Standing Operating Procedure No. H 01 
November 23, 1998

SUBJECT:  Training Needs Survey


Standing Operating Procedure No. H 01
November 23, 1998 
ASSISTANT SECRETARY OF THE ARMY

 (MANPOWER & RESERVE AFFAIRS)
CIVILIAN PERSONNEL POLICY
HUMAN RESOURCE DEVELOPMENT (HRD)

TRAINING NEEDS SURVEY

1.
PURPOSE:  This Standing Operating Procedure (SOP) prescribes uniform methods, sequential tasks, process details, responsibilities, and legal and regulatory requirements to supplement the Training Needs Survey Business Process Map (BPM) H 01.  
Each element in paragraph 3 identifies the BPM box number reference. 


2. 2.
APPLICABILITY.  This SOP applies to all Army Civilian Personnel Operations Centers (CPOCs), Civilian Personnel Advisory Centers (CPACs), U. S. Army major commands (MACOMs), Field Operating Agencies/ Independent Reporting Activities, Installation Commanders, Managers and Civilian Employees.  Modifications or deviations will only be authorized to comply with labor agreements, laws or similar unique situations, e.g., CIPMS, Acquisition Workforce, 
a. 
other alternate personnel systems, and personnel demonstration projects.
b. 
c. 
3.
PROCESSES AND RESPONSIBILITIES:     


HRD BPM H 01  --
Average # of Calendar Days to Accomplish:
87




Average # of Days for Personnel Processing:
66
The training needs survey, or needs assessment tool, is an important resource to use when developing the next fiscal year’s training plan and budget.  Target completion: Mid-December each year.
a. H 01, Block 1: CPOC -- Conduct market analysis to ensure that the needs assessment will address the current and projected multidimensional development requirements (organizational, occupational, and individual) of the customers.
(1) Identify mission changes and future requirements from applicable strategic plans, fiscal year (FY) quality and performance improvement criteria.
(2) Review previous FY's training execution (funds, completions, career program, and mandatory).
(3) Review workforce statistics (size of workforce, pending reductions, hiring freezes, etc.).
(4) Identify changes in ACTEDS, mandatory, Army, DoD or federal training requirements.
(5)  Identify trends and unique situations (year 2000 requirements, major program/software implementations, business management, quality and assurance control systems -- ISO 9000/14000, etc.).
(6) Consult with CPAC HRD POCS to gather site specific information to assist with market analysis.
b. 
(7)
Modify survey/needs assessment tool process to: 

(a) Reflect customer suggestions.
(b) Incorporate changes indicated from the market analysis results.
(c) Collect prioritized training requirements for organizational, occupational and individual needs.
(8)
Develop/revise electronic format for data collection, i.e.,

ACCESS database, EXCEL spreadsheet, internet tool.

(9)
Update survey/needs assessment course database.
c. H 01, Block 2: CPOC -- Develop & implement a marketing strategy to field the needs assessment, produce a forecasting model, and document individual requirements.

(1)
Update & revise survey documents for current year.  Data
collection will include:


(a) Organization

(b) Employee Name

(c) Course/Category

(d) Priority of Requirement
(e) Estimate FY Quarter of Training to Occur

(f) Cost Estimates Broken Out by Tuition, Travel, Per Diem,  Related Expenses, and Total.
(2)
Update list of CPAC survey contacts. 
(3)

(2) Prepare guidance for supervisors regarding their responsibilities
in identifying training requirements.
(5) 
(6) 


(4)
Prepare survey implementation guidance.


c.
H 01, Block 3: CPOC -- 
(1) 
Grant CPAC access to automated survey.



d.  H 01, Block 4: CPAC -- 
(1) Inform command leadership via memorandum of survey purpose, process, time frames, and suspense date.
(2)
Distribute survey to managers.  Announce deadline/suspense date to managers and employees.  
(3)
Meet with training coordinators (optional).
(4)
Provide user training on completing and using survey (optional).


e.
H 01, Block 5: Management -- 
(1) Task staff member(s) to conduct the survey and coordinate with CPAC.




(2)
In accordance with the survey memorandum; announce survey purpose, time frames and suspense dates to staff.

(2) Collect survey data from supervisors.  Assign priorities to training 

requirements as follows:
(a) Priority 1: Training that is typically a condition of employment, 

Requires successful completion within a specified period during the current fiscal year, and meets one or more or the following criteria:



·  Requirement for fully successful performance.

·  Essential for mission accomplishment.

·  Higher authority mandate (law, Department

of Defense, or Department of Army) or certification, health or safety requirement.

·  Assistant Secretary of the Army (Manpower and Reserve 
Affairs) mandate as an Army Civilian Training, Education and Development System (ACTEDS) leader development core course.

·  Essential, functional intern training.

(b) Priority II: Training requirement for effective performance and to improve the quality of mission accomplishment.  Includes systematic career program competency and skills training and development in approved ACTEDS plans.  Recommend completion within a specified time period, (i.e., current fiscal year) to avoid future adverse effect on mission accomplishment.
(c) Priority III: Training recommendation for all employees performing at the fully successfully level or higher to improve or enhance job knowledge, skills, abilities, and/or to increase efficiency and productivity on the job.



(4)
 Review and validate data for accuracy and appropriateness.

f.
H 01, Block 5a: Self-explanatory.
g.
H 01, Block 6: CPAC –

(1) Consolidate organizational input into CPOC prescribed electronic format for installation master database and transmission to CPOC. 
(2)

(2) Review data to ensure use of standard nomenclature.
(3)

(3) 



Prioritize training needs in accordance with command and
       mission needs, and the organization's strategic plan.

(a) 










(b) 
(c) 

h.
H 01, Block 7: CPOC --

(1) Consolidate installation master databases. 

(2) 


(2
)
Review data to ensure use of standard nomenclature. 


(3) Analyze all installation training needs.  Develop regional training offering proposals for draft FY regional training plan.
(4) As a minimum, report the following information to each CPAC:
(a) 
(a) Training requirements for each installation/organization 

(b) Number of requests for each course
(c) Proposed region training.
4.
REFERENCES AND RELATED DOCUMENTS:  


Electronic versions of HRD regulations, policy memoranda and guidance: 


a.
Army Civilian Personnel Online (CPOL) - Http://www.cpol.army.mil 


(1)
Army Civilian Personnel Management Library:


(a)  AR 690-400, Chapter 410, Training
(b)  AR 690-950, Career Management

(c)  Army civilian personnel HRD policy memoranda and guidance
(d)
 Business process maps (BPMs) (http://www.cpol.army.mil/ 

       library/bpm)
(e)
CPOC/CPAC Task List, Approved October 1997
(d)   

  (http://www.cpol. army.mil/library/tasks). 
(e) 
(a) 
(b) 
(c) 
(d) 
(e) 




(2)
PERMISS, Training and Leader Development section.
(3)
Training and Career Development section, includes
(a) ACTEDS Plans

(b) Career Program Specific Program Information
(c) Catalog of Army Civilian Training, Education, and Professional Development Opportunities for current fiscal year  (i.e., for FY99, URL is http://www.cpol.army.mil/train/fy99cat/).

b.
DoD CPM Subchapter 410, Training, and policy guidance (future).  





APPROVED BY:  ________________________

                                                                       
Elizabeth B. Throckmorton

                                                                       
Chief, Policy & Program 

                                                                          
   Development Division                                                                       
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