CIVILIAN INTERN PROGRAM GUIDE (PALACE ACQUIRE)

Below is the September 1999 revision of the PALACE Acquire Guide, which supersedes all previous printed editions.  Published copies of this Guide will no longer be distributed. Changes to the Guide will be made as necessary and will be listed on the Change Summary under Section 4.   

This Guide addresses responsibilities of the Air Force Personnel Center, Career Management Directorate (AFPC/DPK); major commands, servicing civilian personnel flights; and PAQ interns and their supervisors.  It also includes program policies and procedures required to effectively manage PAQ interns.  The Guide has four sections.  Section 1 applies to interns, Section 2 applies only to interns, Section 3 regarding co-op fellows has been deleted, and Section 4 applies to both interns.  For additional information about the PALACE Acquire Program, visit www.afpc.randolph.af.mil/cp/recruit/paq.htm/  
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PALACE ACQUIRE PROGRAM (PAQ)

SECTION 1 -- GENERAL (FOR INTERNS)

CHAPTER 1 -- INTRODUCTION
1.1.1.

PURPOSE


a.
The PALACE Acquire (PAQ) Program is designed to attract men and women with management potential to careers as Federal employees with the United States Air Force.  This objective is accomplished by recruiting and selecting high-caliber candidates and training them to become competent, effective, and productive employees in a variety of occupational areas; providing developmental opportunities necessary to gain the knowledge, skills, and abilities (KSAs) predictive of successful performance, and providing promotional opportunities for those interns who successfully complete all required training and developmental assignments. The Intern Program’s policies and procedures are addressed in Air Force Instruction (AFI) 36-602, Civilian Intern Programs.

b.
 Position Management. PAQ authorizations are administratively controlled and managed by Headquarters, United States Air Force (HQ USAF).  The distribution of controlled authorizations varies each year depending upon changes in mission, projected work force increases or reductions, skill requirements, funding constraints, and other operational considerations.  The Headquarters Air Force Personnel Center (HQ AFPC), Civilian Career Management Directorate (DPK), Career Management Division (DPKC), PALACE Teams (also referred to as career programs), monitor administration of the PAQ program within their respective areas of responsibility.


c.
 Funding.  HQ USAF budgets and provides central management and control of salaries, training (tuition, travel, and per diem). First-duty-station travel with limited entitlements is funded for nonfederal selectees only when selected for positions which have been determined to be in a manpower shortage category as defined by the Office of Personnel Management (OPM).  (Most engineering positions fall into this category.) However, when the selectees are current federal employees and there is no break in service, the selectees are authorized full permanent-change-of-station (PCS) entitlements when selected for positions in a manpower shortage category.  All other selectees are responsible for paying their initial travel and transportation expenses in accordance with the Department of Defense (DoD) Joint Travel Regulations (JTR).  Subsequent follow-on PCS actions normally are funded by HQ USAF.

1.1.2.
FEATURES


a.
There is one program within the PAQ Program as follows:






(1)   PAQ Intern Program (Intern -- see Section 2)




b.  The unique features of each program are discussed in their respective sections of this Guide.  The information contained in this section applies to both programs.


c.  Training Policy: Current interns and graduates of either the PALACE Acquire or Copper Cap Intern Programs are not eligible for placement in another PALACE Acquire or Copper Cap Intern position during their Air Force career unless the policy chairs of  both career programs concur, in advance of the selection, that the action is in the best interest of the Air Force.  Such exceptions will be rare. 


d. Training, Security, and Mobility Requirements.  A PAQ intern or PAQ fellow accepting an offer of employment must sign a Conditions of Employment Agreement (see 4.1. below).  This agreement requires the PAQ intern or PAQ fellow to pursue the basic training objectives and activities in the training and development (T&D) plan, to relocate, as may be required, to other Air Force positions at the same or higher grade during his/her Air Force career, and to obtain a security clearance, as required.  The agreement addresses  a Continued Service Commitment for PAQ fellows, and also states that failure to satisfy the Conditions of Employment Agreement may result in separation from Air Force employment. 


e.  Recruiting.  HQ AFPC Recruiting Division (DPKR) and PALACE Teams (DPKC) have the overall responsibility for recruiting PAQ interns and PAQ fellows for Air Force activities within the continental United States, Alaska, and Hawaii.  Each PALACE Team designates functional representatives who are trained to participate in the recruiting process.  They are typically involved in conducting on-campus interviews and participating at job fairs.  Some may also be involved in selecting candidates from OPM certificates, or through other OPM direct-hire procedures.


f.  Waiver of Pre-appointment Investigative Requirements.  In meeting the requirements of AFI 31-501, Personnel Security Management Program, failure to issue a pre-appointment waiver for PAQ interns or PAQ fellows entering noncritical-sensitive positions may impact national defense by limiting the organization's ability to perform its mission.  The local Air Force commander (or designee) who has position-sensitivity-designation authority over the position may approve waivers.

      
g.  Affirmative Action.  The PAQ Program is strongly committed to affirmative action in hiring minorities, women, and persons with disabilities into the Air Force civilian work force.  Extensive efforts are made to target recruitment so that affirmative action and Federal equal opportunity recruitment objectives are met.  By recruiting minorities, women, and persons with disabilities for intern or fellow positions, a feeder group is established from which future leadership positions in the Air Force will be filled. 

CHAPTER 2 -- INTERNAL REVIEW

1.2.1.   AFPC/DPK  RESPONSIBILITIES
         
a.  Recruiting Division (AFPC/DPKR):




(1) Monitors program effectiveness through feedback from interns/fellows, supervisors of record, PALACE Teams, and internal review.


  
(2)  Prepares annual and ad hoc reports concerning program effectiveness.



   (3)  Reviews intern/fellow T&D plans for adequacy. 

          b. Career Management Division (AFPC/DPKC):  




(1) Reviews intern/fellow T&D plans to ensure that:




(a)  Plans have been developed and are being followed.




(b) Work objectives are identified by the assignment supervisors and discussed with the intern/fellow at the beginning of each work assignment.




(c)  Orientations have been conducted as outlined in 2.3.1. and 3.3.1., subparagraphs d. through f.




(d)  Periodic evaluation meetings are being held with the intern/fellow as scheduled, and copies of the Report on Individual Personnel (RIP), Training Evaluation (T-EVAL) are being submitted on a timely basis to the appropriate PALACE Team.

               (2)
Reviews intern/fellow evaluation reports for substance and applicability.



(3)
Assures performance plans adequately describe all job duties and contain realistic standards predictive of successful performance.

SECTION 2 -- PALACE ACQUIRE INTERN PROGRAM

CHAPTER 1 -- INTRODUCTION (INTERNS)

2.1.1.   PURPOSE.  The purpose of this section is to provide information for the administration of the PALACE Acquire Intern Program.

2.1.2.   FEATURES

a.  Length of Training.  Interns usually enter into a 2- to 3-year training and development program, depending on the entry and target grades of the position and special qualification requirements.  Interns normally receive a minimum of two full years of training.


b.  Types of Positions.  PAQ positions are established in the administrative, professional, and technical career fields. Target positions for interns are established at the GS-9, GS-11, and GS-12 levels.  Upon completion of the formalized training program, interns are placed in permanent, locally-funded target positions either through reassignment or promotion.  The major command (MAJCOM) in which the intern received training normally initiates action prior to the intern's training completion date to place the intern in a permanent, locally-funded position at the time the intern completes the training program.


c. Types of Appointments:



(1)  Excepted Service.  




(a) Criminal Investigator positions under 5 CFR (Code of Federal Regulations), Section 213.3109(f)(1) (Schedule A).  Appointees may be promoted to their target grades without further competition.





 (b) Intelligence Specialist positions under title 10 U.S.C., Section 1590. 

Appointees may be promoted to their target grades without further competition. 




(c) Persons with severe disabilities under 5 CFR, Section 213.3102(u) (Schedule A).  Appointees may be noncompetitively converted to competitive status after two years of successful performance under Executive Order 12125 and promoted to the target grade without further competition.




(2)  Competitive Service.  Appointments to the competitive service are made under OPM-delegated hiring authority, Outstanding Scholar; conversion of current Air Force Student Career Experience Program (SCEP) employees, or from appropriate OPM registers.  Appointees from these sources have competitive status and may be promoted to their target grades without further competition.

CHAPTER 2 -- RESPONSIBILITIES (INTERNS)
2.2.1.  SITE SELECTION AND INITIAL PREPARATION


a.  Major Commands (MAJCOMs), Field Operating Agencies (FOAs), or Direct Reporting Units (DRUs):




(1)

Functional Staff:










(a)

Determines training sites having the greatest potential to provide effective training, and coordinates internally with civilian personnel (DPC/MSC or equivalent) staff.










(b)

Ensures supervisors’/trainers’ understanding of and commitment to their assigned responsibilities, including the necessity for full cooperation with Civilian Personnel Flight (CPF), and the  PALACE Team (AFPC/DPKC).




(2)

DPC (or equivalent):








(a)

Solicits input from functional communities and submits consolidated requirements list to AFPC/DPKR.







 (b)

Determines final placement capabilities for interns.


b.
PALACE Team (AFPC/DPKC):




(1)

As directed by policy councils, coordinates with functional counterparts at MAJCOM, FOA, and DRU to identify functional recruiters for each PALACE Team.


 

(2)

Reviews and prioritizes MAJCOM, FOA, and DRU requirements and submits list to DPKR.




(3)

Establishes recruitment schedules with colleges and universities 




(4)

Coordinates proposed recruitment activities with AFPC/DPKR.




(5)

Before recruiting prepares formal T&D plans and Core Personnel Documents (CPDs), AF Form 1003, for entry, intermediate and/or target level in coordination with functional representative. Position descriptions (PDs) which have not been converted to CPDs may be used until the PD is rewritten into the CPD format). The target-level PD or CPD is required when a T&D plan requires an intern to continue in training after reaching the target level.

2.2.2.  RECRUITING 


a.
PALACE Team (AFPC/DPKC):




(1)

Schedules recruiting dates with colleges and universities, and inputs recruitment  schedules in appropriate AFPC/DPK-shared database within timeframe established by AFPC/DPKR.




(2)

Prepares and sends recruitment forms and literature to colleges and universities, and provides copies to recruiters with appropriate recruitment materials, e.g., brochures, interview rating and evaluation forms, etc.




(3)

Prepares temporary duty (TDY) fund citation authorization letters or messages for recruiters.




(4)

Forwards to AFPC/DPKR complete application packages for eligibility determination, and interview documentation received from recruiters.




(5)

Submits PAQ Selection Worksheet with CPDs (or PDs) and T&D plans to AFPC/ DPKR, requesting written offer of employment be made to selectee.


b.
Recruiting Division (AFPC/DPKR):

          


(1)

Develops recruitment strategy and sources of recruitment, e.g., colleges and

universities, OPM registers, etc.   




(2)
 Publicizes position vacancies as required by OPM and ensures all OPM and

Department of Defense (DoD) Priority Placement Program (PPP) requirements are met. 



   (3) Assists PALACE Teams in identifying appropriate colleges and universities to be visited; serves as office of primary responsibility (OPR) in scheduling participation at job fairs and career conferences/exhibits attended by PALACE Team recruiters.   




(4)

Reviews application packages to determine eligibility of applicants.




(5)

Prepares written offer of employment to selectee as requested by PALACE Team.  and notifies career program of selectee response. 




(6)

Prepares and forwards follow-on appointment confirmation package to selectee, and appointment processing package (hard copy or electronic Personnel Action Request (PAR) depending on CPF) to the appropriate Civilian Personnel Flight (CPF) if selectee accepts offer of employment.


c.
Designated Functional Recruiter:




(1)

Participates in recruiting activities (e.g., job fairs, campus interviews) for PALACE Team.




(2)

Submits applications and required interview documentation to PALACE Team within established timeframe.




(3)

Provides feedback to PALACE Team on value of future recruitment at school/event.


d.
Civilian Personnel Flight (CPF):

 


(1)

As soon as possible following receipt of appointment processing package or PAR, coordinates with supervisor on a tentative entrance-on-duty (EOD) date.




(2)

Ensures supervisor appoints and instructs sponsor to immediately contact the selectee.




(3)

Contacts selectee as soon as possible either to establish an EOD date, or to advise selectee that contact will be made at a later date for that purpose.  



   (4)

Initiates appropriate security clearance and/or obtains waiver, as required (see 1.1.2., subparagraph f.).




(5)

Prepares travel orders for selectees authorized Air Force-funded first-duty move or PCS.




(6)

Appoints selectee and forwards copy of Notice of Personnel Action (SF-50) to AFPC/DPKR as soon as possible, as appropriate.  




(7)
Provides copies of official CPD (or PD) to supervisor and intern, as appropriate.



   (8)
Advises AFPC/DPKR immediately if selectee declines, fails to report for duty, or does not meet minimum qualification requirements upon completion of degree requirements.


e.  Supervisor:




(1)

Coordinates with CPF on selectee's EOD date when notified of selection.




(2)

Appoints sponsor for selectee and monitors adequacy of sponsorship efforts.




(3)

Notifies CPF and appropriate PALACE Team if selectee declines, fails to report for duty, or if a change in EOD date is requested by selectee.

2.2.3.  TRAINING AND DEVELOPMENT

a.
Career Management Division, Resource Manager, (AFPC/DPKCB) distributes approved budget allocations each fiscal year.

  
b.
PALACE Team (AFPC/DPKC_):




(1)

Researches and selects formal training sources specified in T&D plans.




(2)

Compiles formal training costs. 




(3)
 Prepares and submits training budget to AFPC/DPKCB, including all direct and indirect costs for each fiscal year; maintains obligation and expense registers.




(4)  Adjusts formal training requirements based on final budget allocations received. 




(5)

Maintains obligation and expense registers; periodically reports expenditures to DPKCB. 



  
(6)

Coordinates classroom allocations that are not Training Management System (TMS) courses; i.e., contract, or other Federal sources, with supervisors, providers, and individual schools.




(7)

Provides AFPC/DPKR with T&D plan for each grade level for inclusion in intern appointment processing package.  Approves changes or supplements to basic T&D plans.




(8)

Provides  60-day  advance   notice   to  CPF,  whenever   possible,  on  AFPC/DPK-funded courses slotted for interns, including fund citation, instructions on preparing the Department of Defense (DD) Form 1556, Request, Authorization, Agreement, Certification of Training and Reimbursement, TDY orders, and the requirement for submitting course completion evaluations.




(9)

Approves formal training course substitutions proposed by CPF.



 (10)
Monitors training requirements and course completion in the Defense Civilian Personnel Data System (DCPDS), and advises the respective career program of course

substitutions or cancellations.




(11)
Randomly conducts on-site visits to review program status, identify problems, and propose solutions.




(12)
Monitors progress of PAQ interns through supervisors' periodic progress reports.


c.
Operations Support Division (AFPC/DPKX). Advises PALACE Teams on T&D requirements, budget preparation techniques, and the resolution of individual funding and reimbursement problems.


d.
Civilian Personnel Flight (CPF) or Education and Training Flight (E&TF):




(1)

Assists supervisor/trainer with implementation and adaptation of PAQ T&D plans.




(2)

Forwards changes or supplements to T&D plans to appropriate PALACE Team for approval.




(3)

Enters formal course requirements in DCPDS.




(4)

Receives course notice, fund citation, and TDY orders processing instructions from PALACE Team and assists supervisor/trainer with preparation  of documentation.




(5)

Monitors training progress of each intern.  




(6)

Counsels intern as needed.




(7)

Recommends formal training course substitutions when other  sources may be more cost advantageous.




(8)

Reports training problems to supervisor/trainer and PALACE Team training monitor.




(9)

Enters formal course completion in DCPDS.


e.  Supervisor:




(1)

Provides training as prescribed in the PAQ T&D plan.




(2)

Suggests appropriate T&D plan changes, and submits supplemental plan through the CPF or E&TF, for approval by appropriate PALACE Team.




(3)

Ensures rotational assignments are satisfactorily completed prior to recommending intern for promotion.  




(4)

Certifies intern’s completion of training at each grade level.




(5)

Participates in all planned developmental activities.  


f.
Intern:




(1)

Completes each requirement of the training and development plan.




(2)

Works with the supervisor/trainer in all aspects of the training, including problems encountered with the T&D plan.


  
(3)
When training requires Temporary Duty (TDY) away from the home duty station, calls back to the home station.  This call must be made through the Defense Switched Network (DSN).  Long distance calls made on network, either voice or computer remote access, are not authorized and will not be paid for by the government.




(4)

Submits travel reimbursement either by submitting DD Form 1351-2, Travel Voucher or Subvoucher, with copies of travel orders to the local Accounting and Finance Office, or where access is available, through the Federal Automated System for Travel (FAST) within 5 days of completion of travel.  

2.2.4.  EVALUATIONS, APPRAISALS, PROMOTIONS, AND PLACEMENTS


a.
Civilian Personnel Flight (CPF) or Education and Training Flight (E&TF):




(1)
Creates internal suspense on each intern relative to periodic evaluations, probationary period, annual appraisals, intermediate promotion(s), and placement on permanent, locally-funded authorization.



 
(2)

Issues 90-day and 180-day progress Report on Individual Personnel (RIP) Training Evaluation (T-EVAL), and advises supervisor/trainer on training completion certification requirements and periodic intern performance assessments.



  
(3)

Issues RIP during the ninth month of the intern probationary period, advising supervisor to take appropriate action if necessary prior to completion of probationary period.



  
(4)

Advises supervisor on SF-52 (or PAR) preparation for promotion, reassignment, and PCS actions during or upon completion of training.


    
(5)

Accomplishes promotion actions in a timely manner and immediately furnishes AFPC/DPKR a copy of the SF 50 on each action as appropriate.

              
(6)

Accomplishes PCS actions in cooperation with MAJCOM staff and gaining CPF.



  
(7)

Counsels intern on probationary period, promotion, and placement actions during and upon completion of training, as needed.  


b.
PALACE Team (AFPC/DPKC_):



 
(1)  Follows-up with intern supervisors who fail to submit timely progress evaluations, particularly during first-year while intern is serving probationary period.  




(2)

Monitors transactions in DCPDS relative to intern’s promotions and placement in permanent, locally-funded authorization upon completion of training.

            
(3)

Assumes full responsibility for placement of an intern in a permanent, locally-funded authorization in the event the MAJCOM, after exhausting all possibilities, is unsuccessful in placing the intern within the command.


c.
MAJCOM, FOA, or DRU Functional Staff:




(1)

Assumes responsibility for ensuring placement of intern on a permanent, locally-funded authorization upon completion of training.




(2)

If the permanent, locally-funded authorization is other than the intern’s training site, coordinates proposed placement action with gaining and losing CPFs and the PALACE Team.




(3)

Advises PALACE Team of any problems with identification of a permanent, locally-funded authorization at least 60 days prior to scheduled training completion.


d. Supervisor:



(1)

Evaluates effectiveness of formal training.




(2)

Develops performance plan within 30 days of intern’s EOD, appraises performance, and evaluates progress through T-EVAL RIP (see 2.4.8. below).




(3)

If intern is recommended for promotion, prepares SF 52 or PAR for processing promotion in accordance with local procedures.  Immediately notifies appropriate PALACE Team if promotion is not recommended.


e.
Intern:




(1)
Prepares an evaluation of the intern program in the format below at the time a promotion is due, or yearly, whichever is sooner. 






(a)
Name, grade, series.






(b)
Evaluation period.






(c)
Statement indicating whether or not the training completed provided necessary knowledge, skills, and abilities (KSAs).  






(d)
Recommended changes to the training program.






(e)
General comments about the training program.


  
(2)

Forwards completed evaluation directly to the appropriate PALACE Team at  AFPC/DPKC_, 555 E Street West Ste 1, Randolph AFB TX 78150-4530.

CHAPTER 3 -- PROGRAM OPERATION
2.3.1.  GENERAL


a.

PALACE  Acquire seeks  to  prepare  program  participants  for  future  administrative  and management positions in the Air Force.  Its success in carrying out that objective is dependent upon several factors: 1) the commitment of management to the development of the intern; 2) the choice of challenging assignments; 3) exposure to higher-level management personnel; 4) the careful planning of program activities; and 5) the initiative demonstrated by the intern.  This chapter provides direction on how those factors are used to meet the basic objective.

          b.
Core Personnel Documents (CPDs)/Position Descriptions (PDs).  Duties and responsibilities described in  the intern CPDs (or PDs) should provide for the acquisition of the KSAs required for successful performance in the target position.  AFPC/DPKX classifies all intern CPDs (or PDs). CPDs (or PDs) for each grade level at which the intern will be trained are provided to the CPF in the initial appointment processing package or identified in the PAR.


c.
Training and Development Plans.  Each PALACE Team in conjunction with functional management is responsible for preparing standard T&D plans for each intern occupational series and grade level it manages. These plans serve as the primary documents for intern development activities during the training period and include both developmental assignments and formal courses. The plans identify the KSAs the interns must master during the training period, and the proficiency level to be achieved. At least one training activity is identified to provide each KSA.  Assignments must be real and challenging, allowing the intern to develop usable skills that are important to the target position. In addition to providing experience in related areas, the training plan must provide sufficient training in the target series to assure full performance at the target grade level.  The T&D plans must meet the requirements outlined in AFI 36-401, Employee Training and Development. The plans prepared by the PALACE Teams may be supplemented locally to provide for specific MAJCOM and base needs.  Changes or supplements to the basic T&D plan must be submitted through the servicing training office to the appropriate PALACE Team for approval.  Promotion of an intern to the next higher grade level may not be made until all the KSAs in the plan and all qualification requirements have been met.


d.
Orientation.  Each PALACE Team develops, funds, and presents either a group or individual general orientation on PALACE Acquire for all new interns.  The orientation includes the following:




(1)

Purpose of the program.




(2)

Overview of Air Force mission and major programs.




(3)

Administrative requirements and procedures.




(4)

T&D objectives.


e.
Orientation for Supervisors of Record. At least annually, each career program offers, either as a part of the orientation for interns or separately, an orientation for supervisors of record to include the following:  




(1)

Purpose of the program.




(2)

Training requests and evaluations.




(3)

Intern counseling and performance evaluation.  




(4)
 Promotion procedures.


 f.
Orientation for Rotational Assignment Supervisors.  Each rotational assignment

supervisor is briefed by the supervisor of record before the intern begins the assignment.  The orientation should cover the following:




(1)

Purpose of the program.




(2)

Purpose of the assignment and the determination of learning  goals.




(3)

Expectations of interns.




(4)

Evaluation responsibilities.

2.3.2.  PROGRAM STRUCTURE.  T&D plans are structured as follows:  


a.
Orientation. A general orientation session is given each new intern by the supervisor of record.  The orientation addresses the function to which the intern is assigned; the position description; T&D plan objectives; supervisor expectations; and administrative and personnel matters, such as evaluations, appraisals, promotions, etc.


b.
Formal Classroom Instruction.  Specific government and nongovernment-sponsored courses that provide the essential KSAs required for successful performance in the target position.


c.
On-the-Job Training (OJT).  Planned on-site work assignments designed to challenge the intern to develop the KSAs  required for satisfactory completion of all program requirements.


d.
Rotational Assignments (Optional).  Interns may be rotated through the various functional areas within the organization.  Rotational assignments, if used, are for a period of two to six months and include at least six months of the intern's functional specialty.  Assignments and objectives are identified in the T&D plan.  The intern and assignment supervisor identify specific work objectives at the beginning of each assignment.


e.
Special Assignments. It is highly desirable that interns be provided the opportunity to work on administrative/managerial assignments during their internship. This assignment provides them the opportunity to apply knowledge and skills gained in the program and to utilize skills brought with them from their academic environments.  Such assignments should provide exposure to mid-level management.

2.3.3.  FUNDING FOR TRAINING.   Headquarters Air Education and Training Command (HQ AETC), Air University, Air Force Institute of Technology (AFIT), and/or PALACE Teams (AFPC/DPKC) fund travel and per diem for courses, when they are included in the approved T&D plan.  Other training, which is not sponsored by the Air Force, but is included in the training and development plan, is funded by AFPC/DPKC.  Additional training, not required by the intern's training and development plan, may be funded by the base where the intern is assigned.  For HQ AETC, Air University, and AFIT-funded training, a RIP (QUOTA1) is provided to the intern's servicing training office, notifying them of the scheduled training, and referencing Air Force Catalog (AFCAT) 36-2223, Training, USAF Formal Schools, for the fund cite.  The fund cite for AFPC/DPKC-funded training is furnished by message.

2.3.4. REQUESTS FOR TRAINING. When formal training is required by the training and development plan, DPKC centrally requests and allocates quotas, budgets, and funds these courses.  The following procedures are followed for formal training:


a.
During the annual training survey, each PALACE Team identifies PAQ intern training requirements to AFPC/DPKX.


b.
Training Management System (TMS)  requirements are built by the respective career program using the Training Request Quota Indicator (TRQI) assigned to the AFPC/DPKC.  The respective career program requests waivers as required. 


c.
Courses not covered by the TMS are usually scheduled by the PALACE Team, if included in the training and development plan, and are funded by AFPC/DPKC.


d.
Funds to provide the required training are validated by the Civilian Personnel Resources Advisory Group (CPRAG), approved by HQ USAF, and then placed in the respective PALACE Team training and development budgets.


e.
As training quotas are received, AFPC/DPKX allocates the quotas through the TMS by the Name-Sub-Allocation process, and provides information and fund citations by message to the servicing training office when needed.


f.
The servicing training office is responsible  for obtaining and processing the DD Form 1556 when quotas are allocated.


g.
If the training plan requires Extension Course Institute (ECI) or correspondence courses, the supervisor and Employee Development Specialist (EDS)  follow local procedures for obtaining the courses.  AFPC/DPKC centrally funds the cost of the course and the registration fees.

2.3.5.  REQUESTS FOR OVERTIME

Overtime at permanent duty location: Work performed at the permanent training location is not centrally funded by HQ USAF. Overtime should be approved only in unusual situations, and when other alternatives to accomplish the work have been exhausted. If overtime is determined necessary, the supervisor submits an email requests to the appropriate PALACE Team for concurrence prior to the overtime being worked.  If the PALACE Team concurs, the supervisor submits a request for overtime on AF Form 428, Request for Overtime, Holiday Premium Pay and Compensatory Time through normal servicing CPF channels for official approval by the PALACE Team, and follows the reimbursement procedures below. 

Reimbursement Procedure: When an intern is authorized to work overtime, but the overtime is not authorized for payment from the Central Salary Account, the intern supervisor/manager contacts the organization's Resource Advisor, or whoever manages their civilian pay, to prepare either a MORD (Miscellaneous Obligation/Reimbursement Document) or MIPR (Military Interdepartmental Purchase Request), and fax (DSN 665-2445) to Ms. Jeanie Haugen, Resource and Management Development Division, Career Management Directorate, AFPC/DPKD, 555 E Street West, Ste 1, Randolph AFB, TX 78150-4530. The MORD or MIPR must provide the name, SSN, purpose (i.e., overtime), and POC name, phone and fax number.   Ms. Haugen may be reached at DSN 665-4429.  

Upon receipt of the MORD or MIPR, AFPC/DPKD will then monitor the payroll account. Once the overtime has been paid, a journal voucher or an SF 1081, Voucher and Schedule of Withdrawals and Credits, will be prepared and routed through the DFAS-San Antonio office to the servicing organization's DFAS office for payment. After the SF 1081 has been processed through DFAS and a voucher number has been assigned, DPKD will fax a copy back to the organization for their records.

Overtime while in travel status for training purposes:   Overtime will be centrally funded by HQ USAF only as it applies to the conditions outlined below for nonexempt and exempt employees.  If the intern meets the conditions of the applicable category below, the supervisor submits the overtime request either telephonically or by email to the appropriate PALACE Team for concurrence prior to the overtime being worked.  If the PALACE Team concurs, the supervisor submits a request for overtime on AF Form 428, Request for Overtime, Holiday Premium Pay and Compensatory Time through normal servicing CPF channels for official approval by the PALACE Team.  


Nonexempt (bargaining unit member) under the Fair Labor Standards Act:  If the intern is required to travel outside the normal tour of duty for training (e.g., Saturday and/or Sunday), the intern’s travel must occur during the same hours of work of a normal workday, even if additional per diem costs are incurred by an additional overnight stay at the TDY site.  If the intern chooses to travel during a time of day which is not concurrent with the normal workday period, overtime cannot be authorized.  (Example: Travel to training site Sunday evening or return from training Friday evening would not be considered concurrent to normal workday period if the normal workday Monday through Friday is 0730 - 1630).

 
Exempt (non-bargaining unit member) under the Fair Labor Standards Act:  Overtime may be authorized for “exempt” interns ONLY when the training event is sponsored by an agency/vendor outside the Executive Branch. (Executive Branch agencies/vendors include Department of Defense, Office of Personnel Management, or contractors working for Executive Branch agencies).  

A request for overtime may be submitted for approval after the determination has been made that the training is sponsored by an agency/vendor outside the Executive Branch, and that the overtime travel will occur during the same hours of work of a normal workday, even if additional per diem costs are incurred by an additional overnight stay at the TDY site.  If the intern chooses to travel during a time of day which is not concurrent with the normal workday period, overtime cannot be authorized. (Example: Travel to training site Sunday evening or return from training Friday evening would not be considered concurrent to normal workday period if the normal workday Monday through Friday is 0730 - 1630).
 

2.3.6.  PAY SETTING.  Interns being  appointed to the Federal government for the first time are normally placed in step 1 of the grade level for which hired under the appropriate pay scale for that position.  For former Federal employees with a break in service, CPFs are authorized to establish the pay rate in accordance with AFI 36-802, Pay Setting.  For current Federal employees with no break in service, maximum payable rate rules are utilized.  If a current employee’s pay rate exceeds step 10 of the grade, pay retention normally applies.  However, it is always the gaining CPF or AFPC/DPC, Civilian Personnel Operations (PALACE Compass), responsibility to determine appropriate pay rates when a current or prior federal service employee is involved. 

2.3.7.  LEAVE WITHOUT PAY (LWOP).  The intern must notify the appropriate PALACE Team (AFPC/DPKC_) that he/she plans to request LWOP and for what reason(s) prior to notifying the supervisor.  If the LWOP request is for more than 30 days, the PALACE Team will coordinate the request with AFPC/DPKR.  The PALACE Team will advise both the intern and the supervisor that the proposed LWOP is/is not approved.  Normally, LWOP will not be granted in excess of one year.    

CHAPTER 4 -- PERFORMANCE APPRAISALS, EVALUATIONS, AND PROMOTIONS
2.4.1.  OBJECTIVES.  The intern appraisal system has the following objectives:  


a.
Determine the degree to which KSAs have been acquired in preparation for further development and eventual performance in the target position.


b.
Determine whether the intern's target assignment is appropriate.


c.
Assess the intern's written and oral skills.


d.
Identify developmental needs of the intern.


e.
Determine whether the intern's performance is sufficient to merit continuance in the program or whether termination is necessary.

2.4.2.  PERFORMANCE MANAGEMENT.   Interns are covered by AFI 36-1001, Managing the Civilian Performance Program.  Chapter 2 of the regulation explains annual performance appraisal procedures.  Chapter 3 covers probation of new employees.  The following guidance specifies how those two chapters apply.

2.4.3.  PROBATION OR TRIAL PERIOD.  The first year of employment is a probation period for most employees.  An intern's performance and conduct characteristics are usually apparent in the first year.  If poor job performance, poor progress in his/her training plan, or conduct and discipline problems appear, the supervisor should consult a CPF Employee Relations Specialist (ERS) immediately.  Every effort should be made to counsel the intern concerning the problem and to document both observations and discussions held.  Since interns are in training for future leadership positions, those who lack potential for positions of responsibility and leadership should be terminated, preferably during the first-year probationary period, if warranted.  Quarterly evaluations by the supervisor during the first year are required specifically for the purpose of ensuring that the interns are closely monitored and that appropriate action is taken during the first year, if necessary.   PALACE Teams are responsible for following up with supervisors who fail to submit timely quarterly evaluation reports during the first year.   

2.4.4.  PERFORMANCE PLAN AND APPRAISAL

a.
Upon appointment each intern is assigned a supervisor of record.   The supervisor is the rating official during the entire training program unless the intern is reassigned or promoted to another position at a different installation or organization.  When this occurs, a new supervisor of record is assigned.


b.
There are no standardized performance plans developed by the PALACE Teams.  (See AFI 36-1001, Chapter 1, Planning, Monitoring and Developing Performance Plans.)  The supervisor of record develops the performance plan (AF Form 860, Civilian Performance Plan) together with the intern and, as necessary, with other rotational supervisors under whom the intern will work during the period covered by the performance plan.  The supervisor should discuss the approved plan with the intern at the beginning of the rating period. The intern and each rotational supervisor are given a copy of the performance plan.


c.
The annual appraisal is rendered by the supervisor of record using AF Form 860A, Civilian Rating of Record, on the basis of his/her observations, as well as input furnished by rotational assignment supervisors and other instructors at the end of each assignment.  The reviewing official is the intern's second level supervisor.  AFI 36-1001 also requires that at least one progress review be conducted, normally during the midpoint of the appraisal period, and documented on AF Form 860B, Civilian Progress Review Worksheet.  This is in addition to the quarterly or semi-annual progress evaluations required by the PALACE Teams (see 2.4.8. below).  

2.4.5. RATING OF ACCEPTABLE.  If the intern is performing satisfactorily, he/she may be continued in the program and is normally promoted at approximate 12-month intervals, except for some engineers, who may be promoted earlier in accordance with OPM-authorized accelerated-promotion provisions. When appropriate, a promotion action may be initiated; however, promotions are not guaranteed in the program.
2.4.6.  RATING OF UNACCEPTABLE.  If the intern is not performing  satisfactorily, the supervisor of record takes remedial action to correct the situation and, if necessary, to subsequently terminate the intern. AFI 36-1001, Chapter 5, contains guidance regarding poor performance by an employee who has completed a probationary period.  The supervisor works directly with the CPF servicing the intern’s organization but  keeps the PALACE Team manager informed when taking action on an intern.  

2.4.7.  PERFORMANCE RECOGNITION. Recognition of intern performance is administered in accordance with AFI 36-1004, Managing the Civilian Recognition Program. Because interns are recommended for promotion based partly on the quality of their performance, monetary awards are not considered to be warranted; however time-off awards would be considered appropriate. Should a monetary award be recommended, however, it is to be locally funded if approved by local management. When this occurs, the supervisor must immediately contact the AFPC/DPKD Resource Manager at DSN 665-4429, ext. 3212,  for instructions regarding reimbursement to the AF central salary account (PEC 88751).  Time-off awards for interns also may be approved by the local activity but such awards are funded out of the central salary account (PEC 88751) and require no reimbursement. PALACE Teams no longer are required to approve monetary or time-off awards.
2.4.8.  PROGRESS EVALUATION.  Using the intern training plan and the AF Form 860, Civilian Performance Plan, the supervisor assesses the intern's progress and determines if the training plan is meeting the intern's needs.  To assist the supervisor, the CPF periodically issues, through DCPDS, a progress T-EVAL RIP.  This RIP is sent every 90 days in year one and every 180 days in years two and three of the internship.  The supervisor completes the RIP in three copies and returns one to the local CPF and sends one copy to the appropriate PALACE Team. The supervisor may also add pertinent comments regarding the intern and the training program.  These evaluations are in addition to the annual and mid-year performance reviews required by AFI 36-1001 as discussed in 2.4.4. above. 

2.4.9.  PROMOTION PROCEDURE

a.
Civilian Personnel Flight (CPF):




(1)

Ninety (90) days  before  the  intern is eligible for promotion, the CPF forwards the promotion position description and career promotion (CARPRO) RIP to supervisor for completion.


 
 
(2)

Processes promotion action in a timely manner and immediately forwards copy of SF 50 to AFPC/DPKR.


b.
Supervisor:




(1)

Completes CARPRO RIP in triplicate, following normal quarterly evaluation procedure.  




(2)
 Signs a copy of the intern's T&D plan.  If parts of the T&D plan have not been completed, adds statement that the entire T&D plan for that grade will be completed prior to intern's promotion, or indicates that alternate training was provided and the intern has acquired the KSAs required during the training period.  The intern may not be promoted until the KSA requirements have been met.




(3)

If intern is recommended for promotion, signs position description and prepares SF 52, Request for Personnel Action  (or PAR) for approval by appropriate official in accordance with local procedures.  Immediately notifies appropriate PALACE Team if promotion is not recommended.




(4)

Forwards one copy of CARPRO RIP, signed training plan, position description, and SF 52 (or PAR)  to the local CPF at least 30 days prior to proposed effective date of promotion.  Sends one copy of RIP to the appropriate PALACE Team.




(5)

Forwards a copy of intern's annual performance appraisal to appropriate PALACE Team.

2.4.10.  PROCEDURE FOR RELOCATING INTERNS.  Occasionally, interns may need to be relocated with the PAQ authorization to which they are assigned to another training site during their program.  A decision to relocate an intern and PAQ authorization could either be based on a management requirement or an intern’s request for humanitarian reasons.  PALACE Teams must first coordinate with AFPC/DPKR (Recruiting Division) before initiating any action based on humanitarian reasons.  When relocation is deemed appropriate, the following procedure must be followed:


a.  Relocating within a major command:  The losing organization discusses relocation of an intern with the  appropriate PALACE Team (AFPC/DPKC_ ).  The PALACE Team coordinates the proposed relocation with the gaining organization, the MAJCOM/DPC and  functional representative, and the gaining CPF.  Following coordination, the PALACE Team prepares and forwards the reassignment SF 52 to the gaining CPF, and submits a request to have a fund cite sent to the losing organization for preparation of travel orders.    


b.  Relocating across major commands: The losing organization discusses relocation of an intern with the appropriate PALACE Team (AFPC/DPKC_ ).  The PALACE Team coordinates the proposed relocation with the gaining organization, the gaining and losing MAJCOM/DPCs and functional representatives, and the gaining and losing CPFs.  Following coordination, the PALACE Team prepares and forwards the reassignment SF 52 to the gaining CPF, and submits a request to have a fund cite sent to the losing organization for preparation of travel orders.


c.  No release/report dates should be discussed until the appropriate PALACE Team has approved the action.  
2.4.11.  OVERSEAS ASSIGNMENTS AND RETURN RIGHTS.  Only in exceptional 

circumstances would an intern be placed in an overseas duty location either prior to internship completion or for final placement in an overseas base-level funded position immediately following internship completion.  PALACE Teams must receive AFPC/DPKR approval prior to placement of an intern in an overseas location.  The reasons for discouraging overseas assignments are: 


(1)  Return Rights.  An intern placed overseas either during or at the end of the internship period will be required to sign the Overseas Employment Agreement with Return Rights.  Under Title 10 U. S. C 1586 employees on career-conditional or career appointments in the competitive service assigned for duty outside the U. S. are granted the right to return to a position in the U.S.  The right to return is to a position without reduction in the seniority, status, and tenure held by the employee immediately before his/her assignment to duty outside the U.S.   Since the intern position no longer exists once vacated, the overseas employee is to be placed in an existing position of equal grade in the same geographical location.  If there is no existing position, he/she is to be placed in a 90-day temporary position in the same geographical area and then placed in a permanent position if it becomes available.  If a permanent position does not become available, he/she is then reassigned or separated under reduction-in-force procedures.


(2)  Environment.  The overseas environment typically does not provide the developmental opportunities available at stateside locations.  

          (3)  Funding.  The Air Force central salary account from which interns are paid is not funded to support the high cost of overseas employee entitlements, i.e., housing, utilities, post allowances, etc. 
SECTION 3 -- PALACE ACQUIRE (PAQ) COOPERATIVE  FELLOWSHIP
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THIS SECTION HAS BEEN DELETED

SECTION 4 -- GLOSSARY OF REFERENCES AND SUPPORTING 

INFORMATION 

4.1.  CONDITIONS OF EMPLOYMENT AGREEMENT 
1.  The U. S. Air Force Civilian Palace Acquire Intern and Cooperative Fellowship Programs offer excellent education, training, promotions, and enhanced opportunities to pursue career goals after completion of required training.  Intern opportunities, generally speaking, are much better than those extended to other employees because Air Force Intern Programs are designed to produce employees who will be future civilian Air Force leaders.

     a.  Air Force civilian leaders are expected to be geographically mobile.  Management must be able to assign the best qualified civilian employees to meet critical manning needs of key managerial positions or to provide employees with exposure to a variety of work experiences to complete their development for assumption of future senior level positions.  Therefore, during your career with the Air Force, you may be required, on occasion, to accept assignments to other positions at the same or higher grades including assignment to different geographic locations.  Normally, these moves will be at government expense.

     b.  Consideration will be given to your geographic and assignment preferences, but they cannot always be guaranteed.  Such involuntary moves will be infrequent and indicate that senior management recognizes your abilities and potential to assume more challenging and responsible positions.  Failure to relocate when necessary could result in loss of consideration for career development/enhancement or managerial positions, or other adverse actions up to and including separation from federal service.

2.  You will be required to complete your training program and meet the objectives of your training plan unless prevented for reasons beyond your control.  The training plan can be modified by appropriate Air Force management officials at any time to meet the needs of the Air Force.  Failure to make satisfactory progress in the training program is cause for removal from the intern program and may result in separation from Air Force employment.  During your training program, you may only receive consideration for other Air Force positions having a higher target grade than the target grade of your current position. 

3.  For Cooperative Fellowship Program.  In exchange for the tuition assistance provided by Air Force, you will be required to continue in service for two weeks in a paid status for each credit hour funded (based on semester hours.)  If you choose to terminate your participation in the program before said service is complete, you will be required to reimburse the Air Force on a pro rata basis for the education costs funded, excluding earned salary and administrative costs.  The Continued Service Commitment begins upon completion of the requirements for your degree.  This commitment does not obligate the Air Force to continue your employment if other prerequisites are not met.

4.  Many trainee positions, and most management positions, require a security clearance.  If your position requires a security clearance and you are unable to be granted or maintain the appropriate clearance, you may be separated from Air Force employment.

I UNDERSTAND THE  PRECEDING REQUIREMENTS ON GEOGRAPHIC MOBILITY, TRAINING COMPLETION, AND SECURITY CLEARANCE, AND AGREE TO THEM AS CONDITIONS OF EMPLOYMENT.

_______________________________________                  ____________________

                        EMPLOYEE                                                               DATE

_______________________________________                  ____________________

 CIVILIAN PERSONNEL REPRESENTATIVE                              DATE

4.2.  REFERENCES 

AFI 31-501 
Personnel Security Management Program

AFI 36-401
Employee Training and Development, 

AFI 36-602            
Civilian Intern Programs

AFI 36-802
Pay Setting 

AFI 36-1001
Managing the Civilian Performance Program

AFI 36-1004
Managing the Civilian Recognition Program 

Title 5, United States Code 

Government Organization and Employees, current









  edition

Title 10, United States Code  

Armed Forces, current edition 

Title 5, Code of  Federal Regulations 
Administrative Personnel, current edition

AFCAT 36-2223




Air Force Catalog (Training, USAF Formal Schools)

4.3.  FORMS

DD Form 1556 
Request, Authorization, Agreement, Certification of Training






  and Reimbursement

DD Form 1351-2      
Travel Voucher or Subvoucher

SF 50




Notice of Personnel Action

SF 52




Request for Personnel Action 

SF 1081



Voucher and Schedule of Withdrawals and Credits

AF Form 428
Request for Overtime, Holiday Premium Pay, and 






  Compensatory Time 

AF Form 860
Civilian Performance Plan 

AF Form 860A
Civilian Rating of Record

AF Form 860B
Civilian Progress Review Worksheet

AF Form 1003
Core Personnel Document

4.4.  ABBREVIATIONS AND ACRONYMS

AFI                    

Air Force Instruction                      

AFIT

Air Force Institute of Technology

AFPC

Air Force Personnel Center

CARPRO RIP

Career Promotion Report on Individual Personnel

CFR

Code of Federal Regulations 

CPD

Core Personnel Document 

CPF

Civilian Personnel Flight 

CPRAG

Civilian Personnel Resources Advisory Group

DCPS

Defense Civilian Pay System 

DCPDS

Defense Civilian Personnel Data System

DoD

Department of Defense

DPK

Career Management Directorate 

DPKC

Career Management Division, Career Management Directorate

DPKR

Recruiting Division, Career Management Directorate

DPKX

Operations Division, Career Management Directorate

DRU

Direct Reporting Unit

DSN

Defense Switched Network

E&TF
 
Education and Training Flight 

ECI

Extension Course Institute 

EDS

Employee Development Specialist 

EOD

Entrance on duty

ERS

Employee Relations Specialist 

FOA

Field Operating Agency

FM

Financial Management 

GS






General Schedule 

HQ AETC




Headquarter, Air Education and Training Command 

HQ USAF 




Headquarters, U. S. Air Force

JTR

Joint Travel Regulations 

KSAs

Knowledges, skills and abilities

LWOP





Leave without pay

MAJCOM

Major Command

OJT






On-the-Job Training 

OPR






Office of Primary Responsibility

OT






Overtime

OPM






Office of Personnel Management 

PALACE TEAM

Same as career program staff

PAQ






PALACE Acquire

PAR






Personnel Action Request

PCS






Permanent Change of Station

PD

Position Description

PEC

Program Element Code

PPP

Priority Placement Program 

RIP

Report on Individual Personnel 

SCEP
Student Career Experience Program 

SSS
State-supported school

SF
Standard Form 

T&D
Training and Development 

TDY
Temporary duty

T-EVAL RIP
Training Evaluation Report on Individual Personnel 

TMS
Training Management System

TRQI
Training Request Quota Indicator

U.S.C
United States Code 



4.5.  PALACE Teams (AFPC/DPKC_, Randolph AFB, TX 78150-4530)

             Career Program/Panel




 Office Symbol
 

Civil Engineer Career Program (CECP)

  AFPC/DPKCE
 

Civilian Personnel Panel (CPP)


/DPKCPC

Communication and Information Career Program (CICP)


/DPKCI

Education Services Panel (ESP)


/DPKCPE



Family Matters Panel (FMP)



/DPKCPF

Financial Management Career Program (FMCP)


/DPKCA

History Museum Civilian Career Program (HMCCP)


/DPKCH

Intelligence Career Program (ICP)


/DPKCN

Logistics Civilian Career Enhancement Program (LCCEP)


/DPKCL

Manpower Civilian Career Program (MCCP)


/DPKCJ

Program Management Career Program (PMCP)


/DPKCM

Public Affairs Career Program (PACP)


/DPKCC

Safety Civilian Career Program (SCCP)


/DPKCY

Science and Engineer Career Program (SECP)


/DPKCW

Security Civilian Career Program (SECCCP)


/DPKCS 

Services Career Program (SVCP)


/DPKCD

Special Investigations Civilian Career Program (SICCP)


/DPKCO

Training and Instructional Systems Career Program (TISCP)  

/DPKCT 

4.6.  CHANGE SUMMARY
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