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PACIFIC REGION

 FY 05 CIVILIAN EMPLOYEE TRAINING PLAN
Foreword

[image: image6.wmf]As supervisors and managers of federal civilian employees, it is our responsibility to develop human resources to ensure that current and future organizational needs can be met.  Federal managers have several responsibilities in this area:

· Identifying specific training needs

· Developing training plans for employees

· Allocating resources to accomplish the identified training

Individual analysis is the key to employee development.  In our information-based society, the knowledge, skills, and abilities of the workforce become crucial to organizational success.  Training should develop basic skills, improve existing skills and help employees keep pace with the shifting demands of the job caused by changes in mission, rules, technology and reorganizations.  Training dollars expended are an investment which should produce measurable returns in terms of quantity, quality and timeliness of work performance.

This regional training plan is a composite of civilian training needs identified by managers and supervisors at all levels for FY 05.  It also provides an evaluation of 

FY 04 training accomplished and projects upcoming regional training opportunities. 

I encourage your thorough review.  This training plan maps out the regional FY 05 training program developed directly from your identified needs. It is our goal to conduct training on site to avoid expensive travel, per diem and tuition costs.  Doing so only makes sense in today's environment of scarce resources.

{Signed}

Dr. Sara L. Morgan
Director

U.S. Army Civilian Human Resources Agency
Pacific Region

SECTION I

FY 05 PACIFIC REGION TRAINING PLAN
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GENERAL

1.  INTRODUCTION.

The Pacific Region annual training plan is presented as the operating document for the establishment and execution of the projected civilian training for the Pacific Region during FY 05.  This plan provides a systematic and economical method of meeting those needs to assure successful mission accomplishment and to contribute to the overall efficiency of the Army.
2. POLICY.

The Civilian Human Resources Agency (CHRA) Pacific Region Training Office (PRTO), in partnership with Civilian Personnel Advisory Centers (CPACs), will provide training necessary to assure maximum efficiency of civilian employees in their efforts for both organizational and self-developmental enrichment.  The training law (5 U.S.C. aka Government Employees Training Act--GETA) defines training as follows: 

"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 routing or 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.

Training needs will be continuously reviewed and modern training practices and techniques used to improve the level of employees’ performance.  It is our goal to assist management in meeting present and planned needs to develop employee skills, knowledge, and abilities which will improve overall organizational performance.

3.  PRIORITIES FOR TRAINING.  

Priorities for training are established so that training needs which are determined most necessary for mission accomplishment are accomplished first.  All regional training was evaluated against the following priority criteria:

a.  Priority I.  Training that must be completed during the fiscal year to prevent an adverse effect on mission accomplishment.  This includes training required by law or higher authorities.

b.  Priority II.  Training required to maintain the Department of Army's readiness.  This training is needed for the systematic replacement of skilled employees resulting from a variety of personnel actions, e.g., promotions, reassignments, retirements, realignments, etc.  Deferment would have an adverse mission effect over an intermediate term.

c.  Priority III.  Training which is designed to increase the effective use of resources to improve the employee's efficiency and productivity, as well as the Department of Army mission.  Deferment would have little adverse mission effect, but would delay improving present mission accomplishment.  
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b.  Supervisory.  Education or training in supervisory principles and techniques in such subjects as personnel policies and practices (including equal employment opportunity, merit promotion, and labor relations); human behavior and motivation; communication processes in supervision; work planning; scheduling and review; and performance evaluation.

    
c.  Legal, Medical, Scientific, or Engineering.  Education or training in the concepts, principles, or techniques of such disciplines as law; medicine; the physical, biological, natural, social, or behavior sciences; education; economics; mathematics and statistics; architecture; engineering; or foreign affairs.

   
d.  Administration and Analysis.  Education or training in the concepts, principles, and theories of such fields as public or business administration; personnel; training; equal employment opportunity; logistics; finance; systems analysis; policy, program, or management analysis; or planning.

  
e.  Specialty and Technical.  Training of a specialized or technical nature in the methods and techniques of such fields as investigation; security police science; supply; procurement; transportation; air traffic control; computer programming; language; or medical, legal, or scientific support work.

f.  Clerical.   Training in clerical skills such as typing, shorthand, word processing or computer operation; letter writing; filing; or telephone techniques.

g.  Trade or craft.  Training in the knowledge and skills needed in such fields as electrical or electronic equipment installation, maintenance, or repair; tool and die making; welding or carpentry.

h.  Orientation.  Training of a general nature to provide an understanding of the organization and missions of the Federal Government or the employing activity, or a broad overview and understanding of matters of public policy such as the policies relating to equal employment opportunity.

 
i.  Adult Basic Education.  Education to provide basic competency in such subjects as reading, grammar, or arithmetic.

5.  RESPONSIBILITIES.
a.  Pacific Region Training Office 




(1).  Develop training & administrative processes and procedures for the region.




(2).  Design, develop, and deliver training needs assessment surveys for serviced activities to determine where training needs exist across the region to warrant centralized management and delivery.  Provide an annual training plan for centrally managed programs to the Civilian Personnel Advisory Centers (CPACs).




(3).  Develop regional training requirements and budget projections with input from the CPACs.




(4).  Assess sources for regional training; determine delivery methodology; procure when applicable; and complete overall evaluations in coordination with the CPACs.




(5).  Develop installation electronic tools such as automated training certification, web-based learning programs, and training announcements for the CPAC and other personnel.  The CPACs, in coordination with the PRTO, will handle updates such as course additions, deletions, changes in location, etc., for local courses and will notify the HRD Office and attendees of changes/updates.




(6).  Establish professional networks with public and private sector HRD organizations.




(7).  Serve as liaison /Contracting Officer Representative (COR) for the development of a wide variety of training and, with input from the CPACs, determine the most effective modes of delivery.

    


(8).  Broadcast /Announce centralized training courses.  Interface with other regional CHRA HRD Offices to develop and/or share information.

     

(9. Plan, conduct and evaluate regional training programs.  Prepare reports as required.

b.  Pacific Region CPACs.



(1).  Advise managers and employees on training methodologies which will improve organizational or individual performance, to include Human Resource Development (HRD) program planning to meet the organization’s strategic priorities.





(2).  Advise organizations on the use of training needs assessment survey instruments distributed and/or developed by the CPOC or higher headquarters.





(3).  Advise customers on training plan requirements on Army Civilian Training Education development System (ACTEDS), intern program, and other developmental programs.





(4).  Advise respective commander on the need for organizational training plan and to ensure cost-effective use of training opportunities to meet the needs of local organizations.





(5).  Analyze the installation annual training program and coordinate local training requirements and budget.  Coordinate regional training opportunities with CPOC (requirements, budget, delivery, etc.).





(6).  Assess sources for local unique or specialized training, determine delivery method, and required funding.





(7).  Coordinate all locally developed on-site training.





(8).  Coordinate locally administered program requirements with Activity Career Program Managers (ACPMs).





(9).  Organize cadre of local instructors; facilitate local train-the-trainer sessions.  Ensure facilities are available, open, and prepared for class and that special requirements (handicapped accessibility, A/V equipment, supplies, etc.) are met. 





(10).  Evaluate local human resource development program against program goals and objectives and provide recommendations to management as appropriate.

c.  Pacific Region Managers.
        

(1)  Identify skills-based training requirements and developmental opportunities.

        

(2)  Allocate necessary resources to furnish training.

        

(3)  Arrange for employees to attend training.

       

(4)  Evaluate the applicability of completed training.

   
 d.  Pacific Region Employees.
        

 (1)  Participate in training required for full performance of current or specifically planned duties.

       

 (2)  Take part in training need surveys.

        

 (3)  Assist management in formulating the Individual Development Plans.



 (4)  Undertake self-developmental activities.


SECTION II
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STRATEGIC INITIATIVES

DA Mission 

(Civilian Personnel)

"Provide serviced commanders the service and assistance necessary to obtain, compensate, develop, use and retain an effective work force in all organizational units employing civilians."
DA Priority Emphasis Areas for Human Resource Development:

· A work force well informed on the implementation of civilian personnel   

     regionalization.
· Market/Arrange for leadership training.

· Develop critical task lists.

Pacific Region Training Office Mission:

"Support the development of the workforce by identifying, planning, organizing, arranging, procuring, marketing and evaluating training that is most effectively and efficiently delivered regionally."

Pacific Region Training Office Key Objectives:
1.  Develop and promote a region-wide training program to enable the workforce to successfully accomplish the mission.  

2.  Market and arrange for ACTEDS (leadership) training within the region. 

3.  Deliver training on a regional basis, i.e., training based upon special needs or requirements and for which regional implementation would be more efficient and cost effective. 

4.  Based on continuous needs assessments, prepare an annual training plan which analyzes needed training; evaluates training progress; and projects upcoming regional training opportunities. 


5.  Publicize training accomplishments of serviced activities in the annual training plan.

SECTION III

FY 05 PACIFIC REGION TRAINING PLAN
PROJECTED FY 05 REGIONAL TRAINING 

The FY 05 Pacific Region training calendar was developed and forecast in an effort to fulfill training needs common throughout the Pacific Region.  Classes are open to all civilian personnel serviced by the Pacific Region Training Office.  Military, non-appropriated fund, and employees from other agencies may be allowed to attend classes on a space available basis.  An up-to-date schedule of upcoming regional training is maintained at the Pacific Region web site.

Army’s goal of sequential and systematic employee training and development is continuously emphasized throughout the region.  Training is prioritized in accordance with the annual training needs survey; regulatory requirements, established goals and objectives; and allotted resources.  
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PACIFIC REGION TRAINING OFFICE KEY OBJECTIVE:  "Deliver training on a regional basis, i.e., training based upon special needs or requirements and for which regional implementation would be more efficient and cost effective." 

FY 05 REGIONAL TRAINING PROJECTIONS






 NO.  OF


COST PER

COURSE


LOCATION
CLASSES
PRIORITY
  COURSE
TOTAL
HR for Supervisors

All

12



(Local Initiatives)
Pre-Retirement

All

  8


1
  $2,750
$23,000

Role of the Supervisor
All

  8


1
  $4,000
$40,000

Computer Skills (Core)
All

  8


1
  $8,500
$   8,500

Federal Executive Institute
N/A

  2


1
$15,000
$15,000

Prevention of Sexual

Harassment/Employees 
All

TBD


1
 $       10ea     $10,000

(Web-Based)

Appropriations Law

Alaska
  1


1
  $ 3,650
  $  3,650

Budget Estimating Techniques

  1


1
   $2,750
  $  2,750

* Intro to Supervision 
All (NISC)
12


1
    $  195
  $ 2,340

* Assertive Supervision
All (NISC)
10


1
    $  165
  $  1,650

* Eff Work Delegation
All (NISC)
10


1
    $  135
  $  1,350

* Thinking Critically—

  Writing Clearly

All (NISC)
  9


1
    $  140
  $  1,260

* Time Mgt for Supvs
All (NISC)
10


1
    $  190
  $  1,900

  Team Bldg Excellence
All
             3


1
   $3,500
 $10,500

* Computer Security

All

TBD


1

0

0

*  Ethics (Web-based)
All

TBD


1

0

0

FY 05 REGIONAL TRAINING PROJECTIONS






 NO. OF


COST PER

COURSE


LOCATION
CLASSES
PRIORITY
  COURSE
TOTAL
Contracting Officer 

Representative 

Alaska

1

2
    $2,050
$  2,050





Hawaii

1

2
    $2,000
$  2,000





Japan

(no requests)
             
  

Counseling Skills

Alaska

2

3
    $2,400
$  9,600





Hawaii

2

3
    $2,400
$  9,600





Japan


1

3
    $3,600
$  3,600

Leadership for

  Non-Supervisors

Alaska

1

3
     $5,700
$   5,700





Hawaii

2

3
     $4,200
$   8,400

* Managing Change

Alaska

2

3
     $3,500
$   7,000





Hawaii

4

3
     $2,400
$   9,600

                       

Japan


1

3
     $3,600
$   3,600

* Team Building

Alaska

2

3
     $4,600
$   9,200





Hawaii

4

3
     $4,200
$ 16,800





Japan


1

3
     $3,250
$   3,250

* Time Management
Alaska

2

3
     $4,000
$   8,000





Hawaii

2

3
     $2,400
$   4,800





Japan


2

3
     $2,700
$   5,400

* Effective Briefing

Alaska

2

3
  $1,200
$   2,400





Hawaii

4

3
  $1,400
$   5,600





Japan


2

3
  $2,500
$   5,000








TOTAL:

                     $244,500
`

The Pacific Region Training Office assessed many factors in determining which of these combined needs would best promote the effective and efficient delivery of needed training.  A large number of Pacific Region employees indicated requirements which potentially could be met by conducting courses on site.  Consequently, the Team will focus on the above courses as adequate regional training funds become available.

*  Training to be coordinated locally by the CPACs with the functional proponents responsible for conducting this training. 

P

ROJECTED ACTIONS:  The Pacific Region Training Office will:
a.  Depending upon the availability of funding and resources, administer as many of the courses listed immediately as possible.  Among those classes given highest priority will be the “Human Resources for Supervisors Course” and the “PreRetirement” classes throughout the region.

b.  Focus on arranging for and/or providing additional on-site training throughout the Pacific Region as needed.  


c.  Update training information on the Pacific Region website  to assist users in overall training administration.  The Training and Development portion of the site is constantly revised to ensure that accurate and up-to-date information is quickly accessible to all users.  Employees, supervisors (military and civilian), training coordinators may visit the site and learn more about such training initiatives as:  leadership training opportunities; HRD toolbox for managers; general training policies & guidance; training plans and schedules; and more.

d.  Continue to provide timely notification to the region’s training POCs and other points of contact so that suspenses for nomination packages can be established with ample time for activities to respond.  The Pacific Region Standard Operating Procedures guide clearly delineates responsibilities concerning the marketing and administration of DA's leadership programs  

e.  Publish training information and special announcements via its website (http://www.usarak.army.mil/cpoc/) throughout the FY to the workforce marketing leadership training opportunities.


f.  Assist CPACs with the presentation of CHRA’s new  “Human Resources for Supervisors.”

Supervisors and managers at all levels are strongly encouraged (and required) to determine the training needs of their civilian employees; prioritize those needs; and report the data as group needs are determined.  

Hawaii CPAC

	COST SAVINGS/AVOIDANCE AND % PARTICIPATION FOR FY05

	ID#
	Dates
	Course Title
	Attended
	Cost Savings
	Comments

	39
	06-10 Oct 04
	Contracting Officer's Representative (COR) 042
	20.3884
	$10,594.49
	 

	40
	29-30 Oct 04
	5 Roles of Leadership 041
	20.0975
	$10,343 
	Canceled due to low enrollment

	41
	08-19 Dec 04
	Planning, Programming, Budgeting & Execution System (PPBES) 042
	19.8067
	$10,090.94
	 

	42
	 
	 
	19.5159
	9839.168571
	 

	43
	8-Jan-04
	American Red Cross: Adult CPR
	19.225
	9587.396089
	Canceled due to low enrollment

	44
	12-16 Jan 05
	Contracting Officer's Representative (COR) 043
	18.9342
	$9,335.62
	 

	44
	12-23 Jan 05
	Manpower and Force Management
	18.6434
	$9,083.85
	USARPAC Funded

	45
	26-30 Jan 05
	Leadership Education and Development (LEAD) 042
	18.3525
	$8,832 
	Rescheduled to August

	46
	03-04 Feb 05
	Making Powerful Oral Presentations 043
	18.0617
	$8,580.31 
	 

	47
	5-Feb-04
	Legendary Service 
	17.7708
	$8,329 
	Canceled due to low enrollment

	48
	11-Feb-04
	Pre Retirement Planning (CSRS) 042
	17.48
	$8,076.76
	Grad School Cost

	49
	12-Feb-04
	Pre Retirement Planning (FERS) 042
	17.1892
	$7,824.99
	

	50
	25-Feb-04
	WORDPower
	16.8983
	$7,573.22 
	 

	51
	25-27 Feb 05
	8 Habits of Highly Effective People
	16.6075
	$7,321.44
	 

	51
	04-05 Mar 05
	Pre-Retirement Planning (CSRS & FERS)
	16.3166
	7069.671269
	CHRA Funded

	52
	13-Mar-04
	Review of English Grammar 043
	16.0258
	$6,817.90
	Grad School Cost

	53
	15-Mar-04
	American Red Cross:  Adult CPR 043
	15.735
	6566.126305
	Canceled due to low enrollment

	54
	17-19 Mar 05
	Managing the Civilian Workforce 042
	15.4441
	6314.353823
	USARPAC Funded

	55
	30 Mar - 02 Apr 04
	Leadership Education and Development (LEAD) 043
	15.1533
	$6,062.58
	 

	56
	 
	 
	14.8624
	$5,810.81
	 

	57
	19-23 Apr 05
	Contracting Officer's Representative (COR) 044
	14.5716
	$5,559.04
	Rescheduled to July

	58
	22-Apr-04
	Retirement Briefing (CSRS) (Army Benefits Center) 042
	14.2808
	$5,307.26
	CHRA Sponsored

	58
	22-Apr-04
	Retirement Briefing (FERS) (Army Benefits Center) 042
	13.9899
	$5,055.49
	CHRA Sponsored

	59
	23-Apr-04
	Retirement Briefing (CSRS) (Army Benefits Center) 043
	13.6991
	$4,803.72
	CHRA Sponsored

	60
	23-Apr-04
	Retirement Briefing (FERS) (Army Benefits Center) 043
	13.4082
	$4,551.95
	CHRA Sponsored

	61
	19-30 Apr 05
	Resource Management Budget (RMB) 042
	13.1174
	$4,300.17
	 

	62
	7-May-04
	Legendary Service 043
	12.8266
	$4,048.40
	 

	63
	12-13 May 05
	5 Roles of Leadership 042 
	12.5357
	3796.629003
	Canceled due to low enrollment

	64
	17-19 May 05
	Managing the Civilian Workforce 043
	12.2449
	$3,544.86
	USARPAC Funded

	65
	12-Jun-04
	Effective Meetings 
	11.954
	$3,293.08
	Canceled due to low enrollment

	65
	14-Jun-04
	American Red Cross:  Adult CPR 044
	11.6632
	$3,041.31
	 

	66
	22 - 25 Jun 04
	Leadership Education and Development (LEAD) 044
	11.3724
	$2,789.54
	 

	67
	 
	 
	11.0815
	2537.766593
	 

	68
	16-Jul-04
	Pre Retirement Planning (CSRS) 043
	10.7907
	$2,285.99
	HJTB Cost

	69
	17-Jul-04
	Pre Retirement Planning (FERS) 043
	10.4998
	$2,034.22
	HJTB Cost

	70
	19-23 Jul 05
	Contracting Officer's Representative (COR) 042
	10.209
	$1,782.45
	 

	71
	26-30 Jul 05
	Contracting Officer's Representative (COR) 041
	9.91817
	$1,530.68
	 

	72
	4-Aug-04
	Creative Thinking and Problem Solving 045
	9.62733
	$1,278.90
	 

	72
	11-13 Aug 05
	8 Habits of Highly Effective People 042
	9.33649
	$1,027.13
	 

	73
	17-19 Aug 05
	Managing the Civilian Workforce (044)
	9.04565
	$775.36
	USARPAC Funded

	74
	31 Aug - 03 Sep 04
	Leadership Education and Development (LEAD) 044
	8.75481
	$523.59
	Canceled due to budget constraints

	75
	1-Sep-04
	American Red Cross: Adult CPR 045
	8.46397
	$271.81
	 

	76
	13-17 Sep 05
	Human Resources for Supervisors 043
	8.17313
	$20.04
	 

	77
	20-24 Sep 05
	Human Resources for Supervisors 044
	7.88229
	-$231.73
	 

	 78
	TBA
	Leadership Skills for Non Supervisors
	 TBD
	     TBD
	 

	 79
	TBA
	Federal Cost Accounting Concepts
	 TBD
	     TBD
	 

	 
	 
	 
	 
	 
	 

	 
	 
	TOTAL
	621.955
	$227,981
	 


Japan CPAC

	Course Date
	Course Title
	Location
	Training Source

	2 Dec 04
	*New Employee Orientation for Civilian Employees
	Rm D-207, Bldg 102

Camp Zama
	JESO, CPMD, G-1

	11-13 Jan 05
	Clear Writing through Critical Thinking
	Rm D-207, Bldg 102

Camp Zama
	USDA Graduate School

	20-21 Jan 05
	Contract and Procurement Fraud
	Rm D-207, Bldg 102

Camp Zama
	USDA Graduate School

	25-28 Jan 05
	Instructor Training
	Rm D-207, Bldg 102

Camp Zama
	USDA Graduate School

	3 Mar 05
	*New Employee Orientation for Civilian Employees
	Rm D-207, Bldg 102

Camp Zama
	JESO, CPMD, G-1

	15 Mar 05
	*Administration of MLC/IHA Employees
	Rm D-207, Bldg 102

Camp Zama
	JESO, CPMD, G-1

	18-19 Apr 05
	Myers-Briggs Type Indicator Assessment
	Rm D-207, Bldg 102

Camp Zama
	USDA Graduate School

	21-22 Apr 05
	Customer Service Excellence
	Rm D-207, Bldg 102

Camp Zama
	USDA Graduate School

	4-6 May 05
	The 7 Habits of Highly Effective People
	Rm D-207, Bldg 102

Camp Zama
	Franklin Covey Japan C., Ltd., Tokyo, Japan

	23-25 May 05
	*Pre-Retirement Planning
	Rm D-207, Bldg 102

Camp Zama
	USDA Graduate School

	2 Jun 05
	*New Employee Orientation for Civilian Employees
	Rm D-207, Bldg 102

Camp Zama
	JESO, CPMD, G-1

	13-16 Jun 05
	Federal Appropriations Law
	Rm D-207, Bldg 102

Camp Zama
	USDA Graduate School

	21 Jun 05
	The Memory Work-out:  Effective, No-gimmick Memory Training for Remembering Names and Information
	Rm D-207, Bldg 102

Camp Zama
	The Growth Company, Alaska 

	22 Jun 05
	Diversity and Cross-Cultural Strategies
	Rm D-207, Bldg 102

Camp Zama
	The Growth Company, Alaska

	23-24 Jun 05
	Mentoring and Coaching Strategies for Improved Work Performance
	Rm D-207, Bldg 102

Camp Zama
	The Growth Company, Alaska

	18-22 Jul 05
	Defense Regional Interservice Support (DRIS) Agreements Course
	Rm D-207, Bldg 102

Camp Zama
	US Army Logistics Management College (ALMC)

	27-29 Jul 05
	Presentation Techniques
	Rm D-207, Bldg 102

Camp Zama
	US Army Logistics Management College (ALMC)

	10-12 Aug 05
	The 4 Roles of Leadership
	Rm D-207, Bldg 102

Camp Zama
	Franklin Covey Japan C., Ltd., Tokyo, Japan

	
	
	
	

	Course Date
	Course Title
	Location
	Training Source

	8 Sep 05
	*New Employee Orientation for Civilian Personnel Management
	Rm D-207, Bldg 102

Camp Zama
	JESO, CPMD, G-1

	20 Sep 05 
	*Administration of MLC/IHA Employees
	Rm D-207, Bldg 102

Camp Zama
	JESO, CPMD, G-1

	
	
	
	


Alaska CPAC

· One LEAD training course at each installation – (dates TBD)
· One HR for Supervisors course at each installation – (dates TBD)
· One OWCP for Supervisors training – (dates TBD)
SECTION IV

FY 05 PACIFIC REGION TRAINING PLAN

EVALUATION OF TRAINING--FY 04
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At the beginning of FY 04, the Regional Training Office established key objectives and projections based upon the vision (“...provide innovative and responsive civilian personnel products and services…to our customers.”) and strategies set forth by the leadership in DA and the Pacific Region (see Section II of this plan).  

Following are specific actions implemented in an effort to successfully achieve these key objectives and thus meet the needs of our regional customers.

PACIFIC REGION TRAINING OFFICE OBJECTIVE: "Develop and promote a region-wide training program to enable the workforce to successfully accomplish the mission."
PACIFIC REGION TRAINING OFFICE OBJECTIVE:  "Deliver training on a regional basis, i.e., training based upon special needs or requirements and for which regional implementation would be more efficient and cost effective." 

PACIFIC REGION TRAINING OFFICE KEY OBJECTIVE:  " Based on periodic needs assessments, prepare an annual training plan which analyzes needed training; evaluates training progress; and projects upcoming regional training opportunities:

Pacific Region Training Office

A

CTION TAKEN:  The Pacific Region Training Office, with assistance from Alaska, Hawaii, and Japan CPACs, continued to coordinate the marketing of training announcements, preparation of DD Form 1556s, and other significant training issues through its extensive network of organizational training coordinators throughout serviced areas.  A total of 51 employees serve as PRTO primary points of contact for employee training.
Following is a summary of the training offerings and programs that the this office was able to offer to the regional community:

· Prepared FY 04 Civilian Employee Training Plan.  Approved and made available to our serviced population via the CPOCPAC web site on 1 Oct 03.

· Acquired funding from USARPAC CPD & set up training program as follows:

“Managing the Civilian Workforce”  (The Murphy Group—Pat Murphy)

3-5 Feb 04;  10-12 Aug 04:  Fort Richardson, AK (Total of 30; 22 students)

17-19 Mar 04; 17-19 Aug 04 Fort Shafter, HI  (Total of 21: 19 students)

24-26 Mar 04:  Torii Station, Okinawa  (Total of 10 students)

29-31 Mar 04; 23-25 Aug:  Camp Zama, Japan  (Total of 21 students)

11-13 May 04:  Fort Wainwright, AK  (Total of 11 students)

17-19 May 04:  Scofield Barracks, HI  (Total of 24 students)

· Updated ART PowerPoint slides used by the Murphy Group in “Managing the Civilian Workforce training.

· Arranged for the following ATRRS training courses for our regional customers:
COR—Fort Shafter (Oct)

COR—Fort Wainwright (Nov)

Planning, Programming, Budgeting & Execution Syst—Fort Shafter (Dec)

COR—Fort Shafter (Jan)

Manpower & Force Mgt—Fort Shafter (Jan)

COR—Fort Richardson (Mar)

Resource Mgt Budget—Fort Shafter (Apr)

Army Performance Improvement Criteria—Camp Zama (May)

Manpower and Force Mgt—Fort Shafter (May)

COR—Camp Zama (Jun)

COR—Fort Shafter (Jul)

Presentation Techniques –Camp Zama (Jul)

· Provided coordination and set up for multiple VTCs in Building #5 and Building #1 during the year for CPOC/CPAC staff to include:

· ART Demo (17 Oct)

· B&E Evaluation (18 Nov)

· NSPS Presentation (5 Dec)

· Conducted the FY 04 Civilian Human Resource Agency (CHRA) Training Needs Survey for the Pacific Region.  Forwarded training results in Oct to the agency.

· Initiated many instances of regional training coordinator communication notes/newsletters/regional homepage update, etc. so that those customers would remain current in training events around Army and this region.

· Arranged for the additional on-site (Pacific Region CPOC) training during FY 04:

Missiles of October  (Oct)  Lisa O’Brien (Cancelled due to low enrollment)

Effective Meeting Management (Oct)  Growth Co. 21 students

Taking the Edge Off Stress & Pressure (Dec)   Growth Co. 23 students

Time Mgt That Works:  Getting Unburied (Jan)  Growth Co. 17 students

Employee/Labor Relations for Supvs (May)  Dennis Hermann   10 students
Appropriations Law (Jun)  Don Braswell  3 students
· Using funds especially earmarked from USARPAC, the Team arranged for a total of 4 PreRetirement classes across the region.  The training was conducted by the USDA Graduate school as follows:

PreRetirement Seminar—Japan—23-24 Feb (21 students)

PreRetirement Seminar—Japan—26-27 Feb (21 students)

PreRetirement Seminar—Fort Richardson—1-2 Mar (24 students)

PreRetirement Seminar—Fort Shafter—4-5 Mar (25 students)

· Developed a PowerPoint briefing for both regional commanders and directors to present during face-to-face presentations in FY 04.

· Provided coordination and logistical assistance for the FRA  LEAD course (Apr).  The class had a total of 21 students and was presented in the FRA Ed Center.

· Served as Project Officer for CPOC’s new All-Purpose Room.  This included room design; work order submission; ordering of new training aids; coordination with vendors and workmen; and more.

· Appointed regional DA Intern Coordinator.  Served as point of contact for the complete administration and training of interns during the 2-year training period.  Designed the DA Intern Folder which included performance checklists; orientation guides; PDs; training requests; mobility agreement, and more.

· Hosted & coordinated the ABC-C Retirement Seminars presented by the ABC-C staff.  A total of 100 people attend the FRA classes in the Fireside Room from 19-20 Apr. Additional classes included HI (22-23 Apr) and Camp Zama (26-27 Apr)

·  Prepared CPOC newsletter article for publication during FY 04. Assumed duties as editor in late FY 04.
· Facilitated the “HR for Supervisors” Course in Camp Zama Japan in Sep 04.
PACIFIC REGION TRAINING OFFICE KEY OBJECTIVE:  " Publicize training accomplishments of serviced activities in the annual training plan

Hawaii CPAC

FY04: 
Number of courses held: 32 
Number of students trained: 847 
Cost Savings of: $490,067
	COST SAVINGS/AVOIDANCE AND % PARTICIPATION FOR FY04

	ID#
	Dates
	Course Title
	Attended
	Cost Savings
	Comments

	1
	06-10 Oct 03
	Contracting Officer's Representative (COR) 041
	37
	$44,244.00
	 

	2
	29-30 Oct 03
	4 Roles of Leadership 041
	 
	 
	Canceled due to low enrollment

	3
	08-19 Dec 03
	Planning, Programming, Budgeting & Execution System (PPBES) 041
	29
	$65,938.00
	 

	 
	 
	 
	 
	 
	 

	4
	7-Jan-04
	American Red Cross: Adult CPR
	 
	 
	Canceled due to low enrollment

	5
	12-16 Jan 04
	Contracting Officer's Representative (COR) 042 
	27
	$37,758.00
	 

	6
	12-23 Jan 04
	Manpower and Force Management
	28
	$0.00
	USARPAC Funded

	 
	26-30 Jan 04
	Leadership Education and Development (LEAD) 041
	 
	 
	Rescheduled to August

	7
	03-04 Feb 04
	Making Powerful Oral Presentations 042
	12
	$60.00 
	 

	8
	5-Feb-04
	Legendary Service 
	 
	 
	Canceled due to low enrollment

	9
	11-Feb-04
	Pre Retirement Planning (CSRS) 041
	27
	$13,862.00
	Grad School Cost

	10
	12-Feb-04
	Pre Retirement Planning (FERS) 041
	28
	$13,862.00
	

	11
	25-Feb-04
	WORDPower
	45
	$1,485.00 
	 

	12
	25-27 Feb 04
	7 Habits of Highly Effective People
	16
	$22,192.00
	 

	13
	04-05 Mar 04
	Pre-Retirement Planning (CSRS & FERS)
	25
	0
	CHRA Funded

	14
	9-Mar-04
	Review of English Grammar 042
	20
	$3,800.00
	Grad School Cost

	15
	11-Mar-04
	American Red Cross:  Adult CPR 042 
	 
	 
	Canceled due to low enrollment

	16
	17-19 Mar 04
	Managing the Civilian Workforce 041
	31
	 
	USARPAC Funded

	17
	29 Mar - 02 Apr 04
	Leadership Education and Development (LEAD) 042
	22
	$26,904.00
	 

	 
	 
	 
	 
	 
	 

	 
	19-23 Apr 04
	Contracting Officer's Representative (COR) 043 
	 
	 
	Rescheduled to July

	18
	22-Apr-04
	Retirement Briefing (CSRS) (Army Benefits Center) 041
	33
	$0.00
	CHRA Sponsored

	19
	22-Apr-04
	Retirement Briefing (FERS) (Army Benefits Center) 041
	50
	$0.00
	CHRA Sponsored

	20
	23-Apr-04
	Retirement Briefing (CSRS) (Army Benefits Center) 042
	67
	$0.00
	CHRA Sponsored

	21
	23-Apr-04
	Retirement Briefing (FERS) (Army Benefits Center) 042
	52
	$0.00
	CHRA Sponsored

	22
	19-30 Apr 04
	Resource Management Budget (RMB) 041
	27
	$62,023.00
	 

	23
	6-May-04
	Legendary Service 042
	10
	$870.00
	 

	24
	12-13 May 04
	4 Roles of Leadership 042 
	 
	 
	Canceled due to low enrollment

	25
	17-19 May 04
	Managing the Civilian Workforce 042
	28
	$0.00
	USARPAC Funded

	26
	8-Jun-04
	Effective Meetings 
	 
	 
	Canceled due to low enrollment

	27
	10-Jun-04
	American Red Cross:  Adult CPR 043
	7
	$30.00
	 

	28
	21 - 25 Jun 04
	Leadership Education and Development (LEAD) 043
	19
	$34,765.00
	 

	 
	 
	 
	 
	 
	 

	29
	14-Jul-04
	Pre Retirement Planning (CSRS) 042
	25
	$4,950.00
	HJTB Cost

	30
	15-Jul-04
	Pre Retirement Planning (FERS) 042
	29
	$5,742.00
	HJTB Cost

	31
	19-23 Jul 04
	Contracting Officer's Representative (COR) 044
	27
	$37,282.00
	 

	32
	26-30 Jul 04
	Contracting Officer's Representative (COR) 043
	31
	$44,789.00
	 

	33
	3-Aug-04
	Creative Thinking and Problem Solving 044
	28
	$17,220.00
	 

	34
	11-13 Aug 04
	7 Habits of Highly Effective People 042
	13
	$18,031.00
	 

	35
	17-19 Aug 04
	Managing the Civilian Workforce (044)
	10
	$0.00
	USARPAC Funded

	36
	30 Aug - 03 Sep 04
	Leadership Education and Development (LEAD) 043 
	 
	 
	Canceled due to budget constraints

	37
	31-Aug-04
	American Red Cross: Adult CPR 044
	7
	$35.00
	 

	38
	13-17 Sep 04
	Human Resources for Supervisors 041
	20
	$18,500.00
	 

	39
	20-24 Sep 04
	Human Resources for Supervisors 042
	17
	$15,725.00
	 

	 
	 
	TOTAL
	847
	$490,067
	 


Japan CPAC

	Course Date
	Length
	Tuition
	Course Title
	Location
	# of Students

	6-10 Oct 
	5 days
	$330
	Leadership Education and Development (LEAD) (Okinawa)
	Torii Station, Okinawa
	18

	17 Nov-12 Dec
	4 hours
	None
	Army Records Information Management System 

(15 classes)
	Rm N-137, Bldg 101

Camp Zama
	193

	2 Dec
	1 day
	None
	*New Employee Orientation for Civilian Personnel Management
	Rm D-207, Bldg 102

Camp Zama
	20

	2 Dec
	1 hour
	None
	DOD Ethics Training
	Rm D-207, Bldg 102

Camp Zama
	Cancelled due to low fill

	12-16 Jan
	5 days
	None
	Leadership Education and Development (LEAD)
	Rm D-207, Bldg 102

Camp Zama
	17

	12 Feb
	1 day
	None
	*Administration of MLC/IHA Employees
	Rm D-207, Bldg 102

Camp Zama
	16

	26-27 Feb
	2 days
	None
	*Pre-Retirement Planning
	Torii Station, Okinawa
	24

	1-2 Mar
	2 days
	None
	*Pre-Retirement Planning
	Rm D-207, Bldg 102

Camp Zama
	27

	24-26 Mar
	2.5 days
	None
	Managing the Civilian Workforce (Okinawa)
	Torii Station, Okinawa
	8

	29-31 Mar
	2.5 days
	None
	Managing the Civilian Workforce
	Rm D-207, Bldg 102

Camp Zama
	21

	7-9 Apr
	2 hours
	None
	Army Regional Tools (ART) Training (6 classes)
	Rm N-137, Bldg 101

Camp Zama
	29

	26-28 Apr
	3 days
	$1,100
	The 7 Habits of Highly Effective People
	Rm D-207, Bldg 102

Camp Zama
	14

	12-14 May 
	3 days
	$600
	Clear Writing through Critical Thinking
	Rm D-207, Bldg 102

Camp Zama
	Cancelled due to low fill

	17 May
	1 day
	$500
	Diversity and Cross-Cultural Strategies
	Rm D-207, Bldg 102

Camp Zama
	9

	18 May
	1 day
	$500
	The Memory Work-out:  Effective, No-gimmick Memory Training for Remembering Names and Information
	Rm D-207, Bldg 102

Camp Zama
	10

	19 May
	1 day
	$600
	Interviewing Skills for Managers Who Want the Right Employee
	Rm D-207, Bldg 102

Camp Zama
	Cancelled due to low fill

	20-21 May
	2 days
	$600
	Coaching for Improved Work Performance
	Rm D-207, Bldg 102

Camp Zama
	Cancelled due to low fill

	27-28 May
	2 days
	$600
	Negotiating Techniques
	Rm D-207, Bldg 102

Camp Zama
	Cancelled due to low fill

	14-18 Jun
	5 days
	$300
	Contracting Officer’s Representative  Course  
	Bldg 278, DLS, Camp Zama
	16

	Course Date
	Length
	Tuition
	Course Title
	Location
	# of Students

	17 Jun
	1 day
	None
	*New Employee Orientation for Civilian Employees
	Rm D-207, Bldg 102

Camp Zama
	17

	21-22 Jun
	2 days
	$425
	Communicating for Results
	Rm D-207, Bldg 102

Camp Zama
	Cancelled due to low fill

	21-25 Jun 
	5 days
	$330
	Leadership Education and Development (LEAD) (Okinawa)
	Torii Station, Okinawa
	15

	23-24 Jun
	2 days
	$600
	Positive Approaches to Difficult People
	Rm D-207, Bldg 102

Camp Zama
	Cancelled due to low fil

	26-28 Jul
	3 days
	$1,050
	The 4 Roles of Leadership
	Rm D-207, Bldg 102

Camp Zama
	Cancelled due to low fil

	3-6 Aug
	3.5 days
	$700
	Presentation Techniques
	Rm D-207, Bldg 102

Camp Zama
	Cancelled due to low fill

	23-24 Aug
	2 days
	None
	Managing the Civilian Workforce
	Rm D-207, Bldg 102

Camp Zama
	16

	25 Aug 
	4 hours
	None
	Managing the Civilian Workforce Executive Refresher
	Rm D-207, Bldg 102

Camp Zama
	17

	8-9 Sep
	2 hours
	None
	Army Regional Tools (ART) Training (4 classes)
	Torii Station, Okinawa
	19

	9 Sep 
	1 day
	None
	*Administration of MLC/IHA Employees
	Rm D-207, Bldg 102

Camp Zama
	21

	16 Sep
	1 day
	None
	*New Employee Orientation for Civilian Employees
	Rm D-207, Bldg 102

Camp Zama
	13 (Received applications)


Alaska CPAC

· Presented the first HR for New Supervisors course at Fort Richardson 13-17 Sept.  This 4.5 day course was well received by all attendees.  Each CPAC Advisor instructed a portion of the course serving to help the new supervisors feel confident in the CPAC's ability to provide advice and assistance.
 

· The Federal Executive Association Pre-retirement seminar was presented in the Fairbanks area on 14 and 15 April.  Normally, each agency is given 10 slots for this seminar.  The Alaska CPAC had 32 nominations from Fort Wainwright and through the quick thinking and diligence of CPAC employee, Ms. Virginia McCarty, the need for a larger classroom was identified and procured and Ms. McCarty additionally contacted other Fairbanks area Federal agencies to garner any of their unused slots.  She was successful in getting 22 slots for our Fort Wainwright employees.
 

· Classroom training directly or indirectly administered.  
 

· Direct:
· 13-17 Sept, HR for New Supervisors course, Fort Richardson, 21 participants
· 22 Jun, Disciplinary Actions training, given at the Veterinarian Conference held at FW, # of participants unknown
 

· Indirect:
· Managing the Civilian Workforce 
· Fort Richardson:  08-10 Aug, 22 participants
· Fort Wainwright:  11-13 May, 15 participants 
 

· LEAD training:
· Fort Richardson:  5-9 April, 20 participants
· Fort Wainwright:  9-13 Aug, 25 participants
PACIFIC REGION TRAINING OFFICE KEY OBJECTIVE:  "Market and arrange for ACTEDS training within the Pacific Region.”'

[image: image13.wmf]
BACKGROUND:  The Army Civilian Training, Education, and Development System (ACTEDS) is a system that ensures planned development of civilian members of the force through a blending of progressive and sequential work assignments, formal training, and self-development as employees progress from entry level to key positions.  ACTEDS plans are developed for specific occupational groups at the five major stages of career advancement: intern; specialist; supervisor; manager; and executive.

An important segment of ACTEDS is the leadership training that corresponds with receiving the "right training at the right time," based upon progressive assignment of the employee's responsibilities. Information regarding each of the below training courses may be accessed at http://www.cpol.army.mil/Training/ACTDS. This training includes (but not limited to):

· Basic Supervisory Development Correspondence Course

    (ST-5001 and 5002)

· Basic Managers Development Correspondence Course 

    (ST-6000)

· Action Officers Development Correspondence Course 

    (ST-7000)

· Intern Leadership Development Course (ILDC)

· Leadership Education and Development course (LEAD)

· Organizational Leadership for Executives (OLE)

· Personnel Management for Executives (PME) I & II

· Sustaining Base Leadership & Management (SBLM)

· DoD Service Schools

A

CTION TAKEN:
The PRTO aggressively promoted DA's core leadership programs during FY 04.  Based upon mutually-developed guidance contained in the Pacific Region Standard Operating Procedures, announcements were periodically developed and sent to regional training coordinators in a timely basis for each program.  In addition, advertisement for these training courses was included in the Region's Internet Homepage as well as on DA's PERMISS program (Internet--http://cpol.army.mil.  PERMISS contains specific leadership course listings, as well as catalogs, legal, and regulatory information).

SECTION V

FY 05 PACIFIC REGION TRAINING PLAN
CHRA (Pacific Region ) Training Office
[image: image14.wmf]
Mr. Dick Dooley………………………………Human Resource Specialist

SECTION VI

FY 05PACIFIC REGION TRAINING PLAN
REFERENCES
· Army Civilian Personnel Administration/Management Strategic Plan

[image: image15.wmf]
· Pacific CPOC Web site (http://cpol.army.mil)
· PERMISS - Training and Leader Development  (http://cpol.army.mil)

· AR 690-400, Chapter 410

· AR 690-950

· 5 CFR, Part 410, Training

[image: image16.wmf]
· 5 USC, Chapter 41

· DA Pam 350-58, CLDAP

· Catalog of Civilian Training, Education and Development Opportunities

· OPM, Operating Manual












 a.  Executive and Management.  Education or training in the concepts, principles, and theories of such matters as public policy formulation and implementation; management principles and  practices; quantitative approaches to management or management planning, organizing, and controlling.
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