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SECTION 1

Purpose

This mentoring guide provides information for mentors of registrants in positions covered by Career Programs under the Air Force Personnel Management Center, Career Management Directorate.   Its purpose is to facilitate effective civilian professional development of these registrants.  Specific requirements for PALACE Acquire and COPPER CAP employees are addressed in separate guidance issued for that purpose.

Introduction

Mentors must know the individuals, accept the responsibility to assist, and be accountable for guiding their personal career development.

Mentors also should be knowledgeable of what the Air Force’s  future needs are, and where and how the employee fits into that vision.  The key to a successful career that benefits the unit and the Air Force as a whole is the development of the individual in various positions, multiple organizations, and substantive professional development.  Mentoring is key to ensure employees reach their fullest potential.  Employees should understand that there is no one correct path to ensure future success, but that a professional foundation composed of a broad spectrum of diversified jobs and mission-related education and training creates the best advancement opportunities.

This guide provides tools for the mentor as well as the employee.  These tools consist of career progression guidelines, education and training subject matter recommendations, and training resources.  Career Programs demonstrate typical career progression through  career pyramids which are located at http://www.afpc.randolph.af.mil/cp/Career_Paths/default.htm. Some high achievers may choose cross-functional career broadening; others may choose standard Career Broadening and some may be PALACE Acquire or COPPER CAP employees.  All require mentors. 

As individuals progress through their career, refresher training and professional continuing education are necessary; hence the guide identifies education and training courses/seminars from which to choose when accomplishing the annual Career Enhancement Plan (CEP).  AFI 36-401, Employee Training and Development (http://afpubs.hq.af.mil/pubs/publist.asp?puborg= AF&series=36 ), is an excellent guide for developing CEPs.  Career program training opportunities are detailed in the Career Program Training Guide at www.afpc.randolph.af.mil/cp/guide/default.htm. 
SECTION 2 - Program Expectations

       The Mentoring Program is designed to provide:

· Senior leadership involvement in the mentorship process

· Personalized career guidance and support of the individual’s personal and professional development

· Enhancement of the follow-on placement process

· Role models for program participants

What Is The Mentorship Process?
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2.1.  Objective

The absolute key to the future viability of the Air Force is to attract, identify and bring quality people into the pipeline who bring with them multi-skills, education, energy and a sense of adventure and risk.  These individuals will need to be “coached” as they are the senior leaders’ protégés.  These  protégés have  to be taught the skills needed to cope with the ever-changing requirements necessary to manage the Air Force’s resources.  Their aspirations need to be guided by mentors consisting of  current senior leadership. The objective is to establish a formal mentorship mechanism that will provide the tools to ensure an on-going program that will build future leaders. 
2.2.  Identifying Employees

Many of the Air Force’s future leaders will be “groomed” via the  PALACE Acquire and COPPER CAP Programs, a career broadening assignment, or cross-functional career broadening assignments.  All selectees will be involved in mentorship programs.

Key attributes of employee include:

· Actively seeks personal and career development
· Wants to have a mentor
· Is teachable
· Is committed to action in response to what they have learned
· Engages in personal and professional endeavors that contribute to advancement into management and senior leadership ranks
· Understands importance of, and pursues knowledge of, leadership development
· Postured to make the most of the mentoring opportunity

2.3.  Identifying the Mentors

In Greek mythology, Mentor was the half-human, half-god entrusted by Odysseus with the teaching and upbringing of his son Telemachus while he was absent on his many travels. The trustworthy, credible, “Mentor” soon became an epitome of wise counsel and intelligent instruction.  While we aren’t looking for any half-human, half-god people; we are looking for those who can provide wise counsel and intelligent instruction.  Each career program should decide on the process of selecting mentors and matching  a mentor with an employee.  A mentor’s grade level and experience level involved in the Career Broadening Program could differ substantially from the mentor involved in the PALACE Acquire or COPPER CAP  Programs.   

SECTION 3 - Mentoring 

Mentoring is all about people, the people who do the mentoring, the people who are being mentored and the people who are impacted by the mentoring relationship.  Again, a mentor is a person who helps another learn and grow. As participants in these relationships help each other, the individual and the organization are strengthened, as the individual’s potential to excel increases. Mentors provide guidance and direction on setting and achieving goals.  Sharing knowledge and experiences about multiple situations including those dealing with leadership and organizations help develop an employee’s competence and confidence.  Mentoring also includes interviewing and resume writing techniques.  The result is a strong sense of commitment to the organization and to personal growth and development.  

The mentors could include the supervisor, a Command or an Air Staff senior leader, depending on which program is involved.  The mentor and employee work hand in hand to achieve a complete “mentorship cycle.”                                      

        Key attributes of a mentor include…

· Senior leader inside or outside the employee’s chain of command

· Someone who supports another individual, and is concerned with their growth

· A mentor is concerned for their employee’s development as a whole, and not just in the job they do

· One who has an independent relationship with the employee, not one based on authority or power

· They will listen, question, and only then advise

· Proponent of civilian career management initiatives and programs

· Knowledge of corporate career development programs and initiatives

· Knowledge of the functional community’s Career Path and Master Development Plan

· Commitment to carrying out mentoring activities for the duration of the individual’s assignment

3.1.  Establish Rules of Engagement

It is important for both the mentor and employee to establish the appropriate relationship.  It is important to set overall ground rules, even before the employee and mentor are matched.  This will assist both parties in understanding expectations.  The Career Program  should match the mentor and employee; and once matched, both should agree to a development plan with specific objectives; and both should agree to specific times/dates to discuss mentoring issues. 

An effective mentoring program is designed to benefit both the mentors and the mentored participant.  An element of trust must be developed to optimize the benefits of mentoring. A mentoree may be active or passive, that is, they may respond to the mentor’s prodding, or they may themselves set the pace and push the mentor for results.  Keeping these in mind, the following provides the basic roles for mentoring…

3.2.  What Mentors Do:

· Set expectations of performance

· Offer challenging ideas

· Help build self-confidence

· Encourage professional behavior

· Offer friendship

· Confront negative behaviors and attitudes

· Listen to personal problems

· Teach by example

· Provide growth experience

· Offer quotable quotes

· Explain how the organization functions

· Coach their employees

· Stand by their employees in critical situations

· Offer wise counsel

· Encourage winning behavior

· Trigger self-awareness

· Inspire their employees

· Share knowledge

· Offer encouragement

· Assist with their employees’ careers
3.3.  Understanding the Employee’s Needs:

· Helping a person shift his or her mental context

· Listening when the employee has a problem

· Identifying employee feelings and verifying them (feedback)

· Effectively confronting negative intentions or behaviors

· Encouraging exploration of options

3.4.  Role of the Mentor:

· Identify the career goals of the employee

· Provide advice and guidance on career development opportunities

· Encourage the employee to develop to the fullest, both personally and professionally

· Assist the employee in developing and charting his/her career path

· Share own insights on broad AF missions and functions, as well as an awareness of the programs and activities that fall within the scope of the mentor’s responsibility

· Provide suggestions on activities and information that would benefit the growth of the employee, to include reading materials, pertinent websites, and participation in professional groups

· Recommend pursuits that will help develop specific areas in the employee’s professional advancement (e.g., written or oral communication skills)

· Assist in the outplacement of the employee from the program by serving as a reference source and/or assisting the career program in identifying potential vacancies throughout the AF that have potential to serve as an effective post-broadening assignment

3.5.  Role of the Employee:

· Define own career goals and have ready to present to the mentor

· Research available career management and professional development material in anticipation of dialogue with mentors

· Utilize the relationship to the fullest by honestly declaring strengths and weaknesses and requesting guidance on strengthening specific areas

· Focus on listening and learning, then on using the information to enhance own performance 

· Recognize and respect the role of the mentor (i.e., refer problems and issues to the appropriate individual or office, such as supervisor, servicing personnel office, career program, etc.).  
3.6.  The Initial Contact

Step 1.  The Career Program

· Notifies the employee and mentors of the match

· Provides contact information to both parties

· Provides the mentor with a copy of the mentoring guide 

· Provides the employee with a copy of the mentoring guide and introduction worksheet    (Atch 1)

Step 2.  The Employee

· Sends an introduction e-mail to the mentor

Step 3.  The Mentor

· Initiates contact with the employee (see Frequency of Contact below)

3.7.  Methods of Mentoring

Written & Oral Communication

Mentoring can be accomplished whether the mentor and employee are co-located or at separate locations.  Methods for communication normally include the traditional modes of letter or telephonic communication and face-to-face meetings, but may very well extend to take advantage of the latest technological capabilities (i.e., e-mail) as deemed appropriate by both parties.  

The Relationship…Formal or Informal?

The mentoring relationship logically begins as a somewhat formal process.  However, the goal of the program is to foster a trusting relationship that, while maintaining a professional overture, develops into an easy pattern of communication that is rewarding to both the mentor and the employee.

3.8.  Frequency of Contact

There is no hard and fast rule on how often the mentor and employee should communicate.  However, the following is a suggested timeline and a list of possible topics to help you begin the relationship.

· Within the first two weeks, the employee sends the introduction worksheet to the mentor, with a cc to the appropriate Career Program’s Administrator 

· Within two weeks of receiving the introduction, the mentor e-mails the employee with a date and time for an initial telephone contact.  The mentor should use this contact to:

· Talk a little about himself/herself, personally and professionally

· Define the roles and responsibilities of his/her current position

· Set the method and frequency of future contacts

· Request a career development plan (format and information to be decided during this contact) from the employee for discussion at the next contact 

· During the second month:

· Each sends the other an e-mail of what they expect to gain from the mentoring relationship, followed by a telephone discussion 

· During the third month:

· The employee e-mails the career development plan to the mentor

· The mentor reviews and engages in at least one e-mail or telephone discussion about the plan 

· During the fourth month:
· The mentor initiates at least one dialogue regarding a current event within either the Air Force or the functional community
· The employee researches a current topic occurring within the functional community and sends an e-mail to the mentor outlining the topic and presenting issues he/she would like to discuss
The mentor discusses issues on the self-assessment guide (provided further in this document) or other areas of interest at a minimum of once every quarter or sooner if necessary.  They in-turn send the self-assessment document to the appropriate Career Program Administrator.
3.9.  Do’s & Don’ts of Mentoring

· “Do” use whatever means available to make the mentoring relationship a positive and constructive one for both parties

· “Don’t” abuse the professional nature of the relationship (e.g., expecting/providing special treatment in normal working relationships; using mentor’s position to create non-merit advantages; etc.)

· “Do” provide the Career Programs feedback on the mentoring program and ideas to improve it

· “Don’t” create a negative base for the relationship (e.g., don’t use as gripe sessions)

· “Do” discuss problems and issues, but also discuss the solutions to those problems

· “Do” make the most of this opportunity and enjoy the experience!

SECTION 4 - Career Planning Activities

A successful career is the culmination of planning, establishing, and achieving a series of realistic career goals that have been built on the solid foundation of excellent performance in each job held.  Planning a successful career involves the following steps:

· Registering with the specific Career Program

· Establishing career goals (short-, mid-, and long-range goals)

· Assessing strengths and weaknesses

· Recognizing career paths (i.e., determine paths to progression)

· Determining training and development options 

· Obtaining and documenting training and development necessary to achieve goals 

4.1.  Career Program Registration

It is essential that all eligible individuals register in the specific career program.  If the employee is not registered with the career program, the first step in career planning is to encourage them to register.   Only those individuals registered are eligible for tuition assistance and considered for short-term training provided by the career program.  To register in a Career Program, an employee must 1) be qualified for at least one occupational series covered by that Career Program, and 2) be eligible, or become eligible within 12 months, for promotion, reassignment or change to a lower grade to a Career Program managed position.  Career Program registration is used for a variety of reasons, to include identifying employees for management assessment, training and development opportunities, and work force analysis.  Career Program registration is not required to self-nominate for Career Program vacancies.  Registration eligibility may be found at http://www.afpc.randolph.af.mil/cp under the subject “Registration & Position   Coverage.”   Registration can be accomplished on-line at https://www.afpc.randolph.af.mil/ afpcsecure/default.asp.  

4.2.  Establishing Career Goals

Setting goals is the second step in the career planning process.  A viable career goal must be specific and measurable.  Because different employees perform different functions in the organizations, goals will vary.  Goals should be limited from three to five and must be documented.  Short-, mid-, and long-term goals should be identified and reviewed periodically for adjustments.  The following should be considered when setting goals:

· List (specifically) what the individual wants to accomplish (in 6 months, 3 years, 5 years) 

· Identify the importance of the goal to the Air Force/organization (How will the organization benefit?)

· Rank the priority of achieving goals

· List a deadline for achieving each goal

· Identify specific variables, within the person’s control, that need to be tracked for changes and improvement 

4.3.  Self-Assessment

Effective communication between the mentor and employee is essential.  The mentor’s perspective of an employee’s strengths and weaknesses will assist in self-assessment and career planning.  Frank discussions help the mentor to decide how best to use the skills and knowledge of an employee; they help the employee understand organizational needs and chart required training areas and/or individual development plans.  Working through the steps in the Self-Assessment table below may also help the registrant with their self-evaluation.
	Step
	Description

	  1
	What assignments did you like/dislike?

	  2
	What part of your job exemplifies your strengths and weaknesses?

	  3
	What assignments would you prefer in the future (short-term goals)?

	  4
	What skills/knowledge do you have/need to accomplish these short-term goals?

	  5 
	What training or experience do you need to have to develop these skills?

	  6
	How extensive should this training be?

	  7
	Determine feasibility for obtaining these skills.

	  8
	Assess short-term goals (Step 3) for realism and attainability.  Adjust if/as needed, return to Step 3.

	  9
	Determine kinds of advancement opportunities that exist.

	10
	Determine long-term goals, keeping in mind results of Step 2.

	11
	Decide which skills and knowledge are necessary for jobs identified in Step 10.

	12
	Which of these skills and knowledge do you possess?

	13
	What training and experience do you need to develop needed skills and knowledge?

	14
	How extensive would this training be?

	15
	Assess the managerial and executive competencies you have/lack.

	16
	Request a career counseling session from your supervisor.

	17
	Assess long-term goals (Step 10) for realism and attainability.  Adjust if needed, and then return to Step 10.


After completing the self-assessment, registrants should adjust their individual development plans, as needed, then Take Action…. Execute It!
4.4.  Training

Providing registrants in  covered positions with the training and development opportunities necessary to help achieve career goals is a primary function of the career program.  A structured approach to training and development ensures that the needs of the Air Force and the career aspirations of future managers are jointly considered.  The career program’s training goals are to provide the right training to the right people at the right time in their career.  To accomplish this, the training focuses on:

· Providing necessary training for development of managers and leaders

· Providing developmental opportunities to registrants with potential for assuming senior leadership responsibilities

The training objectives are to provide continuing education and a multi-functional emphasis that focuses on the human resources management core areas to include understanding and improving interpersonal skills, and providing basic training in all functional areas.

All registrants in  covered positions should update their training requirements through the annual Career Enhancement Plan (CEP) that is distributed to all career program registered employees through their servicing training organizations.  These training requirements are captured in the Defense Civilian Personnel Data System (DCPDS) and become the basis for establishing individual career program training requirements/budget.  The only courses that should be listed are those courses that the supervisor, mentor and employee agree are necessary to meet the employee’s goals.  The primary vehicles the career program uses to meet registrant training and development needs are:

· Management and Leadership Courses

· Offered by the Office of Personnel Management

· Offered by the National Defense University

· On-site short-term courses, to include contract courses

· Functional Training Courses

· On-site courses at high registrant concentration bases

· Refresher courses at local universities

· Some Career Panels use Tuition Assistance (TA) Program (upper level undergraduate work or graduate level)

· 75 percent of tuition or $187.50 semester hour/124.50 quarter hour (not to exceed $562.50 - whichever is less) – Cap of $3,500 /yr

· 75 percent of tuition for individuals in acquisition positions*

· 100 percent for PALACE Acquire (PAQ) intern* 

· Lifetime cap of $6K for undergraduate, and $8K for graduate level TA

Available training courses are identified on the Career Program web site: http://www.afpc.randolph.af.mil/cp under the “Training” header.

4.5.  Recognizing Career Paths

A good career pattern is defined by, and based on, the expected/desired education/self-development, desired training, and typical assignments tailored for a specific employee. 

The following illustrates the Master Development Plan and pyramid from the bottom up.  Keep in mind that this cannot specifically represent each job series or the exact successful career path.   There is no single path that will guarantee an employee’s success.  

This narrative is divided into grade levels; however, there will be overlap between the divisions [image: image1.png]



GS-9/11/12/13

Registrants at these grade levels should be gaining experience in technical assignments.  Workload assignments should include responsibilities where management level briefings are required.  Experience at Base Level, MAJCOM, PALACE Team, as well as assignments to different commands and organizational levels, are desired. Technical courses for currency/refresher training as well as skill development courses such as briefing techniques, report writing and public speaking should be considered.

Individuals at these grade levels should be encouraged to complete an undergraduate degree or start on a graduate degree program in a job-related field.  Some registrants may apply for tuition assistance, depending on individual career panel policy.  Tuition assistance is funded for tuition and course related fees for accredited college and university courses taken during duty or non-duty hours.  

This is a good time for employees to begin their Professional Military Education (PME).  The primary purpose of PME is to educate employees to lead at the strategic level in the employment of air and space forces (including joint operations), in support of national defense.  The following PME course is available for individuals at this grade level:

	Course Title
	Eligibility
	Course Description

	Squadron Officers School (SOS)
	· GS-9-12

· Must meet body weight and fat standards

· Bachelor’s degree highly desired 

· Must be annotated on CEP 

· Requires an AF Form 4059* with endorsement
	A 5-week program.  The curriculum covers officership application, leadership tools, and air and space power.


NOTE:  SOS may be taken by correspondence.  Check with your local Education Office for further information.  

* AF Form 4059, Air Force Civilian Competitive Development Nomination Form may be accessed at http://afpubs.hq.af.mil/forms/formlist.asp?puborg=af&series=4000-4099
Employees in grades GS-11 and above should consider participating in long-term training programs.  Self-nomination packages are completed by the registrant and coordinated through normal MAJCOM and career program channels for evaluation, approval, and final selection in November of each year. Employees at the GS-12 level can apply for two courses under the Civilian Competitive Development Program (CCDP).  The CCDP is centrally managed and there is a separate CCDP call that goes out annually for nominations through servicing training organizations.  All Air Force employees who meet the eligibility criteria will be considered for AF wide competition.

	Course Title
	     Eligibility
	                Course Description

	Air Command and Staff College (ACSC)
	· GS-12-13

· Bachelor’s Degree
	Educates mid-career officers and civilians to lead in developing, advancing, and applying air and space power across the spectrum of service, joint, and combined military operations.

	Department of Defense Executive Leadership Development Program (ELDP)
	· GS-12 – 13

· Bachelor’s Degree

· Minimum of 3 years experience as a career employee
	Provides an overview of the Joint mission and promotes greater understanding of the DoD organization, operations, and culture.  Employees gain knowledge about the war fighter, mission and accomplishments, resources, and operational environment through immersion field deployments. 


NOTE:  ACSC is considered PME and may be taken by seminar/correspondence.  Check with your local education center for further information.

GS-13/14/15

Effective Air Force management depends upon filling high-level positions with highly qualified employees who have a variety of work experiences.  These varied experiences will broaden an employee’s perspective by providing a range of challenges and demands that may not be experienced in a single position, one installation or one organizational level.  The career-minded employee should seek such work experiences in more than one location and/or organization and/or functional area. 

Individuals at these grade levels are eligible to participate in the Defense Leadership and Management Program (DLAMP).  DLAMP is a systematic program of joint civilian leadership training, education, and development within and across the Department of Defense. It provides a framework for developing civilians with a DoD-wide capability for approximately 3,000 key leadership positions.  Participants are required to complete a minimum 12-month rotational assignment, senior-level PME, and at least ten graduate-level courses in a broad range of subjects appropriate for defense leaders.  All applicants and participants are required to sign a mobility agreement.  Individuals who desire consideration for this program should be encouraged to take classes that will expand their executive core qualifications.  Executive Core Qualifications include:  leading change, leading people, results driven, business acumen, and building coalitions/communications.  For DLAMP members, the following PME courses are available at specified grade levels:

http://www.afpc.randolph.af.mil/cp/ecq/index.html
	Course Title
	Eligibility
	Course Description

	Army War College
	· DLAMP

· GS13-15 participants

· Bachelor’s Degree

· Top Secret Special Background Investigation
	Focuses on the study of land power (joint/combined/multinational) in support of national military strategy.

	College of Naval Warfare
	· DLAMP

· GS-14 or 15 participants

· Bachelor’s Degree

· Secret Clearance required
	A 10-month course that focuses on the study of sea power and its relationship to National Security Decision Making, Strategy and Policy, and Joint Military Operations.


Registrants at the 14 and 15 grade level who are not DLAMP participants and have not completed PME can still attend courses designed for employees at this level.  These courses are all covered by the CCDP process and include:

	Course Title
	Eligibility
	Course Description

	Air War College
	· GS-14 or 15

· Bachelor’s Degree

· Top Secret Special Compartmented Information
	A 10-month course that focuses on military strategy/employment of air and space forces, including joint operations, in support of national security.

	National War College
	· GS-14 or 15

· Bachelor’s Degree

· Top Secret Special Compartmented Information
	A 10-month course that focuses on national security strategy formulation and implementation.  It emphasizes joint perspective with future joint utility a prime consideration.

	Industrial College of the Armed Forces
	· GS-14 or 15

· Bachelor’s degree

· Senior Acquisition course candidates must possess certification level 3.  Candidates with substantial acquisition experience and certification level 2 may be considered


	A 10-month course that focuses on the resources component of national security strategy with future joint utility a prime consideration.


Individuals at the 13-15 level should also consider the following program/schools included in CCDP:    

	Course Title
	Eligibility
	Course Description

	Capitol Hill Fellowship Program
	· GS-13

· Master’s Degree

· Minimum 2 years service in the Executive Branch

· Top Secret Special Compartmented Information

· PCS to Washington, D.C., required
	A 2-year assignment.  The individual gains a hands-on understanding of how the Legislative Branch works and how Congressional decisions affecting federal agencies’ programs are made.

	Princeton University
	· GS-13-15

· Bachelor’s Degree

· Must have at least 7 years of relevant public service work experience

· GRE required
	A 9-month program that emphasizes experiential, policy-oriented research and training.  Designed to meet the needs of rising leaders in public service professions, including domestic and international government agencies, and nonprofit organizations.

	Harvard University
	· GS-13-15

· Bachelor’s Degree

· GRE required
	A 1-year program designed to strengthen policy analysis and management skills for mid-career professionals.    It emphasizes quantitative methods, public management, politics/leadership/ethics and policy areas.


4.6.  Registrant Short Term Training Assistance

Registrants in  covered positions should complete an annual career enhancement plan (CEP) around the April/May timeframe with their supervisor’s counseling. The CEP is distributed annually to registrants through their servicing training organization.  The CEP will be approved and signed by the supervisor, who in-turn coordinates all CEPs through local training channels.  While the employee may request up to 20 required training events, it is not realistic to request more than four “required” training courses.  Supervisors will ensure the duties of the job and the mission of the unit require training events.  Training to be identified on the CEP can include:  

· On-site classes

· Management Development Courses / seminars

· Squadron Officers School (SOS)


The goal of the Career Program is to provide at least one training opportunity to each registrant every three years.  Most supervisors are willing to let the employees attend training on short notice, (in case of a last minute opening in the class).  Mentors may call the Career Program  and request the employee’s name be put on the short notice list.  The employee can only be placed on the short notice list for those classes that are on their CEP.

4.7.  Academic Education

Bachelor’s and master’s degrees are important to professional development, enhancing the individual’s talents on the job and adding to professional qualifications.  A degree directly related to the individual’s primary specialty area is most appropriate, adding to depth of experience.  Tuition assistance is based on funds availability and individual panel policy. 

PAQ and COPPER CAP Tuition Assistance

PAQs and COPPER CAPS submit  tuition assistance (TA) packages in accordance with the appropriate Career Programs’ training guidelines which are accessible at http://www.afpc.randolph.af.mil/cp/contact.htm.  Courses must be mission related and available at an accredited college/university.  Tuition assistance funding and lifetime caps  may vary by Career Program.  The Supervisor of Record will approve all training requested to ensure it is mission related.  

4.8.  A Balanced Approach

The future of the Air Force civilian  community will be based on a civilian workforce composed of persons who demonstrate technical breadth and depth in their career field, show the ability to perform in high-level staff jobs (to include joint positions), gain experience in a cross functional area, and prove their ability to lead.  Developing into an Air Force leader is an on-going process. Successful senior employees build their careers one assignment at a time.  Civilians should consider each job placement and education/training opportunity for the variety and breadth it can contribute to an entire career.

4.9.  Job Performance

Job performance requirements are outlined in AFI 36-1001, Managing the Civilian Performance Program.  Performance evaluation systems are an integral part of mentoring and professional development.  The appraisal provides meaningful feedback to employees on their performance and on performance expectations.  New employees receive an annual rating unless an “out-of-cycle” evaluation is needed for administrative action or to support a personnel action such as career path promotion.  Promotion eligibility is based upon performance and potential, which also includes the level and extent of the individual’s development efforts.

4.10.  Promotions

The mentor should monitor the employee’s progress and insure each level of a career promotion is warranted.  They work with the supervisor and discuss the planned promotion. A career brief may be requested from the servicing Civilian Personnel Flight and reviewed annually to ensure all data (including name, office symbol, and both DSN and commercial phone numbers) are correct.  The mentor also plays an important advisory role when the employee is considering whether or not to apply for a position that will be a promotion.  They can provide an honest assessment of their ability to succeed in the new position and whether or not it is a good career move.    

4.11.  Assignments

Mentors should stress that individuals should focus primarily on their current job.  If individuals desire reassignment, the mentor/supervisor should discuss assignment options that track with the individual’s career desires. 

If mentors have individuals who have aspirations of becoming members of the Senior Executive Service (SES), then mentors should talk to them about the appropriate  career path, Defense Leadership and Management Program (DLAMP), or other long-term training opportunities.

Diversity of experience is the key to success in Civilian Career Programs.  Obtaining experience at the Base level/MAJCOM level, Pentagon, or overseas enhances the “salability” of the individual.

SECTION 5 - Assessing Outputs And Reviewing the Program

All participants (mentors and employees) are asked to appraise (for yourself and others) how successful the program is operating.  If you have followed the method prescribed herein, the results of your involvement can easily be measured.  Because you have interacted using the program goals, you have been able to record specific objectives as the program has progressed.  After you draw together your (mentor and employee’s) specific program outputs, the whole process can and should be reviewed for further refinement.

SECTION 6 - Conclusion

This guide has been accomplished to provide both the mentor and employee with information that assists in starting the desired mentorship relationship.  Specific information regarding program requirements is available by contacting the appropriate career program administrator. 

SECTION 7 - Mentor Introduction Worksheet

__________________Civilian Career Program 

Mentor Introduction Worksheet

Welcome to the ______________ Civilian Career Program (DPKC_ ) Career Broadener /PAQ/COPPER CAP (delete wrong title) program.  To facilitate your professional development while assigned to this program, the ________ has developed a mentoring program to guide you through the ever-changing requirements of a _________________ career.  The program is designed to provide senior leadership involvement in the mentoring process.  The individual identified below can provide you with personalized career guidance and support you with your personal and professional development.  They may also be helpful in identifying a follow-on assignment at the completion of your training.  They should serve as a role model for years to come.  The mentoring relationship will logically begin as a somewhat formal process; however, we hope a professional trusting relationship develops that is rewarding to both the mentor and yourself.  

Your Mentor is:

· Name:

· Title, Series & Grade:

· Functional Community Represented:

· Office Symbol & Base:

· DSN Number:

· E-Mail Address:  
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