LESSON 5

EDUCATION AND TRAINING

A supervisor plays a very vital role in providing training to military subordinates.  Skilled and trained personnel are critical to the Air Force in providing a strong national defense capability.   AF Education and Training Program objectives are to provide:

· The best trained individuals, units and forces possible.

· Increased readiness and military effectiveness through quality programs.

· Job-oriented, realistic technical training in the skills and knowledge required to perform effectively in Air Force Specialties (AFS).

· A balance of training capability and cost.

· Life-cycle education and training programs using the continuous learning concept.

· Continuous development and application of advanced education and training technology.

· Rigorous evaluation, feedback, and improvement to ensure training and education programs prepare our forces to meet the challenges of the future.

Enlisted Training and Education

Training

The supervisor has the overall responsibility for the trainee ensuring the individual is trained and qualified.  Specific responsibilities include:

· Planning and scheduling training

· Conducting initial evaluations

· Managing the career development course program

· Conducting and evaluating training, and

· Managing training documentation

Four people will assist the supervisor with his/her training programs.  They are the base training manager, the unit training manager, the trainer and the certifier.  

A. The base training manager is the installation’s OPR for On-the-Job Training (OJT) by implementing and managing OJT policy and procedures.  Base training managers advise unit commanders and unit personnel on ways to improve their OJT programs.

B. The unit training manager has the overall responsibility to carry out the unit commander’s education and training program.  This includes
:

1.  Teaching individuals how to train enlisted personnel, manage the training process, and complete training documentation

2.  Providing assistance by performing work-center training assessments and conducting training meetings

3.  Teaching the Air Force Training Course

4.  Developing and implementing training policies and procedures

5.  Advising the commanders and personnel on the unit’s training program

C. The trainer is the individual who will instruct and demonstrate to the trainee how to accomplish the task required.  The trainer must be qualified and certified to perform the task being taught.  The trainer must be a motivator, coach, and judge, communicating the correct procedure, knowledge, or technique, as well as the right attitude.  The trainer must look upon their task as one of assisting the trainee to learn the job.  Assistance means providing support, encouragement, knowledge, and constructive criticism.  The entire training system breaks down if the trainer-trainee relationship is not productively oriented toward the mission of the unit.  In many cases, the supervisor is the trainee’s trainer, but more often the supervisor appoints a qualified trainer.

D. Certifiers are used to evaluate the performance of the trainee on the core tasks.  The certifier observes the trainee’s performance of the task, then determines if the requirements for satisfactory completion were met.  The certifier must be at least a 5-skill level SSgt and qualified and certified to perform the task being certified.  The certifier must be a person other than the trainer.

The Air Force requires all personnel who train or certify enlisted personnel to attend the Air Force Training Course (taught by the unit or base training manager) or to have attended a formal trainer and/or certifier’s course.  This course identifies responsibilities and procedures for planning, developing, conducting, and evaluating training.

Training is provided to enlisted personnel to qualify them for their jobs.  This is accomplished through two methods, OJT and formal training.  .

On-the-Job Training (OJT)

OJT is applicable to personnel in enlisted grades E-1 through E-6 and all enlisted personnel who retrain from another Air Force specialty.  OJT consists of upgrade training and qualification training.

Upgrade training is designed to increase knowledge and skills via career development courses, formal courses, and task performance.  Successful completion leads to the award of a higher skill level.

As enlisted personnel complete various stages of training, they are awarded skill levels.  Enlisted personnel must complete mandatory training requirements as outline in AFMAN 36-2108, Enlisted Classification, and the applicable Career Field Education and Training Plan (CFETP) for award of the 3-, 5-, 7-, and 9-skill levels.  The following outlines the minimum requirements for award of these skill levels:

Apprentice (3-level).  Complete a resident initial-skills training course for award of the 3-skill level.

Journeyman (5-level).  Complete a three-month apprenticeship period before being entered into upgrade training, complete mandatory Career Development Courses (CDCs), complete all core tasks identified in the Career Field Education and Training Plan (CFETP) and other duty position tasks identified by the supervisor, complete an additional 12 months in upgrade training, and in the rank of AlC and above. 

For Retrainees: Only 9 months is required for upgrade training.

Craftsman (7-level).  Be a staff sergeant, complete the mandatory CDCs, complete all core tasks identified in the CFETP and other duty positions identified by the supervisor, complete a minimum of 12 months in upgrade training prior to attending the 7-skill-level Craftsman Course (if available), and for award of the 7-skill level must complete a total of 12 months
.

For Retrainees: Only 6 months is required for upgrade training.

Superintendent (9-level).  Be a senior master sergeant for award of the 9-skill level.

Most enlisted members in upgrade training will be required to complete a CDC, a book based training program.

If a CDC is required when an individual enters upgrade training, the trainee must be enrolled.  The unit training manager maintains a list of CDCs required for each Air Force specialty.  The supervisor requests enrollment in the CDC, and the training manager orders it.  Once the CDCs are received, the training manager issues the materials to the supervisor and the trainee and briefs them on their proper use
.  The supervisor and trainee conduct an inventory of the materials.  The trainee makes all the necessary course corrections, and then the supervisor verifies them for accuracy.

The supervisor maintains the CDC package and issues the volumes one at a time, in any order.  The sequence of issue is based on the requirements for training.  Some specialties have more time to complete the CDCs, based on the Extension Course Institute (ECI) 
listing.  The supervisor should do the following:

· Establish a completion time of 30 days per volume

· Establish the overall course completion schedule and forward a copy to the unit training manager

· Plan for concurrent knowledge and task training

· Use a CDC status worksheet to track the progression, and

· Document the Air Force Form 623a in pencil only.

When all the volumes are complete, the supervisor completes the request for the course examination.  The supervisor starts reviewing the entire CDC package with the trainee to prepare for the exam.  This must be a comprehensive review of all the CDC materials, not just the exercises.

Once the course exam arrives at Base Training, the trainee normally has 30 days to take the exam.  The supervisor works with the unit training manager to set up the test date.  The trainee must report for testing on the designated date, in uniform, on time, and with a valid military identification card.  The minimum passing score is 65.

Qualification Training.  This type of training applies to the actual learning of new tasks. It is this hands-on training that allows an individual to become qualified in new requirements or a specific duty position and provides the performance skills required to accomplish the job.

Documenting the Training.  An individual’s current training history and progression is documented on the Air Force Forms 623/623B, Individual Training Record.  Documenting training and training progression is a key factor in managing the training program.  Documentation is also extremely important because it shows

· Training progression

· Strong points

· Problems encountered

· Attitudes of the trainee, and

· Interruptions in training

Failure to document could lead to a lack of support for future actions, both positive and negative.  It is the supervisor’s responsibility to maintain training documentation.  It must be kept up-to-date and reflect accurate qualifications of an individual.  Training records must be maintained for the following:

· Individuals in ranks airman through technical sergeant

· Senior noncommissioned officers in retraining or when directed by the Air Force Career Field Manager, commander, or supervisor

Documents contained in the training record include:

· Career Field Education and Training Plan (CFETP)

· AF Form 797, Job Qualification Standard Continuation Sheet

· AF Form 632a, On-the-Job Training Record Continuation Sheet

· AF Form 803, Report of Task Evaluation

· AF Form 1098, Special Task Certification and Recurring Training

The supervisor maintains the training record in a secure area.  However, it must be accessible to the trainer, certifier, trainee, and other individuals who have a need to review it.

Reaccomplish a training record only when it is mutilated, dirty, or illegible.  When this is done, transfer all applicable information and documents to the new form.

As stated above, within the training record there are several documents.  One such document is the CFETP.  This is the primary document for

· Developing

· Conducting, and

· Evaluating training.
The CFETP is a cradle-to-grave document that encompasses the education and training requirements for a specific Air Force specialty such as personnel, supply, or avionics.  The CFETP is in two parts.  Part 
I includes information on

· Skill level requirements and descriptions,
· Formal education available, and
· Degree completion requirements for the Community College of the Air Force.
Part II contains the Specialty Training Standard, which identifies the most common knowledge items and tasks for the specialty, formal course training, and career development course requirements
.

Formal Training

Formal Training is training provided by the Air Education and Training Command (AETC) for enlisted personnel.  It is administered at locations throughout the world.  Other sources include commercial, nongovernmental courses available through colleges, vocational schools, or vendors.  The purpose of AETC courses is to provide structured formal courses to support basic, advanced, and supplemental training.  Air Force Catalog 36-2223, USAF Formal Schools, has a listing of available offerings.

Professional Military Education

Professional Military Education (PME) are critical steps of advancement for the enlisted force.  There are three levels of PME for enlisted personnel:

1. Airmen Leadership School (ALS).  The first level of enlisted PME is ALS.  This course prepares senior airmen for noncommissioned officer (NCO) responsibilities, supervisory duties and fosters a commitment to the profession of arms.  This in-residence course familiarizes airmen with the duties and responsibilities of the NCO, providing a background of military knowledge, skills, and communicative ability.  In the end, ALS develops responsible, effective leaders and followers who can contribute to the Air Force mission.

2. Noncommissioned Officer Academy (NCOA).  The second level of enlisted PME is NCOA.  This level provides technical sergeants professional military education to broaden their leadership and supervisory skills as well as expand their perspective of the military profession.   This in-residence course will focus on the history of the NCO, organization and mission, national security, leadership and management theories, and evaluation and reporting concepts.  Additional study will include the need for discipline, health maintenance, personnel programs, and social actions.

3. Air Force Senior Noncommissioned Officer Academy (AFSNCOA).  The final step of enlisted PME is the AFSNCOA.  This level is responsible for expanding SNCOs’ leadership capabilities and strengthening their commitment to the profession of arms.    The curriculum at SNCOA is designed for professional managers, emphasizing leadership and management.  Classes focus on national security, staff communications, US military forces, military operations, leadership, and human behavior.

Off-Duty Education

Choosing between a military career and a college education is not an either/or situation.  Supervisors should advocate off-duty education to all their military subordinates and assist them as much as possible in their educational endeavors.  For enlisted personnel, obtaining a college degree can be easier than one might think.  The Air Force offers tuition assistance of up to 100% (up to $4,500 per year) for enlisted personnel to pursue off duty.  Additionally, there are several programs and scholarships that can help as well.  Supervisors who have questions concerning off-duty education programs for military personnel should contact their local education center.

The Community College of the Air Force (CCAF).  CCAF is America’s largest community college and the only degree-granting institution dedicated only to enlisted personnel.  CCAF courses are taught on base, both by military personnel and instructors from affiliated colleges.  Students will work toward an Associate of Applied Science degree through a combination of on-duty and voluntary off-duty courses.  CCAF offers degree programs in five career areas:  aircraft and missile maintenance, electronics and telecommunications, allied health, logistics and resources, and public and support services.  If one of your enlisted subordinates decides to further their education through CCAF, many Air Force training programs will count as credit towards their degree.   Air Force Enlisted Professional Military Education and most technical education courses are examples.  Students are also awarded four semester hours of credit for physical education upon completion of basic military training.

Air Force Educational Leave of Absence (AFELA).  The AFELA is intended primarily for career AF military personnel.  A leave of absence may be granted for a period not to exceed two years for the purpose of permitting the member to pursue a program of education.  Upon academic evaluation and recommendation of the Education Services Officer, the unit commander may authorize AFELA.  Individuals on AFELA receive basic pay only.  Participants are not eligible to receive any other pay and allowance to which he/she would otherwise be entitled during this period.  Enlisted members must have or obtain sufficient retainability.  Members are obligated to serve two months for every one month of educational leave of absence.  Officers must agree to serve on active duty after completion of the program of education for which the leave of absence was granted for a period of two months of additional obligated service for each month of educational leave of absence, in addition to any other period of obligated service to which the member is already committed.

The Air Force Academy.  Earning an appointment to the Air Force Academy is the most competitive path to follow to become an Air Force officer, but it is rewarding as it is challenging.  In order to attend the Air Force Academy, one must be nominated for appointment by a US. congressman, senator or the vice president of the United States.  Several other nomination paths are also available for aspiring candidates.

Airman Education and Commissioning Program (AECP).  This program is for active duty airmen who have already completed at least 45 semester hours of college credit.  AECP gives active duty airmen the opportunity to attend a full-time course of study in fields the Air Force determines are most critical.  While enrolled in school, AECP participants are promoted to the grade of staff sergeant (E-5) and receive their full Air Force pay and benefits, plus money for tuition and books.  Airmen will participate in AFROTC while in school, attend summer courses and AFROTC field training.

Reserve Officer Training Corps (ROTC).  A highly successful Air Force program available to airmen seeking financial assistance to enable them to attend the university of their choice—and earn an Air Force commission in the process.  The Airman Scholarship and Commissioning Program (ASCP) offers active duty enlisted personnel the opportunity to earn a commission while completing their bachelor's degree as an Air Force ROTC cadet.  Those selected separate from the active duty Air Force, join an Air Force ROTC detachment and become a full-time college student. The Air Force provides them with a tuition/fees scholarship of up to $15,000 per year, an annual textbook allowance of $510, and a monthly nontaxable stipend of $250-$400. This scholarship will be awarded for two to four years, depending on how many years you have remaining in your bachelor's degree program.  Airmen with some or no college credit may apply for the program.

The Professional Officer Course-Early Release Program (POC-ERP) offers active duty airmen who can complete all bachelor's degree and commissioning requirements within two years an opportunity for an early release from the active duty Air Force to enter the Air Force Reserve Officer Training Corps (ROTC). 

The Scholarships for Outstanding Airman to ROTC (SOAR) offers active duty enlisted personnel the opportunity to earn a commission while completing their bachelor's degree as an Air Force ROTC cadet.  Those selected separate from the active duty Air Force, join an Air Force ROTC detachment and become a full-time college student. The Air Force provides them with a tuition/fees scholarship of up to $15,000 per year, an annual textbook allowance of $510, and a monthly nontaxable stipend of $200-$400. This scholarship will be awarded for two to four years, depending on how many years you have remaining in your bachelor's degree program.  Airmen with some or no college credit may apply for the program.  A limited number of SOAR selects will be offered a scholarship with no tuition cap.  This program is open to students in any major. 

Officer Training School (OTS).  For airmen who have already obtained a bachelor’s degree, OTS is probably the quickest route to becoming an Air Force officer.  Airmen who already have a bachelor’s degree from an accredited university or are within 270 days of completion of a degree may begin the application process at their base education office.  After selection and successful completion of OTS’s 3-month Basic Officer Training course, airmen will receive their commission.

Officer Education and Training

There are three points of interest in this area that the supervisor must be aware of concerning officer personnel:  professional military education, professional continuing education, and off-duty education
.

Officer Professional Military Education (PME)

There are four levels of PME for officers.

· Air and Space Basic Course (ASBC
).  This course represents the first level of PME instruction for commissioned officers.  ASBC is designed to inspire new USAF officers (second lieutenants as well as select DoD civilians) to comprehend their roles as airmen who understand and live by USAF core values, articulate and advocate USAF distinct capabilities, and dedicate themselves as warriors in the world’s most respected air and space force.  The pinnacle of this six-week course is a capstone war-gaming exercise.  This course is offered in-residence at Maxwell AFB, Alabama.  

· Squadron Officer School (SOS).  SOS represents the second level of PME and is open to Air Force captains (and select DoD civilians) at 4-7 years of commissioned service.  SOS is a five-week course that instructs young officers on the basics of leadership, officership, communications and problem solving.  SOS is offered in-residence at Maxwell AFB, Alabama.  A correspondence course is available for those students unable to attend in residence.

· Air Command and Staff College (ACSC).  Also known as intermediate service school (ISS), ACSC is the third level of PME and is available to officers having achieved the rank of major.  This 40-week course utilizes computer-based education and world-class hyper information systems to educate officers worldwide. ACSC's mission is to educate mid-career officers to lead in developing, advancing, and applying aerospace power across the spectrum of service, joint, and combined military operations.  This course is normally offered via correspondence or seminar.  However for the top cut of officers in each year group, an in-residence version is offered at Maxwell AFB, Alabama.  Additionally, students selected for in-residence training, sometimes attend a sister service ISS instead of the Air Force’s in-residence version at Maxwell AFB.

· Air War College (AWC).  The last level of PME for officers is AWC, and is 

                commonly referred to as Senior Service School (SSS).  This course is available to 

                senior officers with the rank of lieutenant colonel and colonel. The majority of students 

                complete AWC through a distance-learning format, either in a seminar or by 

                correspondence.  There is a competitive selection process that allows about 200 Air 

                Force officers the opportunity to complete the AWC program in-residence at Maxwell 

                AFB, Alabama or at a sister service SSS.  The course places an emphasis on senior

                level decision-making in the arenas of war fighting and national security issues. 

                Graduates of this 44-week course go on to key staff and command assignments.  .  

Completion of PME is of paramount importance to an Air Force officer’s career.  Generally, officers not completing SOS will not be promoted to major, officers not completing ISS will not be promoted to lieutenant colonel, and officers not completing SSS will not be promoted to colonel.  Of course, there are exceptions, but those are extremely rare.

Professional Continuing Education (PCE)

Another important aspect of an officer’s education is PCE.  Not all officers will participate in PCE; however, there are so many that do, it is important to mention it here.  There are three avenues for an officer obtaining PCE.

· Air Force Institute of Technology (AFIT).  Located at Wright-Patterson AFB, Ohio, AFIT is the Air Force’s graduate school.  Interested officers should contact the Admissions and Registrar’s office or visit AFIT’s website at http://www.afit.edu.  

· Ira C. Eaker College for Professional Development (CPD).  Located at Maxwell AFB, Alabama, this college consists of eight schools and provides professional continuing education for chaplains, wing commanders, group commanders, personnel and manpower managers, comptrollers, family support directors and staff, judge advocates, historians and is home of the Air Force’s First Sergeant Academy.  This college primarily trains officers; however, several courses are designed specifically for enlisted personnel.

· College of Aerospace Doctrine, Research and Education (CADRE).  Also located at Maxwell AFB, Alabama, CADRE educates enlisted and officer personnel through 34 annual course offerings.  The Combined/Joint Force Air Component Commander Course, Joint Flag Officer Warfighting Course, the Senior Information Warfare Applications Course and the Senior Executive Service Seminar are designed to prepare general officers and civilian equivalents for leadership positions in the Air Force and joint warfighting environment.  The Joint Doctrine Air Campaign Course, the Contingency Wartime Planning Course, the Information Warfare Applications Course and the Air & Space Power Course focus on educating officers (company grade - field grade) and enlisted personnel on concepts of air and space power doctrine and strategy. 
Off-Duty Education

Although officers, at a minimum, have a bachelor’s degree, they must diligently strive toward obtaining their master’s degrees (this excludes professional-degree holders such as physicians or lawyers).  Officers working toward their master’s degrees are entitled to Air Force tuition assistance, which will cover 100% (up to $4,500) per year for tuition costs.  All members will be responsible for books and registration fees.

Young officers are expected to concentrate on their jobs and become subject-matter experts.  However, as an officer matures and gains more rank, they should actively pursue a master’s degree.  Failure for an officer to obtain a master’s degree by the time they are eligible for lieutenant colonel can or will most likely result in that officer not being selected for promotion.
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