil engineer (senior executive service)

5.  Master Development Plan (MDP).  The MDP is a comprehensive list of desired education, self-development, training, and typical assignments for each level in the career path.  MDPs are shown at Table 1 for base level, Table 2 for technical positions in professional series not covered by the CE Career Program, and Table 3 for MAJCOM/Air Staff/FOA.

5.1.  How to Read the MDP.  Each phase includes desirable training, education, and self-improvement from the previous phases/grade groups.  For example, in Table 1, professional registration/certification is shown as desirable for the mid-management phase; therefore, it is also desirable for the senior management phase, although not listed again.

6.  Career Path.  The various grade level groupings in this occupational series are stated in broad terms and establish the standards of performance.  Specific duties and responsibilities are described in the employee’s position description or core document.

6.1.  Career Progression.  Qualified employees may progress in two-grade intervals.  The Office of Personnel Management Group Coverage Qualification Standard for Administrative and Management Positions is used in making qualification determinations.  This standard includes the credited education and experience required to qualify for positions in Engineering occupational series.  The individual must have graduated from an accredited institution or have recognized equivalent experience.  Equivalent combinations of education and experience are qualifying for all grade levels for which both education and experience are acceptable.  The MDP is a guide; although a given course or level of education is shown as desirable for a given position at a given level, it does not mean an individual will not progress without that particular course.  Experience suggests individuals who aggressively pursue suggested education and training and are available for geographic relocation to a variety of jobs of increasing responsibility will have the best chance for selection to senior management positions.  Other state- or host nation-specific requirements may apply.

6.2.  Career Pyramid.  Figure 1 is based on the MDPs and graphically shows the Engineering career path.
7.  Occupational Series Education, Training, and Self Development.  The education, training, and self development needed or desired in Engineering occupational series, as well as typical positions by grade grouping, are shown in the MDP.
7.1.  Trainee Level.  Civilian architect or engineer trainees must be familiar with the general principles of design, construction, maintenance, and repair of facilities.  The individual must have graduated from an institution with an engineering program of instruction accredited by the Accreditation Board for Engineering and Technology (ABET) or the National Architectural Accreditation Board (NAAB) with an undergraduate academic specialization in architecture, or civil, electrical, general, environmental, construction, architectural, or mechanical engineering leading to a professional degree.  Engineer in Training (EIT) credentials; completion of National Council of Architectural Registration Boards (NCARB) requirements; and courses in discipline-specific design, cost estimation, project programming, and EIT/Architectural Registration Exam (ARE) preparation are desired.

7.2.  Intermediate.  The intermediate phase architect or engineer must be competent in the technical application of principles of planning, programming, design management, construction management, and post-construction management of facilities.  The architect or engineer should be pursuing professional registration/licensing.

7.3.  Mid-Management.  The civilian architect or engineer in the mid-management phase must be competent in the management of resources and direction  of planning, programming, design management, construction management, and post-construction management of facilities.  The architect or engineer should be professionally registered/licensed.

7.4.  Senior Management.  The senior civilian architect or engineer must be competent in the management of resources and formulation of policy in the planning, programming, design management, construction management, and post-construction management of facilities.

8.  Training Decisions.  This CFETP is developed to include life-cycle (day one through retirement) training requirements for Engineering occupational series.  Included in this spectrum was the strategy of when, where, and how to meet these training requirements.  The strategy must be apparent and affordable to reduce duplication of training and eliminate a fragmented approach to training.  Training should be conducted on-site whenever possible to reduce TDY costs, although training for higher-level management positions is normally conducted off-site.

9.  Policy on Professional Registration and Certification.  The policy on professional registration and certification for Civil Engineer career fields is as follows.

9.1.  Purpose.  To establish policy for professional registration and certification requirements in Civil Engineer organizations and occupational series covered by the Civil Engineer Career Program (CECP).

9.2.  Applicability.  This policy applies to all civilian positions covered by CECP in Civil Engineer and other Air Force organizations.

9.3.  Definitions.
9.3.1.  Professional Registration.  Professional registration for engineers, architects and landscape architects is defined as possessing a license to legally perform engineering and/or architectural services in a State, District of Columbia, or US Territory, issued by the state or territorial licensing board.  In some states, registration may also be referred to as “licensed.”

9.3.2.  Professional Certification.  Professional certification for other disciplines is defined as possessing credentials from a recognized professional association--including societies, institutes, boards, academies, or other recognized professional organization--attesting that the person has successfully completed the requirements to practice in the designated discipline or area of specialization.  Typically, the certification is obtained by completing a prescribed combination of education, experience and proven accomplishments.  Certifications presently recognized by The Civil Engineer are listed below.  Other certifications may be considered for addition to the list upon written request from the organization to HQ USAF/ILE.

9.4.  Background.  The Air Force seeks to develop and attract employees who have proven abilities in their professions--employees with a high degree of technical competence as evidenced by professional registration or certification.  Professional registration and certification are indicative of a work force with strong technical skills which have been developed and exhibited through a rigorous program of education, experience, and testing.

9.5.  Policy on Professional Registration.  As a matter of professional practice, the following specific positions and types of positions in the Civil Engineer organization will require professional registration.  This requirement is based on duties comparable to those performed in the private sector which would require registration.  For those engineer and architect positions in the Civil Engineer organization that do not require registration, selecting officials are encouraged to consider registration as an indicator of the candidates’ professionalism and excellence and a factor in evaluating candidates for promotions.

BASE LEVEL

ENGINEERING CAREER GROUP MDP
This MDP covers the following series:  020, 801, 808, 810, 819, 830, 850

Phase
Typical Grade
Desirable Education/Self Development/Training*
Typical Assignment

Senior

Management
14/15
· Federal Executive Institute (15)

· Creative Leadership Course (14/15)

· LEGIS Fellows Program (13-15)

· Harvard/Stanford/Princeton LTFT (13-15)

· OPM Management and National Policy Seminars (13-15)

· Non-OPM Management Courses
· Deputy BCE

· Career broadening  rotational assignment

· Engineering Flight Chief

Mid-Management
13/14
· Masters in Management, Public Administration, or a Technical Area

· ICAF (14-15) or AWC (14-15)

· Professional Registration/Certification

· OPM Management and National Policy Seminars (13-15)

· Non-OPM Management Courses

· Senior Executive Leadership Program (14/15)

· MGT 400 - CE Commander/Deputy (Deputies or Selectee)
· Deputy BCE

· Engineering Flight Chief

· Branch Chiefs

· Program/Project Manager

· Career broadening  rotational  assignment

Intermediate
11/12
· Pursuing Masters in Management, Public Administration, or a Technical Area

· Pursuing Professional Registration/ Certification

· LTFT Career Field Training

· Professional Affiliation

· ACSC (12-15) or SOS (9-12)

· Executive Leadership Course (12-13)

· AFIT Management, Engineering, and Environmental Courses 

· Education with Industry

· Non-OPM Management Courses

· AF Supervisor’s Course (if applicable)
· Maintenance Engineer Element Chief

· Environmental Flight Chief 

· Program/Project Manager

· Design Engineer/ Architect

· Maintenance Engineer

· Staff Environmental Engineer

· Community Planner

Trainee (Palace Acquire Intern)
5/7/9
· Bachelors in Architecture, Engineering, Planning, or Science

· SOS (9-12)

· Pursuing Professional Registration/ Certification

· Professional Affiliation

· AFIT MGT 101 within 6 Months of Assignment, and Other Management, Engineering, and Environmental Courses

· Education with Industry
· Design Engineer/ Architect

· Community Planner

* Refer to Part II, Sections B and C of this CFETP for Course Information

ACSC

Air Command and Staff College
LTFT
Long Term Full Time

AFIT
Air Force Institute of Technology
OPM
Office of Personnel Management

AWC

Air War College
SOS
Squadron Officer School

ICAF
Industrial College of the Air Force



TECHNICAL MDP

PROFESSIONAL SERIES AT ALL LEVELS
This MDP is for all professional series outside the CE Career Program (CECP) such as 093, and 450.
Phase
Typical Grade
Desirable Education/Self Development/Training*
Typical Assignment

Senior

Technical
12
· ACSC (12-15)

· LTFT Career Field Training

· Advanced Degree in Specific Discipline

· Professional Registration/Certification (if required)

· Appropriate Technical Training

· AFIT Management, Engineering, and Environmental Courses

· Non-OPM Management Courses
· Staff officer at MAJCOM/FOA

· Program/Project   Manager

Intermediate
11
· SOS (9-12)

· Professional Registration/Certification in  Progress (if required)

· AFIT Management, Engineering, and Environmental Courses 

· Technical Conferences

· Vendor-Provided Technical Courses
· Continued assignments with broad technical responsibilities, normally at base level

Trainee
5-9
· Bachelors in Appropriate Discipline

· Professional Affiliation

· AFIT MGT 101 within 6 Months of Assignment, and Other Management Engineering, and Environmental Courses

· Vendor-Provided Technical Courses
· Assignments in areas of expertise, normally at base level

* Refer to Part II, Sections B and C of this CFETP for Course Information
ACSC

Air Command and Staff College
OPM
Office of Personnel Management

AFIT
Air Force Institute of Technology
SOS
Squadron Officer School

LTFT
Long Term Full Time



MAJCOM/AIR STAFF/FOA

ENGINEERING CAREER GROUP MDP

This MDP covers the following series:  020, 801, 804, 808, 810, 830, 850, 819

Phase
Typical Grade
Desirable Education/Self Development/Training*
Typical Assignment

Senior

Management
15
· Federal Executive Institute (15)

· Creative Leadership Courses (14/15)

· LEGIS Fellows Program LTFT (13-15)

· Harvard/Stanford/Princeton LTFT (13-15)

· OPM Management and National Policy Seminars (13-15)

· Non-OPM Management Courses
· Career broadening rotational assignment 

· Air Staff/MAJCOM Division/Branch Chiefs

· FOA Directors

Mid-Management
13/14
· ICAF (14-15) or AWC (14-15)

· Professional Registration/Certification

· Senior Executive Leadership Program (14/15)

· OPM Management and National Policy Seminars (13-15)

· Non-OPM Management Courses

· AF Supervisor’s Course (if applicable)
· Air Staff/FOA Managers 

· Division or Branch Chiefs 

· Career broadening  rotational assignments

Intermediate
12/13
· Masters in Management, Public Administration or Architecture, Engineering, Science, Planning 

· ACSC (12-15) or SOS ( 9-12)

· LTFT Career Field Training

· Pursuing Professional Registration/ Certification

· Professional Affiliation

· Executive Leadership Course (12-13)

· OPM Management and National policy Seminars (13-15)

· Non-OPM Management Courses

· AFIT MGT 101 within 6 Months of Assignment and Other Management, Engineering, and Environmental Courses
· Program/Project Manager

· Technical Specialist

* Refer to Part II, Sections B and C of this CFETP for Course Information
ACSC

Air Command and Staff College
LTFT
Long Term Full Time

AFIT
Air Force Institute of Technology
OPM
Office of Personnel Management

AWC

Air War College
SOS
Squadron Officer School

ICAF
Industrial College of the Air Force







9.5.1.  Base Level.
· One or more engineer or architect positions in “technical” sections will require professional registration if performing designs/design reviews or construction management at the GS-11 level and above.   The number of positions requiring registration will be determined by the BCE based upon design/design reviews and construction management being a substantial part of position duties.  First-line supervisors will require registration if two or more nonsupervisory positions within that section require registration.  The engineering flight chief position (CEC) will always require registration.  The Air National Guard (ANG) Civil Engineering organization at base level is exempted from this policy.

· One or more environmental engineers in the environmental flight will require professional registration if the flight performs designs/design reviews or construction management, or if the flight/division completes applications for environmental permits.  Registration will be in the environmental discipline or a closely related discipline (i.e., civil or mechanical); the selecting official should review candidates to determine the extent of practical experience in environmental engineering.  The BCE (or chief of Environmental Management if separate from BCE organization) shall determine the number of positions requiring registration based upon analysis of state licensing requirements, the cost-benefits of having the federal employee rather than a contractor obtain the necessary state licensing or certification, and the overall benefits of having more than one registered professional engineer in the environmental flight.

9.5.2.  HQ USAF, MAJCOM, AFCEE, AFCESA, and other FOAs:  Supervisory and non-supervisory architects and engineers engaged in technical decisions--reviewing design or construction, providing design or construction guidance, and establishing and waiving design or construction standards--at the GS-13 level and above, shall be registered.  One or more environmental engineer positions in environmental activities shall require professional registration when the positions are engaged in substantial design/design review or construction oversight responsibilities or technical decisions as described above.  The Air Force Civil Engineer Director of Environment, MAJCOM Civil Engineers, and the AFCEE Director will determine the number of environmental engineer positions requiring registration in their respective organizations.  In addition to the above criteria, the following specific positions shall require professional registration:

· AFCEE
· All GS-13/14/15 Architects in Design Group

· Landscape Architect position in Design Group

· All GS-14 and GS-15 positions in Construction Management

· AFCESA
· All GS-14 and GS-15 Engineer and Architect positions in Technical Support Directorate

· ANGRC/CE

· All GS-14 and GS-15 Architect and Engineer positions in Engineering Division

· AF/ILEC

· Division Chief (GS-15)




9.5.3.  Architect-Engineer Selecting Officials:  All persons chairing or approving results of Architect-Engineer slate selection boards shall be professionally registered.

9.6.  Policy on Professional Certification:  Professional certification serves to foster technical competence and all eligible employees are encouraged to obtain professional certification in their disciplines.  However, at this time, no Civil Engineer positions require certification.  Where states and local municipalities impose certification requirements, those requirements will be indicated in position descriptions and will become part of the basic eligibility criteria for preparation of promotion and reassignment certificates subject to BCE (or chief of Environmental Management if separate from BCE) decision to include these duties in the in-house position versus performing these duties by on-going contracts.  Supervisors will evaluate certification information on career briefs to aid them in ranking candidates for promotion and education opportunities.

9.7.  Expenses for Professional Registration and Certification:  Obtaining professional registration or certification is a personal expense.  The Air Force will not reimburse employees for expenses associated with examinations to obtain initial registration and certification, nor for expenses incurred in periodic registration and certification renewal.  However, the Air Force supports training in preparation for registration and certification and continuing education required for relicensure that also contributes to the Air Force mission.  Supervisors are encouraged to provide appropriate time off for study/education, and training funds are available for approved “refresher” courses to prepare for examinations.  Funds may be available from either the Civil Engineer Career Program or from local civilian training accounts.

9.8.  Maintaining Currency and Validating Professional Registration and Certification:  It is incumbent upon employees to provide written confirmation of registration or certification to the servicing civilian personnel flight to become part of the employee’s official personnel record.  Employees seeking positions and those occupying positions requiring registration are required to keep registrations and certifications current/in-force and to provide reverification of currency as may be required from time-to-time by personnel flights.  Employees who allow registrations/certifications to lapse (whether or not registration/certification is required by their present  position), or lose their license through board disciplinary action, must notify the servicing civilian personnel flight of their change in status and are responsible to assure their official personnel record no longer reflects a former registration/certification.  It is the employee’s responsibility to ensure his/her automated personnel record has the most current information.

9.9.  Incumbents:  Engineers, architects, and other occupational series not meeting criteria/policies herein may be “grandfathered” in current positions only, without further condition.  They are, however, encouraged to seek registration as their discipline and current position may require, and should not undertake those activities typically within the purview of registered Architects or Engineers, e.g., chairing slate selection boards or signing drawings.

9.10.  Relationships with States:  The Doctrine of Federal Supremacy serves to exempt most Air Force engineering and architectural activities from compliance with state registration requirements.  And, for this reason, professional registration of Air Force employees is only required to fulfill Air Force policy and standards of professional practice.  However, Congress has waived Federal Supremacy in a number of environmental statutes.  Therefore, environmental professionals may be required to obtain state certification or registration, as appropriate, to perform certain functions.  The BCE (or chief of Environmental Management) must analyze the environmental functions performed at the base which require state registration/certification and the costs and benefits of having either the federal employee or on-going contracts provide the necessary registration/certification for the federal government, selecting the most appropriate means.

9.11.  Waivers to Policy:  Waivers to this policy will be considered upon request from the MAJCOM/CE through the Civil Engineer Career Program Office, Randolph AFB to HQ USAF/ILE.  Waiver approval authority is the CECP Policy Council Chair (the Air Force Deputy Civil Engineer).  Questions regarding this policy should be directed to the Air Force Civil Engineer Career Program, DSN 487-6843, or (210) 652-6843.

PROFESSIONAL CERTIFICATIONS 

Certified Chemical Engineer (CChE)


Registered Professional Geologist

Certified Professional Chemist (CPC)


P.O. Box 9140
American Institute of Chemists



3300 Penrose Place

7315 Wisconsin Ave., Suite 518E



Boulder  CO   80301

Bethesda  MD   20814




(303) 447-2020

(301) 652-2447

























Certified Environmental Professional Program

Council of Landscape Architects Registration 

Natl Assoc. of Environmental Professionals (CEP)

Board (CLARB)

5165 MacArthur Blvd., N.W.



12700 Fair Lakes Circle, Suite 110

Washington, DC  20016




Fairfax, VA  22033








(703)818-1300

Certified Health Physicist (CHP)



National Council For Interior Design 

Health Physics Society




Qualification (NCIDQ)

1313 Dolly Madison Blvd., Suite 402


50 Main Street

McLean, VA  22102




White Plains, NY  10606-1920

(703)790-1745





(914)948-9100

Certified Industrial Hygienist (CIH)


Certified Planner (AICP)

American Board of Industrial Hygiene (ABIH)

American Institute of Certified Planners

4600 W. Saginaw, Suite 101



1776 Massachusetts Ave. NW\

Lansing, MI  48917-2737




Washington, DC  20036

(517)321-2638





(202)872-0611
Certified Safety Professional (CSP)


Certified Toxicologist

Board of Certified Safety Professionals (BCSP)

American Board of Toxicology

208 Burwash Ave.




P.O. Box 30054

Savoy, IL  61874-9571




Raleigh, NC  27622








(919)782-0036

National Association of Corrosion Engineers (NACE)

1440 South Creek Drive

Houston, TX  77084

(281)228-6200

PART II

TRAINING

Section A - Task List
1.  Description.  This section lists the tasks performed in the major areas of the Engineering occupational series--planning, project programming, design management, construction management, and program management--at base-level and higher positions.  Leadership and staff functions are also covered.

2.  Purpose.  This section of the CFETP serves as a record of duties the employee is expected to perform and the training received.  The supervisor and employee work together to identify a source of training for each task the employee performs, schedule the training, and ensure it is completed.

3.  Instructions.  There are five columns for each task.

3.1.  Training Required.  The employee may perform all or some of the tasks, depending on the local mission.  If the employee is required to perform the task, mark the space with a check mark (().

3.2.  Job Performance Requirements.  This is a master list of the tasks commonly performed by employees in this occupational series. The list was developed by subject matter experts in the occupational series.  If the employee performs tasks which are not on the task list, the supervisor may add them.  For environmental engineering tasks, refer to the Environmental Flight CFETP.

3.3.  Source.  This column shows where formal training may be obtained, or if training must be accomplished through OJT.  If there is no formal training, the supervisor determines the best way to train on the task.  Training sources shown are not all-inclusive; many other training sources may be available through local universities, commercially, or through other government agencies that have specialized training.

3.3.1.  How to Read the Source Column.  When a training source is shown for a particular job performance requirement, it applies to all subtasks under that requirement, e.g., ENG 520 for task 1.2 also applies to 1.2.1, 1.2.2, etc.  

3.4.  Completion Date.  The supervisor or other individual designated to certify the completion of training records the date training was completed.

3.5.  Comments.  Enter any information relevant to task training.
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DCS/Installations & Logistics


1.  Planning





1.1.  Create/maintain plans
AFCAT 36-2223

OJT




1.1.1.  Maintain base comprehensive plan 





1.1.2.  Create/maintain traffic plan





1.1.3.  Create/maintain land use plan





1.1.3.1.  Create area development plans





1.1.4.  Develop MILCON plan for base comprehensive plan
ENG 423




1.1.5.  Develop 5-year O&M plan





1.1.6.  Develop Housing Comprehensive Plan





1.2.  Siting
AFCAT 36-2223




1.2.1.  Validate site air installation compatible use zone (AICUZ) compliance





1.2.2.  Enforce airfield clearance safety criteria





1.2.3.  Enforce explosive safety criteria (quantity/distance (Q-D))





1.2.4.  Provide documentation to DoD Explosive Safety Board





1.2.5.  Maintain other siting criteria





1.2.6.  Approve/disapprove project siting





1.3.  Miscellaneous planning
OJT




1.3.1.  Coordinate with local political officials





1.3.2.  Develop/conduct facility board





2.  Project Programming





2.1.  Commander’s facility assessment
OJT




2.2.  Prepare DD Fm 1391
ENG 423




2.3.  Define work classification (EEICs 522, 529, 523)





2.4.  Determine funding sources (NAF, MED, MFH)





2.5.  Assess and validate AF Fm 332





2.6.  Coordinate with user





2.7.  Prepare 70% calculation
OJT




2.8.  Prepare Deficiency Detail Data sheet (D³) in accordance with AFI 32-1024 (AFR 86 -1)
ENG 423




2.9.  Prepare environmental compliance certificate (initiate AF Fm 813)





2.10.  Complete EAIP as required
OJT




2.11.  Develop siting package
ENG 423




2.12.  Define project scope





2.13.  Determine approval authority





2.14.  Coordinate with base agencies, e.g., Fire Department, after initial development





2.15.  Prepare sketch





2.16.  Define justification and impact if not provided





2.17.  Develop cost estimate





2.18.  Provide economic analysis background information





2.19.  Determine method of construction execution





2.20.  Contribute to work order review process
OJT




2.21.  Develop RAMPS/project management plan
Tutor/Coach






2.21.1.  Review DD Fm 1391





2.21.2.  Identify key personnel and agencies





2.21.3.  Define scope





2.21.4.  Develop sketch/diagram





2.21.5.  Develop preliminary project schedule





2.21.6.  Provide base/MAJCOM design guidance





2.21.7.  Provide environmental requirements





2.21.8.  Provide reference/design standards list





2.21.9.  Forward to MAJCOM for review





2.21.10.  Strategy review (project/design manager presents design/contracting strategy to CE)





3.  Design Management





3.1.  Prepare statement of work/performance work statement
OJT




3.2.  Visit site/review as-built drawings





3.3.  Coordinate with user





3.4.  Develop architect/engineer (AE) scope of services (Title 1, Title 2, etc.)





3.5.  Develop AE cost estimate for services





3.6.  Evaluate AE proposal





3.6.1.  Participate on AE selection boards





3.7.  Tech rep for negotiations with AE (prices/services)
OJT




3.8.  Complete AF Form 9





3.9.  Develop and track design schedule
ENG 420




3.10.  Coordinate with AE, COE, NAVFAC, other





3.11.  Prepare performance evaluation report
OJT




3.12.  Manage changing requirements in the design process





3.13.  Conduct/coordinate design review





3.13.1.  Write transmittal letters and send out packages





3.13.2.  Review for constructability, maintainability, operability, safety, code compliance, fire safety, energy efficiency, corrosion protection, environmental compliance
ENG 420




3.13.3.  Consolidate design review comments
OJT




3.13.4.  Conduct design review meetings





3.13.5.  Draft/finalize comments





3.13.6.  Update PCMS/PDC
MGT 101, ENG 423




3.13.7.  Review/update project schedule
OJT




3.13.8.  Update current working estimate





3.14.  Manage design services





3.14.1.  Evaluate value of engineering ideas
COE




3.14.2.  Planning and design concept 
Tutor/Coach




3.14.3.  Assess user needs
OJT




3.14.4.  Conduct site visit/review as-builts





3.14.5.  Define scope (DD Form 1391, user, programmer, etc.)
ENG 423




3.14.6.  Coordinate with shops for constructability/maintainability
OJT




3.14.7.  Accomplish design analysis





3.14.8.  Produce drawings





3.14.8.1.  AutoCAD or Intergraph
Commercial Vendor




3.14.8.2.  Review drafting work
OJT




3.14.9.  Select materials and systems
COE




3.14.10.  Refer to codes and standards
OJT; Commercial






3.14.11.  Write specifications
ENG 421, OJT




3.14.12.  Prepare prebid and invitation for bid package





3.14.12.1.  Bid schedule, performance period synopsis, etc.





3.14.13.  Design review





3.14.14.  Coordinate for signatures
OJT




3.14.15.  Reproduce drawings and specs for solicitation (and translation if needed)





3.14.16.  Coordinate with other disciplines





3.14.17.  Satisfy host nation requirements





3.14.18.  Update PCMS
OJT

ENG 423




3.14.19.  Perform cost estimate (parametric/detailed)





3.14.20.  Assess for environmental hazards  





3.14.21.  RFP preparation (turn-key, design-build)





3.15.  Execute contract awards





3.15.1.  Evaluate bids





3.15.2.  Respond to request for information from bidders





3.15.3.  Amend solicitation if errors found





3.15.4.  Conduct bidder site visit/conference





3.15.5.  Participate in bid opening 





3.15.6.  Obtain additional funding as required





3.15.7.  Forward bid award documents to FM





3.15.8.  Draft/coordinate bid award message





3.15.9.  Respond to bid protest





3.15.10.  Evaluate requests for proposal (RFP); participate on tech eval team





3.15.11.  Write RFPs (design-build) 





3.16.  Approve/accept AE services (sign)
OJT




3.17.  Approve/accept in-house projects (stamp/sign)





4.  Construction Management





4.1.  Conduct/attend pre-construction conference





4.2.  Review submittals





4.3.  Identify/write/execute/

validate/fund modifications (configuration control); participate in negotiations/ terminations





4.4.  Approve and monitor construction schedule





4.5.  Perform acceptance inspection (prefinal/final)





4.6.  Enforce safety codes





4.7.  Monitor code (building) compliance





4.8.  Inspect materials and workmanship for compliance





4.9.  Evaluate value of engineering change proposals





4.10.  Brief construction status





4.11.  Obtain permits





4.12.  Update PCMS





4.13.  Forward capitalization package to Real Property





4.14.  Secure as-builts





4.15.  Maintain construction logs





4.16.  Generate progress report to contracting





4.17.  Coordinate with shops, base newspaper, and other agencies for power outages, water shut-offs, etc.





5.  Post-Construction
OJT




5.1.  Maintain warranty program





5.2.  Post-occupancy evaluations





5.3.  Financial close-out





5.4.  Settle claims





5.5.  Publish lessons learned





6.  Military Indoctrination
OJT; MGT 101; SOS




7.  Personnel Management
CPO; OPM




7.1.  Supervise employees





7.2.  Evaluate employees





7.3.  Manage leave and recognition programs
OJT




7.4.  Develop training plan
CPO




7.5.  Assign work





8.  Program Management
OJT




8.1.  Determine in-house capabilities





8.2.  Determine mission workload





8.3.  Develop programs





8.4.  Conduct facility board





9.  Staff Skills





9.1.  Conduct briefings and meetings
SOS, OJT




9.2.  Perform staff work
SOS; OJT; Tongue & Quill (T&Q)




9.3.  Formulate alternatives/ recommendations





9.4.  Develop problem-solving skills





9.5.  Develop communication skills
SOS; T&Q




9.6.  Develop negotiation skills
OJT




10.  Financial management





10.1.  Participate in financial management board





10.2.  Develop budget





11.  Leadership skills





11.1.  Mentor subordinates
CECP




11.2.  Perform organizational planning
OPM; QI; CECP




11.3.  Practice Quality Air Force principles
Base QI; OJT




11.4.  Advocate CE positions
OJT



Section B – Course Index

4.  Air Force Institute of Technology (AFIT) Courses.  The table below shows the primary and secondary audiences for resident courses offered by the Civil Engineer and Services School applicable to engineers and architects.  Additionally, the School serves several thousand students annually through nonresident programs.  On-site courses, on-site seminars, satellite broadcasts, and videotapes deliver job-related education to the workplace.  Refer to the Civil Engineer and Services School Professional Continuing Education Catalog for more information.

COURSE
PRIMARY AUDIENCE
SECONDARY AUDIENCE

ENG 420, Engineering Management Applications
Engineering Flight Chief
Engineering Flight Element

MAJCOM Program

  Managers

ENG 421, Contracting for Civil Engineering
Design Engineer/Architect
Maintenance Engineer

Project Programmer

Project Manager

Construction Engineer/

  Manager

MAJCOM equivalent of

  primary audience

ENG 423 Project Programming
Project Programmer

Project Manager
Engineering Flight Chief

Programs Chief

MAJCOM Equivalent

Community Planner



ENG 464, Energy Management Technology
Energy Manager
Maintenance Engineer

EMCS Manager

Operations Flight Chief

MAJCOM Equivalent

ENG 484, Reserve Forces Air Base Combat Engineering
Reserve and Guard CE Officers


ENG 550 Airfield Pavement Maintenance & Rehabilitation
Pavement Engineer/Civil Design Engineer
Maintenance Engineer

Construction Management 

  Engineer

ENG 555 Airfield Pavement Construction Inspection
Contract Management Inspector

Pavement Instructor
Pavement Maintenance

  Supervisor

Pavement Engineer

MGT 101, 101C, 101E, 101O, Introduction to Base Civil Engineer Organizations (Contingency, Engineering, or Operations Modules)
New CE Officer/Civilian
CE Company Grade Officer

  (not previously attended)

Palace Acquire Interns

MGT 102, Introduction to Base Civil Engineer Organization for Reserve Forces
Reserve Officers newly assigned to CE
Reserve Company Grade CE officer

MGT 421 SABER Management
SABER  Project Manager/Chief

SABER Contract Administrator
Construction Engineer

Contracting Officers/LGC

Engineering Flight Chief

Operations Flight Chief

MGT 430, Operations Management Applications
Operations Flight Chief

Deputy Operations Flight Chief


MGT 436, Maintenance Engineering
Maintenance Engineer Chief
Maintenance Engineer

Operations Flight Chief

MGT 438, Civil Engineer Logistics Management
Logistics Chief
Operations Flight Element

  Chief

Supervisory Personnel in

  Logistics

MGT 450, Facilities Maintenance/Zonal Management
Design Engineer/Architect
Zone Customer Service

  Personnel

Supervisory Personnel in

  Operations

5.  Corps of Engineers (COE) Courses.  In addition to AFIT offerings, the following courses are available from the Army Corps of Engineers and listed in “The Purple Book”--CEHNDP 350-1-1, available from the Registrar, COE, Huntsville AL, (205)722-5821 or 5822 (may be reached via off-net from the Redstone Arsenal operator, DSN 746-0011).  These courses support the tasks listed in Part II, Section A, and supplement the information taught at the Civil Engineer and Services School.  Contact your training manager for information on attending any of these courses.  

Task 1.0 - Planning

· Cost Estimating Basics

· Environmental Impact Assessment of Projects

· Environmental Writing

· Global Positioning System: Practical Applications for Surveying, Mapping, and Geographic Information System Applications

· Hydrologic Engineering for Planning

· Land Use Analysis for Water Resource Planners

· Introduction to Groundwater Investigations

· Managing the Preparation of MILCON Justification

· Minimization and Mitigation of Water Resource Project Impact

Task 2.0 - Project Programming

· Cost Estimating Basics

· DD Form 1391 Preparation

· DD Form 1391 Processor System

· Environmental Impact Assessment of Projects

· Environmental Writing

· Managing the Preparation of MILCON Justification

Task 3.0 - Design Management

· AE Contracting

· Cost Reimbursement: AE Contracting

· Advanced Concepts in Pavement Design and Evaluation

· Air Surveillance for Hazardous Materials

· Architectural Hardware: Specs

· Building Loads Analysis and System Thermodynamics (Blast)

· Concrete: Architectural

· Concrete Maintenance and Repair

· Concrete Engineering Technology

· Corrosion Control

· Engineering and Design Quality Management

· Electrical Exterior Design

· Electronic Security Systems Design

· Electrical Design I

· Electrical Design II

· Introduction to Maintenance Evaluation of Elevators and Escalators

· Energy Management in Existing Federal Facilities

· Fire Extinguishing Systems Design

· Fire Protection Engineering: Basic

· Fundamentals of Grouting

· Global Positioning System: Practical Applications for Surveying, Mapping, and Geographic Information Systems Applications

· HVAC Control Systems

· HVAC Design: Basic

· HVAC Systems: Testing, Adjusting, and Balancing - Quality Verification (QV)

· Hydrologic Engineering for Planning

· Interior Design: Policy and Process

· Interior Design: Facilitating the Process

· Introduction to Groundwater Investigations

· Masonry Structures Design

· Mechanical Systems Commissioning

· Minimization and Mitigation of Water Resource Project Impact

· National Electrical Code

· Paint, Coatings, and Quality Assurance

· Pavement Evaluation, Maintenance, and Repair for Engineers and Technicians

· Project Management

· Roofing Technology: Advanced

· Specification Writing for Construction Contracts

Task 4.0 - Construction Management
· Quality Verification: Architectural Hardware

· Quality Verification: Concrete I

· Construction Contract Administration

· Quality Verification: Electrical

· Quality Verification: Flexible Pavement Construction

· Quality Verification: General Construction

· HVAC Control Systems, Construction: Quality Verification

· Quality Verification: Mechanical

· Advanced Administration of Operations and Maintenance Contracts

· Project Management

Task 5.0 - Post-Construction
· Concrete Maintenance and Repair

· Introduction to Maintenance Evaluation of Elevators and Escalators

· Hazardous/Toxic Radioactive Waste Risk Management and Decision-Making

Task 7.0 - Personnel Management
· Interacting and Communicating with the Public

Task 8.0 - Program Management
· Interacting and Communicating with the Public

Task 11.0 - Leadership Skills
· Interacting and Communicating with the Public

· Leadership Communication Skills

 Section C - Other Training

6.  Seminars of the Management Development Centers.  Following are some of the management development courses offered by the United States Office of Personnel Management, Human Resources Development Group, Office of Executive and Management Development.  The seminars are targeted to highly motivated, upwardly mobile, successful federal managers, usually GS-13 and higher.  The seminars help managers and executives better understand their own career development needs and provide opportunities to develop managerial skills and learn to manage effectively in an environment undergoing profound change.

6.1.  The Management Seminars focus on management issues, concerns, skills, and competencies needed by government managers and executives.

6.2.  The National Policy Seminars provide a forum for key administration spokespersons to address high-priority issues with career managers and executives.

6.3.  Usually, these courses are centrally funded and managed by the Career Program.  The local training office normally provides eligibility criteria and instructions for completing the Career Enhancement Plan in conjunction with the annual training survey.  For more information, contact the Civil Engineer Career Program Office, or:

Eastern Management Development Center

P.O. Box 1579

Lancaster PA  17608-1579

Telephone: (717) 399-0112    FAX: (717) 399-0115

Western Management Development Center

3151 South Vaughn Way, Suite 300

Aurora CO  80014

Telephone: (303) 671-1010    FAX:  (303) 671-1018

· Executive Development Seminar.  Available for GS-15s with significant managerial responsibility, and GS-14s who are in executive development programs.

· Management Development Seminar.  Available to experienced managers GS 13-15.

· Seminar for New Managers.  Open to managers GS-13 and above, generally with less than 2 years managerial experience and who have had basic supervisory and management skills training.  Managers at the GS-12 level who manage an organizational unit and are currently transitioning into a GS-13 position will also be accepted.

· Management Assessment Program.  Designed for highly motivated program specialists and managers GS-13/14 who would be likely to move into more senior management positions.

· Environmental Policy Issues.  Open to GS-13 and above who are involved with environmental policy or programs whose operations are affected by environmental regulation or quality consideration.

· Federal Program Management.  Managers at the GS-14 level and higher and who are directly involved in program management and implementation are eligible to attend.

7.  Professional Military Education (PME).  Civilians may complete PME by correspondence, by seminar, or in residence.  PME provides excellent exposure to the military side of the Air Force and is encouraged as a valuable development activity for management positions.  The base education office can provide more complete information on criteria and enrollment procedures.  Normally, commanders are notified when nominations are due, and your organization should advertise the opportunity to apply.  PME in residence is centrally funded and subject to AF-wide competition.  The local training office normally provides eligibility and nomination criteria during the annual training survey.

7.1.  Squadron Officer School (SOS)

· Curriculum:  Instruction in leadership, officership, force employment, and communications skills (letter writing and preparing and delivering briefings), problem-solving, and teamwork.

· Residence:  Seven weeks temporary duty (TDY) at Air University, Maxwell Air Force Base, Montgomery AL.

· Criteria:  Available to civilians in grades GS-9 and above with at least 4 years continuous civilian service; bachelor’s degree is highly desirable, since all military who attend have degrees; associate (nonresident) program is open to grades GS 9 and above.

7.2.  Intermediate Service School (ISS)

· Curriculum:  A number of schools are available, but Air Command and Staff College (ACSC) is most commonly attended by Air Force people; contact your base training office for a list of other schools.  The ACSC program includes war fighting at the operational level, doctrine, jointness, the profession of arms, and analytical and practical tools needed for leadership in the application of air and space power.

· Residence:  Forty weeks at Maxwell AFB.

· Criteria:  Resident course available to DoD civilians in grades GS-12 or 13; GS-12 or equivalent may enroll in seminar or correspondence course; top secret clearance.

7.3.  Senior Service School (SSS)
· Curriculum:  A number of schools are available, but Air Force engineers commonly attend the Industrial College of the Air Force (ICAF) or Air War College (AWC); contact your base training office for a list of other schools.  The AWC program primarily focuses on war fighting, the application of aerospace power in joint or combined operations, evaluation of national security and military strategy formulation, defense resource allocation and management, trends and sources of conflict in the international system, and the execution of strategy in a multipolar world.  The ICAF curriculum is more engineer-oriented.

· Residence:  Ten months at Maxwell AFB for AWC; 10 months at Ft McNair, Washington DC, for ICAF.

· Criteria:  Resident course available to DoD civilians in grade GS-14 or 15; AWC seminar and correspondence courses available to GS-13 and above; top secret clearance.

8.  Graduate Education.  Civil engineer graduate education is intended to ensure our officers and civilians are obtaining a diversified education and meeting Air Force needs.  The Air Force has an AF-wide competitive program to fund graduate degree studies for highly motivated civilians.  The AFIT Graduate Engineering and Environmental Management mission is to provide Air Force Civil Engineer professionals with Air Force-relevant graduate education in the management of technical/organizational resources, civil engineering, and environmental programs consistent with future duties across the spectrum of the Civil Engineer mission.  Graduate programs may also be undertaken at a civilian institution.  Eligibility and selection criteria are available from the PALACE Team at the Air Force Personnel Center.

9.  Supervisory Training Program.  Initial training for all newly assigned supervisors helps bridge the gap between the skills required at the working level and those required at the supervisory level.  Before first-level supervisors assume their new duties, or within 6 months after assignment to a supervisory position, they will be provided the following initial training.  (The below information was extracted from AFI 36-401, Attachment 4, CD-ROM Version Dec 95.  If this CFETP reflects conflicting information, AFI 36-401 takes precedence.)

9.1.  The Air Force Supervisor 's Course.  This course is primarily designed to provide first-level supervisors, regardless of organizational component, with leadership and management skills required in supervisory positions.  The following courses may be accepted as equivalent training for the Air Force Supervisor's Course: 

· Management Course I, Part I 

· Air Command and Staff College 

· NCO Academy or NCO Leadership Course 

9.2.  Civilian Personnel Management Course (CPMC).  This course is primarily designed to provide military and civilian first-level supervisors with background information and an understanding of applicable personnel laws and regulations needed to effectively carry out their civilian personnel management responsibilities.  This training is not required for those supervisors who gained substantial experience through an assignment in a professional civilian personnel specialist position or have completed Management Course I, Part II or the Civilian Personnel Policies, Practices, and Procedures (4-Ps) course.

9.3.  The Military Personnel Management Course (MPMC).  This 16-hour course is designed to provide first-level civilian supervisors the basic skills, knowledge, and abilities required to supervise military personnel. This course must be attended by first-level civilian supervisors who supervise military members.  This training is not required for those supervisors who have gained substantial experience through assignment in a professional position at a base- or staff-level military personnel office or function. 

9.4.  The Nonappropriated Fund (NAF) Supervisor Course.  First-level military and civilian supervisors of NAF employees must receive training in NAF policies, practices, and procedures as required by AFI 34-301. 

9.5.  Overseas Areas.  MAJCOMs and servicing Civilian Personnel Flights in overseas areas develop and present training courses for military and civilian supervisors of local national (LN) employees to meet local needs.  No standard AF course will be developed due to the wide diversity in LN personnel programs.
PART III

INDIVIDUAL DEVELOPMENT PLAN (IDP)

Section A - IDP Information
1.  Purpose of the IDP.  An IDP is a tool that encourages supervisors and employees to interact in determining training shortfalls, programming training, and discussing the employee’s career desires.  IDPs are not mandated at Air Force level, although major commands set their own policies.  The IDP in this CFETP is derived from a model developed by Air Force Materiel Command.  It may be modified locally.  Although the IDP is optional, using this tool will provide for a better-trained employee with clear career goals and result in a more capable work force.
2.  Elements of the IDP.  The IDP allows the supervisor to record information on all types of training and certification required or desired in an occupational series.  The IDP consists of the following sections.

Section 1.  Employee information

Section 2.  Certification information

Section 3.  Training information

· Ancillary training

· CE-unique training

· Regulatory training

· Personal computer training

· Quality Air Force training

· Civilian career program training

· Professional military education (PME)

· Occupational training (use supplemental sheet if required)

· Career broadening desires

Section 4.  Employee education and career goals

Section 5.  Signatures (supervisor and employee) 

3.  How to Use the IDP.  Supervisors use the IDP and other sources to collect information for the annual training requirement calls.  Completing the IDP worksheet is fairly self-explanatory.  

3.1.  The supervisor and employee review Part II of the CFETP, determine what tasks the employee performs, and determine to what level the employee is trained.  Using this information, fill in the applicable data in Sections 1 through 5.  If the employee has not attended training indicated for a particular task, the supervisor works with the training manager to request training at a time that meets mission needs and, as much as possible, the employee’s desires.  Determining the adequacy of the employee’s training and experience is a joint effort between the supervisor and the employee.  However, the supervisor is responsible for properly completing the IDP, ensuring the employee meets standards, and ensuring training is scheduled and completed.  The following sources may be of help in identifying training needs.

· Supervisor experience

· AF Form 971

· Air Force Formal Schools Catalog (AFCAT 36-2223)

· Career Enhancement Plan

· Career Development Plan

3.2.  If certification is required, so indicate in Section 2 of the IDP and takes steps to initiate certification.

3.3.  Use blank spaces to add MAJCOM or local information.

4.  Evolution of CFETPs.  Currently, an automated DoD IDP is being evaluated at test bases throughout the Air Force.  The vision is that CFETPs and IDPs will be entirely automated and available electronically on an Internet world-wide web.  This will allow MAJCOMs and bases to more easily adapt these documents for command or local use, and automatically request training requirements.

Section B - INDIVIDUAL DEVELOPMENT PLAN

SECTION 1:  EMPLOYEE INFORMATION



NAME:



OCCUPATION:


GRADE:



ORG/OFFICE SYMBOL:


SERIES:



DATE ASSIGNED:


DUTY PHONE:



EDUCATION


SUPERVISOR:

DEGREE/YEAR:






MAJOR




CHECK ALL THAT APPLY:  __  2 LTR CHIEF  __  3 LTR CHIEF  __  4/5 LTR CHIEF  __  SUPERVISOR  __  TEAM LEADER  __  FACILITATOR


SECTION 2:  CERTIFICATION INFORMATION



POSITION REQUIRES CERTIFICATION? (Y/N) ________

WHAT TYPE? (e.g. APDP) _________  LEVEL ________________________

INDIVIDUAL IS CERTIFIED IN THE FOLLOWING FUNCTIONAL AREA(S) (EXAMPLE: ENGINEERING, MANUFACTURING, QUALITY):


DATE APPLIED?
DATE APPROVED?


1. _______________________________________________________________ 
________________
________________


2. _______________________________________________________________ 
________________
________________


3. _______________________________________________________________ 
________________
________________

INDIVIDUAL REQUIRES/DESIRES CERTIFICATION IN THE FOLLOWING FUNCTIONAL AREA(S) :


DATE APPLIED?
DATE APPROVED?


1. _______________________________________________________________ 
_________________
________________


2. _______________________________________________________________ 
_________________
________________


3. _______________________________________________________________ 
_________________
________________






SECTION 3:  TRAINING INFORMATION



PRIORITIZE COURSES AS FOLLOWS:  A=MISSION ACCOMPLISHMENT;  B= MISSION SUSTAINMENT;  C= MISSION ENHANCEMENT

A.  ANCILLARY (RECURRING) TRAINING  (REF: AFR 50-1)


COURSE/TRAINING
FY/QTR DESIRED & PRIORITY (A, B, OR C)?
REASON FOR REQUEST:
 CFETP OR OTHER
1556 SUBMITTED
(Y/N)? DATE?
PROJECTED TNG DATES
DATE COMPLETED

Safety







Security







Ethics








Sexual Harassment








B.  CE-UNIQUE TRAINING

INITIAL SKILLS TRAINING (AFIT MGT 101)





















C.  REGULATORY TRAINING (REF AFR 40-SERIES - NOW AFI 36-SERIES)


COURSE/TRAINING
FY/QTR DESIRED & PRIORITY (A, B, OR C)?
REASON FOR REQUEST:
 CFETP OR OTHER
1556 SUBMITTED
(Y/N)? DATE?
PROJECTED TNG DATES
DATE COMPLETED

Newcomer’s Orientation








New Supervisors








Basic Supervisor








Civilian Personnel Management






USAF Military Management






Drug & Alcohol


















D.  PERSONAL COMPUTER TRAINING


COURSE/TRAINING
FY/QTR DESIRED & PRIORITY (A, B, OR C)?
REASON FOR REQUEST:
 CFETP OR OTHER
1556 SUBMITTED
(Y/N)? DATE?
PROJECTED TNG DATES
DATE COMPLETED

Windows







Word For Windows







Beyond Mail







Power Point








Excel








Microsoft Project






















E.  QUALITY AIR FORCE TRAINING 


COURSE/TRAINING
FY/QTR DESIRED & PRIORITY (A, B, OR C)?
REASON FOR REQUEST:
 CFETP OR OTHER
1556 SUBMITTED
(Y/N)? DATE?
PROJECTED TNG DATES
DATE COMPLETED

Quality Fundamentals








Team Training








Unit Self Assessment








Basic Facilitator








Advanced Facilitator

























F.  CIVILIAN CAREER PROGRAMS TRAINING (AS NOTED IN CIVILIAN TRAINING GUIDE FOR CAREER PROGRAMS)


COURSE/TRAINING
FY/QTR DESIRED & PRIORITY (A, B, OR C)?
REASON FOR REQUEST:
 CFETP OR OTHER
NOMINATION SUBMITTED? DATE?
PROJECTED TNG DATES?
DATE COMPLETED

LONG-TERM (5 YEARS)






1.







2.







3.








4.








SHORT-TERM (2 YEARS)






1.







2.







3.







4.







G.  PROFESSIONAL MILITARY EDUCATION (PME)


COURSE/TRAINING
FY/QTR DESIRED & PRIORITY (A, B, OR C)?
REASON FOR REQUEST:
 CFETP OR OTHER
NOMINATION SUBMITTED? DATE?
PROJECTED TNG DATES
DATE COMPLETED

NCO Academy








Senior NCO Academy








Squadron Officer School/Equivalent






Air Command & Staff/Equivalent






Air War College/
Equivalent






Other










H.  OCCUPATIONAL TRAINING (INCLUDES CERTIFICATION REQUIREMENTS)


COURSE/TRAINING
FY/QTR DESIRED & PRIORITY (A, B, OR C)?
REASON FOR REQUEST:
 CFETP OR OTHER
1556 SUBMITTED
(Y/N)? DATE?
PROJECTED TNG DATES
DATE COMPLETED

1.








2.








3.







4.








5.








6.







7.







I.  CAREER BROADENING


TRAINING/ASSIGNMENT
FY/QTR DESIRED & PRIORITY (A, B, OR C)?
REASON FOR REQUEST:
CFETP OR OTHER
NOMINATION SUBMITTED? DATE?
PROJECTED TNG DATES
DATE COMPLETED

1.







2.







3.










J.  OTHER TRAINING (CONFERENCES, SEMINARS, TIME MANAGEMENT, ETC.)


COURSE/TRAINING
FY/QTR DESIRED & PRIORITY (A, B, OR C)?
REASON FOR REQUEST:
 CFETP OR OTHER
1556 SUBMITTED
(Y/N)? DATE?
PROJECTED TNG DATES
DATE COMPLETED

1.







2.







3.







SECTION 4:  EMPLOYEE EDUCATION AND CAREER GOALS (OPTIONAL)



1.  SHORT-TERM GOALS (2 YEARS) (e.g. NEXT ASSIGNMENT, NEXT CERTIFICATION LEVEL, ETC.)

___________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________


___________________________________________________________________________________________________________________________



2.  LONG-TERM GOALS (5 YEARS)(e.g. CAREER, EDUCATION, ETC.)

___________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________


___________________________________________________________________________________________________________________________



SECTION 5:  SIGNATURES



The training and goals indicated within this IDP have been revised for currency and completeness.  The best efforts of both signatory parties below will be made to enable the employee to participate in the training opportunities stated herein when and if they become available.

SUPERVISOR'S SIGNATURE/DATE
EMPLOYEE'S SIGNATURE/DATE






NOTIFY ORGANIZATIONAL TRAINING MONITOR OF ALL CHANGES AND UPDATES




8
6

_891230716.ppt

