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1.  Purpose.

This publication provides the framework for the IMA Workforce Development (WFD) Program that summarizes the training and developmental programs within IMA.  Additional pamphlets in the 600 series will provide specific instructions and guidelines for each of these programs.

2.  References.

References are listed in Appendix A.

3. Abbreviations and Terms.

Abbreviations and terms used in this pamphlet are explained in Appendix F.

4.  Scope.

This publication applies to all military and civilian, including nonappropriated fund (NAF), personnel assigned to IMA.  Exceptions in OCONUS Regions are term employees, overseas limited appointees, and family members who are not command sponsored.  This pamphlet will be reviewed as needed.

5.   Policy.

      a.  Workforce Development is critically important to the accomplishment of the IMA mission and is one of the essential pillars of the IMA philosophy.  The Installation Management Agency is committed to the leader and technical development, and professional growth of all civilian employees and military personnel.  This pamphlet will serve as a tool to distribute available resources throughout IMA to fully execute a schedule of well-planned, progressive/sequential assignments, functional and professional development training and educational opportunities.  Leaders throughout  IMA will ensure the workforce is trained, educated, and provided the knowledge and skills needed to execute their respective responsibilities and missions:

       b.  Headquarters IMA, Regions, and Garrisons will include workforce development in their strategic planning.  Employee developmental programs will be used to improve organizational performance by developing and maintaining a highly skilled workforce of leaders and technical/functional experts.

       c.  IMA Pamphlet 600-3, Civilian Career Management in IMA, will outline the specific professional development, functional/technical training, and education necessary for IMA personnel to successfully perform the duties at various stages of career progression.

       d.  As funding permits, each employee should have the opportunity to receive at least 40 hours of training per year.  This includes mandatory training contained in IMA Pamphlet 600-5 (Mandatory Training for Garrison Staffs) and the mandatory training for all Army employees.

       e.  All levels, HQ IMA, Regions, and Garrisons, will budget for employee training and development.  Funds for mandatory training will not be diverted to other uses unless approved by the Garrison Commander or Region Director.  

       f.   All application packages, declinations, and deferrals for training and education that are routed through normal channels for endorsements and approvals must also be routed through HQIMA for coordination.  Copies of application packages for Career Program’s Competitive Professional Development opportunities will be sent to the Workforce Development Branch at HQIMA.

      g.  Directors and commanders will ensure supervisors prepare and maintain Individual Development Plans (IDPs) for all civilian employees.  Individual Development Plans are highly recommended for military personnel.  The plans will link individual employee professional development with mission requirements as described in the Mission Essential Task List (METL) and will be included as a performance standard in the Total Army Performance Evaluation System (TAPES) for each IMA civilian employee.

6.   Responsibilities.

      a.  Chief, IMA Human Resources (HR) Division, has overall responsibility for the IMA WFD Plan and will direct the WFD Branch to:

(1)  Develop and publish a comprehensive WFD Program for IMA based on

mission requirements.

(2) Ensure the IMA WFD Program is consistent with the Department of the

Army (DA) policy on Equal Employment Opportunity (EEO) and Equal Opportunity (EO),

ACTEDS, and other DA sponsored programs.

(3) Coordinate with Resource Management Division to equitably distribute

available resources throughout IMA to execute a schedule of well-planned functional and professional development training and education opportunities.

(4) Coordinate with IMA HR Region points of contact (POCs) to disseminate

workforce development information and obtain data for reporting requirements.

(5) Ensure Career Program Managers (CPMs)/Career Field Managers (CFMs)

POCs are designated at IMA Headquarters (HQs), Regions, and Garrisons to oversee workforce development and provide career guidance.

(6) Monitor and evaluate the effectiveness and administration of workforce

development programs, including ACTEDS programs.

      b.  HQ, IMA CPMs/CFMs will:

(1) Serve as the liaison between the IMA WFD Branch, CP Functional Chiefs

Representatives (FCRs)/CF Proponency POCs, and IMA Region Career Program Managers (CPM)/Career Field Managers (CFM).

(2) Participate in workforce development programs and requirements, including

ACTEDS centrally funded programs.  Coordinate CP/CF requirements with appropriate FCR/proponency POCs.

(3) Include WFD as an agenda topic when conducting functional conferences

within IMA.  The intent is to discuss career progression, from entry through manager levels, for civilian employees in each of the functional areas within IMA.  These developmental programs will be included in IMA Pamphlet 600-3, Civilian Career Management in IMA.

      c.  IMA Region HR POCs will:

(1) Serve as the liaison between the IMA WFD Branch and the Region

CPMs/CFMs.

(2) Participate in career and workforce development meetings and

conferences.

(3) Maintain necessary workforce development records and reports.

(4)  Assist supervisors with the development of IDPs, provide advice and

guidance on career management issues, and identifies specific programs available to the CP/CF employees to enhance individual career development and competitiveness.

(5) Analyze ACTEDS program (e.g., Intern, Leader Development, and

Competitive Professional Development Programs) requirements to support requests from IMA Region CPMs/CFMs.

      d.  IMA Region CPMs/CFMs will:

(1) Serve as liaison between IMA CPMs/CFMs and Garrison CPMs/CFMs.

(2) Assist Region HR POC for WFD.

(3) Participate in workforce development programs and requirements, including

ACTEDS centrally funded programs.  Coordinate CP/CF requirements with appropriate IMA Region POCs.

           (4)  Include WFD as an agenda topic when conducting functional conferences 

within IMA.  The intent is to discuss career progression, from entry through manager levels, for civilian employees in each of the functional areas in IMA.  These developmental programs will be included in IMA Pamphlet 600-3.

      e.  IMA Garrison HR POCS will:

            (1)  Serve as the liaison  between the Region HR and the Garrison CPMs/CFMs. 

(2)  Participate in career and workforce development meetings and conferences. 

(3) Maintain workforce development records and reports, as necessary. 

(4) Assist supervisors with the development of IDPs, provide advice and guidance on career management issues, and identify specific programs available to the CP/CF employees to enhance individual career development and competitiveness. 
(5) Analyze ACTEDS programs (e.g., Intern, Leader Development, and Competitive Professional Development Programs) requirements to support requests from Garrison CPMs/CFMs. 
f. Garrison CPMs/CFMs will:

           (1) Serve as the liaison between the IMA Region CPM/CFMs and Garrison   employees.

(2) Assist Garrison HR POC for WFD.

(3)  Participate in workforce development programs and requirements, including  ACTEDS  centrally funded programs.  Coordinate CP/CF requirements with appropriate Garrison POCs.

g. IMA first-line supervisors will:

(1)  Jointly develop an IDP with each civilian employee during performance counseling/face-to-face discussion.

(2)  Discuss proposed training/schools during performance appraisal reviews to include objectives for attending courses; however, supervisors can conduct formal performance-related discussions at any other time the need arises or changes occur.  During the initial performance review, supervisors should also identify the employee’s rating chain and communicate organizational goals and priorities to employee.

           (3)  Ensure IDPs are posted in the automated Learning Management System (LMS) once established.

           (4)  Provide advice and guidance on career management issues, and identify specific programs available to the CP/CF employees to enhance individual career development and competitiveness

(5)  Ensure employees complete Army and IMA-directed mandatory training and other training listed on IDP.  Reporting requirements to be published in Appendix C.

(6)  Ensure employee development requests are consistent with IMA policy and are in the interest of the employee and the organization, with consideration for the cost, quality of education and training, and mission requirements.

(7)  Provide employees the opportunity to attend training by establishing a long-

range (e.g., 1-5 year) plan using the IDP and adjusting as schedules/jobs change.

(8)  Review and update employees’ IDPs during each performance evaluation counseling session.

(9)  Serve as the employees’ initial source of information and counseling on topics such as as career programs, ACTEDS training opportunities, and career expectations, with necessary assistance from the servicing CPAC, appropriate CPM/CFM, and HR WFD POC.

(10)  Release employees to attend training once it has been authorized or 

allow use of duty time for completion of mission related on-line courses. (See Paragraph 26).

           (11)  Discuss training that employees have completed and its applicability to the workplace.

       h.  IMA employees will:

 (1)  Have at least three performances reviews during a rating period:  initial, mid-year, and annual.

            (2)  Participate in developing and updating IDPs.

 (3)  Provide a list of proposed training/school needs in IDPs to be discussed

at initial performance reviews.  

 (4)  Provide supervisor with timely feedback on course evaluation.  

 (5)  Ensure training is based on mission requirements, cost effectiveness, and best value to the Government.

 (6)  Attend and complete training when confirmation has been obtained.

 (7)  Complete all required training that was proposed in IDPs by the

end of the rating period, the supervisor must approve exceptions. 

 (8)  Notify supervisor if unable to attend scheduled training.  Rescheduling or

cancellation of authorized training should only occur in extreme circumstances.

7.    Program implementation.
       a.  The supervisor and the employee will jointly evaluate the employee’s work experience and education, with assistance from the career program manager, if needed.  They determine needs by comparing knowledge and experience with the skills necessary for the employee to adequately perform in his/her position for career development.

       b.  The supervisor and the employee will prioritize selected opportunities to meet their needs.  Developmental opportunities may also include participation in mentor programs and developmental assignments.

       c.  The supervisor and employee, with assistance from the corresponding CPM/CFM will develop a long-range plan (e.g., 1-5 year IDP) that reflects the employee’s developmental needs.

8.     Individual Development Plan (IDP).  The IDP is a tool designed to assist civilian employees in reaching their career goals.  The Army Civilian Training, Education & Development System (ACTEDS) outlines civilian employee career goals that can be used to develop the IDP for occupations included in a specific career program.  Supervisors and employees will develop the IDP in accordance with specified CP or CF Master Training Plan stated in the ACTEDS plan, found at ACTEDS Plans.  See Appendix B for detailed IDP preparation instructions format pending development of an online version.

9.     Nonappropriated Fund (NAF) Personnel.

        a.  The IMA workforce includes NAF employees located Army-wide.  Nonappropriated Fund employees will be provided the same training and career/professional development opportunities that appropriated fund (AF) employees receive.  Portability between the AF and NAF system makes it easier to have interchangeability between both systems in the areas of training and development.

        b.  The ACTEDS plan for Career Field 51 (CF-51), Morale, Welfare, and Recreation, contains many positions in the NAF system and provides training and development paths for both NAF and AF employees in the MWR career field.  The CF-51 ACTEDS plan can be located at http://cpol.army.mil/library/train/acteds/CF_51/.

10.  Local National (LN) Personnel.  Local National (LN) employees play an important role in IMA’s mission.  The LNs provide the institutional knowledge and continuity required for the day-to-day operations at the overseas garrisons.  Increasing and growing the number of LNs into leadership positions is extremely beneficial to IMA.  When LN employees are selected to fill senior leadership positions, these senior leaders should be afforded the same opportunity for the same mandatory courses required by appropriated funded employees.  The LNs should be encouraged to participate in and take an active role in the development of their IDPs.  Training and development for LNs will be scheduled and conducted in accordance with local governmental and US laws, policies, and regulations.

11.  Federal Wage System (FWS) Personnel.

       a.  The Federal Wage System covers employees in trades and labor occupations, often termed as “blue collar” workers.  Trades include skilled occupations such as electrician, welder, mechanic, carpenter, and tool and die maker.  Labor occupations include semi-skilled work such as laborer, warehouse worker, equipment operator, and helper positions.

       b.  Each wage system employee should complete an IDP with assistance from their supervisor or wage leader.  A Training and Development Model for Trade and Labor Occupations can be found on the Civilian Personnel On-line web site at:  http://cpol.army.mil/library/train/acteds/wg/.

12.  Military Personnel.  Although the majority of training and development of military personnel is covered through military channels, there may be instances where IMA resources would be required for military training and career development.  For example, if a military member is required to attend public works training, IMA resources may be used to cover these costs.  Furthermore, IMA leaders need to be aware that soldiers have unique military training requirements as directed by the Army that are not addressed by this pamphlet (e.g. training for Common Task Test, Army Physical Fitness Training, marksmanship training, etc.).

13.  Contractors.  Because contractors are selected for their subject area expertise, the Government does not provide training that the contractors are required to bring to the job.  However, contractors may be trained in rules, practices, procedures, and/or other systems that are unique to the employing agency and essential to skills that may fall outside the scope of their subject area.  The authority for the training of contractors is the authority to administer contracts and not the training law.  Contractors may be provided training by the government if:

a.  The training is of benefit to the government.

b.  No additional government training funds is required; and,

c.  Attendance by the contractor is incidental to the necessary and authorized training of government employees.

14.   Army Civilian Training, Education and Development System (ACTEDS) Programs.  Specific course information can be found at http://cpol.army.mil/train/catalog/index.html and includes:

        a.  Competitive Professional Development (CPD). The CPD program is defined as functionally tailored, significant developmental opportunities that occur in academic (university) programs, Training-With-Industry (TWI) and/or planned developmental assignments that have been documented in the respective ACTEDS plans.

  (1)  Short-term training is Functional Chief Representative (FCR) sponsored

that is 120 calendar days or less.  Training instances may include, but are not limited to, professional workshops, seminars, and university classes.

  (2)  Long-term training (LTT) and education is training to which an employee is

assigned on a continuous basis for more than 120 calendar days.  The assignment may be at either government or non-government facilities.  It may include both formal training programs and planned developmental assignments.  Most Senior Service College programs fall into this category.  As with all training, LTT and CPD programs should be identified in the IDP.

            (3)  Training With Industry (TWI) provides training in industrial procedures and

practices not available through military service schools or civilian education.  This program provides the careerist with the opportunity to work and experience problems inherent to the business environment.

(4)  Academic Degree Training.  Training may not be authorized for the sole

purpose of providing an employee with an opportunity to obtain an academic degree unless warranted under special provisions in 5 CFR 410.308.  Selection for academic degree training will be made according to competitive procedures, based on critical shortages documented in accordance with requirements of 5 CFR 410.308.  Managers may authorize academic training on a non-degree, course-by-course basis, for employees to develop competencies that meet identified training needs.  Receipt of an academic degree or professional certification as a result of such training must be an incidental by-product of the training.  Continued service agreements are required.  Generally, the employee must agree to serve three times the length of training paid for and/or attended while in pay status, during hours of normal scheduled tour of duty.

       b.   Leader Development.  Army Leadership (FM 22-100) includes civilians as an integral part of the Total Army Doctrine.  Doctrine defines leadership as “influencing people by providing purpose, direction, and motivation while operating to accomplish the mission and improving the organization.”  The following courses are included in the Army Civilian Leadership Training Core Curriculum and provide essential leader training, progressively and sequentially parallel to military officers.

  (1)  Sustaining Base Leadership & Management Program (SBLM) Link to

SBLM in ACTEDS Catalog
.

  (2)  Organizational Leadership for Executives (OLE) Link to OLE in ACTEDS
Catalog
.

  (3)  Intern Leadership Development Course (ILDC) Link to ILDC in ACTEDS

Catalog
.

             (4)  Personnel Management for Executives (PME) I Link to PME I in ACTEDS

Catalog
 and PME II Link to PME II in ACTEDS Catalog.

             (5)  Leadership Education and Development (LEAD) Course Link to LEAD in

ACTEDS Catalog
.

  (6)  LEAD Train-the-Trainer (TTT) Link to LEAD TTT in ACTEDS Catalog.

  (7)  Senior Service Colleges (SSC) Link to SSC in ACTEDS Catalog.

  (8)  Defense Leadership and Management Program (DLAMP) Link to DLAMP

in ACTEDS Catalog
.

  (9)  Manager Development Course (MDC) Link to MDC in ACTEDS Catalog.

 (10)  Supervisory Development Course (SDC) Link to SDC in ACTEDS

Catalog.

       c.   ACTEDS Intern Program.

             (1)   Requirements for the ACTEDS intern program are determined through

functional CPM channels.  The ACTEDS interns are normally on a separate student detachment TDA at the Civilian Human Resources Agency (CHRA) for two years, with salary and training paid by centralized resources at HQDA.

             (2)  The ACTEDS interns will be trained in accordance with the Master Intern

Training Plans (MITPs) stated in each career program ACTEDS Plan found at http://cpol.army.mil/library/train/acteds/index.html.  The interns may also be provided additional training at local expense.

             (3)  Interns may also be selected locally for training at local expense.  Local

interns will also be trained in accordance with the pertinent MITP.

15.  Technical/Functional Training.  

       a.  General.  Technical or functional training equips IMA employees with the specific competencies to successfully perform their jobs now and in the future.  

       b.  ACTEDS.  Many of the IMA positions are covered under a career program with a formalized ACTEDS training plan.  Each ACTEDS plan contains a Master Training Plan (MTP) listing the specific technical and functional training.  The MTPs provide the framework for developing the employee’s knowledge, skills, and abilities.  Course titles, training sources, target audiences, and competencies to be acquired are listed in each plan and can be found online at ACTEDS Plans.  

       c.  Non-ACTEDS.  Some IMA employees do not have ACTEDS plans.  Technical/functional training for these employees will be determined by Army policies, regulations, and other documents.

       d.  Installation Management Agency unique technical/functional training will be included in IMA Pamphlet 600-3 for both ACTEDS and Non-ACTEDS employees.

16.  Career Field 29 (CF-29).
       a.  Career Field 29 (CF-29) consists of civilian professionals who possess or are seeking a broad-based understanding of the complexities of installation management business at each command level, continuously developing competencies and seeking diverse experience needed for senior installation management roles/positions.  Career Field 29 consists of such positions as the Deputy Director of IMA, IMA Region Directors, IMA Garrison Managers, IMA Deputies to the Garrison Commanders, IMA HQ Chief of Plans Division, IMA HQ Chief of Strategic Planning Branch, IMA HQ Chief of Installation Quality Branch, Region Chiefs of Staff, and Region Chiefs of Plans.

       b.  The Assistant Chief of Staff for Installation Management (ACSIM) is the personnel proponent for CF-29.  The Deputy Director IMA is the functional proponent for CF-29.

       c.  A revision of the CF-29 ACTEDS plan, currently underway, will provide a guide or road-map for CF-29 careerists to acquire the competencies and experiences needed for senior installation management positions.  The plan will also provide the training, education, assignments, and self-development that Installation Management Candidates should pursue in order to improve their potential for CF-29 positions.  The IMA Pamphlet 600-2 will provide additional guidance on CF-29.

17.  Installation Management Institute (IMI).  The IMI is an annual training opportunity for staff and journey level personnel across the IMA workforce and is normally held in conjunction with the Installation Status Report (ISR) Centralized Training.  The Institute offers centralized training required to accomplish various installation management missions and consists of focused classroom instruction in functional training tracks such as the Master Planning Training Track and the Directorate of Public Works (DPW) Business Operations Training Track.  Subject content and IMI training tracks are reviewed prior to each annual IMI training session.

18.  Mandatory Training for Garrison Staffs.

       a.  The Installation Management Agency is currently identifying mandatory training for key garrison staff positions.  These positions include the deputy to the garrison commander, the staff principals on the garrison staff, and the principals’ direct reports.  The overall purpose is to design a program that will lead to a technically proficient and professional garrison staff, as well as the progressive and sequential development of competent, confident leaders that are critical to a high performing garrison workforce.  The Mandatory Training Matrices and policies relating to the mandatory training for garrison staffs will be stated in IMA Pamphlet 600-5, Mandatory Training for Garrison Staffs.

       b.  Directors and commanders will ensure the completion of mandatory training contained in IMA Pamphlet 600-5, when approved.  Training should be documented in the IDP.  Grandfathering and equivalencies will be considered on a case-by-case basis.

19.  Developmental Assignments.

       a.  Developmental assignments are an effective means of broadening the employee’s knowledges, skills, and abilities (KSAs).  Developmental assignments may range from a short-term project to a formal assignment to another organization or site for a specified period of time.  The formal IMA Developmental Assignment Program will be described in IMA Pamphlet 600-6, Developmental Assignments.

       b.  Developmental assignments, which may include assignments outside of IMA, are an excellent avenue for our employees to gain the depth and breadth of KSAs necessary to become highly competitive for progressive management and leadership positions.  This effort will assist the agency in succession planning and developing a well-qualified, diverse workforce.  
       c.  Supervisors should encourage developmental assignments and release employees based on benefits of the employee and organization.  Developmental assignments are an investment in the future, just as attendance at classroom courses.

20. Civilian Executive Development Assignment Program (CEDAP).  

       a.  The CEDAP is IMA’s mandatory developmental assignment program (pilot for for CF-29, GS 12 through GS 15).  Its primary purpose is to strategically manage rotational assignments for IMA senior civilian employees to provide career broadening experiences to enhance career progression and preparation for more diverse leadership roles within the agency.  Rotation of personnel may occur within an organization, or between organizations at the same or different sites.  When rotation occurs, it normally involves assignment of an employee to an existing vacancy or the movement of two or more employees who trade positions.  Rotational assignments may be temporary for a predetermined period of time or permanent moves. 

       b.  The objective of all rotational assignments should be to improve business and leadership competencies, infuse new ideas and perspectives at all levels within IMA, and facilitate mission accomplishment.  The specifics on the IMA CEDAP will be contained in IMA Pamphlet 600-7.  

21.   Mentorship Program.
        a.  There are two facets of the IMA Mentorship Program.  First, is the informal mentoring that virtually all supervisors do as part of their day-to-day leadership of people.  Second is the formal mentorship.

        b.  Informal mentoring occurs on a continuing basis in day-to-day operations.  Examples of supervisory mentoring are:  the initial orientation of a new employee; advice on how to best approach a project; working with an employee to refine a briefing; discussing training requirements and preparing the IDP; discussing career aspirations and long-term goals.  The CPMs/CFMs are also mentoring when providing advice to careerists relative to career program/field requirements.

        c.  Installation Management Agency will establish a voluntary, formal mentorship program to assist employees in becoming future leaders and executives.  The formal IMA Mentorship Program will be detailed in IMA Pamphlet 600-8 and will include such items as training for mentors and counseling tips.  A mentor is one who has achieved professional success, acquired self-confidence, and wishes to share his or her experiences by serving as a role model and source of encouragement.  The employee’s role is primarily to learn from the experiences and professional attributes of the mentor.  The employee has a responsibility to actively pursue self-development and be willing to seek out and accept broader responsibilities.  The employee will set professional goals and work with his or her mentor and supervisor to design an IDP.  The IDP will provide the basis for the mentorship activities.

22.  Distance Learning.

 a.  Distance learning is a valuable tool to increase training availability while reducing cost per training hours.  Distance learning can open new opportunities for training more employees within available resources.  There are many online distance learning programs the IMA workforce can enroll in and complete at their work location.

 b.  The Army Distance Learning Program (ADLP) provides detailed information on distance learning initiatives within the agency.  The plan can be viewed online at Army Distance Learning Program.

23.  Correspondence Courses.  Correspondence courses cover a variety of subject matters and are cost-effective methods of training that can be accomplished at the work-site.  Enrollment procedures and catalogs are available at your servicing Civilian Personnel Advisory Center (CPAC) as well as the Army Education Center.

24.  Self-Development.

       a.  Self-Development is defined as development that the employee undertakes on his/her own initiative and expense.  Self-development may take many forms, ranging from participation in professional, community, or social organizations to attending formal classroom training.  Activities such as coaching youth sports or Parent-Teacher Organization President may provide skills pertinent to the job.  The policy for self-development for IMA will be described in IMA Pamphlet 600-9, Self-Development.

       b.  Employees are encouraged to undertake self-development activities.  However, 

if a development activity is identified as recommended or required for the job, and is appropriate for agency funding, the employee should not be expected to bear the expense.

25.  SmartForce/Skillsoft.   SmartForce/Skillsoft is a catalog of on-line courses available at no cost to IMA employees.  It provides authorized access to over 1500 Information Technology, Business Skills, and Interpersonal Skill courses from any location around the clock (24/7).  Installation Management Agency will comply with the procedures and guidelines set forth in HQDA Letter 350-04-1, dated 8 January 2004, subject:  Utilization of the Army’s e-Learning Program.  The intent of the letter is for all Army organizations to use the Army’s e-Learning Program, SmartForce/Skillsoft, as the primary means to satisfy IT training requirements.  Military and civilian employees of the Army merely need a username and password to access the IT training available at SmartForce/Skillsoft.  To establish a SmartForce/Skillsoft username and password, you must obtain an Army Knowledge Online account and complete registration through ATRRS (Army Training Requirement and Resources System).  Link to SmartForce/Skillsoft.

26.  Using Duty Hours for On-Line and Non-Resident Training.

       a.  Mission Related Training:  Mission related training courses and programs are related to the employee’s current position.  Employees enrolled in a mission related on-line or non-resident course should be allowed to work on the course during duty hours.  The amount of duty time afforded by the supervisor to the employee for course work will depend on mission requirements and nature of the course.  For example, if mission requirements are significant, then the employee may not be provided much, if any, time to work on courses.  Similarly, if a course can be completed in 1-2 hours, then employees should not expect to be given more than two duty hours for course work.  Some courses will require more hours of study during the duty hours than others.  For example, an employee taking the non-resident version of SBLM may be authorized 3-5 hours of duty time per week, while only 1-2 hours per week may be given to an employee taking an IT course on-line.  Supervisors should determine the number of hours based on a review of the course workload and discussion with the employee.  The important point for supervisors to consider is that the course is directly related to the mission; therefore, it is in the best interest of the supervisor and the organization for the employee to complete the course.  Allowing the employee to work on the course during duty hours is in the best interest of the organization.
       b.  Self-Development:  As previously stated, the employee on his/her own initiative and expense undertakes self-development.  Based on the nature of the self-development, supervisors should consider allowing employees duty time to accomplish this training.  This is especially true if the employee’s self-development can be linked to improvements in duty performance.  For example, supervisors are encouraged to allow employees access to Smartforce/Skillsoft e-Learning during duty hours for self-development.  If the training can not be linked easily to duty performance or mission accomplishment, then duty hours should not be used for coursework.  It is the employee’s responsibility to demonstrate the duty performance linkage of self-development initiatives to the supervisor. 

27.  Senior Army Workforce (SAW) Initiatives.

       a.  In an effort to improve civilian leader development, the SAW concept was developed.  On March 5, 2003, the Vice Chief of Staff of the Army approved the stand up of the Senior Army Workforce Management Office, with the Army G-1 as the proponent.

       b.  The SAW is intended to be a multi-disciplinary, multi-skilled cadre of civilian leaders, supervisors and managers (i.e., GS12-15s or equivalent, in leadership positions) who, through progressive cross-functional training and leader development, will attain the qualifications necessary for assignment to leader positions of increasing functional diversity and managerial responsibility.  

       c.  The SAW will be centrally managed similarly to the way the Military Departments and State Departments manage their Officer and Foreign Service personnel (i.e., centrally managed assignments, training and development, promotion, etc.)  These positions include all Senior Executive Service (SES) and all GS 12-15 leaders, supervisors, and managers.  The SAW will consist of approximately 20,000 individuals by the end of FY09.  This type of management system will ensure military and civilian leaders equally receive the education and assignments to grow as “An Army of One.”

       d.  Clearly, the current structure of the Army Career Management system will change as the SAW initiatives evolve, including changes to the structure or grouping of career programs.  The IMA WFD program will integrate the SAW initiatives, as they become Army’s policy for career management.  For more information visit http://cpol.army.mil/library/sawmo/.

28.  Army Training and Leader Development Panel (ATLDP).

       a.  In June 2000, the Chief of Staff, Army directed the establishment of ATLDP to review, assess, and provide recommendations for the development and training of our 21st Century leaders.  The ATLDP, initially targeted to the Army military corps, added Army civilians in 2001.  Mirroring the methodology of the military studies, the civilian study collected data from comprehensive, written and on-line surveys, focus group sessions, and personal interviews.

       b.  The study concluded that growing civilian leaders has fallen gravely short of The Army Plan that states: the Army requirement with respect to people is to train Soldiers and civilians to grow them into leaders through training and leader development programs.  The study also concluded Army policies are out of balance with the expectations of Army civilians and noted that future Army civilians will be markedly different from today’s cohort.

       c.  Forty specific and twelve general recommendations were included in the study which were grouped into the following four study imperatives:  (1)  Accountability; (2)  Lifelong Learning; (3) Interpersonal Skills; and (4) Army Culture.  To review the ATLDP final report, go to ATLDP Civilian Recommendations.

       d.  As these recommendations are implemented, they will be included in the IMA WFD Program, as appropriate.

29.  Resources.  The WFD Branch will work in coordination with the Resource Management Division of HQIMA to distribute the available training and development funds to the installations.  Every effort will be made to expend resources for employee development efficiently and effectively.  Distance learning, video teleconference (VTC) classes, and centrally funded education (such as ACTEDS programs) will be utilized to the maximum extent possible to reduce tuition and temporary duty (TDY) cost to the Agency.  Proper approval and funding, if necessary, must be obtained prior to beginning training.

30.  Training Records.  The Installation Management Agency will develop or acquire a Learning Management System (LMS) that will document training requested, completed, scheduled, and yet to be scheduled, but required in an employee’s IDP.  Not only will this assist the employee and supervisor, but the tracking system will also become a management tool, tracking workforce development needs and accomplishments throughout the Agency to include financial expenditures.

31.  Summary.   This handbook describes responsibilities and programs that are part of the workforce development effort within IMA.  By implementing the programs and adhering to the responsibilities, IMA will achieve a trained, educated, and ready civilian and military workforce.  The Installation Management Agency’s training and development efforts will link directly to our strategic and performance planning process.  Additional pamphlets in the 600 series will provide specific instructions and guidelines for most of the programs mentioned in this pamphlet.
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APPENDIX B

Individual Development Plan (IDP) Guide and Sample

Appendix B provides the format and instructions for completing the IDP.  Individual Development Plans will be completed for all IMA civilian personnel and is highly recommended for all IMA military personnel.

When an automated IDP system is established, each IDP will be completed and entered into the IDP database system.

GUIDE FOR INDIVIDUAL DEVELOPMENT PLAN

1.  PURPOSE.  This Instruction provides guidance on how to effectively employ an Individual Development Plan (IDP).  An IDP is a performance improvement tool designed for civilian employees of the Installation Management Agency (IMA).  When  properly used, IDPs assist our civilian employees in reaching their career goals.  This Instruction outlines the definition and goals of an IDP, the responsibilities of the employee and supervisor in completing the IDP, and provides a step-by-step process for preparing an IDP.

2.  INTRODUCTION.  The use of IDPs is widely recognized in government and industry as a tool for member/employee professional development and for budgeting available training dollars.  Using an IDP benefits both the employee and IMA.  The employee learns about his or her personal and career needs and aspirations by identifying their short- and long-term goals.  By doing so, the employee identifies what they want to achieve and what steps they need to take to reach those goals.  An IDP facilitates a partnership between the employee and supervisor by encouraging two way feedback and prompting clarification and discussion about the employee’s development needs, setting goals and plans and understanding how these goals and objectives tie into IMA’s organizational goals and objectives.

It is essential that the supervisor and employee work together on the IDP.  Although the IDP is not a performance evaluation tool, the convenient time for the employee and supervisor to meet is at the beginning of the rating cycle or within 45 days upon entry in a new position/job or permanent change of station.
3.  DEFINITION.  An IDP is a tool to help IMA civilian employees reach career goals within the context of organizational objectives.  It is a developmental “action” plan to move employees from where they are to where they want to go.  It provides the systematic steps to build on strengths and overcome weaknesses as employees improve job performance and pursue career goals.  It is a tool for all employees regardless of rank or performance.

The most common objectives for having an IDP are to:

· Learn new skills and competencies to improve current job performance

· Maximize current performance in support of organizational requirements

· Increase interest, challenges, and satisfaction in current position

· Obtain competencies that will increase the potential for a promotion or change in grade, series, or field.

4.  ROLES AND RESPONSIBILITIES.  Both the employee and supervisor have important roles in the IDP process.  The IMA’s success is directly attributed to the quality of its people.  If our people are not encouraged to grow beyond their current knowledge, skills, and abilities, the IMA will not become an “agency of employment choice” and will not be able to keep pace in our rapidly transforming organization.  The IMA’s ability to develop its people into a diverse, multi-skilled workforce depends on each person contributing to the process.

a. The employee is responsible for:

· Assessing their past experiences, knowledge, skills and abilities against the development objectives of IMA

· Drafting the initial plan by identifying short and long-range developmental needs and competencies and educational, training and professional development sources to satisfy these requirements

· Prepare a proposed five-year timeline for accomplishing developmental activities

· Meeting with their supervisor at the beginning of their rating cycle to discuss and reach agreement on the objectives and specific plan for accomplishing the objectives

· IDP will be discussed and finalized during initial counseling for each rating period.

· Satisfactorily completing all assigned reading, education and developmental assignments.

b. The supervisor is responsible for:

· Educating the employees within their chain of command on the IDP process and to ensure its use

· Performing a developmental needs assessment, in cooperation with the employee, to assist the individual in planning and formulating actions to successfully accomplish identified career objectives

· Analyzing the competencies of the employee

· Assessing IMAs short and long term needs, staffing needs, mission, changes in technology, and the employees potential to meet those needs

· Determining what resources are available for employee development

· Meeting with the employee to provide feedback about developmental strengths and needs, coaching about possible developmental activities, and endorsing a development plan that addresses concerns by specifying, in detail, the goals and competencies needed for the present job and/or future positions

· Including projected training needs in the training plan

· Evaluating the development, activities and training completed by each employee

· The employee’s IDP will be discussed and finalized during the initial rating period

5.  THE IDP FORM.  The following guidance will assist you in filling out the IDP form (attached).


· Section 1 - General Information.  Provide name, Social Security Number, position title, pay plan, series, grade/step, e-mail address and work phone

· Section 2 - Education.  List any undergraduate or graduate degrees earned by the major area of academic concentration and the date completed

· Section 3 - Career Goals.  State your short-term goals (achievable within 1-2 years) and long-term goals (achievable within 3-5 years).  Goals can be written in any format you choose.  You can specify a rate, rank, position, series, and grade, if desired, or simply indicate the new qualification, skill title, role you wish to achieve.  The more specific the plan, the better you can identify developmental activities that can help you reach your goal.

· Section 4 - Significant Training and Development Completed Since Last IDP.   Identify all previous significant training, the source of the training, and the date completed.  Significant training is defined as courses that are 40 hours in length.  Basic technical training courses and courses such as: EEO, HIV Awareness, Safety, Opsec, etc. need not be listed.  Especially important are any leadership and management courses completed to include:   Intern Leadership Development Course; Action Officer Development Course; Supervisor Development Course; OPM Course for New Supervisors; Managerial Development Course; Leadership, Education & Development; Organizational Leadership for Executives; Sustaining Base Leadership and Management; OSD’s Executive Leadership & Development Program; Personnel Management for Executives I & II; Senior Service College; or Federal Executive Institute courses.

· Section 5 - Development Goals.  Identify those goals or competencies that are critical to achieving your short- and long-term career goals.  Identify a developmental activity for each targeted competency.  Explore developmental activities in the areas of education (e.g. a college course in effective writing, speech, etc.), training (e.g., on-the-job training such as assisting in special work groups or projects) and professional development (e.g. reading, joining Toastmasters, joining a professional organization).   Articulate the outcomes you desire to achieve by completing the particular training identified.

· Section 6 - Career Broadening/Job Rotational Assignments.  Identify possible career broadening assignments that will allow you to become multi-skilled and to acquire a diverse background.  This can be within your current organization or with a higher-level agency such as an IMA Region Office, HQ IMA, or HQDA.  Provide an acceptable start date and anticipated duration of the assignment.  Finally, list the competency objectives you wish to attain in this new assignment.

· Section 7 - 5-Year Development Plan.  Use some thought in completing this section.  Your objective should be to lay out a schedule that will permit you to sequentially develop the competencies and skills needed as you progress from your current level up to supervisory, manager and executive levels.  List by Fiscal Year (FY) what education, training, professional development or career broadening assignments you would like to engage in over the next five years.  For example: you may want to take a college course in FY 04.  The following year you may want to attend a leadership or management course (e.g., LEAD, PME I & II, etc.)  The third and fourth year may be reserved for a career broadening assignment.  The key is to request the right training at the right time in your career that builds upon your previous experiences and training.

· Section 8 - Signature.  Both you and your supervisor need to sign and date your completed IDP.

6.  SUMMARY.  If the IDP is closely followed, one will see that there is no definite end -   this is a lifelong learning experience.  As IDPs are being implemented, new needs will be identified as well as the possibility of more defined goals.  Acquiring the experiences, knowledge, and competencies will help to maximize employee’s potential, thus increasing  the effectiveness and performance within IMA and the United States Army.

	INDIVIDUAL DEVELOPMENT PLAN
PRIVACY ACT STATEMENT

Title 5, U.S. Code, Section 4103, authorizes collection of this information.  This information will be used by supervisors, employees, and civilian personnel officials to plan and/or schedule training, education, and other career development activities.  Collection of your social security number is authorized by EO937.  Furnishing this information on this form, including your social security number, is voluntary.  If your activity uses the information on this form for purposes other than those indicated above, they will provide you with additional statements reflecting those purposes.
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	NAME (First Name / MI / Last Name)
	LAST 4 OF SSN

	
	

	POSITION TITLE
	PAY PLAN
	SERIES
	GRADE/STEP

	
	
	
	

	E-MAIL ADDRESS
	WORK PHONE (COM/DSN)

	
	( )
	DSN

	Section 2: Education

	BA/BS
	Major:
	
	Date:
	

	MA/MS
	Major:
	
	Date:
	

	PhD
	Major:
	
	Date:
	

	Other
	Major:
	
	Date:
	

	Section 3: Career Goals

	Short Term (1-2 years)

	

	

	

	

	

	Long Term (3-5 years)

	

	

	

	

	

	Section 4: Significant Training and Development Completed since last IDP

	(Include government sponsored and self development programs, activities, or academic courses/programs)

	Name of Courses
	Source of Training
	Date Completed
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	Section 5: Development Goals

	Goal or Targeted Competency:
	Development Activity – Education Training or Professional Development Sources:
	Outcome Desired:

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Section 6: Career Broadening/Job Rotational Assignments

	Assignment:
	

	Projected Start Date:
	

	Duration:
	

	Competency Objectives:
	

	Section 7: 5-Year Development Plan

	List Course Title/Training by Fiscal Year (FY)

	FY 04
	

	
	

	
	

	FY 05
	

	
	

	
	

	FY 06
	

	
	

	
	

	FY 07
	

	
	

	
	

	FY 08
	

	
	

	
	

	Section 8: Signature

	Employee Signature
	
	Date:
	

	Supervisor’s Printed Name:
	
	Duty Phone:
	

	Title:
	
	E-Mail:
	

	Supervisor Signature:
	
	Date:
	


APPENDIX C

Reporting Requirements

TO BE PUBLISHED

APPENDIX D

FREQUENTLY ASKED QUESTIONS (FAQ)

This section will be available in the on-line version of this handbook.

Questions can be e-mailed to the mailbox for the HQIMA Workforce Development Team at:  IMA WFD@hqda.army.mil
APPENDIX E

LIST OF MANDATORY TRAINING

New Employee Orientation, IAW IMA Guidance

Subversion and Espionage Directed Against U.S. Army & Deliberate Security Violations (SAEDA), IAW AR 381-12 and IMA Guidance 

Ethics Training, IAW 5 CFR, Parts 733-734, Secretary of the Army (SA) and IMA       

    Guidance 

Prevention of Sexual Harassment, IAW AR 600-20 and IMA Policy Memorandum #3

Safety and Emergency Preparedness, IAW AR 385-1, AR 385-10, and DODI 1400.32

Computer Security Awareness, IAW AR 380-5

Equal Employment Opportunity, IAW AR 690-12 and IMA Policy Memorandum #2

Substance Abuse Training, IAW AR 600-85

Anti-Terrorism Training, IAW AR 350-1, Army Training and Education and IMA Guidance

APPENDIX F

ACRONYM LIST

ACSIM

Assistant Chief of Staff for Installation Management

ADLP

Army Distance Learning Program

AMSC

Army Management Staff College

AODC

Action Officer Development Course

ACTEDS

Army Civilian Training, Education and Development System

AF

Appropriated Fund

AKO

Army Knowledge On-Line

ATLDP

Army Training and Leader Development Panel

ATRRS

Army Training Requirement and Resources System

CF

Career Field

CFM

Career Field Manager

CFR

Code of Federal Regulations

CHRA

Civilian Human Resources Agency

CPAC

Civilian Personnel Advisory Center

CPOC

Civilian Personnel Operations Center

CP

Career Program

CPD

Competitive Professional Development

CPM

Career Program Manager

DA

Department of the Army

DAU

Defense Acquisition University

DLAMP

Defense Leadership and Management Program

DPW

Directorate of Public Works

EEO

Equal Employment Opportunity

EO

Equal Opportunity

FAQ

Frequently Asked Question

FC

Functional Chief

FCR

Functional Chief Representative

FM

Field Manual

FWS

Federal Wage System

HR

Human Resources

HQ

Headquarters

IDP

Individual Development Plan

ILDC

Intern Leadership Development Course

IMA

Installation Management Agency

IMI

Installation Management Institute

IAW

In Accordance WIth

ISR

Installation Status Report

IT

Information Technology

KSA

Knowledges, Skills and Abilities

LEAD

Leadership Education and Development

LEAD TTT

Leadership Education and Development, Train-the-Trainer

LN

Local National

LMS

Learning Management System 

LTT

Long Term Training

MDC

Manager Development Course

METL

Mission Essential Task List

MITP

Master Intern Training Plan

MTP

Master Training Plan

NAF

Nonappropriated Fund

OACSIM

Office of the Assistant Chief of Staff for Installation Management

OCONUS

Outside Continental United States

OLE

Organizational Leadership for Executives

PME

Personnel Management for Executives

POC

Point of Contact

POM

Program Objective Memorandum

POSH

Prevention of Sexual Harassment

SA

Secretary of the Army

SAW

Senior Army Workforce

SBLM

Sustaining Base Leadership and Management

SDC

Supervisory Development Course

SSC

Senior Service College

TADLP

The Army Distance Learning Program

TAPES

Total Army Performance Evaluation System

TDA

Tables of Distribution and Allowances

TWI

Training-With-Industry

WFD

Workforce Development
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