DEPARTMENT OF THE AIR FORCE

Air Education and Training Command

MEMORANDUM FOR:  37 TRW/SEG/SEW/SET




12 March 02

FROM:  37 TRW/SE

SUBJECT: Career Development Course (CDC) Guidelines

1.  The Extension Course Institute (ECI) is the distributing facility of CDC’s.  Each course a trainee enrolls in has a 12-month time limit applied to it by ECI.  The 12-month time period begins at ECI, upon enrollment.  The course is mailed from ECI to the Wing EST office ,and is kept there until it is picked up by the unit training manager.  The date of enrollment is printed on an AF Form 9, which is forwarded to the trainee with the CDC’s.  The average time for this process is thirty days.

2.  The unit training manager schedules the trainee and supervisor for a CDC briefing, at which time the supervisor accepts responsibility of monitoring the trainee’s progress through the course.  The supervisor determines the volume review exercise due dates and overall completion date, to include passing the end of course (EOC) exam.  The supervisor must keep in mind the course disenrollment date (found at the bottom right corner of the ECI Form 9 Enrollment Notification Card) when setting up the volume due dates.  Things to keep in mind are: enrollment date, time spent awaiting arrival of CDC, time spent awaiting arrival of EOC, and review training time needed in case of an EOC failure.  The following is an example of a typical course enrollment: 



13 Apr 01

AB Jones assigned to unit, has completed 3-level tech training (trainee enters






mandatory 3-month duty experience period)



13 Jul 01

EST orders CDC 3S251 through Wing EST



14 Jul 01

Wing orders course from ECI



17 Jul 01

ECI receives request and processes enrollment (enrollment date is






17 Jul 01 printed on AF Form 9)



07 Aug 01

Wing receives CDC, sends notification for pick-up to unit



09 Aug 01

Unit has the CDC, schedules briefing for the next time when






both trainee and supervisor are available)

As you can see, 7 weeks of enrollment have already elapsed before the trainee is even in possession of the course!

When preparing the CDC schedule for the trainee, the supervisor must keep in mind that it takes 30-45 days to receive an EOC once initially requested.  Add another 30-45 days to receive a retake exam if needed, and we have this scenario:






 52
week enrollment






-07
weeks of distribution of CDC






 45






-12
weeks of distribution of EOC(s)






 33






-04
weeks to schedule trainee to take the EOC






 29

We now have 29 weeks (maximum) left to have the trainee do the volumes.  3S251 has five volumes, and the supervisor decides the trainee will be given 30 days per volume.  Changes are posted on the same day as the briefing, and the 623a is documented with a projected schedule that looks like this:





Volume 1 issued:  8 Sep 01  -  Due Date:  6 Oct 01




Volume 2 issued:                  -  Due Date:  3 Nov 01




Volume 3 issued:                  -  Due Date:  8 Dec 01




Volume 4 issued:                  -  Due Date:  5 Jan 02




Volume 5 issued:                  -  Due Date:  2 Feb 02
Without deviation, this should leave the trainee ample time to review and prepare for the course exam, without worry of a course expiration.  A course expires when a trainee does not pass the EOC before the 12th month disenrollment date (in this scenario, 17 Jul 01).  Lets continue our course progress:



2 Feb 02

Supervisor requests EOC order from EST





(IAW AFI 36-2201, order upon completion of last volume)



3 Feb 02

Wing EST forwards request to ECI



6 Feb 02

ECI receives request an processes order



3 Mar 02
Wing EST receives exam, notifies unit



6 Apr 02

Trainee is administered the EOC



3 May 02
Trainee is notified of EOC score

If the trainee receives a passing score, the next course is ordered, if applicable, and the process begins again.  If the trainee does not pass, a retake exam will be ordered (if the unit commander chooses this option).  The retake should arrive around 9 Jun 02.  The trainee would then be scheduled for the 6 Jul 02 test date.  ECI will receive and store the test around

13 Jul 02.   A passing score will complete the course on this date, 4 days before course expiration.  A second score would immediately disenroll the trainee from the course, regardless of the expiration date.

3.  This scenario has been provided as an example only, to show a typical CDC progression.  Dates can and do fluctuate.  Variants can include longer/shorter mailing times, using different test dates, trainee or supervisor not available for scheduled time, TDYs, and many other training interruptions.  The unit commander has the option of requesting up to a 4-month extension on a course, if extenuating circumstances exist.  There is no guarantee of approval as each request is reviewed on a case-by-case basis.

4.  The unit EST office will begin documenting the course progression of trainees enrolled for more than 8 months in a CDC.  This will require written updates from the supervisor on a monthly basis.  Attached is a worksheet that the supervisor can utilize.  This will help the training office to track possible problem areas and trends.  Please follow these guidelines:


8 months from date of enrollment
 -  supervisor forwards worksheet or other form of documentation to EST.


9 months from date of enrollment
 -  supervisor forwards another update to EST; EST will then brief the unit 




    commander on the status of that trainee.


10 months from date of enrollment
 -  supervisor forwards another update to EST;  supervisor, trainee, and 





    training manager meet with commander to discuss options.


11 months from date of enrollment
 -  supervisor provides written updates to EST and unit commander.  





    Commander determines future of the trainee’s upgrade progression.  Wing 




    EST is notified of decision.

5.  Supervisors will be required to provide these updates on all individuals in CDCs for 8 months or more.  The updates will help decrease the number of unwarranted course extension requests and course expirations, which reflect negatively on the unit’s training program.  Any questions can be directed to the unit EST office.
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Chief of Safety

	Career Development Course (CDC) History on:
	
	

	
	(Name)
	

	
	
	
	

	WorkCenter:
	Safety
	
	Supervisor:
	

	
	
	
	

	Course:
	1S051 – Safety Journeyman
	
	Date of Enrollment:
	

	
	
	
	

	# Months Enrolled:
	
	# Volumes Issued:
	5
	Date CDC Issued:
	


((((((((((((((((((((((((((((((((((((((((((((((
	Volume 1
	

	
	
	
	
	
	

	Date Issued:
	
	Date Completed:
	
	Score:
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	Breaks in Training?
	Yes
	No
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	Date Completed:
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	Problems Encountered?
	

	
	

	
	

	
	

	
	

	
	

	Breaks in Training?
	Yes
	No
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	Breaks in Training?
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	Breaks in Training?
	Yes
	No


	Additional Notes/Comments from Supervisor:

	

	

	

	


	
	
	
	
	
	
	

	Supervisor’s Printed Name and Rank
	
	Supervisor’s Signature
	
	Duty Phone
	
	Date


	Additional Notes/Comments from Unit Training Manager:

	

	

	

	


	
	
	
	
	
	
	

	UETM’s Printed Name and Rank
	
	UETM’s Signature
	
	Duty Phone
	
	Date


	
	
	
	
	
	
	

	COS’s Printed Name and Rank
	
	COS’s Signature
	
	Duty Phone
	
	Date


