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This manual sets up the policy and criteria for selecting, participating, and continuing AFRL/IF personnel in graduate, undergraduate, career broadening, and specialized short-term study programs.  It applies to military and civilian personnel.





Section A—General





1.  Policy.  Education and training of our personnel are necessary to meet all our Air Force Materiel Command (AFMC) goals.  The policy of AFRL/IF is to pay for the education and training that our personnel require so that the AFMC goals can be accomplished.





2.  Need.  Individuals and their immediate supervisors, together, plan required education and training.  The principal criteria are:





2.1.  The knowledge acquired is needed for the individual to be more productive.





2.2.  The individual shows the potential to successfully complete the training.





2.3.  The individual will be available to successfully complete the course.





3.  The Workforce Relations Branch assists students.





4.  Application Procedures.





4.1.  Civilian and military personnel prepare and send DD Form 1556 to the division or staff office chief for approval.  Approved DD Form 1556s are sent to the Workforce Relations Branch (AFRL/IFOW).  The Workforce Relations Branch takes action on the form.





5.  Reimbursement.  A student who withdraws from, fails, or receives a D in an academic course must reimburse the Government unless granted a waiver.   Requests for waiver are submitted to the Workforce Relations Branch after approval by the Director.  Costs for withdrawals, failures, and Ds are paid by check or money order payable to the Accounting and Finance Office.  Checks are sent to the Financial Services Branch where a voucher is prepared and sent to the Finance Officer.   Reimbursements for withdrawals, failures, and Ds must be paid within six months after the end of the course.  Individuals will not receive financial support for further training until reimbursement is made.





6.  Withdrawals and Incompletes.





6.1.  Individuals are personally responsible for withdrawing from an academic course by following the established procedures of the university.   Since their academic record may be affected, students must officially withdraw without delay pending any internal request of waiver of personal responsibility for reimbursement.





6.2.  If the reason for withdrawal is personal, individuals notify their supervisor and, through organizational channels, Workforce Relations Branch, by letter, to determine compensation due the Government.  If individuals feel that unusual or extenuating personal circumstances led to their withdrawal, they may request a waiver of financial obligation.  The request must be submitted through organizational channels to the Director/Deputy Director for approval and processing by the Workforce Relations Branch.





6.3.  If the supervisor initiates withdrawal for management reasons, a letter should be prepared explaining the circumstances, sent through organizational channels, to the Workforce Relations Branch for consideration by the Director/Deputy Director.





6.4.  A student who receives an incomplete in an academic course must satisfy the requirements of the course within the time allowed by the school or six months, whichever is less.  If the course has not been completed within six months, the incomplete will be considered a failure.





7.  Waivers.  Waivers to any part of this manual may only be granted by the Director/Deputy Director.   Submit requests for a waiver through the Workforce Relations Branch.





8.  Training Times.





8.1.  Training is generally scheduled during normal duty hours.





8.2.  For off-base training, students, with supervisory approval, may be released for up to four hours of duty per week, per course.





Section B—Individual Graduate Courses





9.  Eligibility.   Employees must meet the requirements of the university.





10.  Application Procedures.   Students should contact the appropriate university office to determine acceptance requirements.  When accepted, prepare forms according to paragraph 4.1 or 4.2.





11.  Number of Courses.  An employee may not enroll in more than two AFRL/IFF-supported courses at any one time.





12.  Criteria for Continued Financial Support.  The student must maintain the grade point average established by the academic institution to be in good standing.





13.  Audit.   When a university permits auditing, employees are permitted to audit the course based on the following:





13.1.  Students are sponsored on a space available basis only.





13.2.  Employees requesting approval of a change from credit to audit must reimburse the Air Force the difference between credit and audit tuition.





13.3.  Auditing students are permitted to miss a maximum of three class sessions without penalty.   For absence beyond the three, employees must reimburse the government for the total audit cost of the course.  Requests for a waiver to the reimbursement requirement may be made as specified in paragraph 6.2.





13.4.  Procedures for withdrawing from courses being audited are the same as those for courses being taken for credit.





14.  Divisions are encouraged to establish a mentor for students taking a National Technological University course when no other AFRL/IF person is taking the same course.





Section C—Full-Time Graduate Study Programs





15.  Doctoral Level.





15.1.  Sponsorship. AFRL/IF sponsors selected civilian scientists and engineers for full-time study and research at the doctoral level.   Sponsorship is based on the Directorate’s requirements.   Military personnel may apply for full-time study through the Air Force Institute of Technology (AFIT), per AFCAT 36-2223 or through the Bootstrap Program, per AFI  36-2306.





15.2.  Length.   The Directorate sponsors a maximum of two years of study and research.





15.3.  Value.  This fellowship includes full pay, tuition, travel outside commuting area, required fees, and textbooks.





15.4.  Eligibility.  Candidates must:





15.4.1.  Have completed a minimum of two courses at the doctoral level.





15.4.2.  Be career employees with at least three years of continuous service with AFRL.





15.4.3.  Possess a master’s degree.





15.4.4.  Not have been enrolled in a previous Long-Term, Full-Time (LTFT) study program during the previous twelve months.





15.5.  Nomination procedures.





15.5.1.  Candidates:





15.5.1.1.  Contact the Workforce Relations Branch to discuss application requirements and procedures.  Provide any information requested.





15.5.1.2.  Get copies of transcripts for undergraduate and graduate work.





15.5.1.3.  Get a letter from the graduate school showing acceptance as a doctoral level student.





15.5.1.4.  Prepare a proposed program.  Show courses to be taken and the subject of the research project (dissertation).   Describe the objectives of the research and its relationship to the mission; explain why the position requires a background of doctoral level study, and what benefits the Information Directorate will gain from it.





15.5.1.5.  Get a letter from the chairperson of the department showing the topic of the dissertation agreed on; the name of the advisor(s); and a statement that the dissertation can be completed at the Information Directorate if necessary.





15.5.1.6.  Prepare DD Form 1556 for Division Chief’s signature.





15.5.1.7.  Sign a service and reimbursement agreement for training.





15.5.2.  Supervisors:





15.5.2.1.  Describe the work the employee is expected to do when they return.





15.5.2.2.  Appoint a mentor for the nominee.





15.5.2.3.  Send a letter via the Chairperson of the Personnel Training and Development Committee and the Director, Information Directorate, to the Workforce Relations Branch, nominating individuals for study at the doctoral level with the data in paragraphs 15.5.1.2 through 15.5.1.7 and 15.5.2.1 and 15.5.2.2 attached.  The letter must contain an endorsement sheet for the nominee, the nominee’s Branch and Division Chiefs, the Chairperson of the Personnel Training and Development Committee, the Director, Information Directorate, and Civilian Personnel.





15.5.3  Civilian Personnel Office.   Reviews the package for compliance with policy and regulations.   Refers any compliance problems to the Workforce Relations Branch, otherwise implements the program.





15.6.  Review procedures.





15.6.1.  Doctoral students are evaluated on the following schedule:





15.6.1.1.  LTFT study programs lasting longer than one year are broken into two phases.  When possible, the break point occurs at some logical milestone (e.g., completion of all course work, taking of qualification exams).  Those in programs longer than one year must be evaluated before the start of the second phase of the program.  Approval to proceed to the second phase of the program is contingent upon progress with respect to the planned program.





15.6.1.2.  All LTFT participants are evaluated at the conclusion of their LTFT program and annually thereafter, until their doctoral program is completed.





15.6.2.  The purpose of the evaluations is:





15.6.2.1.  For those in the middle of a LTFT program, to determine whether, or not, sufficient progress has been made to warrant continuation of the LTFT program.





15.6.2.2.  For those who have completed the LTFT program and are working on completing the doctoral requirements, to help both the student and the student’s management chain to focus on completing the doctoral program in a timely manner.





15.6.3.  The evaluation is made by a committee.   To the maximum extent possible membership remains constant.  The committee consists of the following people:





The Information Directorate Chief Scientist


The student’s Division Chief


A Division Chief from outside the student’s division


A Ph.D, from outside the student’s division, who has successfully completed the LTFT program


The student’s mentor





15.6.4.  The doctoral candidate submits a written statement to the committee containing the following information:





15.6.4.1.  A list of accomplishments since the last review:





Courses taken


Dissertation progress


Exams passed (e.g., qualification, preliminary)


Papers written and presentations made





15.6.4.2.  A comparison of accomplishments with the planned program.





15.6.4.3.  A plan, including what needs to be done and when, to complete the doctoral program.





15.6.4.4.  A self-assessment of what has been learned and what still needs to be pursued.





15.6.5.  The committee provides written feedback to the student and the student’s supervisor on the following:





Progress  made


Proposed plan





16.  Master’s Level.





16.1.  Sponsorship. Information Directorate sponsors selected civilian scientists and engineers for full-time study at the master’s level.  Sponsorship is based on the Directorate’s requirements.  Military personnel may apply for full-time study through AFIT, per AFCAT 36-2223 or under the Bootstrap program, per AFI 36-2306.





16.2.  Length.  The Directorate sponsors a maximum of one semester of study.





16.3.  Value.  This fellowship includes full pay, tuition, travel outside commuting area, required fees, and textbooks.





16.4.  Eligibility.  Candidates must:





16.4.1.  Have a minimum of 12 credit hours of acceptable graduate work.





16.4.2.  Be matriculated.





16.4.3.  Have been employed at AFRL for at least one full year.





16.4.4.  Not have been enrolled in a previous LTFT study program during the previous twelve months.





16.5.  Nomination Procedure.





16.5.1.  Candidates:





16.5.1.1.  Contact the Workforce Relations Branch to discuss application requirements and procedures.  Provide any information requested.





16.5.1.2.  Get copies of transcripts for undergraduate and graduate work.





16.5.1.3.  Get a letter from the graduate school showing acceptance as a master’s level student.





16.5.1.4.  Prepare a proposed program.  Show courses to be taken.  Indicate whether, or not, a thesis will be done.





16.5.1.5.  Prepare DD Form 1556 for Division Chief’s signature.





16.5.1.6.  Sign a service and reimbursement agreement for training.





16.5.2.  Supervisors:





16.5.2.1.  Describe the work the employee is expected to do when they return.





16.5.2.2.  Send a letter via the Chairperson of the Personnel Training and Development Committee and the Director, Information Directorate to the Workforce Relations Branch nominating individuals for study at the master’s level with the data in paragraphs 16.5.1.2 through 16.5.1.6 and 16.5.2.1 attached.  The letter must contain an endorsement sheet for the nominee, the nominee’s Branch and Division Chiefs, the Chairperson of the Personnel Training and Development Committee, the Director, Information Directorate, and Civilian Personnel.





16.5.3.  Civilian Personnel Office.   Reviews the package for compliance with policy and regulations.   Refers any compliance problems to the Workforce Relations Branch, otherwise implements the program.





Section D—Part-Time Graduate Study





17.  Part-Time Graduate Study Programs.  Part-time graduate study is defined as more than eight but less than 21 hours of absence from duty in one week for a full semester.  Nominations and application procedures are the same as for full-time study at the same academic level.





Section E—Undergraduate Courses





18.  Sponsorship. The Information Directorate sponsors undergraduate courses for which job relationship and individual training needs are established.





19.  Eligibility.  Candidates must have a minimum of one year continuous civilian service and meet university requirements.





20.  Nomination.  See paragraph 3





21.  Criteria for Continued Financial Support.  A student whose average falls below C does not get further financial support until this average is restored.





Section F—Career Broadening Programs





22.  Scope.   These programs offer a unique opportunity to expand educational horizons and career broadening.





23.  Administrative Personnel Fellowship.





23.1.  Sponsorship. The Information Directorate sponsors selected high quality personnel in nontechnical career fields (e.g., Administrative, Comptroller, Logistics, Procurement) for an extended program of study at the bachelor’s level in areas such as: accounting, business, finance, and management.  Sponsorship is based on the Laboratory’s requirements and is limited to job-related courses only, such as: accounting, budgeting, computers, economics, financial management, mathematics, oral and written communications, and statistics.  The study program is normally on a part-time basis.  Full-time study may be approved in exceptional cases, when the nominee occupies a significant or critical administrative management position, and a concentrated program of study is necessary due to timeliness requirements or to accomplish specific objectives in support of the Information Directorate programs or operations.





23.2.  Length.  Full-time study support for a period not to exceed four semesters.   Total duration for support will not exceed five calendar years.





23.3.  Value.  This fellowship includes full pay, tuition, required fees, and books.





23.4.  Eligibility.  Applicants must be in an administrative career field such as: accounting technician, administrative assistant, administrative officer, budget analyst, legal technician, logistics, management assistant, program administrative specialist, program clerical assistant, security assistant, training technician and other related fields, and:





23.4.1.  Have been employed at AFRL for at least one year.





23.4.2.  Demonstrate a high degree of motivation, aptitude, and potential as demonstrated by previous experience, education, training, awards, and recommendations.





23.4.3.  Possess a related Associate Degree or equivalent credit hours in a matriculated bachelor’s program.





23.5.  Nomination Procedure:





23.5.1.  Candidates:





23.5.1.1.  Contact the Workforce Relations Branch to discuss application requirements and procedures.  Provide any information requested.





23.5.1.2.  Get copies of transcripts for undergraduate work.





23.5.1.3.  Get a letter from the college showing acceptance as a bachelor’s level student.





23.5.1.4.  Prepare a proposed program.  Show courses to be taken.





23.5.1.5.  Prepare DD Form 1556 for Division Chief’s signature.





23.5.1.6.  Sign a service and reimbursement agreement for extended training.





23.5.2.  Supervisors:





23.5.2.1.  Describe work the employee is expected to do when they return.





23.5.2.2.  Select a mentor for the nominee.





23.5.2.3.  Send a letter via the Chairperson of the Personnel Training and Development Committee and the Director, Information Directorate to the Workforce Relations Branch, nominating individuals for study at the bachelor’s level with the data in paragraphs 24.5.1.2 through 24.5.1.6 and 24.5.2.1 and 24.5.2.2 attached.  The letter must contain an endorsement sheet for the nominee, the nominee’s Branch and Division Chiefs, the Chairperson of the Personnel Training and Development Committee, the Director, Information Directorate, and Civilian Personnel.





23.5.3.  Civilian Personnel Office.   Reviews the package for compliance with policy and regulations.  Refers any compliance problems to the Workforce Relations Branch, otherwise implements the program.





23.6.  Review Procedures:





23.6.1.  Study programs lasting longer than one year are broken into annual phases.  Evaluation of the student’s progress is made at the end of each annual phase.  Approval to proceed to the subsequent phase of the program is contingent upon progress with respect to the planned program.





23.6.2.  The purpose of the evaluations is to determine whether sufficient progress has been made to warrant continuation of the program.





23.6.3.  The evaluation is made by a committee.   To the maximum extent possible, membership remains constant.   The committee consists of the following people:





The Information Directorate Chief Scientist


The student’s Division Chief


A Division Chief from outside the student’s division


The student’s mentor





23.6.4.  The student submits a written statement to the committee containing the following information:





A list of accomplishments since the last review


A comparison of accomplishments with the planned program


A plan, including what needs to be done and when, to complete the bachelor’s program


A self-assessment of what has been learned and what still needs to be pursued





23.6.5.  The committee provides written feedback to the student and the Chief of the student’s Division on the following:





Progress made


Proposed plan





24.  Management and Executive Career Development.





24.1.  Eligibility.   Every GS-13  or DR-II with at least one year of service in grade.





24.2.  Nomination Procedures.





24.2.1.  Candidates:





24.2.1.1.  Prepare resume, including summary of education and training.





24.2.1.2.  Update career development plan, showing additional required training and planning program.





24.2.2.  Supervisors send a letter of recommendation, emphasizing performance, relationships with others, leadership qualities, and potential, with items from 25.2.1.1 and 25.2.1.2 attached to the Personnel Policy Board.  The letter must be endorsed by the nominee, and the nominee’s Branch and Division Chiefs.





24.3.  Training Program.   No fixed or prescribed courses are specified.





Section G—Specialized Short Courses





25.  Sponsorship. The Information Directorate sponsors selected civilian and military personnel for job related specialized short courses.   A short course is a workshop or course of short duration (normally one to ten days) with the primary purpose of providing instructions on a specific subject.  In some instances, a symposium may be considered a short course if it has enough tutorial sessions.





26.  Eligibility:





All Information Directorate personnel


Meet the course prerequisites





27.  Nomination.  Prepare DD Form 1556 per paragraph 4.1 or 4.2.





	RAYMOND P. URTZ, Director


	Information Directorate
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