Human Resources Development (HRD)

	Introduction
	This lesson discusses HRD management processes and career management strategies.



	Rationale
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	Supervisors use HRD processes to maximize employee performance, enhance growth, and strengthen the organization.  They must also use training resources prudently, for they’ll always have unsatisfied training needs.



	Objective
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	· Define purpose and role of Human Resources Development (HRD).

· Identify supervisors’ HRD roles and responsibilities. 

· Identify key aspects of HRD policy

· Define ACTEDS.
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Purpose of HRD
	Introduction
	This map defines HRD and explains its purpose.



	Definition
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	The training law (5 USC 4100 aka government Employees Training Act-GETA) contains the following broad definition of training:

Training means the process of providing for and making available to an employee, and placing or enrolling the employee in, a planned, prepared, and coordinated program, course, curriculum, subject, system, or routine of instruction or education, in scientific, professional, technical, mechanical, trade, clerical, fiscal, administrative, or other fields which will improve individual and organizational performance and assist in achieving the agency’s mission and performance goals.



	Functions
	We also define HRD by its four functions:

· Education – independent study, college, or university program

· Training – classroom or on-the-job

· Development – details, assignments, special projects, etc.

· Career Management



	Purpose
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	Purpose of HRD is to provide people the means to perform their current or future work.  It improves individual and organizational performance, and it assists in achieving agency’s mission and performance goals.

HRD creates or enhances employee capability.



	Balance
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	HRD balances management’s need for a competent workforce with employees’ needs for successful jobs and careers.  

Thus, HRD focuses on employee and organizational capability.



Continued on next page
Purpose of HRD, Continued
	What HRD is Not
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	There are other performance issues which HRD does not directly support.  

For example, HRD does not:

· Address the challenge of low employee motivation, which is the responsibility of the employee and supervisor.
· Address the challenge of determining what an employee should do, which is the supervisor’s responsibility.
· Address the challenge of providing necessary supplies, equipment, or job aids, which are the supervisor’s responsibility.
· Address the challenge of providing regular performance feedback, which is the shared responsibility of the supervisor, coworkers, and customers.


	PERMISS
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	PERMISS (Personnel Management Information and Support System).  This is a decision support system designed to provide information and guidance on all areas of HRD and other areas of Army civilian personnel management.

To access information on PERMISS visit Army Civilian Personnel Online (CPOL). http://www.cpol.army.mil/permiss/index.html 




HRD Responsibilities

	Introduction
	This map lists HRD responsibilities for key stakeholders.



	Initiating processes
	Employees, supervisors, and HRD staff are responsible for various training related processes.  This table outlines HRD responsibilities of  these players:



	
	Description



	Employee




	· Communicates training needs to supervisor

· Plans career goals

· Prepares an individual development plan (IDP)

· Evaluates completed training
· Transfers learning to job performance


	Supervisor
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	· Assesses training needs

· Consults with HRD staff or contractors.

· Determines the best way to accomplish the training

· Initiates, reviews, approves, and authorizes training.

· Conducts career counseling

· Provides OJT to employees

· Evaluates transfer of learning to the job

· Provides a work environment that utilizes training

· Integrates HRD with other hr actions.



	Regional HRD/

CPAC
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	· Markets agency career management programs

· Informs and advises

· Develops HRD needs-assessment tools

· Evaluates HRD programs.

· Develops or selects HRD sources.

· Schedules training.




 HRD Policies

	Introduction
	This map briefly reviews HRD policies.



	Scope
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	Use government resources to provide training and development that supports 

· The organization’s mission, including current and projected duties.

· Related technology.

· Management systems.



	Mission related


	Training is mission related if it

· Supports the organization’s strategic plan.

· Improve one’s current job performance.

· Allows for expansion or enhancement of one’s job.

· Enables one to perform potentially needed duties at the same level of responsibility as the current job.

· Meets organizational needs because of HR plans or restructuring.



	Delegation of Approval authority
	AR 690-200, Chapter 250 allows supervisors to approve short-term training (120 days or less).  However, they must be trained and authorized to do this.



	Supervisor’s training
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	Supervisors delegated authority to approve training must submit their own requests to the next higher level for approval.  

Caution:  Self-review represents a conflict of interest and isn’t authorized.



	Competitive training
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	Use competitive selection procedures when 

· Training would give one employee a competitive advantage over another in promotion or placement.

· Scarce training resources are allocated.

· Training is long-term (exceeding 120 days).




Continued on next page
HRD Policies, Continued

	Academic degrees
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	Training for the sole purpose of obtaining a degree is not usually payable.  Some agencies allow exceptions to alleviate staffing problems or comply with legislation (such as the Defense Acquisition Workforce Improvement Act or Intelligence Authorization Act).  

However, employees may earn a degree if it coincides with training.



	Training plans
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	When reviewing training requests, consider the person’s individual training plan (IDP).  Employees in formal training programs (such as VRA appointees, agency management interns, and trainees) should have established training plans.  

Also, agency performance plans and appraisals may integrate training to enhance employee performance.  However, supervisors may approve training not originally identified in training plans.



	DCPDS


	MDCPDS has an Employee Training History area for recording completed training.  Organizational Training Coordinators and/or Regional HRD Offices can update this information for employees.



	Follow up
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	After an individual has completed training, follow up:

· Evaluate completed training with the trainee.

· Forward electronic information to CPOC for input into personnel database.  

· Check to ensure the individual receives credit for the training.  



	Sources




	These sources provide information on training policies and course offerings:

· The Training Policy Handbook, OPM http://www.opm.gov/hrd/lead/pubs/handbook/opmintro.htm. 

· Catalog of Army Civilian Training, Education, and Professional Development Opportunities  http://cpol.army.mil/library/train/catalog/index.html
· DA Pamphlet 350-59, Army Correspondence Course Program Catalog, http://www.usapa.army.mil/pdffiles/p350_59.pdf. 

· SmartForce https://www.atrrs.army.mil/channels/eLearning/smartforce/. 




Making HRD Selections

	Introduction
	This map explains the principles for reviewing training requests.



	Selection Criteria
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	The selection of candidates for training involves judgment.  Consider:

· Whether the employee will be expected to perform work requiring the knowledge and skill covered by the training

· Whether the training is short-term or long-term

· Whether the training would give the employee a competitive advantage over other promotion candidates

· Whether funds are available to support the training

· Whether the scheduling of the training is practical

· Whether other more effective or efficient means exist for meeting the employee’s HRD needs



	Mission
	Government funds may be used for training when it will further the performance of the organization’s mission.  Both an employee’s current and future duties should be considered in making selection decisions.  An employee’s duties are not limited to the tasks in the official position description.



	Competition
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	Competitive selection procedures should be used when the education, training, or development experience will prepare the employee for promotion or give the employee a significant competitive advantage over other candidates.

Competitive selection procedures may also be desirable when scare training resources are distributed, such as university or college tuition assistance funds that may be sought by numerous employees.



	Schools
	Some government schools and training programs publish selection criteria and describe carefully high-priority and low-priority candidates.  Supervisors should consider these descriptions when deciding whom to nominate for such programs.




Continued on next page

Making HRD Selections, Continued

	EEO
	Federal law prohibits discrimination in training decisions based on race, color, religion, national origin, gender, age, disability, or other factors unrelated to the need for training.




Financial Aspects of HRD Management

	Introduction
	This map explains some financial aspects of training management.



	Records


	All organizations are responsible for establishing appropriate internal controls, managing resources wisely, and maintaining records of training instances and expenditures.



	Rule of Thumb
	When in doubt, contact your procurement office for information and advice!



	DD Form 1556
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	A DD 1556 is required to document all training requests, authorizations, agreements, certifications of training, and reimbursements. 

The DD Form 1556 may be used to pay for non-government training when:

· it is off-the-shelf training

· it doesn’t exceed $25,000

· And, on procurements over $2,500, a cost comparison for price reasonableness and a source selection justification are prepared.

As of 1 October 1998, the government purchase card is the authorized method of payment for all commercial training up to and including $25,000, using the DD Form 1556.  When vendors require purchase card information in writing, annotate it in Block 27 (Accounting Classification) of the DD Form 1556.  Annotations should include the purchase card number, cardholder name, and expiration date.



	New Training
	For new development of training, or off-the-shelf training or services exceeding $25,000, formal contracting procedures must be followed.  Be sure to contact your local procurement organization.  Procurements over $10,000 are published in the Commerce Business Daily.



	Advanced payment


	If a vendor requires advanced payment, either use a government credit card or follow procedures explained on DD Form 1556.  


Continued on next page 

Financial Aspects of HRD Management, Continued
	Premium pay




	Since entitlements to premium pay are complicated, discuss them with CPAC before the training starts.  

You may adjust work schedules to accommodate training time.  One way is to allow for travel and homework during duty hours.



	Materials




	Managers may authorize reimbursement for all or part of books or reference materials required for training.  Your organization should have a policy on the type of training material purchases it will reimburse.



	Contracting
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	Procedures for purchasing courseware or training materials differ from those used to request training for an individual.  For purchases beyond individual training use contracting procedures.  

Don’t use DD Form 1556 to purchase training materials for an entire class, for example.  Instead, contact your purchasing organization or use a credit card.




Career Fields and Career Programs (CF/CP)

	Introduction
	This map briefly describes (CF/CP) structure and functions.



	Background
	Our civilian work force comprises over 550 occupations grouped in 54 career fields 

and career programs, and managed by 31 proponents.  All occupations fall into 

specific career fields, but some also fall into career programs.



	Definitions


	A career field (CF) is a grouping of functionally related positions (series) listed under a single agent for life cycle personnel management purposes.  AR 600-3 lists career fields and their proponents.

A career program (CP) is a subset of a career field.  A CP is a specified professional and administrative occupational series grouped by population, occupational structure, grade range and commonality of job and qualification characteristics.  AR 690-950 designates career programs.



	Mutual benefits
	The life cycle management Career programs satisfy mutual interests of management and employees.

Management is able to develop a talent pool for promotions, development opportunities, and special projects.

Employees are able to receive important training and development, compete for promotions, and develop a sense of self-worth.



	ACTEDS
	ACTEDS (Army Civilian Training, Education, and Development System).  Each career program described in Army Regulation 690-950, Career Management, maintains a plan for hiring and progressive development of employees to key positions. http://www.usapa.army.mil/pdffiles/r690_950.pdf 



	
	


ACTEDS

	Introduction
	This map describes the Army Civilian Training, Education, and Development System (ACTEDS).

	Definition

[image: image20.wmf]
	ACTEDS is a system that ensures planned development of the civilian work force through

· Progressive and sequential work assignments.

· Formal training.

· Self-development experiences spanning one’s career.



	Goals
	This table lists Army goals for ACTEDS:

	Goal
	Description

	Integration
	Provide an integrated approach to civilian leader development.

	Talent
	Develop broad-gauged executive talent in complex fields.

	Quality
	Ensure consistent quality across occupations.

	Proficiency
	Ensure technical proficiency at each level and offer people with high potential opportunities for development.

	
	

	ACTEDS plans
	ACTEDS plans cover specific occupational groups.  The plans identify required competencies at major career stages.  

Stages:

· Intern.

· Specialist.

· Supervisor.

· Manager.

· Executive. 

	Elements
	An ACTEDS plan contains these elements:

· Identification of key positions.

· Outline of career paths to key positions.

· Master Training Plan.

	Master Training Plan
	A Master Training Plan (MTP) outlines formal training, work assignments, and self-development needed at each level to gain required competencies.  For career program occupations, MTPs start with Master Intern Training Plans (MITPs).


Civilian Leader Development

	Introduction
	This map briefly describes the Army’s Civilian Leader Development Program (CLDP).



	Common core


	The ultimate aim of the CLDP is to achieve a progressive and sequential array of leader development training for DA civilians that roughly parallels military leader development training and meets the needs of the civilian work force.



	Structure


	Currently, civilian leader development training is a combination of short residential and on-line courses.  
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Mandatory Training
	Introduction
	This map briefly describes mandatory training.



	Supervisory Development Course (SDC)

Subcourse ST 5001 

Managing and Leading
	Part 1 of Phase I mandatory supervisory training.  This on-line course must  be completed by all individuals, including military, who supervise civilian employees within 6 months after appointment.  Both Parts 1 & 2 of Phase I training must be completed before attending mandatory Phase II training (LEAD).



	Supervisory Development Course (SDC)

Subcourse ST 5002 Human Resources Management


	Part 2 of Phase I mandatory supervisory training.  This on-line course must be completed by all individuals, including military, who supervise civilian employees within 6 months after appointment.  Both Parts 1 & 2 of Phase I training must be completed before attending mandatory Phase II training (LEAD).

	Leadership Education and Development (LEAD)
	Phase II mandatory supervisory training.  New supervisors (military/civilians) must complete the LEAD course within 6 months after appointment to a supervisory position.  Failure to complete this mandatory training may be considered when making determinations regarding satisfactory completion of the 1-year supervisory probationary period.

This 5-day on-site course is conducted locally.

WAIVERS.  Local commanders may waive attendance/completion of the LEAD training on an individual basis for first-time military supervisors of civilians if the commander determines that the military member has equivalent experiences/training and the individual has requested a waiver.  

This waiver authority does not extend to Parts 1 & 2 of  Phase I mandatory training listed above.




Continued on next page

Mandatory Training, Continued

	Subcourse ST 7001

Action Officer Development Course (AODC)
	This on-line course must be completed by all interns prior to graduation or promotion to target journeyman (full performance) level positions.

Commanders are also responsible for ensuring that Army civilians newly appointed or promoted to journeyman level positions enroll within 30 days of appointment/promotion and successfully complete the AODC within 6 months of enrollment.



	Subcourse ST 6001

Manager Development Course (MDC)
	This on-line course must be completed by all newly appointed managers (at any grade) within 6 months of their appointment to a managerial position.  For purposes of this training requirement, the term “manager” means supervisors of supervisors and managers of programs, resources, and/or policy.



	Intern Leadership Development Course (ILDC)
	All interns prior to graduation and promotion to journeyman level positions must complete this 5-day residential course.

The Civilian Leadership Training Division (CLTD) of the Center teaches the course at regional sites for Army Leadership (CAL).



	Information
	For further information on these course offerings, access PERMISS at http://www.cpol.army.mil/permiss/75.html. 




Transfer of Training Contract

	Introduction 
	This is a sample transfer of training contract.




	Transfer of Training Contract

	Training Course Title
	

	Time & Place
	

	Purpose
	

	Present Job Effectiveness
	____ 0-20%
	____ 21-40%
	____ 41-60%
	____ 61-80%
	____ 81-100%

	Transfer Partners
	Trainee:


	Supervisor and other stakeholders:








	Potential Training 

Transfer or Utilization Barriers


	Barrier(s):
	Method(s) of eliminating:

	Strategies 
	What job aids or work strategies will be used for on-the-job application?

	and Tools for
	
	Aid, Tool, Strategy
	Who will use it?
	When?
	

	Training Transfer and
	
	
	
	
	

	Utilization
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Certification

	

	will manage my transfer-of-training plan.

will support this plan.

	Post Training
	Assess job effectiveness again with a 120-day follow up.

	Effectiveness
	____ 0-20%
	____ 21-40%
	____ 41-60%
	____ 61-80%
	____ 81-100%

	
	
	
	
	
	


Individual Development Plans

	Introduction 
	This is a sample individual development plan (IDP).
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JOB AID:  

ENTERING COMPLETED TRAINING INTO DCPDS

Coverage
Use this job aid to input information about completed training courses into an employee’s record. This is done through a Direct Data Element Update process.
Changes
· 11 Mar 2004:   

· Updated the Completed Training DDF to reflect changes made in DCPDS.  The following data elements are no longer required:  Training Source, Type, Decision Source, Purpose (note, although Total Course Hours is no longer required by DCPDS, it is being shown as required).  Some data element descriptions have been modified for clarity.  Course Name is no longer a data element. 

· Query process updated to reflect correct query keys for Oracle 11i (F11, Ctrl-F11).  

· Procedure for retrieving another employee record was added.   

· 4 Feb 2003:  Updated the Completed Training DDF to reflect changes made in DCPDS (new and removed data elements, new sequence, new set of required fields).  Added links to the OTA web page which contains mass updating instructions and other tools in the "Related information" section. 
· 27 Sep 2002:  Added notes regarding some of the data elements on the Completed Training DDF:  title, grade, costs, type, local code.  The downloadable Word version of this job aid has been discontinued. 

· 29 Jun 2001:  Corrected the date format shown for the three date fields on the Completed Training DDF (start, grad, withdraw) from MM-DDD-YYYY to DD-Mon-YYYY.   Also added a note on querying for Completed Training when using the CIVDOD PERSONNELIST hat -- if you query for "Information Exists" (rather than for "Completed Training") you won't get any results if the employee doesn't have any training records in the system. 

· 18 Jun 2001:  Removed "Required" from the Training Source data element (this item is NOT required). 

· 5 Jun 2001: This job aid is new. 
Related information
Related information is available as follows: 
	For information on
	See

	Direct Data Element Updating
	Direct Data Element Update Job Aid

	CHRA's Oracle Training Administration (OTA) web page (for information about other OTA tools and references)
	OTA page




Accessing the Completed Training DDF
There are two ways to access the Completed Training area of the employee record, depending on which responsibility ("hat") you are using.  (Use of one of the OTA responsibilities is recommended since this makes it easier to retrieve the appropriate screen when updating.)
OTA access:
If using an OTA responsibility (CIVDOD OTA TNG COORDINATOR, CIVDOD OTA ORG TRN MONITOR, CIVDOD OTA TRN ADM, or CIVDOD OTA PERSONNELIST), follow these steps:
	Step
	Action

	1
	From the Navigator, select Special Information  People/SITs for Training.

	2
	On the Find window, enter part or all of the employee’s last name and push [Enter]. Select the name from the matching list and push <OK> (if there is only one matching name, the record will display).

	3
	Click <Special Information>.

	4
	Make sure the "Completed Training" line is selected on the Special Information window, then click in the first "Start Date" block in the "Details" area. This will retrieve the employee’s completed training records.


CIVDOD PERSONNELIST access: 
	Step
	Action

	1
	From the Navigator, select People  Enter and Maintain.

	2
	On the Find window, enter part or all of the employee’s last name and push [Enter]. Select the name from the matching list and push <OK> (if there is only one matching name, the record will display).

	3
	Click <Special Information>.

	4
	On the Special Information window, push [F11] to begin a query, type in "Completed Training" (or a portion thereof, e.g., "Comp%") and push [Ctrl]-[F11]. Note:  if you query for "Information Exists" ( [F11] -- check the "Information Exists" block -- [Ctrl]-[F11] ) you will not get any results for employees who do not have any training records in the system.

	5
	Click in the first "Start Date" block in the "Details" area. This will retrieve the employee’s completed training records.




Adding, changing, or deleting training records
To ADD a new completed training record: 

· If there is a blank line in the details area, click in the "Detail" block of the blank line to display the Completed Training DDF and use the information below to complete the data elements. 

· If there is no blank line available, click the "New Record" icon on the toolbar (green plus sign), then click in the "Detail" block of the blank line to display the Completed Training DDF and use the information below to complete the data elements. 

To EDIT an existing training record: 

· Locate the record to be corrected and click in the "Detail" area of that record to display its DDF. Use the information below to change the data elements. 

To DELETE an existing training record:
· Locate the training record to be deleted and click in the "Start Date" block of that record, then click the Delete Record icon on the toolbar (red X). Respond <Yes> when asked if you really want to delete the record. After deleting, push the Save icon on the toolbar to save the change. 



Completing the Completed Training DDF
Complete the data elements on the Completed Training DDF as follows:
	Data element
	Description

	Course Title
	Required. Enter the course title in ALL CAPS (limit 60 characters). Do not abbreviate if possible. 

	Total Course Hours
	Required. Enter the number of hours (duty and non-duty).

	Class Start Date
	Required. Enter the date the class began. This date will populate in the "Start Date" block on the Special Information window after you save the record. Format is DD-Mon-YYYY, e.g. 12-DEC-2000.

	Class Graduation Date
	Required. Enter the date the class ended. This date will populate in the "End Date" block on the Special Information window after you save the record. Format is DD-Mon-YYYY, e.g. 12-DEC-2000.

	Course Grade
	This is not a required field but is recommended. Use the LOV (S=Satisfactory).

	Date Withdrawn
	Enter the date the student withdrew from the class, if applicable. Format is DD-Mon-YYYY, e.g. 12-DEC-2000.

	Reason for Withdrawal
	Complete if applicable.  Use the LOV.

	Actual Direct Cost
	Required if direct costs were involved. Enter the direct cost, which includes tuition, books, and materials.  Either whole dollars (75) or dollars and cents (75.95) allowed.

	Actual Indirect Cost
	Required if indirect costs were involved. Enter the indirect cost, which includes travel and TDY costs.  Either whole dollars (75) or dollars and cents (75.95) allowed.

	Actual Total Cost
	Required.  This is the total of direct and indirect costs and will automatically populate with the sum of the values of these two items.  If there were no costs, enter 0 (zero).

	Funded by Direct
	Leave blank (Air Force data element).

	Funded by Indirect
	Leave blank (Air Force data element).

	Funding Source
	Use the LOV to select the funding source if cost was involved.

	Direct PEC ID
	Leave blank. (Air Force data element).

	Indirect PEC ID
	Leave blank. (Air Force data element).

	Training Source
	Use the LOV to select the source (this pertains to government vs. non-government training vendors).

	Type
	Use the LOV to select the type of training (some regions may be using to record ADO, LEAD, SDC, or other similar courses; if used, select from LOV) (these are the old SAID codes).

	Acquisition School Source
	For acquisition courses, use the LOV to indicate the Acquisition school providing the training.

	Method
	Required. Use the LOV to select the method (classroom, OJT, etc.).

	Priority Indicator
	Required. Use the LOV to select the priority (or just enter 1, 2, 3, or 9 (unknown)).

	Course Code
	Currently not used. Leave blank. 

	Decision Source
	Use the LOV to select the method (note, IDP = Individual Development Plan, ATP = Annual Training Plan).

	Purpose
	Use the LOV to indicate if the training was to improve performance, new technology, etc.).

	PCS Cost Indicator
	Leave blank. Use unknown.

	Local Code
	Leave blank (Note, some regions may be using for locally-determined purposes).

	Activity Type
	Leave blank (required for other than Army/Air Force/Navy) (OPM training categories).




Save and exit
Click <OK> to close the Completed Training DDF, then click the Save icon. Click <OK> on the "Transaction complete" message, then close the Special Information window to return to the People window. To retrieve another employee's record, click the Find icon on the toolbar (the flashlight) and continue with step 2 on either of the access methods shown above.  When done, close the People window to return to the Navigator.
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  (Legal Foundation of Training for Federal Government Civilians; Title 5 C.F.R., parts 410 and 412)

EXECUTIVES

MANAGERS

SUPERVISORS

INTERNS

ILDC (Intern 

Leadership

Development

Course ) (On-Site)



AODC (Action 

Officer 

Development 

Course)

(On-Line)

SDC (Supervisory

Development Course)

(On-Line)



LEAD (Leadership

Education and

Development 

Course) (On-Site)



MDC (Manager

Development Course)

(On-Line)



OLE (Organizational

Leadership for Executives)

(Resident)



PME I/II (Personnel

Management for Executives)

(Resident)

SES Orientation Program

 (Resident)



Force Mgmt Course for

Senior Leaders (Resident)



Leadership at the Peak

(Resident)



Senior Executive EO Seminar

(Resident)



Senior Leader

Communications Workshop



APEX Orientation (Resident)





Mandatory

Sustaining Base Leadership & Management Program (SBLM)

Senior Service College (SSC)

Defense Leadership and Management Program (DLAMP) 

Civilian Leader Development
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