A SUPERVISOR'S GUIDE TO THE PALACE ACQUIRE PROGRAM
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The PALACE Acquire Program

A.  Purpose and Objective

The Air Force realized it needed a method to maintain a body of suitably trained and experienced professionals who would qualify for its highly visible and responsible civilian positions.  The PALACE Acquire (PAQ) Intern Program was created and designed to take recent college graduates and provide them the opportunity to become the future managers and leaders of the Air Force.  AFI 36-602, Civilian Intern Programs, provides requirements for the civilian intern programs and interfaces with AFI 36-601, Air Force Civilian Career Program Management.

B.  Mission

PALACE Acquire seeks to prepare program participants for future administrative and management positions in the Air Force.  Its success is dependent upon several factors:

· The commitment of management to the development of the intern.

· The choice of challenging assignments.

· Exposure to higher-level management personnel.

· The careful planning of program activities.

· The initiative demonstrated by the intern.

C.  Goals

The goal of the PALACE Acquire Program is to develop men and women who can deal effectively and ethically with change, complexity, and problem solving, and to provide an environment for growth, both personal and professional.

Formal and informal training provides the intern technical skills and an understanding of the entire Air Force organization.  A training plan guides the intern and on-the-job training (OJT) assignments produce a mix of experiences and skills suited to a target position.  An intern successfully completing the training is placed in a position that utilizes the skills of the intern and meets the needs of the Air Force.

D.  Program Management

PAQ Program authorizations are administratively controlled and managed by HQ USAF.  The distribution of controlled authorizations varies each year depending upon changes in mission, projected manpower increases or reductions, skill requirements, funding constraints, and other operational considerations.  

The Air Force Pesonnel Center (AFPC) career programs (DPC), also referred to as the PALACE Teams, monitor administration of the PAQ program within their respective areas of responsibility.

E.  Palace Team Responsibilities

The PALACE Team is guided by AFR 40-110, Civilian Career Program Management.  

Some of the duties of the PALACE Team include providing training plans, fund cites for TDY to training classes, master development plans, and career counseling.  They also recruit future PAQ interns and help the intern and supervisor complete a successful program.

Supervisor's Role

Over the next two to three years, you will have the responsibility for ensuring the intern assigned to you receives the best possible training we can give.   You will also be responsible for honing his/her technical skills.  You must make a commitment to fulfilling the objectives of the PAQ program.

A.  The Heart of the PAQ Program: The Training Plan

Training is the basis of the PALACE Acquire program.  Each intern is given a training plan prior to starting his or her assignment.  The training plan is a schedule of training activities designed to teach the knowledge, skills, and abilities (KSAs) the intern should gain while in the intern program.

The training plan serves as the primary document for intern development activities and includes both developmental assignments and formal course work.  

The developmental assignments are a combination of on the job training and rotations to various base organizations and flights within the Civil Engineer or Environmental Directorate.

In addition to the rotational assignments, formal course work is a requirement.  The courses outlined in each training plan are designed to supplement the formal education as well as enhance the interns understanding of the Air Force as an organization.  Interns are encouraged to seek out additional courses and training opportunities that will enhance their knowledge, skills and abilities.

Interns and their supervisors need to keep in mind that each training plan was developed by previous PAQ Interns in concert with the PALACE Team and is periodically reviewed for currency and applicability.  Training plans prepared by the PALACE Teams may be supplemented or changed to provide for specific needs.  However, changes or supplements to the basic training plan must be submitted to and approved by the PALACE Team.

A copy of the training and development plan is attached for your use.  Please refer to this plan and use it.

You may be tempted to subordinate the program objective to the pressing needs of the moment, using the intern as a source of free labor to get the job done.  Resist the temptation.  While this may be necessary for brief periods of time, it should NOT become your normal operation.  If you cannot support the program objectives, contact the PALACE Team immediately so they can reassign the intern before he/she arrives at your base.
Developing A Successful Program 

An intern's training plan should encompass a balance of on-the-job training, AFIT courses, vendor courses, and rotational assignments.  A balance of these duties is not easily achieved.  Many interns are either inundated with work, never rotate or take courses, or they are bored at work and take several classes to relieve the boredom.  The following are some suggestions to help you avoid these problems.

· Before your intern arrives, review the training plan and decide how the intern can best fit into your organization.

· Upon the arrival of the intern, meet with him/her to discuss their professional goals and their training plan. 

· Prepare an orientation that introduces the intern to the Air Force and how Civil Engineer fits into the big picture, the function to which the intern is assigned, the training plan objectives, supervisor expectations, and personal administrative matters.  Include a discussion of the position description and the Civilian Performance and Promotion Appraisal Plan.  Remember, this is usually the first time an intern has had contact with any military organization. 

· Assign projects to the intern that are not on a critical timeline but still give the intern hands-on technical skills experience.  This is more important during the first year when the intern should be rotating to various areas and attending courses.  

· Give the intern a purpose and a way to demonstrate their abilities.  Give them challenging assignments and progressive responsibilities.  Put the intern to work!

· Be prepared to devote a small portion of your time at work to the professional development of the intern.  Remember, the training plan can be altered, with proper approval, to best suit the professional ongoing needs identified by the intern and the organization. 

Supervisor’s Administrative Roles

As the supervisor of record for the intern, you will also have administrative duties. The supervisor responsibilities are as follows:

A.  Coordinate with the Civilian Personnel Office on the intern's arrival date and appoint a sponsor.

B.  Notify the Civilian Personnel Office if:

· The intern declines an offer.

· The intern fails to report for duty.

· The reporting date changes.

C.  Provide training according to the training plan and submit any supplemental plan or changes to the initial plan to the PALACE Team for approval.

D.  Develop performance plans, evaluate performance, and send a copy of the annual performance evaluation to the PALACE Team.

E.  Evaluate training progress using the CECP PAQ Quarterly Evaluation Report, found in Appendix I, on a quarterly basis.

The supervisor of record serves as the rating official during the entire training program.  Exception: PAQ interns who receive reassignments or promotions to another organization receive a new supervisor of record.

F.  Provide copies of the evaluation reports, both the supervisors report and the interns report to the Palace Team (see appendix for copies of reports).

G.  Ninety days before the intern/fellow is eligible for promotion, the CPO forwards the promotion PD and Career Promotion (CARPRO) RIP to you.  Complete and forward CARPRO RIP, signed training plan, position description, and SF 52 to the servicing CPO if intern/fellow is recommended for promotion.  Send RIP copy to PALACE Team.  

H.  Serve as mentor or work with assigned mentors.

I.  Provide each rotational assignment supervisor with the following:

· A general overview of the PAQ program.

· The purpose of the rotational assignment.

· Expectations for the PAQ intern.

· Evaluation responsibilities.

J.  Ensure rotational assignments are satisfactorily completed prior to recommending the intern for promotion.

K.  Manage the intern’s probationary period.  The first year of employment serves as the probationary period during which the supervisor closely monitors performance and conduct to determine if the PAQ intern or cooperative fellow should continue in the program.

If poor job performance, scholastic deficiency, poor training progress, or conduct and discipline problems appear, the supervisor must immediately contact the servicing CPO Employment Management Relations (EMR) or Employee Development (ED) Specialist and the PALACE Team.

The Supervisor and EMR or ED Specialist provides counseling to the intern.

If the PAQ intern fails to respond to the counseling, the supervisor notifies the PALACE Team before separating the PAQ intern from Air Force employment.

L.  Recognize successful performance of the PAQ intern.  Because PAQ interns receive recommendations for promotion based partly on the quality of their performance, a performance rating of  “fully successful” or “excellent” normally is considered to be adequate recognition

Monetary awards are not usually warranted.  If a supervisor considers a monetary award to be appropriate, the local organization recommending the award must provide the funds and get approval from local management and the PALACE Team.  However, the PALACE Team does recognize an “intern of the year” that you can nominate your intern for.

Interns Roles and Responsibilities

The PAQ intern must complete the following:

· Participate in all planned development activities.

· Prepare and submit a training program evaluation to the Palace Team at the time a promotion is due, or annually, whichever is sooner.  The evaluation includes:

· Name, grade, series

· Evaluation period

· Statement indicating whether or not the training completed provided the necessary KSA’s

· Recommended changes or comments about the training program.

· Work effectively with peers and supervisors

AFTER THE INTERNSHIP

A. Permanent Placement

PALACE Acquire interns are placed in permanent locally funded positions either by reassignment or promotion when they have satisfactorily completed training.  Permanent placement is usually at the GS-09 or GS-11 pay grade.  Your local organization has first responsibility to find the intern a job.  This responsibility then proceeds to the MAJCOM and finally the PALACE Team.  

A letter is sent six months prior to completion of the program to the supervisor, with a 30-day suspense.  This letter will ask the “intentions’ of the supervisor pertaining to permanent placement.  If the intern would like to find permanent placement overseas this would require involvement from the PALACE Team and further instructions can be given at that time.

Prior to placement the intern may seek final placement opportunities with other organizations of their choice.  Once the PALACE Team becomes involved in permanent placement, the intern may not have as many choices of placement.  

The intern is given 15 days to respond to the final offer.  If the intern declines this final offer of placement, separation from service will occur. 

Conclusion

The PALACE Acquire program can be successful.  It is up to you, the supervisor, and the intern.  The PALACE Team is there to support you.  DO NOT hesitate to call them for questions.

APPENDICES

Appendix I: Supervisor’s Quarterly Evavluation Report 

CIVIL ENGINEER CAREER PROGRAM

PAQ QUARTERLY EVALUATION REPORT

	INTERN:  
	LAST NAME
	FIRST NAME
	NEXT PROMOTION DATE:

	
	
	

	I.  PERFORMANCE 

	1 - EXCEEDED REQUIREMENTS   2 - MET REQUIREMENTS   3 - NEEDS IMPROVEMENT   4 - UNSATISFACTORY

	                                            ELEMENTS                                                                                          RATING

	WORK EFFORT                                    EXERTS EFFORT, SHOWS INITIATIVE
	 FORMDROPDOWN 


	ADAPTIBILITY TO WORK                ADJUSTS EASILY, QUICKLY
	 FORMDROPDOWN 


	PROBLEM SOLVING                          DEVISES EFFECTIVE SOLUTIONS
	 FORMDROPDOWN 


	WORKING RELATIONSHIPS            GETS ALONG WITH OTHERS
	 FORMDROPDOWN 


	COMMUNICATIONS                           CLEAR, EFFECTIVE
	 FORMDROPDOWN 


	WORK PRODUCTIVITY                     COMPLETES WORK ON TIME
	 FORMDROPDOWN 


	SELF-SUFFICIENCY                            FOLLOWS THROUGH
	 FORMDROPDOWN 


	SKILL IN WORK                                  PERFORMS TASKS WELL
	 FORMDROPDOWN 


	WORK MANAGEMENT                      PLANS/ORGANIZES OWN TASKS
	 FORMDROPDOWN 


	CUSTOMER SERVICE                        RESPONSIVE TO NEEDS
	 FORMDROPDOWN 


	II.  TRAINING AND DEVELOPMENT

	

	  DURATION              ROTATIONAL TRAINING COMPLETED DURING THE QUARTER

	     (Weeks)

	Ex: 3
	Rotated through Construction Management section

	1
	Attend Cost Estimating Course

	 FORMDROPDOWN 

	

	 FORMDROPDOWN 

	

	 FORMDROPDOWN 

	

	 FORMDROPDOWN 

	

	 FORMDROPDOWN 

	

	 FORMDROPDOWN 

	

	III.  PROGRESS SUMMARY

	SUMMARY OF ACHIEVEMENTS:

	

	PROBLEM AREAS [IF ANY]:

	

	RECOMMENDATIONS:    SATISFACTORY OR ABOVE, CONTINUE IN PROGRAM
	 FORMCHECKBOX 


	                                                       MARGINAL, CONDITIONAL CONTINUATION
	 FORMCHECKBOX 


	                                                      UNSATISFACTORY, DISENROLL
	 FORMCHECKBOX 


	SUPERVISOR OF RECORD [TYPE OR PRINT NAME AND SIGN]:
	DATE:

	
	

	
	

	DEPUTY BASE CIVIL ENGINEER  [TYPE OR PRINT NAME AND SIGN]:
	DATE:

	
	


Appendix II: Inter’s Quarterly Evavluation Report

CIVIL ENGINEER CAREER PROGRAM

PAQ QUARTERLY EVALUATION REPORT

(To be filled in by PAQ, signed by PAQ and Supervisor and FAXed to CECP)

	INTERN:   LAST NAME                       FIRST NAME                   MIDDLE INITIAL
	SERIES/GRADE:

	
	
	
	

	BASE:
	OFFICE SYMBOL:
	DSN:

	
	
	

	SUPERVISOR OF RECORD:
	TRAINING PERIOD

	
	FROM:   
	TO:   

	TRAINING AND DEVELOPMENT:                              QUALITY RATING

	                                                                                                         1 - ABOVE AVERAGE     2 - AVERAGE     3 - BELOW AVERAGE

	                   TYPE OF TRAINING                                    HOURS                        QUALITY

	
	
	

	          ON-THE-JOB TRAINING (OJT) 
	
	

	          PALACE ACQUIRE COURSES
	
	

	          TECHNICAL TRAINING COURSES
	
	

	          ROTATIONAL ASSIGNMENTS
	
	

	          OTHER (TDY AND CONFERENCES)
	                 

	          LEAVE AND HOLIDAYS
	              

	
	

	

	TOTAL HOURS             

	

	DESCRIPTIVE SUMMARY OF TRAINING AND ROTATIONS:

	

	COMMENTS CONCERNING COURSES, OJT, INTERN PROGRAM, etc.:

	

	SIGNATURE OF INTERN:
	DATE:

	                            
	                  

	
	

	SIGNATURE OF SUPERVISOR:
	DATE:

	
	     

	
	


	DESCRIPTIVE SUMMARY OF TRAINING AND ROTATIONS 

(CONTINUATION SHEET)
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