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POLICY LETTER 1-12

From:  Assistant Director of Intelligence, Headquarters, 
  U.S. Marine Corps

Subj:  COMPETITIVE PROFESSIONAL DEVELOPMENT PROGRAM (CPDP)  
       NOMINATION AND SELECTION PROCESS

Ref:   (a) Intelligence Community Policy Guidance (ICPG) 601.01
       (b) SECNAVINST 12410.25 dtd Jul 5 2011

Encl:  (1) Nomination Form
       
1.  Purpose.  This policy establishes nomination and selection procedures of eligible Marine Corps intelligence professionals to participate in top tier developmental opportunities, and thereby support the workforce professionalization goals of the Marine Corps Intelligence, Surveillance, and Reconnaissance Enterprise (MCISRE) Plan as well as the professional and personal development objectives of the individual employee.  

2.  Applicability.  This policy applies to all Intelligence Department and subordinate command permanent civilian employees.  This policy is only applicable to Marine Corps organizations with Defense Civilian Intelligence Personnel System civilians. To be eligible to apply for Competitive Professional Development Programs (CPDPs) employees must have no outstanding service obligations and have a performance rating of at least successful during the last rating period. Probationary employees may be nominated for competitive developmental programs where the following criteria are met: (1) basic developmental requirements required of the position have been met; (2) participation would not compromise the developmental period and not provide a basis for later complaint about such accommodation; and (3) employee, supervisor, and chain of command provide a clear and convincing statement of the employee's readiness to take on competitive developmental programs and to produce expected outcomes as well as a continuation of "fully successful" performance on all performance objectives and elements. 

3.  Policy.  Marine Corps intelligence leaders must promote and support career planning and professional development to ensure leadership continuity, develop future talent, and preserve intellectual capital.  Consistent with this concept, a selection board will be established to review nomination packages, confirm eligibility, and competitively nominate candidates for professional developmental programs for approval by senior leadership on an annual basis.

    a.  Information on and opportunity to compete for CPDPs are  provided to all employees in an equitable manner without regard to race, religion, color, national origin, sex, orientation, age, or disability. 

    b.  Employees interested in applying for the CPDP must use the guidance and directions outlined in Enclosure (1).
Nomination for a CPDP is not a guarantee of selection.  If selected and approved, it provides a command endorsement allowing employees and supervisors ample time to prepare selection packages with all necessary attachments and endorsements, plan fiscally, and adjust workload or arrange for a backfill as required.  The competitive selection process should match the best professional developmental program opportunity with the optimal timing in an employee’s career.  

    c.  CPDPs include but are not limited to:   

[bookmark: _GoBack]        (1) Joint Duty Assignment (JDA) Program.  The JDA program is a civilian personnel rotation system for GG11-15 employees aimed at encouraging and facilitating assignments among elements of the Intelligence Community (IC).  This program assists in developing employees with an enterprise-wide perspective, cultivating cross organization networks and facilitating information sharing.  Reference (a) contains specific information on the JDA Program.

        (2)  Centrally Managed Programs (CMP). These are developmental programs that are centrally funded by the Marine Corps, Department of the Navy, Department of Defense, or the IC.  Human Capital will distribute calls for nomination.  Programs vary with regard to program components, time out of the office, on-the-job assignments, and dates from year to year.  

        (3) Long Term Training (LTT). LTT is training to which an employee is assigned on a continuous, full-time basis for more than 120 calendar days.  It may include both formal training programs and planned developmental assignments.

        (4) Academic Training (AT). AT provides a mechanism for the continued professional and academic development of the intelligence workforce by encouraging employees to pursue undergraduate and advanced degrees from an accredited institution through on-the-clock time for class requirements.  Funding for educational programs is approved by the Deputy ADIRINT for Resources on a case-by-case basis pending availability of funds.  An applicant’s program of study must be designed to develop skills and knowledge that are directly relevant to critical mission areas of Marine Corps intelligence.  Supervisors will assess programs for skills/competencies to support future intelligence capabilities.  Academic Training covered under this policy includes:

            (a) Academic Work-Study (AWS).  AWS requires the employee to design a work-study program that accomplishes educational goals in a timely manner while the employee continues in a regular 40-hour work status.  The requested work-study training period can be no longer than one year.  AWS participants should request an appropriate academic load and appropriate level of on-the-clock support based on the individual’s specific work, personal situation, academic goal, travel requirements, and overall objective for obtaining desired knowledge and skills in a cost-effective and timely manner.  Participants may use the time for class attendance, travel to and from class, and study/research.  Applicants and supervisors should keep in mind that on-the-clock support will be commensurate with academic course load.  The selection board will make any adjustments and make the recommended approval of the appropriate allowable time in accordance with the chart below. This chart is used as a guide to ensure consistency, and may be modified with approved justification. 

	Number of Course Hours Taken within Major Programs of Study
	Hours of On-the-Clock Support 
per Week

	9 or more
	Up to 16

	6 to 8
	Up to 8

	3 to 5
	Up to 4



            (b) Long-Term Study Program (LTSP).  LTSP places employees in a 40-hour per week academic training status.  LTSP is appropriate when the desired academic training source is not within commuting distance or when it is in the Marine Corps’ best interests to expedite completion of the program.  Applicants are required to carry a full academic load.  Applicants must have acquired at least 90 semester hours of undergraduate work prior to applying for LTSP.


4.  Procedures  

    a.  HQMC, Intelligence Department will annually solicit applications no later than 30 October for employees pursuing Competitive Professional Development Programs.  The HQMC, Intelligence Department and Marine Corps Intelligence Activity (MCIA) will provide a listing of available CPDPs with program descriptions.  This list is not all-inclusive.

    b.  All applications must be endorsed by the immediate supervisor and division head and submitted through the appropriate chain of command.  Employees must also submit a resume, two (2) most recent performance evaluations, an approved Individual Development Plan (IDP) that includes the program for which they are applying, and clearly identify whether they are requesting time off and/or funding. Employees submit applications to their respective Human Capital Office using Enclosure (1).  

    c.  HQMC, Intelligence Department will establish a board to review applications. 

    d.  The board will review and rank applications and recommend approval based on the following criteria:

(1) A complete package that is professionally assembled, typed, and includes resume, IDP, and two (2) most recent performance evaluations; 
		
        (2) Contributions to the MCISRE, determined by two (2) most recent performance evaluations and other awards or accolades; 

        (3) The degree of the employee’s need for development in his/her present position and optimal point in his/her career, determined by employee and supervisor input in Enclosure (1);
 
        (4) The extent to which the employee’s knowledge, skills, abilities, or performance are likely to be improved including potential for advancement, determined by employee and supervisor input in Enclosure (1);

        (5) The degree to which Marine Corps intelligence expects to benefit from the employee’s attendance in and outcome of the program, determined by employee and supervisor input in Enclosure (1); and

        (6) The employee’s interests and efforts to improve his/her work, determined by the employee’s write-up in Enclosure (1).

    e.  The board will coordinate recommendations for approval with the organization’s Commanding Officer or authorized representative.  Where feasible, the board will make a final determination on applications by the first Tuesday in November of each year.  For employees who enter on duty after the competitive review period or where competitive developmental opportunities arise out of cycle, review and determination of selection will be made by the Assistant Director of Intelligence in coordination with the Deputy Assistant Director of Intelligence (DADIRINT) for Workforce Development and appropriate Command leadership.   

    f.  Human Capital will notify employees of their acceptance to a nominee pool and provide specific program application requirements.  Employees approved for CMP, LTT, and ATs are placed in the nominee pool for the current and next fiscal years.  Employees approved for JDA will be placed in a JDA pool for two fiscal years.  Employees selected for the JDA pool may actively seek appropriate JDAs and apply during the open announcement period.  The JDA Coordinator will assist employees in seeking appropriate JDA assignments. 

    g.  The employee shall prepare all required application documents, and the supervisor shall prepare necessary endorsements and planning for the employee’s absence.

    h.  The employee’s respective Human Capital office will assist and mentor employees and supervisors on the preparation of high quality, complete application packages and endorsements.

    i.  The employee’s respective Human Capital office will notify the employee in the nominee pool of the open enrollment period as the application window arrives.  

    j.  The nominee will submit an application via the chain of command to his or her respective Human Capital office well in advance of the nomination deadline.  

    k.  The employee’s respective Human Capital office will review, endorse, and submit application packages to the program coordinator.

 
   l.  The employee’s respective Human Capital office will notify supervisors and employees if they are selected for the competitive professional development program.  

5.  Only employees in the nominee pool will be allowed to apply for CPDPs, unless exceptions are granted by the DADIRINT for Workforce Development or Commanding Officer, MCIA.  All programs covered under this policy will be within the applicant’s commuting area, unless exceptions are granted by the DADIRINT for Workforce Development. All exception to policy requests will be in writing to the DADIRINT for Workforce Development, and routed through the employee’s respective Human Capital office.  The DADIRINT for Workforce Development maintains oversight of the contents of this policy and program.



                                P. C. CHUDOBA 
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