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Appendix (A)
Continuous Learning Program (CLP) Certification Request
1.0 BACKROUND  

In January 2001, the Director of the Defense Security Cooperation Agency (DSCA) identified international affairs training and career development as one of four reinvention initiatives. The Training and Career Development Integrated Product Team (IPT) was created and chartered to guide the development of security cooperation training, certification, and career development program for civilian personnel in the International Affairs (IA) workforce in the Military Departments (MILDEPs) and applicable Defense Agencies (DAs). The work of the IPT resulted in reference (a), which was approved on 7 December 2001.

Reference (a) established the guidelines for the creation of a Certification and Career Development Program for the DoD civilian IA workforce. In fiscal year 2003, this Program was extended to include the uniformed military IA workforce. Reference (b) provided the United States Department of the Navy (DoN) Implementation Plan as required by reference (a).
2.0 PURPOSE

The purpose of this document is to establish a Continuous Learning Program (CLP) which will enhance the professional career development of the IA workforce by providing a learning continuum similar to the successful program provided for the Defense Acquisition Workforce. This program is designed to permit civilian and military IA professionals to participate in continuous learning activities that augment the minimum education, training, and experience standards established for certification. Such opportunities for enhanced professional development and continuing education and training are to be made available during an IA professional’s career in order to:

· stay current in technical and functional specialties;
· keep abreast of government policies and programs;

·  stay current with the most advanced management principles and


 practices in the public and private sectors;
·  pursue advanced technical, business, and managerial academic proficiency
3.0 PROGRAM MANAGEMENT


The DoN Senior Executive for this program is the Deputy Director Navy International Programs Office (NAVIPO), who is also chairman of the DoN International Affairs Career Development and Certification Program Executive Functional Council. The designated POC is the Executive Director of the Council and the single point of contact for this program. 


NAVIPO has overall responsibility for this program. The Point of Contact (POC) is Mr. John P. Hoefling, NAVIPO Training Policy Manager and the Functional Council Executive Director,

 (202)-764-2494, e-mail; john.hoefling@navy.mil. 

4.0 APPLICABILTY

This program applies only to Level III International Affairs workforce professionals. Level I and II workforce personnel are encouraged to complete their requirements to achieve full professional recognition at Level III before becoming eligible to participate in the CLP.


All personnel are required to assess their needs for training, education and developmental experiences. Jointly with their supervisors, personnel are required to include their CLP plans in their  Individual Development Plan (IDP) to; (1) engage in on-the-job projects, assignments and similar activities to integrate learning experiences with work assignments appropriate for their career progression; and (2) make progress toward completing certification requirements, or if they have satisfied their Level III certification requirements, to maintain and enhance their skills by participating in continuous learning activities as described below.
5.0 CONTINUOUS LEARNING STANDARDS and GUIDELINES

  IA workforce personnel who have completed their Level III certification requirements are required to earn a minimum of 80 Continuous Learning Points every two years starting from the date of their Level III certification or from the date of the prior two-year certification
. IA personnel may meet these standards by participating in IA Functional and Technical Training, Leadership Training, IA Academic Courses at Institutions of Higher Education, IA Experiential and Developmental Assignments, and IA Professional Activities. A minimum of 40 CL points of the required 80 must be earned by attending Functional and Technical Training courses. While the specific activities to be undertaken to meet these standards will vary depending on the individual civilian or military officer’s career path, emphasis will be placed on continuous learning activities which enable workforce members to stay current in Defense Security Cooperation.
5.1 IA Functional and Technical Training: 

IA workforce members may participate in functional and technical training courses, conferences, seminars, and comparable activities sponsored by DoD (e.g. DISAM & DAU), DoS, its Components and schools, private and public organizations, institutions of higher education, or professional associations for the purpose of;
· staying current in Security Cooperation functional areas,  Defense Transformation subjects and other emerging related policy areas and;

· participating in cross-training to become familiar with alternative IA functional disciplines.
A minimum of 40 points of the total requirement of 80 CL points must be earned by attending IA functional and technical training.
5.2 Leadership Training:

 Commands shall support IA workforce members’ participation in education, training, and related activities to enable civilian and military workforce members to have early and continuing exposure to leadership skills at appropriate stages of their careers. Where the program is available, and where the individual has been selected for participation, the Defense Leadership and Management Program (DLAMP) shall be used to the maximum extent possible.


 Training for civilian members of the workforce should be consistent with Title 5, United States Code, Section 4103(a) which requires agencies to establish and operate training programs and plans for civilian employees to improve individual and organizational performance and assist in achieving agency mission and goals.


The Office of Personnel Management (OPM) has identified multiple Leadership Competencies determined to be important for effective performance in Federal supervisory, managerial and executive positions, irrespective of specific functional assignment. Training addressing these competencies is sponsored by a variety of sources, including the OPM, DoD Component training and development offices, professional military education schools, and professional development courses offered by private and public sector training and development institutions.

 Workforce members expected to perform leadership duties (i.e., IPT team leader, supervisory, managerial, or executive functions) should focus on the competencies needing special emphasis at a given stage of career development and seek out training programs to supplement and enhance needed development of these competencies. 
5.3 IA Academic Courses at Institutions of Higher Education: 

IA workforce members may complete academic courses to satisfy the continuous learning standards. Tuition assistance for military officers will be provided in accordance with the DoD policies for such assistance. Individuals may enroll in academic courses of study for the purpose of:

· staying current in one’s basic discipline or technical field;

· broadening one’s disciplinary or functional specialty by pursuing multidisciplinary


 fields of study;

· completing a degree;

· meeting academic standards considered “desired”;

· obtaining an advanced degree in a scientific or technical discipline underpinning a Security Cooperation function; 
· obtaining an advanced degree in a business or management field, e.g., Master of International Law and Diplomacy, Business Administration, Management of Technology, Public Administration. Workforce members are encouraged to explore distance-learning opportunities in advanced education.
5.4 IA Experiential and Developmental Assignments: 

The ability to learn from experiences and apply the learning to new and increasingly complex situations throughout one’s career is a valuable skill that improves with practice. Opportunities to learn from experience may be made available to workforce members as a normal part of their work assignments, or through rotational or developmental assignments specifically structured to provide a broadening experience. IA personnel may use such assignments to earn points toward meeting the continuous learning standards as agreed between the employee and their supervisors.

 (a) On-the-job Experiential Assignments: At a minimum, annual planning for development should include some opportunity for all civilian and military IA personnel at all stages of career progression to engage in challenging, on-the-job  assignments that enable them to improve their technical skills, be exposed to new functional skills, or gain experience in managerial and leadership competencies. When such assignments are used to satisfy the Continuous Learning Standards, supervisors, together with their employees, will establish their own point values for such assignments consonant with the SPECIFIC GUIDELINES in Section 9.0. Individuals are limited to earning a maximum of 40 points in two years by participating in on-the-job experiential assignments.


(b) Intra and Inter-Organizational, Rotational, Broadening, and Developmental

Assignments: While military officers’ careers provide rotations on a regular basis, opportunities for civilians to participate in rotational and developmental assignments are significantly limited. To ensure that all IA personnel have opportunities for broadening and developmental experiences, workforce members are encouraged to engage in at least one developmental assignment designed to provide exposure to a different functional setting or a different command or organizational unit within the same organization as part of their career progression. DLAMP rotational assignments would be appropriate for meeting this requirement. Workforce members shall comply with component procedures for internal and external rotational, broadening and developmental assignments. Details outside of DoD must comply with DoD Directive 1000.17, “Detail of DoD Personnel to Duty Outside the Department of Defense,” and, if such details are to private sector or state and local government

organizations, with the Intergovernmental Personnel Act and implementing OPM and DoD regulations. Documentation of these assignments in IDPs, and/or other personnel records, is required for extended assignments.


(c)  Assuring Learning Outcomes: When an experience is to be used to earn continuous learning points, (whether the learning outcome is to be attained through an on-the-job experience or through a special rotational or developmental assignment), certain principles should be followed in structuring the experience. Supervisors and employees should pre-define, to the extent practicable, the tasks to be accomplished and expected outcomes of the assignment and the learning opportunities to which the employee will be exposed. The individual should be mentored during the assignment.

Accomplishment of a product, such as a briefing, a project design, a report, a service or other work product that shows evidence of the learning attained through the assignment, is desirable. At a minimum, the individual and supervisor/mentor are expected to discuss the learning outcomes at the conclusion of the experience.
5.5 Professional Activities: 

IA personnel may also participate in a variety of professional activities to fulfill continuous learning requirements, including the activities of professional associations related to their functional specialty or discipline. Participation in professional societies and associations must be in accordance with the Standards of Ethical Conduct for Employees of the Executive Branch, 5 C.F.R. Part 2635, issued by the Office of Government Ethics, and with DoD’s implementing regulation, the Joint Ethics Regulation. Consistent with 5 U.S.C. 4109(b), DoD is not permitted to reimburse personnel for membership dues paid to professional societies and associations. Among the professional activities that IA professionals may engage in are:
· teaching and facilitating;

· presenting papers at conferences and symposia;

· writing and publishing on topics related to one’s expertise;

· consulting with other DoD components, other federal agencies, or state and local government consistent with the Economy Act, 31 U.S.C. 1535 and other applicable laws, regulations and policies; and
· consulting with non-profit organizations, consistent with 5 C.F.R. Part 2635, and DoD’s implementing document, the Joint Ethics Regulation.


Consulting assignments may be undertaken at the request of a local, state, or federal agency or a non-profit organization for specialized assistance requiring specific expertise: for example, a one-time request to provide episodic, short-term advice to the Federal Emergency Management Agency or the American Red Cross on issues of logistics for disaster relief. 


In addition, many of the professional associations in which IA personnel participate recognize singular achievements, such as patent awards and other demonstrations of professional accomplishment. Because achievements such as passing a professional exam or being granted a patent, license or a professional certification often involve intensive effort or preparation and are evidence in themselves of the individual’s currency in his or her field, these achievements may also be credited toward meeting the continuous learning standard.


Points that can be credited for participation in professional activities are summarized

in the SPECIFIC GUIDELINES in Section 9.0. Because the Guidelines are limited to providing generic examples of types of activities and recommended points for each, and as such cannot anticipate all possible activities and point values, supervisors and employees will need to use their professional discretion in assessing the value of a particular activity for credit purposes. In this regard, supervisors and employees may wish to consult the relevant professional association’s guidelines in order to arrive at an appropriate point value to be granted for a specific activity or contribution.
6.0 INDIVIDUAL DEVELOPMENT PLANS


Individual Development Plans (IDPs) are to record the workforce member’s plans for specific continuous learning activities. IDPs should provide a continuum of education, training, and experiential opportunities which build upon career progression with experiential learning opportunities integrated throughout to reinforce the knowledge and skills gained through coursework that is taken at appropriate stages of career development.
7.0 RECORD-KEEPING AND CERTIFICATION

It is the responsibility of each workforce member and his/her supervisor to maintain records to verify the individual’s attainment of the continuous learning standards. Commands are responsible for certifying acquisition workforce members as having met the continuous learning standards when they earn a minimum of 80 points. Upon completion of  the 80 CLP points, IA workforce individual is to initiate a Continuous Learning Program (CLP) Certification Request form (Appendix A). Following the necessary confirmation and approvals, the form is forwarded to the DoN Executive Director and POC for final approval and issuance of the CLP certificate.

The Continuous Learning Certification is valid for two years from date of issue. The individual is expected to continue to participate in the activities outlined in this document in order to maintain his/her Continuous Learning Certification. Understanding that work assignments may occasionally supersede previously planned and approved training or other time-intensive developmental activities, workforce members may be allowed a three month grace period beyond the end-date established for meeting the standards to earn the 80 points required. Individuals who fail to meet the standards within the allotted time will lose their Continuous Learning Certification until they earn the required points. 

At a minimum, the employee and supervisor must keep a record of:

· the types of activities the employee engaged in to meet the continuous learning


standards;

· the points earned for each activity; 
· the end-date (month and year) by which time the individual must earn 80 points (this


date will be modified every two years).
8.0 REPORTING


It is the Command’s responsibility in implementing this policy to establish procedures that will ensure workforce compliance, including the development of internal monitoring procedures for verifying workforce members’ attainment of the CLP standards. Commands will provide a separate, stand-alone report to the Executive Director at the end of each fiscal year on the number of workforce members who were certified as having met the continuous learning standards during that fiscal year. 

9.0 SPECIFIC GUIDELINES

The following sections describe the guidelines for determining CLPs. Supervisors and managers should use these guidelines to determine points credited for any given training or developmental activity.
A. Training Activities
Completing awareness training. Periodically DoD and the Commands conduct briefing sessions to acquaint the workforce with new or changed policy. There is no testing/assessment of knowledge gained.

Completing learning modules and training courses. These may be formal offerings from a recognized training organization, including in-house training course/sessions or personnel demonstration projects, which include some form of testing/assessment for knowledge gained.

Performing Self-Directed Study. An individual can keep current or enhance her capabilities through a self-directed study program agreed to by the supervisor.

Teaching. DoN IA workforce members are encouraged to share their knowledge and insights with others through teaching of courses or learning modules. Teaching is also a part of the Professional Activities category.

Mentoring. Helping others to learn and become more productive workers or managers benefits DoD and the individuals involved. Mentoring is also a part of the Experience category.
B. Professional Activities

Participating in Organization Management. Membership alone in a professional organization is not considered as fulfilling continuous learning requirements, however, participation in the organization leadership is considered applicable. This includes elected/appointed positions, committee leadership roles, or running an activity for the organization, when such activities meet the restrictions in DoD 5500.7-R (Joint Ethics Regulation),
Attending/Speaking/Presenting at Professional Seminars/Symposia/Conferences. DoN IA professionals can receive points for attending professional seminars or conferences. However, the supervisor needs to determine that the individual learned something meaningful from the experience. Due to the effort involved in preparation and delivery, making presentations should get full credit for each hour involved in preparation and presentation.
Publishing. Articles for publication normally will meet the criteria for Continuous Learning. Points will be awarded only in the year published. 
Participating in Workshops. Points should be awarded for workshops with planned learning outcomes.

Professional Examination, License or Certificate. This includes such activities as passing the CPA exam, licensing as a Professional Engineer, or Project Manager Certification from the Project Management Institute. CLPs will be credited only in the year awarded.
C. Educational Activities

Formal academic programs. For formal academic programs offered by educational institutions, each semester hour is equal to ten CLP points assuming that it is job related and increasing professional knowledge.

The concept is to award points for activities that increase performance capabilities. The supervisor makes these determinations at the time that the workforce member’s IDP is prepared. An engineer who is taking an accounting class leading to a Masters of Business Administration degree probably would get full credit for the Semester hours. On the other hand, if the engineer is taking courses not related to his/her current or future duties, the courses would not be counted as continuous learning.
             D. Experiential and Developmental 
The Experience category includes on-the-job experiential assignments, and intra/interorganizational

rotational career broadening and developmental experiences. While supervisors and employees must use discretion in arriving at a reasonable point value to be awarded for rotational and developmental assignments, a sliding scale is recommended. Suggested points for such assignments are in the table.

The assumption is that longer assignments are more beneficial than shorter assignments. The supervisor may feel that an individual may deserve more or less than the values shown. In determining the points for a rotational/ developmental assignment, the supervisor should consider both the long-term benefit to DoD and the immediate benefit to the supervisor’s organization and the workforce member. For example, a second rotational assignment of the same sort would be less valuable than a different type of rotational assignment. When experience or other non-assessed activities are to be used to earn CLPs, certain principles should be followed. Supervisors and employees should pre-define, as closely as possible, the tasks to be accomplished, expected outcomes, and the learning opportunities. If it is an assignment, the individual should be mentored during the assignment. Accomplishment of a product, such as a briefing, a project design, a report, or other work product that shows the learning attained, is desirable. Sharing the knowledge and experience gained and the product with others in the organization should be highly encouraged.
Table 1 is a summary chart of recommended CLP points:
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Table 1
	CLP CREDITABLE ACTIVITIES 



POINT CREDIT 

	

	IA Academic Courses

	Semester Hour 





10 per Semester Hour

	Equivalency Exams (DAU or DISAM) 

             Same points as awarded for the course

	

	IA Functional and Technical Training Courses

	DAU or DISAM Courses 



1 CLP point for each hour of instruction

	                                                                                               

	Awareness Briefing/Training


             .5 point per hour of instruction

	no testing/assessment associated



   (Must relate to IA)

	

	Continuous Learning Modules


              1 point per hour of instruction

	testing/assessment associated                                                (Must relate to IA)

	





	Functional Training 



             1 point per hour of instruction

	                                                                                                (Must relate to IA)                                                                                                  


	Leadership or Other Training 



1 point per hour of instruction






	

	Professional Activities

	Professional Exam/License/Certificate 


10-30 points (CPA 30, PE 30, PMI 20)

	Teaching/Lecturing 




2 points per hour; max of 20 points per year

	Symposia/Conference Presentations 


2 points per hour; max of 20 points per year

	Workshop Participation 




1 point per hour; max of 8 points per day 






and 20 points per year

	Symposia/Conference Attendance


 .5 point per hour; max of 4 points per day  






and 20 points per year

	Publications 





10 to 40 points, depending on length and 






professional relationship of the publication.
Experience
   One-the-Job Experiential Assignments                           20 points per year max.
   Rotational Assignments                                                   40 points per year max.

   Training with Industry                                                     40 points per year max.

   IPT or Special Project Leader                                          15 points per year max.

   IPT or Special Project member                                        10 points per year.

   Mentoring                                                                         5 points per year max.

Rotational Assignments                                                       5 points per month, 40 points per year max.


APPLICATION OF GUIDELINES

It is expected that supervisors will use the Guidelines and their own professional judgment in arriving at points to be awarded for any activity undertaken to meet the standards. While supervisors have the authority to establish points for activities, any concerns of employees or disputes may be addressed through the DoN Executive Director.





APPENDIX A


CONTINUOUS LEARNING PROGRAM (CLP) CERTIFICATION REQUEST

Employee Name: _______________________________________

Date:________
Organization: ________________________




Grade Level: _____
Date certified at Level III: ________

Previous CLP certification date: ________
In the area below, please include information demonstrating your achievement of the 80 CLP points as required in Section 6.0. 

Continuous Learning Activities

1. Activity ___________________________________________________________    


Date initiated: _______  Date completed:______

2. Activity _____________________________________________________________

      Date initiated: _______ Date completed: _______

3. Activity ___________________________________________________________    


Date initiated: _______  Date completed:______

4. Activity ___________________________________________________________    


Date initiated: _______  Date completed:______

5. Activity ___________________________________________________________    


Date initiated: _______  Date completed:______

Employee Signature: __________________________ 

Supervisor Endorsement: _______________________

Supervisor’s Comments and Recommendations: ___________________________________

 __________________________________________________________________________

DoN/USCG Command Functional Council Member or Delegated Authority Approval: 
__________________________________________________________________________









� The first two year cycle for current Level III certified IA workforce professionals begins on 1 April 2004.
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