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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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