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CHAPTER 1 - GENERAL PROVI SI ONS

1-1. Purpose. The purpose of this regulation is to provide

%yldance to the organizations and individuals involved with
ROSPECT Program

1-2. Applicability. This regulation(sgg}ies t o HQUSACE/ OCE
(

t he

el ements, major subordinate commnds , districts,
| aboratories, field operating activities (FOA), and non- Corps
users of these prograns.

1-3. References.

a. AR 690-400
b. ER 15-1-16
c. CEHNDP 350-1-2
d. EP 500-1-2

1-4. Background and Program Definitions.

a. The Corps of Engineers Systems Approach to Training
,(CCESAT% IS the Corps' system for. conplying with the requirenent
i'n AR 690-400 to devel op systematically,” training based on needs.
A description of the systemand the neans of inplenentation is

i ncl uded in CEHNDP 350- 1- 2.

b.  The PROSPECT Program enconpasses all training devel oped
by or for the Corps which has apPllcablllty outside a USACE
command. The program consists of classroom and exportable
courses which are sponsored by USACE el enents.

(1) The PROSPECT Exportable Training Program provides
mul tinedia exportable training materials to be used to conduct
training wthin the |local elenent, develops and conducts non-
traditional training courses, and devel ops nontraditional
segments of classroomtraining courses. |Included are video-based
materials, conputer-based instruction, interactive videodisc,
video teleconferencing, and any other nmaterials or training other
than those used in traditional classroom training.

Thi s reqylatlon supersedes ER 350-1-414, 15 August 1988, and
Change 1, 28 April 1989, and replaces RCS: DAEN-PEC-15 with
CEHR: H- 15; . CEPE-CT-24 with RCS: CEHR-H 24; RCS. CEPE-CT-
25 with RCS: CEHR-H 25; RCS: CEPE-CT-27 with RCS: CEHR- H27:
and rescinds RCS: CEPE-CT-26 and DAEN- RMT-3
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(2) The PROSPECT C assroom Training Program consists of
short-termtraining courses which are scheduled by the Direc-
torate of Corps of Engineers (CE) Training Managenent, Huntsville
Division, for classroom presentation at a particular |ocation.
Included are sessions of classroom courses conducted onsite for a
specific Corps elenent (see Appendix A), and sessions tailored to
meet ot her Government agency needs.

c. Qher terms used in this regulation are defined in
Appendi x A

1-5.  PROSPECT Program bjectives. To support the overal
obj ectives of the ﬁ.S. Arny Corps of Engineers as follows:
a. Develop the Corps work force and provide support to the

Ar ny.

'b. Assist USACE organi zations in keeping abreast of
changi ng m ssions and technol ogy.

. C. Identify, by a proponent system and other neans,
co

training Prograns/courses to neet work force training needs at
all organizational |evels.
d. Provide specific training to:

(1) Maintain technical skills to assure conpetent job
per f or mance.

(2) Increase technical know edge for professional grow h.
3) Teach new techniques, skills, and know edges
Orient new menbers.

Cross-train in other technical specialties.

(
(4
(5
(6

N N S N

Prepare the work force for nobilization.

e. In addition to the objectives stated above, the
exportable program ains to:

_ (1) Reduce training costs (particularly travel and per
diem through the use of “exportable training courses.

(2) Increase accessibility to training materials by sending
the training to trainees, rather than vice Vversa.

(3) Increase flexibility of scheduling trainees.
1-2
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1-6. Operating Policies

a. Ceneral policies:

_ (1) The PROSPECT Programis primarily designed to Egovide
job-related tralnlng to support current and anticipated Corps
m ssions or career devel opnent training for Corps civilian and
mlitary nenbers.

(2) The PROSPECT Programis also available to DOD, Federal,
state, and local governnent, and contractor enployees on a
rei nbursable basis. Corps nenbers have first priority for
PROSPECT trai ni ng.

(3) All PROSPECT training will be devel oped and delivered
as cost effectively as possible.

(4) Al PROSPECT training w || be devel oped per the COESAT
as described in Chapter 4 and detailed in CEHNDP 350-1-2.

~(a) CEHND-TD has overall responsibility for ensuring
conpliance to CCESAT and nmaintaining an audit trail to document
the rationale for actions taken. Documentation required for the
audit trail is detailed in CEHNDP 350-1-2.

. (b) In addition to CEHND-TD s responsibility, the training
desi gner, developer, instructor/facilitator, and proponent are
responsible in their own function for a%PIylng t he SAT
principles. These responsibilities are discussed in Chapter 5,
and detailed in CEHNDP 350-1-2.

~ (5) COESAT became effective for PROSPECT programs with
publication of ER 350-1-414 on 15 August 1988. Revisions to
courses already in existence as of that date will include, as a
mninum the requirenents discussed in CEHNDP 350-1-2, Chapters
1, 3, 4, 5 and 6. As practical, the requirements in CEHNDP 350-
1-2, Chapter 2, wll also be included. Such revisions wll be
conpleted by the mlestone dates established by CEHND TD. .
Failure to adhere to the COESAT mlestones may result in deletion
of the course from the PROSPECT program by CEHND-TD.

~ (6) Generally, PROSPECT training will not be devel oped or
continued if an equivalent course is available at a |ower cost
from ot her Government sources, private industry, or acadene. |f
an equivalent and lower cost course is found, it should be
consi dered for Corps members.

1-3
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(7) The decision to devel op any new course nust be based on
Corps training needs or support a current or future Corps
m ssi on.

8) Once a PROSPECT cl assroom course is converted to

exgogta Le fgrgat and distributed, the classroom course sessions
may be phased down to one session per year or revised to the

advanced |evel. Additional classroom sessions wll be schedul ed
in the follow ng circunstances:

(a) When there is an urgent need to train quickly a large
nunmber of people onsite.

~(b) Wen adequate nunbers of student study guides are
unavai | abl e from Huntsville.

. (c) Wien there are ins%;ficient nunbers of people at a
| ocatioh to conduct an exportable course

(d) Wien nenbers are geographical ly dispersed and travel

ergenses woul d be coparable to those incurred by traveling to a
classroom course.

(9) HQUSACE nay direct devel opnent of urgent PROSPECT
courses. '(See Directéd Training, Appendix A)

b. PROSPECT O assroom Training Program policies

1) PROSPECT classroom courses will be schedul ed to meet
the_nnét)urgent ég}ps training neegs as expresseg I'n the annua

Training Needs Survey. \Wenever possible, 100 percent of
priority 1 training needs will be net and as much as possible of
priorities 2 and needs. (See Appendix B for priority
definitions.)

r%%& All orqanizations ushqg t he PROSPECT C assroom Training
Progra || pay tuirtion specifiéd for all spaces allocated
(reserved) in each course per Chapter 3, paragraph 3-5, and

rovide the necessary travel and per diemfunds to support
raining.

. (3) _Tomaintain the integrity of the Corps ( assroom
Training 'Program ensure uniformty of training content, and
avoi d overutilization of instructofs, unapprovéd, nonschedul ed
training sessions are not permtted. Any use of PROSPECT
instructors, faculty, and materials nust be approved in advance
by the Directorate ‘of CE Training Managenment ( CEHND- TD)

Y
T
u

1-4
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.. (4) More specific guidelines_ covering the classroom
training program are contained in Chapter

c. Exportable Training Program policies:

,(1(2 Courses to be devel oped in the exportable mpde wil| be
determneéd according to the criteria in paragraphs 2-4a and 2-4b.

_ (2) Funding for exgortable training will be in accordance
wi th paragraphs 2-4a and 2-4b.

_ . (3) Distribution of materials will be in accordance wth
i dentified needs received from USACE commands and non- Cor ps
customers per paragraph 2-5.

. (4)_More specific guidelines coverinzq the Exportable
Training Program are contained in Chapter

o (53 To maintain the integrity of the Corps Exportable
Training Program and ensure uniformty of training content,
exportable training materials wll not be edited or reproduced
W thout advance a[gproval by the Directorate of CE Training
Managenent ( CEHND- TD)

1-7. Organi zational Responsibilities. The PROSPECT program |
i nvol ves many individual's and organizational elenments. Specific
responsibilifies of these individuals and activities are detailed

in Chapter 5.

1-5
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CHAPTER 2 - PROSPECT EXPORTABLE TRAI NI NG PROGRAM
2-1. General. This chapter describes Exportable Training

Frogyan1course devel opnent, inplementation, nmanagement, and
undi ng.

2-2. Course Development and Inplenentation. Al new or revised
I I f h i | :

G508l b3RyC AR E3RauTEus' PRoGcRYy Bante" wi Ih FREPRoMS, of® Engi neers

S ahggsségpiogch to Training (COESAT) described in Chapter 4 and

2-3. Managenent. The Exportable Training Programis managed by

the Nontraditional Training and Planning Division of the

Directorate of CE Training Management ( CEHND-TD) in Huntsville,

é%ab?wa.5 Specific responsibilities of CEHND-TD are detailed in
apter 5.

2-4. Program Funding

a. Direct funding. Courses funded in this nmanner. are
usual |y mobilization courses mandated by EP 500- -2,OI Mobi | zati on
raining

ted t

s the funds-for
ey all USACE
t0 USACE

1
and Operations Planning System (CEMOPS); or direc
éﬁppendlx A). The proponent organization provide
evel opnent “and distribution. HND-TD wi | | surv
commands for needs, and courses will be provided
organi zations wthout charge.

b. Revolving fund. Upon receiving an exportable training
course proposal, HND- TD reviews the proposal wth the proponent
to determne if the course is suitable for exportable course
devel opnent accordln%_to the criteria in paragraph 4-3a(l)(e).
Additionally, CEHND-TD estimates total cost and unit cost.

During the "annual Training Needs Survey, CEHND-TD. surveys Corps
and non-Corps custonmers (1f applicable) to determ ne the nunber
of people needing the training. An organization's response to
this survey represents a commtment to pay if training is

devel oped.

—

. (1) CEHND-TD tabul ates survey results, and reviews them
with the course proponent. Jointly,” CEHND-TD and the proponent
make a decision to proceed or not. To proceed, the survey mnust
identify sufficient demand to enable full recovery of all
devel opient, production and distribution costs.

2-1
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(2) If the survey does not Ii]dentif sufficient demand to
recover  costs, the proponent nmay choose t0 fund the course

directly. Wthout sufficient customer demand or direct funding,
the course cannot be devel oped. Once funding is determ ned,
course devel opnent can proceed.

(3) Prior to course conpletion, CEHND-TD notifies all
customers (i.,e., those who responded to the survey with
requi renents) of the specific nunber of course materials to be
shipped. If customers require additional materials, _the}/ must
notify CEHND-TD of their needs. CEHND-TD will identify the cost
of additional materials at this tine.

(4) Prior to delivery, CEHND-TD ?repares menos for all
custonmers, identifying their bills and the approximate date they
w Il receive coursé materials. Upon delivery of course materi-
als, CEHND-RMwill forward bills to each custoner. Custoners
must remt payment within 30 days after receipt of their bills.

5)_The Chief_of Engineers, upon recomrendation of the
Corps of "Engineers Training Issues Conmttee (CETIC), nmay direct
devel opment of courses which have Corps-wide training needs. All
USACE Conmands will be assessed a proportionate share of the
total cost of each such training course, including maintenace
costs, based on each organization's proportionate Share of the
specified target audience.

. (a)CEHND-TD wi Il determne the anpunt each activity wll
be billed. This share will be determ ned b}/1 taking the total
estimated cost Fer course and dividing by the total authorized
manpower strength (full-time errranentg of the target audience of
all the commands, 1ncluding ACE and the |abs.

, (b) As soon a%s work on _each new course hs begun, CEHND-TD
wi || prepare menos for HQUSACE Issuance to each conmand
identifying their estimted share of the course costs and the
approxi mate date they will receive the course materials.

... (c) Nolater than March prior to the fiscal year when
fielding ‘'of a new course is anticipated, CEHND-TD will Prepare
menps for HQUSACE issuance to each command identifyi n? hel r
estimated share of the course costs and the approxinate date they
wll receive the course materials.

2-2
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(d) Upon delivery of the materials, CEHND-RM will forward

a bill 'bdsed on actual costs to each command. Commands must
submt paynents to replenish the revolving fund to CEHND within
30 days after the receipt of the bill.

c. Reinmbursable support. Many activities provide support
to the Exportable Training Program e.gE subj ect matter experts,
course devel opers, etc. required, CEHND-TD will provide a
rei mbursabl e order to the USACE supporti ntg el ement show ng the
maxi mum funds authorized to finance its effort. Costs incurred
agai nst these reinbursable orders will be billed to and reim
bursed by Huntsville Division on a nmonthly basis. Billings for
support costs nust show, as a mninum the reinbursable order
nunber; the course nunber; each nenber's nane; and the breakout
of labor, travel, per diem and other costs involved for each
menber.  Overhead costs are not reinbursable. Labor or overhead
costs for nembers whose salaries are paid from General Expense or
OVA funds will not be billed; only their costs for travel and per
diem are reinmbursable. Ti malty subm ssion of billings is critical
to the effective management of the program

d. Financial reporting.

(1) CEHND-RM will provide quarterly financial status
reports on course devel opnent costs to R-H, CERM B, and each
ACE Directorate sponsoring courses. (RCS. CEHR-H 27
%Elles.) CEHR-H wi |1 provide copies to the Chairperson of the
|C, and appropriate course proponents.

FSZ) |f a course exceeds its budget amount by 10 percent,
CEHND- RM'nust specifically note this overrun on the quarterly
status report. ~ CEHND-TD, CEHND-RM and the course proponent Wl
{0| ntl rovide witten recomrendations to the CETIC on actions
0 be taken. If a course exceeds its budget by 15 percent,
CEHND-TD wi I I inmmediately stop work. CEHND-TD, CEHND-RM and the
course proponent will make Witten recommendations to the CETIC
on actions to be taken. Total expenditures for the program
shoul d not exceed authorized ceilings. Unauthorized expenditures
becone the responsibility of the functional proponent

or gani zat i on.

2-5. Course Distribution.

a. Initial. CEHND-TD will make initial distribution based
on requirenments provided by each USACE command and non- Cor ps
customer. Cost of initial” distribution will be determ ned per
paragraph 2-4 above.

2-3
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~b. Replenishment. CEHND-TD wi |l conduct a survey in
conjunction with the annual Training Needs Survey to deternmne
repl eni shnment requirenents. To avoid undesirable delays in
receiving materials, USACE commands and other custonmers shoul d
make every effort to identify all requirements during this
survey. In the event unforeseen demands arise, materials may be
ordered as needed; however, these requests can only be honored
wi t hout del ay when warehouse stock is sufficient. "There will be
a charge for replenishment materials.

, c. Each USACE command and non-corps user will be respon-
sible for storing and distributing the exportable trainin
materials.  Changes will be distrtiuted as necessary by CEHND-TD
but the individual organizations will be responsible for nain-
taining and updating exportable materials on hand.

, d.  Each activity utilizing exportable training will pro-
vide the facilities, equipment, and facilitators necessary for
conducting the training

2-6. Course Revisions CEHND-TD wil| annuallx coordinate with
the proponent for the review of materials on the fielding or
revision date., Wen required, revisions of materials wll be
acconplished imediately. Routine revisions will be scheduled in
the third year.

2-4
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CHAPTER 3 - PROSPECT CLASSROOM TRAI NI NG PROGRAM

3-1. Ceneral. This chapter describes PROSPECT C assroom
Trai ning Program course devel opnent, managenment, and funding.

3-2. Course Devel opment and I nplenentation. Al new or revised
PROSP assroom Trai ni n% Program courses devel oped by or for
the Corps will be devel oped and conducted in accordance with the
COESAT, as described in Chapter 4 and CEHNDP 350-1-2.

3-3.  Managenent. The PROSPECT C assroom Programis rrana?ed by
the Training and Operations Division of the Directorate of CE.
Trai ni ng Management ( CEHND-TD) in Huntsville, Al abana. Specific
responsibilities of CEHND-TD are detailed in Chapter 5.

3-4, Planning and Operating Cycle.

_ a. Needs verification (NLT 30 Sep). Proponents wll ver-
ify the need for existing courses to be included in the next
training year by conpleting ENG Form 4712-R, Verification of
Training Needs FY__ .(Sanmple included in Appendix C RCS. CEHR-
H 24 applies. Thi's formis manually conpleted, and submi ssion
dates are set annually by Huntsville Division (CEHND TD[).
Cour ses whi ch have had an insufficient nunber of students for
sessions in two previous surveys (or one previous survey for
courses conducted bienni aI.I?/ or less often) will be deleted from
the course inventory and will not be included in the annual
Training Needs Survey.

, b. Proposed new courses (NLT 1 Jul). New court proposals
will be submtted to HQUSACE (CEHR-H) by 1 Jul for coordination
wi th course proi)onents and subm ssion to CEHND-TD by 1 Aug. The
devel opnent cycle for new courses is described in Chapter 4 and
CEHNDP 350- 1- 2.

c. Training Needs Survey (RCS. CEHR-H 15 applies).

(1) (NLT 15 Dec) CEHND-TD will prepare, coordinate wth
proponents, and approve the specific courses, |ocations, dates,
and number of sessions for inclusion in the Training Needs Survey
for the next year. Maximumuse will be made of the Bevill Center
facilities in Huntsville to ensure that the Corps training center
offers the |owest possible student room rates.

, (IZJ (NLT_1 Feb) The Training Needs Survey will be sent to
the field via CEHR ménorandum on or about 1 Feb. Users will have
until 15 Apr to submt their requirenents, includi n? onsite
sessions. Additional onsite sessions may be requested after

3-1
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15 Apr via local command nermorandum to CEHND- TD. Requirements
received after 15 Apr will be filled on a space avail able basis.

(3) Provided there are no date or |ocation changes, an
organi zational response to this survey represents a commtnment to
pay for those spaces all ocated.

~d. Verification and acceptance (NLT 1 Jun). CEHND-TD wi ||
notify organizations of the allocations they are to receive as a
result of the Training Needs Survey. MSC will spread the alloca-
tions anong their districts. Gher MCOMw || spread their allo-
cations to their elements.

(1? Organi zations are obligated to verify and pay for
gpzcesdaglggated per the Training Needs Survey. (See paragraphs
-4 and 3-5.

Al locations may differ. fromthe Training Needs Surve
due to(éaanges |n_é3tes rq ocations of a seSS|ong or due to t%e

addition or deletion of a session based on the nunber of students
who requested a session. In these cases the requestln?.or an-

I zation may accept or refuse the allocations. Verification/
acceptance includes the obligation to pay tuition, as stated in
paragraph 3-5. Nonacceptance renoves the requirement for payment
of tuition for these allocations.

~(3) New or additional requirenents, identified after the
raining Needs Survey is conpleted, may be requested during the
verification and acceptance stage. There will be no further ver-
fication of such new requirenments. By indicating a need for,
hese spaces, the requesting organjzation accepts the responsi-
ility tor the cost of the alloCations it receives, per paragraph

- 5.

<

a
r
|

WS ——

e. Announcenment of FYXX Classroom Trainin Pro%%?m (NLT
15 Aug). The FYXX program w |l be announced via SA

nmenor andum after final™ coordination between proponents and course
managers. Organizations wll be re3ﬁ0n3|ble for payment for all
al | ocati ons announced per paragraph 3-4d.

f. Instructor identification (NLT 31 Jul). Proponents

wi | assist CEHND-TD by submitting names of instructors, by
session, to CEHND-TD for each course they sponsor. CEHND- wil |
request availability status of each instructor via a CEHND-TD com
mand menor andum by” 1 Sep. Flnallzed/quate requests for

e

Instructors for new courses will also included in this
docunent .

3-2
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qa. erations (1 Cct). CEHND-TD will conmence the
operatléhal raining year.

3-5. Tuition Payment System CEHND will send tuition billings
nmonthly for courses hel'd during the preceding nonth. Billing
will be made to the organizations receiving allocations as.
specified in the verification and acceptance phase, i.e., using
districts or MSC. Consistent with the pay-as-you-go polgcy, each
user el enment nust pﬁ% tuition NLT 30 days fol l'ow ng receipt of
the bill for the nunber of its allocated spaces regardl ess of

whet her the spaces were actually used. The follow ng adjustnents
wi Il be incorporated in the monthly billings

a. Additional tuition will be charged for attendance in
excess of allocations.

. b, Tuition nust be paid for any attendee who is denied
training at the course site on the baSis of failing to receive a
2?{%2“ shoul d he/she not meet the specified coursé prerequi-

c. No charge will be made for
(1) Allocations in cancelled courses.

, ) Allocations for which a qualified substitute was .
obtained.” CEHND-TD will assist in obtaining qualified substitu-
tions when given tinely notice that an allocation wll
used. However, if no ‘qualified substitution is obtained, paynent
wll be required of the activity receiving the allocation,

3-6. Reinbursable Support. Many activities provide instruction
and other types of support to the classroomtraining program At
the beginning of each fiscal year, CEHND-TD will provide a reim
bursabl'e order to each USACE command show ng the funds authorized
to finance its effort. Costs incurred against these reinbursable
orders will be billed to and reinbursed By the Huntsville
Division on a nonthly basis. Billings for suggort costs nust
show, as a ninimum ‘the reinbursable order nunber; the course
number; the instructor’s name; and the breakout of |abor, trave
andnBer diem and other costs involved. Overhead costs are not

rei moursable. Labor and overhead costs for nenbers whose sal -
aries are paid from CGeneral Expenses or OVA funds will not be

bi | | ed; QnIY their costs for travel and per diem are reinburse-
able. Timely submssion of billings is critical to the effective
management of the training program The reinbursable order

expires on or before 30 Sep of each fiscal year. Billings
received aiter I5 Nov WIT _not_De pald. Reinbursable orders wll

3-3
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be automatically closed after the 15 Nov cutoff. Docunentation
of the decreased anmobunt will be provided to each organization.

3-7. Tuitions and Student costs for attending the Instructional
Met hods Cour se.

a. Attendance for the sole purpose of becom ng an
nstructor in the PROSPECT classroom programwi |l be financed as

[
foll ows:

(1) There will be no tuition charge.

_ (2) Student costs, including |abor, travel, and per diem
will be paid by the Huntsville DVvision through a reinbursable
? I nbursable. No overhead or

order. Overhead costs are not re ,
or menbers paid from General

| abor cost will be reinbursable
Expense or OMA funds.

~b. When attendance is not for the sole purpose of becom ng
an instructor in the PROSPECT classroom %r ogram tuition wll be
charged, and the sending activity will be responsible for the
student's labor, travel, and per diem

3-4
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CHAPTER 4 - DEVELCPMENT OF NEW TRAI NI NG COURSES

4-1.  Ceneral. This chapter explains the process and mlestones
to be used to originate and devel op new training courses.

4-2. Policy. Al new courses will _be developed utilizin
COESAT ~astet al l ed 11 CEHNDP 350-1- 2. C Paragr aphs 4-3 and 44
bel ow give an overiew of the process and establish the mle-
stones for conpletion for each course

4-3. dassroom Training Program C assroom training courses
wi Il be developed as follows:

a.  Oigin.

(1) Originator may suggest a new course by conpleting Part
| of ENG Form 4713-R, Eval uation of Proposed Training Course (See
Appendi x D, RCS: CEHR-H25 applies. This formis manually conp-
l'eted, and nmust be submitted to CEHR-H by 1 Jul.) Originator
shoul d indicate which USACE el enent is suggested to serve as
course proponent.

(a) C}iPinator nust _send cq&gleted Part | and blank Parts
[1, I'll',"and 'V to CDR HQUSACE (CEHR-H), Washington, DC 20314-
1000. Forms may be submitted at any time. However, to be in
cluded in the earliest possible annual Training Needs Survey,
course proposals nust be received by CEHR-H NLT 1 Jul each Yyear.
(Survey is explained in paragraph 4-3a (8? bel ow.) For exanpl e,
cour se gro osal s received by 1 Jul 94 coul d appear no sooner than
the FY96 PROSPECT Training Needs Survey to be distributed on

1 Feb 95. Proposals received after 1 Jul 94 could appear no
Bgoner than the FY97 PROSPECT Survey to be distributed on 1 Feb

(b) CEHR-H will conplete Part Il and determne, through
consul tation MAth(%gprqprlate directorates, which organization
(usual Iy at HQUSACE) will serve as course proponent. (Consider-
ation wi'll always be given to the originator’s sug estlon on
proPonency, but”the final decision rests with CEHR-H ) CEHR-H
wll send all parts of the ENG Form 4713-R to the proponent.

(c) The proponent will review Parts | and |], conBI te Part
[11, and ‘return all parts to CEHR-H  Since training devel opnent
i nvol ves maj or exBendltures of governnment funds, the devel opment
of training must be necessary and cost-effective. The proponent
I's responsible for conducting a formalized needs assessment prior
to subm ssion of the ENG Form 4713-R. To conplete the needs
assessnent, the proponent shall determne the appropriate chan-
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nel s and nethodology to utilize in order to supply do docunented,
verifiable needs information as requested on the ENG Form 4713-R

(d) CEHR-Hwi |l forward all parts to CEHND-TD NLT 1 Aug
each year.

. (e) CEHND-TD will conplete Part IV within 90 days of re-
ceipt, but NLT 1 Nov each year. CEHND-TD will determ.ne proper
devel opnental track (classroom or exportable). Criteria used to
make this determnation will include: stability of course con-
tent; applicability/suitability for either delivery node; cost-
benefit analysis, nunber of potential students; need for the
course (in terms of urgency); and proponent’s recomendati on.

(f% CEHND-TD will _notify CEHR-H of_action by forwarding a
copy of Part [V of the ENG Form 4713-R The ori gi nal copy wi |
becone part of the official audit trail for course devel opnent
mai ntai ned by CEHND-TD. CEHND-TD will notify the proponent and
originator of action taken.

(Ao d(Z)AfonE courses may originate as directed training
pendi x A).

(3) Proposed classroomtrainin nqninated,thrpuph t he
procedure in paragraph (1) above, and which is initially deter-

m ned necessary and app&ggglate for developnent, wll be included
in the next scheduled PROSPECT Training Needs Survey.

(%) CEHND-TD wi || prepare and coordinate with the proponent
HEGD§£ECI Ic course locations, dates, and nunber of sessions NLT

L (qg The nunber of sessions will not exceed two for the
initial® operational year

(c) NOﬂ?M/COUfSG will be inmplemnented prior to 1 Jan (sec-
ond quarter) of the operational year (in-house and training
agent) or 1 Apr (third quarter) of the operational year (contract

cour ses).

: (d). The first session of all ne &ourses will be ﬁresented
in Hunt'sville, Alabama, unless precluded by environnental or
equi pment requirenents which cannot be net "at that |ocation

(4) Even though the course is included in the annual Train-

Ing Needs Survey, CEHND-TD will delete it from the course offer-
ings for that year if any of the follow ng occurs:
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(a) Results of task analysis survey indicate training is
not necessary or appropriate.

_ (bh) Results of the annual Training Needs Survey indicate an
|nsuff#cRent number og stugents needing to attend the course

(c) COESAT requirements are not conpleted by mlestones
establ i shed by CEHND-TD.

b.  Devel opnent process. In-house and training agent
courses w Il be devel oped per paragraphs (1) throu%h (1 bel ow.
Contract courses will be devel oped per paragraph (14) bel ow.

(1) Course devel oper identification gNLT 1 Aug of the year
preceding the devel opment year). Proponent will subnit nane$s of
training course devel opers/potential instructors to CEHND-TD for
each new course he/she sponsors. Exanple: For classes taught
for the first time in FY96, the course devel oper identification
nust be made by 1 Aug 94.

(ég Mlestone _meno (NLT 1 Se 8f the year preceding the
devel opnment year). The proponent and CEHND-TD will agree to the
responsibilities ‘'of each and mlestones for course devel opnent.
Consi derabl e Corps resources will be expended in the devel opment
of a course. In sone cases, development will be acconplished by
a contractor operating under a firm fixed-price contract. Con-
tract delays on the part of the Government can warrant clains
resulting in additional costs to the Corps. To preclude waste of
Corps resources and keep devel opment costs to a mninum each
arty nust clearly understand and agree to accept its responsi-
ilifies. Failure to uphold these responsibilities can result in
ggncellatlon of course devel opnent, perhaps at great cost to the
rps.

(3) Target population Description (NLT 390 days prior to
the operational year). Proponent and devel opers, in coordination
with CEHND-TD, will describe the target popul ation.

(4) Duty List and Inventory chLT 390 days prior to the
operational year). Proponent and developers, “in coordination
wth CEHND, Wl  delineate the na{or duties of the job and those
associ ated tasks which are currently perforned by a successful

j ob incunbent.

(5) Task analysis survey (NLT 375 days ﬁrior to operational
ear). Task Inventory will bé utilized by  CEHND-TD as the basis
or a survey docunent’ to be sent to MSC and districts to ensure

broad applicability of tasks suggested for training

4-3



ER 690- 1- 414
15 Apr 94

(6) Task selection/analysis (NLT 330 days prior to course
start date). Uilizing the résults of the survey docunent,
CEHND-TD w || meet/coordinate with the proponent’ and devel opers
to deternmine those specific tasks deemed appropriate for train-
Ing. A Task Analysis Wrksheet will be prepared by the devel op-
ers for each task selected for training.

(1§1De3|gn.neet|ng (NLT 330 days prior to course start
date). ring this meeting, CEHND-TD w || provide guidance to
proponents and devel opers 1n the conpletion of the Cbjective An-
al ysis Worksheets for each task selected for training and the
Schedul e of Instruction. (Wen possible, task selection/analysis
shoul d be acconplished at the sane neeting as conpletion of Cb-
jective Analysis Wrksheet and Schedul e of Instruction.)

(%&EDeveIopnent meeting (NLT 270 days prior to course start
date). HND-TD wi || coordinate with proponent/devel opers to es-
tabli sh devel opment neeting dates and |ocation. During this
meeting, CEHND-TD wil| provide guidance to proponents and devel -
opers on the preparatlon of coufse materials, e.g., student
course manual materials, visual aids, and other Support mater-
lals. (This neeting is optional; need will be determned by the
course manager and proponent.)

9) Dry run (NLT 180 days, prior to course start date).
Develo&é?s.w%l be(respon5|blg fgr provi di ng ref|n1nary ?%sson
pl ans, audi ovisual nmaterials, workbook, and other supﬁortlve
training materials as deemed necessary for teaching ewﬁre
VIOUS|¥ sel ected tasks. Whenever practical, instructors who wll
actually be teaching the course will participate in the dry run.
Proponent attendance/representation is required to nonitor tech-
nical accuracy. HND- TD cour se Hanaper wi || Fvgluate and advi se
as to recomended changes froma developmental /educational view
point. CEHND-TD will coordinate with proponent on changes
required prior to production

,(101 Instructor identification (NLT 31 Jul prior to
operational year). Proponents wll submt finalized list of
instructors, "by session, to CEHND-TD for each course which he/she

sponsors.  CEHND-TD wi || request availability of each instructor
via an CEHND conmand nenrandum by 1 Septenber.

will be
subn1tt§ng revised draft materials to CEHND-TD NLT 120 days prior
to course start date to allow sufficient tinme for CEHND-TD to
prepare and submt these materials for printing/production NLT 90
days prior to course start date. Devel opers nust adhere to dates

11) Production. Course devel opers be responsible for
i
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required for submssion of materials to CEHND TD. Dela¥ on the
part of the devel oper to submt his materials to CEHND-TD coul d
possibly result in the absence of training materials at the
course site. Should unauthorized delays occur, the devel oper
wi Il be responsible for production and shipnent of materials to
EEﬁNggﬁése site at no additional nonetary or manpower expense to

~ (12) Inplenentation. Instructors wll present training,
utilizing anroved master |esson plans, and adm ni ster approved
testing rnstruments. Each studen MAIf.coanete the testing
instruments and an end-of-course evaluation. CEHND-TD wil |
moni tor and eval uate each new course/instructors. Proponent
attendance/reFresentatlon Is required for initial inplenentation.
EE& BP$BI wi || make comments/reconmendations, as warranted, to

- (13) Validation/evaluation. Evaluation instrunents from
the first ‘session, i.e., arrays, student end-of-course eval ua-
tions, CEHND-TD eval uation, and proponent reconmendations, will
be used to determne the validity of the |earning objectives,
content, sequence, nethods, and student achievenment. CEHND- TD
W l| prepare pretest/posttest itemarray and tabul ate student
eval uations. CEHND-TD will prepare recomrendations and coord-
inate with the proponent to effect changes as necessary, prior to
the second session.

, (14) Devel opnent of contract courses will be the same as
I n-house and training agent courses except as noted bel ow.

, (%) Products of paragraphs (3) through (7) above will be
furnished to the contractor as government-furni shed materials

(GFM

,(H?Contract,docunents wll be furnished to CEHND-CT-C as
appropriate with mlestones above

, ﬁc) Contractor will develop draft |esson and support
material s and conduct dry run in accordance wth the contract
del i very schedul e.

(d) Any changes to lesson or support materials identified

as a result of the dry run will be incorporated by contractor and
materials furnished pér contract.
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4-4. Exportable Training Program Exportable training courses
wi |l be devel oped as follows:

a. Selection of courses for devel opnent.

(1) Courses may be nom nated for devel opnent in the Export-
gbne Training Program per paragraph 4-3a(1l) and (2) or 4-4a(2)
el ow.

, (2) Certain classroom courses may pe nom nated for conver-
sion to the exportable node. The critéria stated in paragraPh
4-3a(l) (e) above will be utilized to determne the feasibility of
conversi on.

paragrg&h]¥?%4pfocess for approval for developnent is detailed in

b. Mlestone letter (NLT 30 days follow ng approval).
Proponent and CEHND-TD will agree to responsibilities of each and
m | estones for course devel opient. Considerable Corps resources
w Il be expended in the development of this training material

Sone devel opnent may be acconplished by a contractor. Contract
del ays on the part of the Government can warrant clains resulting
in additional costs to the Corps. To preclude waste of CbrPs
resources and keep devel opment costs to a mninmum each party
must clearly understand and agree to accept its responsibilities.
Failure to uphold these responsibilities can result in cancel-

| ation of course devel opment, perhaps at great cost to the Corps.

C. Subject matter expert (SME) identification (NLT 30 days
following mlestone letter). Proponent will subnit names of per-
sonnel who w Il perform in coordination wth CEHND-TD anal ysis
and design functions and serve as advisors on technical accuracy/
content of materials.

d. Notification of course devel opment start (NLT 30 days
after course start). CEHND-TD will prepare a nmenorandumto each
USACE custoner identifying the approximte distribution date and
an estimate of the final course cost.

, e, Analysis _and design (NLT five nonths follow ng SMVE
identification). The analysis and design functions lisfed in
paragraphs (1) through (6) "below will be perfornmed by
proponent/ SME, in coordination wWith CEHND-TD, within time franes
Eg&abl|shed by CEHND-TD to nmeet any contractual requirements for
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(1) Target population description. Describes the target
popul ation to provide a means of assessing the skills and know
| edge al ready possessed by the student. This information
establ i shes baseline entry level training.

(2) Task inventory. Proponent/SMVE delineate the major
functions of the tOb and those associated tasks which are cur-
rently perforned by a successful job incunbent.

_ (3) Task analysis survey. CEHND-TD will wutilize the task
I nventory prepared ‘above to survey MSC and districts to ensure
tasks being considered for training have broad applicability
across the Corps.

~ (4) Task selection/analysis. Results of survey will be
utilized to determne those specific tasks deemed appropriate for
training. Proponent/SME prepare a Task Anal ysis Wrksheet for
each task selected for training.

(5) Qbjective analysis. Devel opers conplete an ojective
Anal ysis WrKksheet for each task selected for training.

(6) Design concept. The Task Analysis Wrksheet will be

utilized by CEHND-TD to devel op the course design concept, a
detail ed exFIanatlon as to how presentation of the training ob-
jectives will be structured. HND-TD will coordinate approva
of the design concept with the proponent. Once the design con-
cept i s approved, course developnent will proceed in accordance
with this concept. No changes will be nmade to the approved con-
cept unless required by regulatory changes.

~f. Devel opnent fNLT five months follow ng approval of
design concept). Developnent of training materrals will be
acconplished in accordance with design concept established above.
Modul es for student study guide will be submtted to SME for
review of technical accuracy/content. Review nust be conpleted
within 30 days after submisSion. CEHND-TD will be responsible
for reviemng for adherence to design specification and educa-
tional strategy.

g. PrpductlonV(NLT three months fol|ow ng approval of
coursematerials). Video production will be acconplished in
accordance wth ‘design specifications and approved script.
Qccasional Iy, proponent/SVE presence will be required to ensure
techni cal accuracy during. production. Such requjrenents w || be
coordinated by CEHND-TD Wi th as nuch advance notice as possible;
however, the Schedul e established by CEHND-TD nust be adhered to
in order to avoid costly production delays.
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h. Technical evaluation (NLT one month after production).
Compl eted video and other course materials will be reviewed by
proponent/ SME board for technical accuracy prior to validation.

1. Validation (NLT one nonth after production). Course
materials will be presented to a group (6-10) of students in the
same nmanner that the course woul d be presented in actual train-
ing, to include pretest and posttest. Students nust meet pro-
?osed course prerequisites. The proponent will be responsible
for furnishing a well-qualified facilitator to conduct the train-
ing and for arrang!nP for students to participate in the ses-
sions. CEHND-TD wi |l coordinate the validation and furnish al
course materials. Each student and the facilitator will conplete
end- of -course eval uation forms furnished. CEHND-TD, in coord-
ination with proponent, will evaluate the success of the training
materials through the use of pretest/posttest item array, student
end-of -course evaluations, facilitator end-of-course evaluation,
and ot her eval uation instruments as necessary.

_ . _Final needs determ nation (NLT 90 diys prior to field-
I ng). CEHND-TD will survey each USACE conmand to determne their
updated needs for course materials. Distribution will be made in
accordance with needs identified at this tine.

k. Production/distribution (NLT two nmonths after contract

award). Course materials will be produced and distributed in
accordance with procedures outlined in Chapter 2, paragraphs 2-5.
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CHAPTER 5 - ORGAN ZATI ONAL AND | NDI VI DUAL RESPONSI BI LI TI ES

5-1. Ceneral. Mny organizations and individuals are involved
in Corps training programs as providers and users. This chapter
I dentifies various organizational and individual responsibilities
regardlng t he PROSPECT Training Program Each elenent and indi-

Vi

ual may have additional responsibilities for training.
5-2. CEHND TD Responsibilities.

~_a. Manage the PROSPECT programs w thin approved budget
cei lings.

(1) Plan, program devel op, coordinate, review evaluate,
validate,” and direct training prograns.

_ (2) Advise HQUSACE el enents and other users regarding the
obj ectives of tralnlnq progranms. Provide technical advice and
assistance to all levels of management concerning determ nation
of training needs, design and presentation of tralnlng, and eval -
uation of results. Plan and conduct briefings as needed for
USACE directors, chiefs of separate offices, and major djrec-
torate chiefs on the status and progress of training activities,
pl ans, and prograns.

, (3) Develop internmediate and |ong-range plans and program
QU|dance;,nana%F curricul um devel opment™ and “mai'nt enance in coord-
I'nation with the organizational proponents; coordinate, forecast,
and estimate future training requirenents.

~(4) Provide guidance, coordinate, establish mlestones,
participate in, and ensure conpliance with COESAT process for
deveIOﬂln new courses and revising existing courses (Chapter 4
and CEHNDP 350-1-2). Devel ope special courses to assist Corps
elements in the inplenentation of new or revised policies, pro-
cedures, and regulations as directed. Maintain audit trial to
expl ain devel opment processes and deci sions.

(5) Determne dates, geographical location, and tuition for
cl assroom cour ses.

(6) Provide information to the CETIC as requested

b. Serve as sole registrar for the PROSPECT cl assroom and
other DCD school prograns.
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_ Réé% Assign course numbers for all surveyed courses, includ-
ing P ECT and other DCOD school courses. Any required training
not listed in the annual survey nmust be requested in accordance
with the procedures outlined in the survey.

~ (2) For PROSPECT courses, serve as the registrar for al
el igible attendees per para?raphs 1-6a(l) and (2). Survey for
training requirenents and allocate all quotas.

(3) For other DOD schools, serve as the registrar for al
Corps members. Survey for and submt requirenents to aqg;oprlate
quota managers, and receive and allocate quotas to all rps
element training officers. Included in other DOD schools are
G vilian Personnel Administration Training, Defense Managenment
Education Training, DOD service school courses, etc.

(4) Maintain and update current automated catal og(s) and
syst ens.

(5) Process waivers of course prerequisites.
5-3. HOUSACE., Directorate of Human Resources Responsibilities.

a. Director of Human Resources. |nplenents CETIC
recomrendati ons.

b. Human Resources Pl anning and Devel opment Division
(CEHR- H).

, (1) Provides staff supervision to CEHND for training
| ssues.

(2) Requires updates, status reports, briefings and
eval uations from CEHND, proponents and Corps el enent training
officers, as appropriate, to nmonitor training operations
effectively and efficiently.

. (3) Assists CEHND in identifying Proponent org%nization and
I ndi vidual points of contact for "existing PROSPECT courses as
requested by CEHND- TD..

(4) Coordinates wth HQUSACE proponents, CETIC, CEHND-TD),
Cbrps element training officers, and others on training require-
ment s.

(5) Reviews and processes training course proposal forms.

(6) Coordinates high priority and direct-funded training

5-2



ER 690- 1- 414
15 Apr 94

5-4. Proponent Responsibilities

~a. Organi zational proponents. Review training curriculum
to include all courses for the functional area, to ensure
consi stency with mssion objectives and elimnate or prevent any
duplications between courses; recommrend solutions for training
tasks not covered by existing courses; recomrend the nost cost-
effective nmethodology for training;, and ensure currency of
training content and materials.

b. Course proponents (action officers), within their
functional area of responsibility:

. (1) CGenerate proposals for new training courses and
revision of existing courses.

(2)_Review and_eval uate r%gosed training courses.
Conpl ete "Part 11l of ENG Form 4713-R for each course

- (3) Assess current prcgrams' ability to satisfy Corps
trai ning needs.

(4) ldentify changes in technical content (aaﬁllcable
state-of-the-art techni ques and procedures, etc., I ch have been
approved for corps use) and managenent policies and ensure that
training courses reflect these changes.

ﬁ5) Assist in the devel opnment and review, and provide final
approval,” of the technical content of PROSPECT courses.

(6) Verify need for existing PROSPECT classroom courses by
annual l'y review ng each course to be presented in the comng year
and conpleting Part Il of ENG Form 4712-R

~ (7) Recommend and coordi nate PROSPECT cl assroom course and
session offerings with CEHND TD

(%} Participate in the devel opnent of new courses per
Chapt er and CEHNDP 350-1- 2.

. _SQ) Determne in conjunction with CEHND-TD, future
disposition (e.g., creation of an advanced course; deletion of an
exi sting course? during exportable course devel opnent.

10) ldentify jnstructors for delivering Corps trainin
progra é%d SME t&/deveﬁop t echni cal content.g P .
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(11) Furnish recomendation to CEHND-TD on source of
presentation (contract, in-house, or training agent) and delivery
met hodol ogy (cl assroom exportable course, other).

(12) Approve requests for waiver of course prerequisites.
(13) Evaluate existing courses.

~(a) Send representatives fromtheir office, or functiona
speci alist counterparts in the field, to class SGSSIOH(S& hel d
during the training year to_evaluate instructjon and talk to the
students and instructors. (This travel can often be conbined
with instructor duties for the same individual.) A mnimm of
one visit to one class session everY two years i's reconmended.
To limt costs,(ggoponent visits wll only be made to courses
hel d in CONUS. HND will not fund proponent visits to OCONUS
courses, unless the proponent will teach a significant portion of
the course, as determned by CEHND-TD. If a proponent visit is a
required and the course is presented in two different sites, the
proponent will visit the one resulting in less travel and per
diem if possible.

&b) Review the test arrays and course eval uations grgpared
by CEHND-TD and propose changes, corrections, additions, an

deletions fromthe course content as appropriate.

(14) Proponents are precluded from announci ng PROSPECT
course data (e.?., dates, locations) or changes in the course
delivery schedule that have not been approved or announced by
CEHND-TD.  Further, proponents may not make any tralnln? al | o-
cations nor unilaterally change course content, methodology, or
training agent/contractor.

5-5. SME/ Devel oper Responsibilities.

a. ldentify and incorporate into training materials

rel evant state-of-the-art techniques and procedures approved for
Cor ps use.

Comply with requirenments and m | estones of COESAT

b.
(Chapter 4 g%dyCEHNDP 350-1-2) in devel opnent of course
material s.
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5-6. Instructor Responsibilities.

a. Conduct training sessions in accordance W th COESAT
Chapter 4 and CEHNDP 350- 1- 2.

b. Ensure each student conpletes pretest, posttest, and
course eval uation.

~¢. Forward tests and evaluations to CEHND-TD NLT five
wor ki ng days follow ng conpletion of training.

5-7. Oganizational Training Responsibilities. Wthin a USACE
comand, training pO|IC¥ I's 1nplemented by the conmander/director
with the assistance of the training officer or enployee
developnent specialist (EDS) and the training conmttee (where
present). Element input to Corps training prograns is critica
to successful mssion acconplishment during each phase of the

pl anning and operating cycle as described in this regulation.

a. Training Oficer or EDS Responsibilities

(1) Grcul ate PROSPECT Training Needs Survey to all
el ement's of his/her organization.

~(2) Ensure that activity training needs for slots in
specific courses are provided to CEHND-TD; verify and accept
final slot allocations; provide acceptance of quotas received
from CEHND- TD.

, - (3) At the MSC level, distribute quota allocations to
districts, matching allocations as closely as possible with
requests.

, .~ (4) Manage allocations made to organizational elenents,
distribute student reporting instructions, and pronptly notify
CEHND- TD of cancel | ati ons.

(5) Forward new course proposals (using ENG Form
4713-R) to CEHR-H.

(6) Promote clear understanding of training policy,
regulations, and training objectives.

(7)) Maintain essential records needed for planning future
training and preparing periodic or special reports as required.
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(ﬁ% Ensure, in coordination with supervisory personnel,
that menbers nmeet training course prerequisites prior to
nom nation, and request waivers from CEHND- TD when necessary.

~(9) ldentify courses which are effective or ineffecive in
meeting stated course objectives and advise CEHND- TD of these
cour ses.

(10) Conplete reports as requested by CEHND-TD and CEHR-H
(11) Manage local inplenentation of the exportable program

~(a) Notify all organizational elenents and especially |oca
functional program managers when training programs are available
and encourage their |lea ershlp, action, an support to ensure
that all nmenbers needing the training receive i
- (Db) Assist functional chiefs in identifying potentia
trainees in their offices and in field offices.

(c) Help functional chiefs develop training schedules to
acconplish identified training.

(d) Assist functional chiefs in selecting facilitators for
exportable training courses.

(e). Provide facilitators with training space, equipment,
and materials to conduct each training session.

(f) Assist facilitators during training sessions if
necessary.

(g) For training conducted by facilitators, collect class
roster, pretests, posttests, student and facilitator
course evaluations and nail themto Directorate of CE Training
Managenment, ATTN. CEHND- TD-NT, within 10 working days of

completion of training.

(h) For individualized training, proctor the pretest and
posttest, and forward them along with the student's end-of -
course evaluation as stated in paragraph(g) above.

Ug Ensure student's supervisor has conpleted DD Form 1556
(per AR 690-400). Record conpleted training on DD Form 1556,
t

0
based on completion of tests and evaluation, and enter data into
the automated data base.
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éjﬁ Report number of personnel trained to CEHND-TD-NT and
to CEHR-H, as required.

(k) Survey functional offices to determne the need for

xportable courses_and provide this information to CEHND-TD
uring the annual Training Needs Survey.

(1) Maintain an appropriate supply of printed exportable
S

training course materials.

Update exportable training naterialshﬁy i nserting
changes/revisions when received from CEHND- TD- NT.

: Store materials and. control distribution of materials.
(Di strFBLt|on of course materials wthout conﬁuctlng training

sessions is not authorized. Such dissemination limts trainlng
benefits and can cause confusion. Unauthorized use of exportable
material s seriously undermnes program integrity.)

b. Manager and Supervisor Responsibilities

(1) ldentify the training, educational, and devel opnental
needs of ‘members and categorize these needs based on the priority
order as described in Appendix B. Training needs identification
must consider the mssion of the enploying activity and be based
on observation of and discussion with fhe Corps nenber.

(2) Plan for training. Supervisors must ensure that
menmbers meet established training course prerequisites prior to
nom nation. \Miver requests for PROSPECT classroom courses, when
justified, nust be submitted to CEHND-TD for approval
Supervi sors nust submt the appropriate forn1§ Form 1556 or
ot her approved docunment) to nom nate menbers for tralnln? (bot h
classroom and exportable) sufficiently in advance to nmeel any
established deadlines. 1f a primary nominee for a trainjng
course cannot attend the course, the supervisor nust notify the
training officer and attenpt to identify a substitute for the
primary nomnee. (Substitute nust meed court course FrereqU|S|tes or
submt appropriate request for waiver for approval.)

~ (3) Prepare menbers to attend training. Prior to the
training ‘course, the supervisor should discuss the training
course objectives with the nenber, relating the course oqjectlves
to the individual's assigned duties. The Supervisor should al so
di scuss his/her expectations of the person once he/she has
completed training. The supervisor will nmake every effort to
allow the menber to attend the tra|n|n?. Upon conpl etion of the
training, the supervisor will discuss the training with the
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menber to determne the value of the training to the organiza-
tion. LastIY, the supervisor will encourage the nenber to use
the new skills on the job which were acquired fromthe training
cour se.

(4) Evaluate conpleted training. The supervisor wl|
conpl ete eval uation forns as requested b% the training officer.
The supervisor's overal |l evaluation of the training course
relates to its value to the organization, nanely, "Did the
activity get its noney’'s worth fromthe training?" and "Wuld
you send anot her menbér to the same training course?"

c. Facilitator Responsibilities.

. (1) Ensure that training materials, facilities, and
equi pment "are properly schedul ed.

(%g Conduct training sessions per facilitator’s guide and
CEHNDP '350- 1- 2.

(3) Ensure each student conpletes pretest, posttest, and
end- of -course eval uation

(4) Prepare attendance roster and conplete pretest item
array and facilitator's end-of-course eval uation
conduct ed.

, 5) Forward roster, tests, and evaluations to the training
off|ce# &L{:three wor ki ng days fol lowing conpletion of training.

d. Trainee Responsibilities.

1) ldentify training needs. Assist supervisor in
detern#nﬁng trajni%g needs %nd In preparing a# | DP

(2) Request appropriate training courses.
(3) Participate in training.

(a) Attend training sessions in a tinmely and professiona
manner .

, (b) Actively participate in training by follown
instructor's/facilitator's directions and gui dance, an
ﬁonplethg assigned tasks, including pre-class assignments and
omewor k.
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%?1 Conpl ete pretest, posttest, and end-of-course

Wil D30

eval uat?
FOR THE COWANDER:

4 Appendices A thru D WLLIAM D. BROM .
(Li'sted in Table Col onel OorPs of Engi neers
of Contents) Chief of Staff
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APPENDI X A
Definitions
1. CEHND: U.S. Arny Engineer Division, Huntsville.

2. CEHND-TD. Directorate of CE Training Management, U S. Arny
Engi neer Division, Huntsville.

3. CEHR-H_ Human Resources Pl anni ng and Devel opnent Divi sion,
Directorate of Human Resources, HQUSACE.

4. Contract Course: A PROSPECT classroomtraini ng Broglrzam
course devel oped and taught under a contract issued be CEHND.

5. Corps of Engineers Systems Approach to Training (COESAT):
The Corps systemfor conplyi n? wth the requirements In AR
690-400 to develop systematically training based on needs.
Description of the s?_/lstem Is contained in Chapter 4. Detailed
procedures are in CEHNDP 350-1-2.

6. Corps of Engineering Training Issues Conmittee (CETIC): A
commttee which provides corporate |evel guidance and direction
for managi ng USACE training efforts, including all PROSPECT
training, and advises the USACE Director of Human Resources on
the direction of all training efforts. See ER 15-1-16.

7. Course: Structured training based on identified job tasks.
For purposes of the PROSPECT program the training nust conform
to Chapter 4 and CEHNDP 350-1-2.

8. Course Manager:  CEHND TD personnel assigned responsibility
to oversee/manage courses in accordance wth this regulation.

9. Oiterion-Referenced Test (CRT): Test to measure student’s
acconpl 1 shnment of [esson objectives, with criterion/standard
bei ng achi evenent of objectives.

10. Design Concept: A document detailing structure for
presentation of objectives for exportable course.

11. Directed Training: H ghest priority training required by a
USACE proponent when courses need to be” quickly devel oped and
|rrp|I emented and cannot wait for the nornal training requirements
cycle.
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~a. For classroom courses, the proponent organization

provides funds for course devel opnent’ and tuition, announces
priority training programby command menorandum nonitors course
t echni cal content devel opnent, and provides student quota

ui dance to CEHND-TD. CEHND- TD announces class session dates,

ocations, and allocations through Corps hunman resource channels
and assures that course is devel oped in accordance w th COESAT
met hodol ogy.

~b.  For exportable courses, the proponent organization
provi des funds tor devel opment in accordance w th COESAT
met hodol gy and distribution, and oversees technical content.
The training course is then provided to USACE organi zations
W thout charge.

12. Distance Learning: Trai ning conducted by linking an
instructor to one or nore studenfs via a conputer and nodem

video broadcast, or other electronic neans. = Students may al so be
linked simlarly, and interact through electronic forums and/ or
bul  etin boards.

13. Exportable Training: Training conducted by |ocal
facilitators or taken i1ndividually using visual-based, exportable
training materials. Mterials are designed for use in_a |oca
classroomwith the facilitator ?Hldlng the training. The
E&eatest benefits are received through this nethod of de[|ver¥.

terials may be utilized for individualized training, with the
training officer proctoring the pretest and posttest. Usin% this
met hod, the student will probably find it beneficial to seek a
mentor to help in case of technical questions.

14. Facilitator: In the Exportable Training Program the
i ndi vidual who leads training sessions.

15. In-house Course: A PROSPECT O assroom Training Program
course designed, devel oped, and taught by Corps menbers who serve
with the permssion of their organization.

16. Mlestone Memorandum A joint agreenent between CEHND- TD
and the USACE prgggnent to devel op a proposed new course in
accordance with SAT methodol ogy, listing responsibilities of
each, and mlestones for acconplishnment. HND- TD prepares the
m | est one menorandum for proponent concurrence.

17. Needs Verification: In the PROSPECT O assroom Trai ning
Program the annual process of determning whether existing

on oing%}courses shoul d be offered in the next training cycle
ENG Form 4712-R).
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18. Nontraditional Training; See Exportable Training. My also
include 1ndividualized, self-paced training using conmputers,
video teletraining, and other such delivery nethods.

19. njectives: Statements which specify pre0|sely what
behavi or the student mnust exhibit upon copletion of training,

the conditions under which the behavior will be acconplished, and
the m ninum standard of acceptabl e performance. (A so referred

to as training or learning objectives.)

20. Onsite Training: Sessions of regular classroomtraining
courses required by a specific element for its own use. The

el ement provides |unp sum funding to CEHND prior to scheduling of
training to cover instructor and staff expense (travel, per di'em
salary when applicable) and cost of appropriate training
material s provided by CEHND-TD.  The elenment is responsible for
providing classroons and required support equipnent, notifying
and prOVIdInP students, and funding and arranging for student
travel and Todging. (The element assists CEHND-TD in securing
|odging for instructors/staff.) Requirenents submtted for

I ndi vi dual PROSPECT cl assroom courses shoul d not be included in
onsite requests.

21. (Operatjonal Year: Fiscal year in which first session of a
new course 1s taught.

22. Qiginator: Person or organization suggesting a new course.
23. Pay- As- You- (0:

a. Cassroom program Financial procedures used to ensure

that tuition costs charged will enable the programto pay for
itself. The tuition charge covers all costs for devel opnent,
Instructors, student training materials, and a pro-rata share of
the indirect costs.

b. Exportable program Financial procedures used to ensure

that costs charged wll "enable the programto pay for itself.
Charges cover all costs for devel opnent, facilitator, student
training materials, and a share of the indirect costs.

24. Posttest: A test ?iven to a student upon conpletion of a
course of instruction To nmeasure |earning achieved

25. Prerequisites: Skills, know edge, and abilities required of
a student to participate effectively in a specific training
course, Prerequisites may be based on current position, grade

ob series, subject know edge, or experience the student nust

ave.
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26. Pretest: A test given to a student before entry into a
course or unit of instruction to determne the technical skill
and know edge he or she already possesses (entr% behavior) i
given subject. In classroom courses, this can be used to
Identify areas for nore/less enphasis; in exportable courses,
this can be used to identify portions of the instruction the

facilitator/student can bypass.

s
n a

27. Proponent: An individual, usually fromHQUSACE, who
sponsors PROSPECT training

a. Organi zational proponent: Has overall responsibility
for training curriculumfor the functional area.

b. Course proponent: Action officer with responsibility
for a specific course.

c. See paragraph 5-4 for detailed responsibilities.

28. Proponent - Sponsored Engi neer Corps_training (PROSPECT):
Short-term classroom and exportable training courses sponsored by
USACE el erment s.

29. Short-Term Training: Training, on a full-tine basis, of
| ess than 120 cal endar days duration.

30. Subject Matter Expert (SME): An individual, usually froma
USACE el'enent, who has been designated by a proponent to serve as
an advi sor/consultant to CEHND-TD for a specified course regard-
ing sug|ect matter, content, objectives, etc. An SME may bé an
advi sor/consul tant, devel oper, ‘course nonitor, or instructor; my
sonetimes perform nultiple roles.

31. Target Population: The group of individuals who will poten-
tially Tequire training in a specific area.

32. Task Analysis: A nethod by which the know edge, skills, and
steps required for task performance are systematically exam ned.

33, Traditional Training: O assroom based training, using one
or nnretlnstructors who interact with students in person, at the
same site.

34. Training Agent: In the PROSPECT C assroom Training Program
a training agent is a Corps organization, such as a |aboratory or
district, which devel ops and conducts a desi gnated PROSPECT

cl assroom course and is reinbursed by CEHND.
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35. Training Needs Survey: An annual survs&sent to all USACE
organi zat1ons and non-Corps users of the PROSPECT training
programto determne training needs for the next fiscal year.

36. Training Package: In the exportable training program this
includes a facilitator's guide, visual content carrier (e.g., .
vi deocassette, conputer disk, etc.), student study guide, and job

performance aids.
37. Validation:  Presentation of training under normal circum

stances to determine the validity of |earning objectives, con-
tent, sequence, nethods and student achievenent.
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APPENDI X B
USACE Training Priorities

Human resource devel opment theory describes three categories
of learning: training, education, and devel opment. These
categories are ranked I n order and determ ne USACE priorities.

1. Priority I. Training which provides new skills and
know edges or inproved current skills and know edge that are
needed now to performone's duties. Priorities | needs nust be met
during the next 6-12 nonths. Wthout this training, organiza-
tional mssions cannot be fully acconplished.

2. Prioritv Il. Training which addresses skills and know edge
needed within the next I2-24 nonths. This training is designed
to provide new skills, inprove existing skills, correct

performance deficiencies, and prepare individuals to assune
addi tional duties.

3. Priority IIlI. Devel opment of new skills and know edge t hat
wll be used in the future (two or nore years hence). Devel op-
mental |earning can be deferred with [ittle or no inpact on
current mssion acconplishment.
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VERIFICATION OF TRAINING NEEDS FY__
(ER 690-1-414)

REQUIREMENT CONTROL NO.
CEHR-H-24

PART |

(To be compieted by Training Management, CEHND-TD.)

TO

FROM

CDR, US ARMY ENGINEER DIVISION, HUNTSVILLE
ATTN: CEHND-TD

P.0. BOX 1600

HUNTSVILLE, AL 35807-4301

1. COURSE TITLE

2. COURSE CONTROL NO

3. COURSE LENGTH (Hours)

4. TYPE COURSE

5. CLASS SIZE

COURSE HISTORY

NO. YEARS CONDUCTED

NO YEARS IN PROSPECT PROGRAM

TOTAL STUDENTS COMPLETING

FISCAL
YEAR

SURVEY
SESSION

STUDENT

ALLOCATIONS
SESSION

STUDENT

CONDUCTED
SESSION STUDENT

7. CEHND-TD RECOMMENDATION

sessions be surveyed for FY

8. CEHND-TD COMMENTS

FOR

_ ILLUSTRATION PURPOSES ONLY
(Local reproduction authorized - blank masters available from local FMO)

COURSE MANAGER

SIGNATURE

DATE

ENG Form 4712-R, Apr 94

ALL PREVIOUS EDITIONS ARE OBSOLETE.

C1

Page 1 of 2 Pages (Proponent CEHR-H)



PART Il
(To be completed by the USACE Proponent)

To: FROM:

CDR, US ARMY ENGINEER DIVISION, HUNTSVILLE
ATTN: CEHND-TD

P.O. BOX 1600

HUNTSVILLE, AL 35807-4301

1. COURSE NEEDED IN FY___ ? 2. ESTIMATED NUMBER OF STUDENTS FY___? 3. NO. OF YEARS COURSE SHOULD BE CONTINUED

[ ves [ Jno

4. COURSE FREQUENCY

[ every vear [ Jevery Two vears [:] OTHER (Please specify)

RELATIONSHIP OF THIS COURSE TO OTHER TRAINING

a.. IS TRAINING OF A SIMIIAR NATURE AVAILABLE THROUGH GOVERNMENT, INDUSTRY OR ACADEMIA? D YES D NO

b. IF YES. WHY MUST THIS BE CONDUCTED AS A USACE COURSE? (if available training is sufficient, unsatisfactory, etc., P/ease explain.)

6. REMARKS

a. ARE ANY MAJOR/MINOR CHANGES TO THE FY COURSE/MATERIALS ANTICIPATED, I.E., NEW REGULATIONS, POLICY, ETC.?

D YES if yes, please specify D NO

IF CHANGES ARE ANTICIPATED, PLEASE ESTMATE HOW MUCH THESE CHANGES WILL COST $

b. IS A SUFFICIENT SUPPLY OF DEVELOPERS/INSTRUCTORS AVAILABLE AT THIS TIME TO SUPPORT TRAINING DEVELOPMENT/PRESENTATION NEEDS?

[ Jves COvo

c. THE FOLLOWING MONTHS WOULD PROVE MOST PRACTICAL FOR THE COURSE SESSIONS TO BE SCHEDULED (Please consider instructors availability
and peak work periods):

d. OTHER COMMENTS

. FOR ILLUSTRATION PURPOSES ONLY
(Local reproduction authorized - blank masters available from local FMO)

NAME AND ORG SYMBOL OF COURSE PROPONENT | SIGNATURE DATE
(Type or Print)

(ENG Form 4712-R) Page 2 of 2 Pages
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APPENDI X D

EVALUATION OF PROPOSED TRAINING COURSE
(ER 690-1-414)

USACE CONTROL NUMBER
RCS: CEHR-H-25

NOTE: FORM MAY BE SUBMITTED AT ANY TIME; HOWEVER, TO BE INCLUDED IN THE NEXT SCHEDULED TRAINING NEEDS SURVEY. IT MUST
BE RECEIVED BY CEHR-H BY 1 JULY.

TO: FROM: (Originator- Name and Organization Address)

CDR, USACE (CEHR-H)
WASH DC 20314-1000

PART |
(Originator completes Part 1 and forwards all parts to CEHR-H. If originator is also Proponent, complete Parts 1 and 111 before sending to CEHN-H. Use additional sheets if necessary)
1. PROPOSED COURSE TITLE

2. PURPOSE (Explain why thls course i1sneeded, and what knowledges, skills, and abilities trainees should obtain from the course.)

3. SUGGESTED TASKS/TOPICS TO BE COVERED BY THIS COURSE

4. TARGET AUDIENCE (List the employees who should attend. Include functional areas, grade levels and series of potential students. List any
knowledge or skills nominees should have before attending this class.)

5. ESTIMATED NUMBER TO BE TRAINED

TOTAL 1st YEAR EACH ADDITIONAL YEAR % YEARLY TURNOVER

EXPLAIN THE METHOD USED TO DETERMINE THESE NUMBERS:

6. SUGGESTED HQUSACE PROPONENT ORGANIZATION/POINT OF CONTACT

7. COMMENTS

~ FOR ILLUSTRATION PURPOSES ONLY
(Local reproduction authorized - blank masters available from local FMO)

NAME, TITLE AND ORGANIZATION (Type or Print) SIGNATURE TELEPHONE NO. (Incl. Area Code)

DATE

ENG FORM 4713-R, Apr 94 ALL PREVIOUS EDITIONS ARE OBSOLETE Page 1 of 4 Pages (Proponent CEHR-H)
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PART Il
(CEHR-H compfetes Part Il and forwards to proponent)

-

. PROPOSED COURSE TITLE

2. CEHR-H CONTROL NUMBER

3. IDENTIFICATION OF PROPONENT ORGANIZATION (inciude point of contact and teiephone number)

~
O
¢
z
m
4
=5
(7]

FOR ILLUSTRATION PURPOSES ONLY

(Local reproduction authorized - blank masters availabie from iocai FMO)

NAME AND TITLE (Type or Print)

SIGNATURE

TELEPHONE NO. (Ind. Area Code)

DATE

(ENG FORM 4713-R)

D2
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PART Il

(Course proponent completes Part Ill and returns to CEHR-H. Use additional sheets if necessary)

TO FROM
CDR, USACE (CEHR-H)

WASH DC 20314-1000

=

PROPOSED COURSE TITLE 2. CEHR-H CONTROL NUMBER

3. SUSPENSE DATE

4. CONCUR WITH RECOMMENDATION TO DEVELOP PROPOSED NEW COURSE AS A USACE TRAINING COURSE?
(Explain your recommendations.)

D YES D NO

4

. WHAT TASKS/TOPICS SHOULD BE ADDED/DELETED FROM BLOCK 3, PART |?

o

. GENERAL
a. CURRICULUM STABILITY
(1) HOW OFTEN ARE CHANGES ANTICIPATED?

(2) WHAT TYPES OF CHANGES WOULD BE INVOLVED? (e.g. regulation update/changes, on-the-job task changes, etc.)

(3) HOW EXTENSIVE WOULD THE CHANGES BE? (e.g. major - entire course: moderate - half the course, minor- little change: etc)

b. WHEN IS THE FIRST TRAINING NEEDED? (Qrt/Yr, justify any requirements less than 18 months.)
c. IS THE TRAINING D BASIC OR D ADVANCED LEVEL?

~

SPECIAL COURSE CONSIDERATIONS (e. g. equipment needs, computer time, funding, regional application, etc.)

®

TARGET AUDIENCE (Amplify/clarify/verify information furnished in Part 1, Blocks 4 and 5.)

©

. RECOMMEND CLASSROOM D OR EXPORTABLE TRAINING D (Explain recommendation)

10. RECOMMEND SOURCE FOR DEVELOPERS OF COURSE MATERIALS CORPS EMPLOYEESD I.ABSD
(Explain  recommendation)

CONTRACTORS D

11. SUGGESTED SOURCE FOR INSTRUCTORS. IF CLASSROOM TRAINING RECOMMENDED IN 9 ABOVE:
CORPS EMPLOYEES D LABS D CONTRACTORS D (Explain  Recommendation)

12. COMPLETE FOR ITEMS CHECKED IN 10 AND 11 ABOVE (Name, Organization, and Telephone, if known):

a. INSTRUCTORS

b. COURSE DEVELOPERS/SUBJECT MATTER EXPERTS

c. POTENTIAL CONTRACTORS

d. LABS
13. REMARKS
FOR ILLUSTRATION PURPOSES ONLY
(Local reproduction authorized - blank masters available from local FMO)
NAME, TITLE AND ORG SYMBOL (Type or Print) SIGNATURE TELEPHONE NO (Incl. Area Code)

DATE

(ENG FORM 4713-R)
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PART IV
(CEHN-TD completes and forwards copy to CEHR-H. Use addditional sheets, if necessary.)
T0: CDR, US ARMY ENGR. DIV., HUNTSVILLE FROM:
ATTN: CEHND-TD CDR, USACE (CEHR-H)
P.0. BOX 1600 WASH DC 20314-1000
HUNTSVILLE, AL 35807-4301
1. COURSE TITLE 2. CEHR-H CONTROL NUMBER 3. SUSPENSE DATE

4. SIMILAR COURSE OR DUPLICATION OF SUBJECT MATTER OFFERED IN OTHER COURSES BY USACE, FEDERAL GOVERNMENT, INDUSTRY, OR ACADEME?
(Explain research method and result)

5. RECOMMEND CLASSROOM ORD EXPORTABLE TRAININGD (Explain recommendation)

6. CEHND-TD TO CONTROL NUMBER 7. CLASS SIZE (If classroom training selected)

8. COURSE TO BE DEVELOPED BY

9. COURSE TO BE TAUGHT BY (Classroom only)

10. ESTIMATED COST (IN DOLLARS)

a. DEVELOPMENT b. FIRST YEAR c. SECOND YEAR d. THIRD YEAR

11. REMARKS (CEHND-TD reaction in terms of funding instructor availabilityy. CEHND-TD staff effort required, time needed to develop, etc)

FOR ILLUSTRATION PURPOSES ONLY
(Local reproduction authorized - blank masters available from local FMO)

12. PREPARED BY

NAME AND TITLE (Type or Print) SIGNATURE TELEPHONE NO. (Incl. Area Code)
DATE

13. APPROVED BY

NAME AND TITLE (Type or Print) SIGNATURE TELEPHONE NO. (Incl. Area Code)
DATE

(ENG FORM 4713-R) Page 4 of 4 Pages
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