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1.	Minimum of 3 Months to Complete Supervisor’s Initial Evaluation


2.	Supervisor Request CDCs be Ordered (through the UETM) Upon Return from School


3.	UETM Issues CDC Package to Supervisor (and/or Representative)


4.	Supervisor and Trainee Inventories CDC Package


5.	Trainee Makes All Required Changes


6.	Supervisor Checks to Ensure All Changes are Made and are Correct


7.	Supervisor Briefs Trainee on Trainee’s Responsibilities to the CDC Program to Include:


		a.  The Number of Volumes in the CDC Package


		b.  When the First Volume is Due


		c.  Rate of Progress is One Volume a Month


		d.  All Questions Throughout the Volumes are to be Completed


		e.  CDCs are Designed to be a Home Study Course and is NOT Required


		     to Provide Time during UTAs


		f.  Trainee Must Ask Questions if they are having Comprehension Problems


		     (Supervisors note that it is required to allow time during UTAs if Trainees


		     are having problems)


		g.  Their Rate of Progress or Non-Progress will be Documented


		h.  Minimum Score of 65 is Required to Pass the End of Course Test


		i.  What Happens if Trainee Fails the EOC


		j.  What Happens if Trainee Fails the EOC the Second Time


8.	Supervisor Will Document on AF Form 623a this Briefing has been given


9.	Supervisor Issues First Volume to Trainee (may be in any order)


10.	Supervisor Reviews Volume to Ensure All Questions have been Answered


11.	Supervisor Gives Trainee VRE (note: This must be given as an open book test)


12.	Supervisor Reviews ALL Missed Questions with Trainee to Ensure Trainee


	Understands the Question/Answer


13.	ECI Form 34 (bubble sheet) is Signed & Dated at the Bottom by the Supervisor & Trainee 	and placed in the Trainee’s AF Form 623


14.	After All Volumes are Complete, Supervisor Quizzes the Trainee over All Volumes


	to Ensure Trainee is Ready for pretest


15.	After pretest has been Satisfactorily Completed, Supervisor Contacts UETM to


	Schedule EOC


16.	Supervisor Quizzes the Trainee to Ensure they are Ready for the EOC (if not,


	Contact UETM to Reschedule EOC)


17.	Trainee Passes EOC and there are no More Courses, They have Completed Their


	CDC Requirements


18.	Trainee Passes EOC and there are More Courses Required, the above Procedures


	Will be Followed on All Subsequent Courses





EXAMPLE:  Medical Admin has three courses for the 5-Skill Level; 90650A (4 vols), 90650B


	(5 vols), and 90650C (3 vols).  There is an EOC Test after A, after B, and after C, and


	all three are handled as a different course.  There is not a test that covers all three courses.





19.	ECI Score Card (Form 9) is placed in the 623 until Trainee is Upgraded


20.	ECI Form 34’s are Removed from the 623 and Given to the Trainee
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	If Trainee fails the End of Course Exam, the Trainee, Trainee’s Supervisor, and the Unit Training Manager MUST meet with the Unit Commander for a Commander’s Evaluation within two UTAs of receipt of exam results.





PURPOSE:





A.	Determine what the Trainee did to ensure they were ready for EOC Exam


B.	Determine what the Supervisor did to ensure the Trainee was ready for EOC


	Exam


C.	Review Trainee’s AF Form 623 for CDC Program Documentation.








COMMANDER’S OPTIONS:





A.	Should the Trainee be allowed to continue with Training?


B.	Should the Trainee not be allowed to continue with Training?








IF ALLOWED:





A.	What actions will the Trainee take to prepare for the re-take of the EOC Exam?


B.	What actions will the Supervisors take to ensure the Trainee is, in fact, ready for


	the re-take of the EOC Exam?


C.	UETM will Schedule re-take of the EOC Exam


D.	Statement must be made on AF Form 623a that Commander’s Evaluation was


	conducted


E.	Trainee must take 623 to EOC Exam re-take to show Commander’s Evaluation


	was conducted.








IF NOT ALLOWED:





A.	Trainee can return to previously awarded AFSC (if in retraining)


B.	Voluntary Discharge


C.	Involuntary Discharge


D.	Retrain to less technical AFSC if Trainee can find a position, and gaining


	Commander will accept the Trainee.
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COMMANDER’S OPTIONS:





A.	Seek a Waiver of the CDC Requirement for Skill Level Upgrade


B.	Allow Trainee to Retrain


C.	Allow Trainee to Return to a Previously Awarded AFSC


D.	Discharge for Failure to Progress.








CDC WAIVER:





A.	Must be Complete and Must reach HQ AFRES/DPTS within 6 Months of the


	Second Failure Notification


B.	Waiver Request Will be Accomplished by the Supervisor


C.	Waiver Request Must Show How the Trainee Will Receive the Knowledge they


	should have gotten from the CDCs.








RETRAINING:





A.	Trainee Must find a Position in a Less Technical AFSC


B.	Gaining Commander Must be Willing to Accept Trainee (note: Wing Training will


	notify gaining Commander that the Trainee is seeking retraining due to EOC


	Failure)


C.	Must be Finalized in Two UTAs after the Second Failure Notification








RETURN TO PREVIOUSLY AWARDED AFSC:





	Same Procedures as Retraining








DISCHARGE FOR FAILURE TO PROGRESS:





	Action Must be Completed within Two UTAs of Second CDC Failure Notification


