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1. Purpose. To establish a Gvilian Leadership Devel opment (CLD)
Programin accordance with the provisions of reference (a) within the
Naval Education and Trai ni ng Command ( NAVEDTRACQV) .

2. Background. Reference (a) establishes the franework for CLD in
the Departnment of the Navy (DON) and requires all naval activities to
establ i sh executive and managenent devel opnment progranms. This
requirement is based on the dramatic changes brought about by
reductions in force (downsizing), restructuring, and advancing

technol ogy, making it inperative that managers effectively plan for
the future and manage these limted

resources. This instruction establishes the first formalized, conpre-
hensive, civilian | eadership devel opnent program w t hi n NAVEDTRACOM

3. Policy. The Chief of Naval Education and Training (CNET) actively
seeks to I nprove | eadership skills and conpetencies of civilian
managers and potential nanagers. The cornerstone of the CLD program
is mentoring, training, and devel opnental assignnents. Each

partici pating enployee will have an Individual Leadership Devel opnent
Plan (I LDP) based on results of a standard assessnent and will self-
select a nentor. Reference (a) provides conpetencies to be achieved
at various levels of enployee devel opnent. Enclosure (1) describes
how enpl oyees may acquire those conpetencies through a conbination of
formal and informal training nmethods. Enclosure (2) provides the
format for docunenting individual specific conpetency training in

| LDPs. Enployees will use an |ILDP devel oped in concert with their
supervi sor and nentor to devel op the appropriate | eadership
conpetenci es. These conpetencies will be considered by sel ection

of ficials when sel ecting personnel for supervisory and managenent
positions. Reference (b) describes howto serve as a nentor as well
as how to select a nmentor for CLD program partici pation
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4. Scope

a. Enployee participation in CLD is voluntary. NAVEDTRACOM wi Il open
CLD opportunities to civilian enployees at GS-1 through GS/ Gw 15 and
equi val ent Federal Wage System grade |evels. Equal opportunities for

| eadership training and devel opnent will be extended to all enpl oyees,
wi thout regard to race, color, sex, religion, national origin, age,
and nmental or physical disabilities. CNET's CLD goal is to inprove
the |l eadership skills and conpetencies of all civilian managers.

b. Possession of |eadership conpetencies will be considered in the
sel ection for supervisory and managerial positions. They nust be
reflected as know edge, skills and/or abilities in vacancy
announcenent s when such announcenents are issued and applicants wll
be encouraged to address how they acquired the individual
conpet enci es.

5. Responsibilities

a. The CNET CGvilian Leadership Board (CLB) was established by
enclosure (3). The CLB will exercise oversight of the NAVEDTRACOM and
CNET Headquarters CLD Program Conti nuum

b. The CNET CLD Working Group will nonitor the continuumas it is
i mpl enent ed t hrough NAVEDTRACOM and CNET Headquarters. This group is
responsi ble for recommending to the CLB revisions as indicated through
f eedback from NAVEDTRACOM activities and programresults.

c. The Conmand CLD Administrator (CCLDA) is located in the
Leader shi p Conti nuum Di vi si on of CNET (LEAD125) under the supervision
of LEAD12 Branch Head. Under the direction of the CLB, the CCLDA wil |
provi de program oversi ght and managenent for the NAVEDTRACOM acts as
techni cal advisor to the CNET CLD Wrking Goup, |iaise betwen
NAVEDTRACOM activities and the CLD Wirrking G oup, and be an advisor to
t he CLB.

d. Commanding O ficers

(1) This programwill be initiated through a series of
briefings tailored for each command wi t hi n NAVEDTRACOM

Commands may enter
into a partnership with other area activities/agencies. |nple-
nmentation will be in accordance with this instruction and subsequent
gui dance from CNET.

(2) Provide adequate programresources. Activities will submt
an annual budget which identifies resources required to inplenent the
CLD program A CLD budget exhibit is now being devel oped. Cuidance
and format for the exhibit will be assessable fromthe CNET Program
Aut omat ed Tracki ng Syst em ( CPATS).
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Budget Exhibit System nmenu. The submission will include actual
civilian training costs for the prior fiscal year and budgeted

costs for the current year and budget year. Those CLD costs that
cannot be acconmodated within the activity's current civilian training
budget will be identified as unfunded requirenents.

(3) Issue appropriate guidelines and dissenm nate information to
entire workforce.

(4) Provide visible, top | evel support to the CLD program
e. Servicing Human Resources O fices (HRGs). Assist CLD adminis-
trators, nentors, and participants with personnel actions and training
to achi eve specific conpetencies and naintain training information in
Def ense Civilian Personnel Data System (DCPDS).

6. Forms. Al forms required by this instruction may be
obtained fromthe CLD Program Manager (CNET LEAD125).

7. Reports. Programevaluation is required at 6-, 12-, and
24-nmonth intervals followi ng inplenentation. Enclosure (1) refers.

/s/IF. M Drren, Jr.
F. M D RREN, JR
Vi ce CNET

Di stribution (CNETINST 5218. 2C):
Lists | through V
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PART |. CLD PROGRAM FRAMEWORK

I-1. Introduction

a. Cvilian |l eadership developnent is a critical issue facing DON
Chal | enges of downsi zi ng, changi ng technol ogy, underrepresentation of
wonen and mnorities, and changes to departnental roles and nissions
serve to underscore the significance of preparing for the future by
ef fectively nanagi ng and devel opi nhg our wor kf orce.

b. CNET's framework goal is to inprove | eadership skills and
conpetencies of all current and devel op the potential of future
civilian managers. This instruction establishes guidelines that serve
as the program design for providing | eadership training to civilian
enpl oyees in grades GS-01 through GS/ G\t 15. The cornerstone for CLD
is mentoring, training, and devel oprnental assignnments. CLD
partici pant requirenents include having a nentor and an | LDP.

c. The CLD Program provides a systematic and coherent franmework in
which to clarify career goals, devel op nanagerial potential, and
enhance functional expertise. Wile participation in CLDis not a
prerequisite for career advancenent, participants are afforded
significant opportunities to devel op and denonstrate their
gualifications for managerial positions at md, senior, and executive
| evel s.

c. CLD selection, devel opnent, and eval uati on procedures are based
on conpetencies comon to all managerial / supervisory positions within
the DON. Wiile core devel opnental activity requirenents exist,
NAVEDTRACOM r ecogni zes the diversity of career paths and individua
needs; each CLD participant will have a devel opnment plan tailored to
their specific goals and needs. CLD conpetencies are outlined in
paragraph I1-3 of this handbook.

I-2. Objectives

a. To support mssion acconplishnment through enhancenent of
current and potential supervisory and managerial talent in technical,
functional, and educational fields wi thin NAVEDTRACOM s civilian
ranks.

b. To identify and devel op skilled enpl oyees consistent with their
i ndi vi dual goals and future needs of the comand.

Cc. To ensure the availability of qualified candidates for md,
senior, and executive |level nmanagerial and supervisory positions in
technical, functional, and educational series.

I-3. Eigibility. Al NAVEDTRACOM civilian enpl oyees in grades GS-05
t hrough G5/ GVt 15, or equi val ent wage grades, are eligible to
parti ci pate.




I-4. Policy

a. Consistent with the Secretary of the Navy's policy, CLD
enphasi zes the systematic identification and devel opnent of enpl oyees
who have denonstrated the capacity to assune broader
techni cal /functional / educati onal supervisory and nanageri al
responsibilities.

b. The identification, training, and devel opnment of CLD
participants will conformto nerit and equal enploynent principles and
will be administered in an open and inpartial manner.

c. Program participants who transfer from one NAVEDTRACOM
conmponent to another will be allowed to continue with devel opnental
training that has been docunented in their |ILDP and endorsed by new
supervi sor.

d. The provisions of the Privacy Act of 1974 nust be foll owed
t hroughout this program The follow ng requirenents nust be strictly
adhered to:

(1) Only information directly pertinent to program adm ni s-

tration will be requested. The confidentiality of this information
will be protected. Only authorized officials involved in CLD
i mpl ementation or oversight will have access to it without the witten

aut hori zati on of the enpl oyees concer ned.
(2) CLD records may be destroyed after 2 years.

(3) Enployees will be infornmed of the authority for solicita-
tion of any personal information, the principal purposes for which the
information i s needed, the routine uses to be nade of the information,
the voluntary nature of the information, and the consequences of not
provi ding the information.

I-5. Program Managenent

a. OCNET is responsible for central managenent of the program as
wel | as administration of the program at headquarters. OCNET wll:

(1) provide oversight by a CNET CLB;

(2) nonitor inplenmentation by a CLD Working G oup;

(3) provide program managenent by CCLDA;

(4) promul gate CLD policies, procedures, and gui dance;

(5) inplenment CLD at headquarters and assure consi stent
i mpl erent ati on t hroughout NAVEDTRACOM

(6) collect programdata and eval uate program effectiveness;

(7) assist subordinates with program devel opnent and i npl e-
nment ati on;



(8) ensure adequate resources are identified and invested to
support CLD,

(9) devel op and coordi nate core courses.

b. The CLD Wrking Group will:

(1) nonitor inplenmentation throughout NAVEDTRACOM

(2) develop and nonitor inplenentation of the nentoring
program |If applicable, coordinate with other activities to develop a
supporting nentoring system

(3) develop and nonitor a systemto track the success of
sel ectees for conpetitive training opportunities;

(4) coordinate with other activities to create devel opnenta
assi gnnments whi ch can be used in devel opi ng | eadershi p conpetenci es of
CLD parti ci pants;

(5) conduct annual reviews of participant progress and
deci sions on retention, renoval, or graduation fromthe program

(6) oversee administration of the 360-degree assessnent.
c. CCLDA will:
(1) prepare inplenentation plan;
(2) coordinate inplenmentati on of NAVEDTRACOM progr am
(3) coordinate adninistration of 360-degree assessnment tool
(4) coordinate nentor training;

(5) track/nonitor/report programinplenentation and
partici pation

(6) serve as technical advisor to CLB and CLD Wirki ng G oup

(7) provide CLD advice and assi stance to NAVEDTRACOM
activities;

(8) serve as point of contact for interested enpl oyees and
nment or s;

(9) provide guidance/ assistance to nmentors and partici pants
with I LDP devel opnent and in locating training opportunities;

(10) track and provide CLD data for reporting requirenents;



(11) announce the programto all eligible personnel and ensure
application and sel ection procedures are foll owed;

(12) provide gui dance/ assistance to participants, nentors,
eval uation boards, supervisors, and managenent officials;

d. Commanding Oficers will:

(1) establish CLD program

(2) issue appropriate guidelines;

(3) provide adequate program resources;
(4) dissenminate infornmation to workforce;

(5) appoint an activity CLD Admi nistrator (may be assigned as a
collateral duty dependent upon activity size, requirenments, etc.)

e. Activity CLD Adninistrator (ACLDA) will:

(1) provide oversight and eval uation of CLD inplenmentation and
ef f ectiveness;

(2) announce the programto all eligible activity personnel and
ensure application and sel ection procedures are followed;

(3) provide guidance/assistance to participants, mentors,
eval uati on boards, supervisors, and managenent officials;

(4) track/maintain CLD information on participants and nentors;
(5) nonitor participant progress;

(6) advise CNET of local issues affecting programmtic or
operational effectiveness.

f. HRCs will:

(1) assist CLD adninistrators, nentors, and participants with
trai ni ng needs and requirenents;

(2) nmaintain training infornmation in the DCPDS and provi de
reports as needed;

(3) include CLD in supervisory and manageri al training;
(4) include CLD in new enpl oyee orientation
(5) link | eadership conpetencies to know edge, skills, and

abilities in vacancy announcenments for supervisory and manageri al
posi tions.



g. Managers/ Supervisors wll:

(1) in concert with nmentors, assist enployees and nentors in
devel opnent of |LDP goals;

(2) create opportunities for all enployees, conconmitant with
their abilities and desire to participate in the CLD program to take
part in working groups, special projects, and training opportunities;

h. Mentors. Each CLD participant will select a nmentor fromw thin
NAVEDTRACOM ot her commands, or governnent agenci es who has the
technical and institutional know edge, personal interest, and
i nterpersonal skills necessary to serve successfully in this capacity.

In concert with the participant, his or her supervisor, and other
of ficials responsible for program admninistration, the Mentor wll:

(1) assist devel oprment and inpl enentation of an effective and
realistic |ILDP

(2) coach and assist participants in achieving their
devel opnent al obj ecti ves;

(3) advise CNET/local officials on progress and recomend
retention or renmoval fromthe program when personnel actions or
probl ens arise that inpact participation in devel opnental oppor-
tunities;

(4) attend nentor training;

(5) act as a role nodel and counsel or;

(6) identify and facilitate growh opportunities with the
partici pants' supervisor

(7) help assess the attai nment of specific |eadership
conpet enci es;

(8) hel p achi eve personal and professional growt h.
i. Enployees will: accept personal responsibility for growth and

for charting self-devel opnment through consultation with nentors and
supervi sors.

j. Al participants shall ensure that the principles of equa
enpl oynment opportunities are adhered to.




PART II. CLD ELEMENTS

I1-1. Marketing. The first step is to strategize and devel op a pl an
of action and m | estones (POA&) chart of specific actions that wll
be taken to pronote the CLD program The foll owing infornmation

provi des sone basic ideas on where to start.

a. Provide briefs to senior nilitary and civilian | eaders and all
hands on the objectives and goals of the CLD franmework.

b. Prepare pronotional packages that nay include brochures,
panphl ets, articles, flyers, and nentoring informtion.

c. Publicize in local conmmand-type publications.

d. Link CLD to pronotion potential. Stress that while advancenent
is not guaranteed, participants will be nore conpetitive for pronotion
opportunities when they conplete the program

e. Advertise CLD attributes (i.e., possible advancenent, trai ning,
sel f-inprovenent, satisfaction in helping others, etc.) in |loca
command or facility papers, plans of the day, e-nmil, and discussions
at departnental, union, and all-hands neetings.

f. Keep managers involved in the CLD process.

g. Explain information packets highlighting the basic precepts of
CLD, such as I|LDPs.

h. Enphasi ze the conpetenci es and denonstrate how they will be
integrated into supervisory and managerial CLD positions in the form
of know edge, skills, and abilities.

i. Publicize benefits of CLD to the followi ng groups:
(1) PARTI CI PANTS gai n:
- Increased | eadership ability and opportunities
- Carification of career path nethods

Car eer gui dance by nentors
| nproved pronotion potential

(2) MANAGEMENT gai ns:

Pool of multi-qualified enployees

I ncreased | eadership conpetence in the activity
- Opportunity to devel op diverse workforce

I ncreased overall productivity and noral e

(3) MENTORS gai n:

- Pride in inprovenent of individuals and conmand
- Chance to practice and inprove counseling skills
- Forming and building lifetine rel ationships
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I1-2. Mentoring

a. Mentoring |inks enployees with experienced professionals for
career developnent. A nmentor facilitates personal and professional
growth in an enpl oyee by sharing know edge and insights that have been
| earned through the years. It is an integral part of CLD. For many
years it has been utilized to devel op executives and nanagers.

b. Types of nmentoring vary fromindividual (one-on-one) to group
(usually 3 to 6 enployees with one nentor). Some nentors prefer to
use a formal structured relationship with defined expectations while
ot hers choose a nore informal unstructured nmethod. Typically,
nmentoring rel ati onshi ps are born out of circunstances where an
enpl oyee asks for guidance froma senior manager or executive without
establishing a formal, structured relationship. Situations such as
traveling with, carpooling with, taking a class with, or just being
i ntroduced to a senior nanager can be cultivated into a very fruitful
rel ationship where an individual can seek out advice, direction, etc.

c. Mentors should be senior enough to the nentored enpl oyee to
have know edge and expertise that will be beneficial and help with
career developnent. Wth the rapid change of today's technol ogy and
i nnovations, the nentor's know edge and experience in areas of
interest to the nentored enpl oyee shoul d be reasonably current.

d. CLD Mentoring Concepts:

* Mentors will, generally, be not nore than 2 or 3 grades (or
mlitary equival ent) above the nentored enpl oyee.

* G5-9-12 may use
group mentoring; GS-13-15 should use individual nentors.

* CLD participant will select nentor and obtain mentor's
concurrence to serve.

e. Mentoring Characteristics:

* Supportive * Prof essional Pride
* Patient * Achi ever
* Respected * Good Motivator
* Peopl e-oriented * Comuni cat or
f. Mentoring Roles:
* Teacher * Referral Agent
* Qi de * Door Opener
* Counsel or * Rol e Mbdel
* Motivat or * Advi sor
* Sponsor * Coach
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g. Mentor Selection. Tine and thought should go into the
selection of a nentor. After all, this person is going to advise,
encourage, help devel op and execute an | LDP, assist with clarification
of career goals, and help transition froma relatively narrow focus of
technical work to the nore conplex field of managenent and | eadershi p.
Typically, nmentors and nmentored enpl oyees will "self-select" each
other. Wen looking for a nentor, enployees should spend consi derabl e
time reflecting on what is expected in the nentor/nentored enpl oyee
relationship and should then interview several potential nentors to
di scuss aspirations and expectations and to | earn nore about each
other. Mentors/nentored enployee's should be conpatible in
personalities and focus. Select a nentor who is:

* Not nmentored enployee's first or second | evel supervisor
* About two grade |evels above the individual
* Working with civilians (if mlitary)
* Able to work with several individuals and their
supervi sors.

h. A nentoring handbook, reference (b), provides infornmation on
the mentoring process to potential nentors and CLD participants. It
describes the roles and responsibilities of nmentors and participants,
so that both parties will know what is expected of each other in a
nment or/ ment ored enpl oyee rel ati onshi p.

i. Mentor training workshops will be offered to build a core group
of mentors and nmentor instructors for the field. Contact the CNET CLD
Adm ni strator, (LEAD125), and/or HRO Training for informtion on
nment ori ng wor kshop schedul es.

j . A NAVEDTRACOM nentor directory will be conpiled fromtrai ned
volunteers in the field. Periodic follow up workshops will be held in
Pensacol a and strategic field |ocations where trained and experienced
nmentors can present feedback on | essons | earned and provi de gui dance
and reconmendat i ons.

I1-3. CLD Conpetencies. Unlike traditional "check-in-the-box"
training that is generic for everyone, CLD training and devel opnent
centers on the key conpetencies or skill areas (identified in
following charts) specific to each participant based on individua
assessnments. These | eadershi p conpetenci es can be acquired through
various formal and informal nethods such as training courses,
rotational/devel opmental assignnents, participation in working groups,
and assignnents to specific projects. Once specific conpetency needs
are identified, devel opnment and/or training will be docunented in the
i ndividual's ILDP. Possession of |eadership conpetencies will be
considered in the selection for supervisory and nanagerial positions.
They will be reflected as know edge, skills, and/or abilities in
vacancy announcenents, and applicants will be encouraged to address
how t hey acquired the individual conpetencies.
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CI'VILT AN LEADERSH P DEVELOPMENT CONTT NUUM

Conpet ency Definition

COVPETENCY

DEFI NI TT ON

Change Managenent

Serves as a positive agent for
changes in the organi zation's
structural alignnent, climte, or
operational processes. Learns
about and proactively advocates
and i nfluences the adoption of
prom si ng new i deas, nethods,
servi ces, and products from

know edge of best practices in
governnment and industry.

Coachi ng/ Counsel I ng

Devel ops skills 1 n observation
i stening, and one-on-one
teaching; applies themto
assist others to | earn and
continually inprove their

per f ormance; and provides
effective feedback.

Confli1ct Managenent

Anti ci pates and seeks to resolve
confrontations, disagreenents, and
conplaints in a constructive
manner .

Custoner Ori1entation

Actively seeks custonmer 1nput; en-
sures custoner needs are net;

conti nuously seeks to inprove the
qual ity of services, products, and
processes.

Decl sI veness

Takes action and risks when
needed; mmkes difficult decisions
when necessary.

Denonstrate Core Val ues

See Navy Core Val ues

D versity of Awareness

Respects and values the differ-
ences and perceptions of different
groups/indi vi dual s.

DON M ssion, Organization
Awar eness

Possesses know edge of the m ssion
and organi zation of the DON

i ncl udi ng an under st andi ng of how
the organi zation fits into the
entire DON.

Ext ernal Awar eness

Stays i nformed on | aws, pollcles,
politics, adninistration
priorities, trends, special
Interests, and other issues;
consi ders external inpact of
statenents of actions; uses

i nformation in decision making.

Flexibility

Adapts to change 1 n the work
envi ronnent; effectively copes
W th stress.

10




COMPETENCY

DEFI NI TI ON

Human Resour ces Managenent

Ensures effective recrultnent,

sel ection, training, perfornmance
apprai sal, recognition, and
correctivel/disciplinary action
pronotes affirmative enpl oynent,
good | abor relations, and enpl oyee
wel | bei ng.

I nfl uenci ng/ Negot 1 at1 ng

Net wor ks w th, and provi des
information to, key groups and

i ndi vidual s; appropriately uses
negoti ati on, persuasion, and
authority in dealing with others
to achi eve goal s.

I nnovat i ve Thi nki ng

Devel ops i1 nsights and sol utions;
fosters innovation anong ot hers.

I nterpersonal Team Skills

Consi ders and responds appr oxl -
mately to the needs, feelings,
capabilities, and interests of

ot hers; provides feedback; treats
ot hers equitably.

Jol nt Service Perspective

Denonstrat es an under st andi ng of
the role of the Departnent of

Def ense (DOD) and the inportance
of the support roles and mni ssions
of all the mlitary DOD agencies
and how they contribute to the
success of DOD overall

Managi ng D verse Wbrkforce

Recogni zes the value of cultural
et hni ¢, gender, and ot her

i ndi vidual differences; provides
enpl oynment and devel opnent
opportunities for a diverse

wor kf or ce.

Ment ori ng

Devel ops the ability to counse
others to help themto achieve
personal and professional growh.

Model / Rel nforce Core Val ues

See Navy Core Val ues.

Navy Core Val ues

Exhi bits through persona
performance the principles of hon-
or (ethical behavior),

comm tnment (technical) excellence
and quality of work), and courage
(mental strength to do what is
right).

Oral Conmuni cat1 on

11

Listens to others; nakes clear and
effective oral presentations to

i ndi vidual s and groups. (Note:
Use of a sign |anguage interpreter
may be appropriate for persons who
are deaf or hard-of-hearing.)




COM ETENCY

DEFI NI TI ON

Organi zat1 onal Representation and
Li ai son

Est abl 1 shes and mai ntains rel a-

ti onships with key individual s/
groups outside inmediate work unit
and serves as spokesperson for the
or gani zati on.

Presentation/ Marketing Skills

Denonstrates the ability to
clearly articul ate, present, and
pronote ideas and i ssues before a
wi de range of audi ences, including
senior officials, in such a manner
as to ensure programcredibility.

Pr obl em Sol vi ng

Recogni zes and defi nes probl emns;
anal yzes rel evant information;
encourages alternative solutions
and plans to sol ve probl ens.

Process Oversi ght Managenent

Devel ops/ denonstrates the ability
to exam ne systens and wor kfl ow
within the organization to
facilitate process inprovenent.

Pr ogr am Devel opnent/ Pl anni ng and
Eval uati ng

Est abl | shes policles, guidelines,
pl ans, and priorities; identifies
requi red resources; plans and
coordinates with others; nonitors
progress and eval uat es out cones;

i mproves organi zational efficiency
and effectiveness.

Quality Principle

Under stands and applies quality
princi ples such as teamwrk,
quantitative decision-naking, and
conti nuous process inprovenent to
neet or exceed customer
expectations.

Resour ce Managenent

Prepares and justifies budget;
noni tors expenses; manages pro-
curement and contracti ng.

R sk Managenent

Identifies potential risks to
product/ prograni processes early
and i npl enents effective abatenent
or control neasures; defines

eval uation criteria early and
continuously collects, assesses,
shares, and responds to data
appropriately.

Self-Direction

Real I stically assesses own

strengths, weaknesses, and i npact
on others; seeks feedback from
ot hers; works persistently towards

a goal ; denpnstrates self-
confi dence;

devel opnent ;
efficiently.

invests in self-
nmanages own tine

12




COMPETENCY

DEFI NI TI ON

Situational Leadership

Denonstrat es and encourages hi gh
st andards of behavior; adapts

| eadership style to situations and
peopl e; enpowers, notivates, and
gui des ot hers.

Strategic Vision

Creates a shared vision of the
organi zati on; pronotes w de
owner shi p; chanpi ons organi za-
ti onal change.

Team Bul I di ng

Fosters cooperation, conmunica-
tion, and consensus anong groups.

Techni cal Conpet ence

Denonstrates technical proficiency
and an understanding of its imnpact
in areas of responsibility.

Technol ogy Managenent

Encourages staff to stay I nforned
about new t echnol ogy; applies new
technol ogi es to organi zati ona
needs; ensures staff are trained
and capabl e.

Witten Comruni cati on

Communi cates effectively In
witing; reviews and critiques
others' witing.

CH 1

I1-4. Benchmarki ng

a. Benchmarking is a way of determ ning progress.
by benchnar ki ng i ndi vi dual
be assessed upon entry into the program and their

be periodically nmeasured throughout their participation.

focus w il be i nt er na
Personnelymll
progress wll

b. This will

Initially the
| eadership skills.

be acconplished by using a 360-degree questionnaire

and providing feedback to the participant and the activity/ comrand.

It all ows superiors, peers,

subor di nat es,

and i nternal and external

custoners to indicate how they perceive an

i ndi vi dual
Thi s eval uati on t ool

CLD participant's performance in several
is available fromand admini stered by the Ofice

behavi oral areas.

of the Deputy Assistant Secretary of the Navy (DASN) for C VPERS/ EEQ

Executi ve Personne
CNET CLD Admi ni strator,
to schedul e sessions to interpret

c. The 360-Degree Leadership Assessnent

and Leadershi p Devel opnent Secti on.
(LEAD125) to order assessnent
results.

Cont act the
i nstrunents and

is tied to the

CLD conpetencies which identify strengths and areas for inprovenent as

wel | _
conpetencies. It

as provide a baseline for

nmeasuring i nprovenent
is inportant to note: It

in |leadership
i s voluntary!

13
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d. To benchnmark individual |eadership using the 360-degree
| eadershi p assessnent, the foll owing actions are required:

- CLD participants request the 360-degree assessnent

- Activity requests assessnent forms from CNET (LEADL125)

- Activity schedul es assessnent date(s)

- Participants identify assessnment partners (peers,
custoners, subordi nates, supervisors, mentors)

- Activity conducts assessment

- Sealed results returned to CCLDA/ ACLDA
- CCLDAY ACLDAs schedul e group
sessi ons to interpret results

- Participant develops ILDP with nentor and supervisor

- Supervi sor approves | LDP

- Participant conpl etes conti nuum

- Participant retakes 360-degree assessnent
- Eval uation process repeated

I1-5. Interest Survey. An interest survey may be used to deternine
whi ch enpl oyees are interested and eligible for |eadership

devel opnent. An interest survey is also a valuable tool for
identifying nentors as well as potential mentors. The survey shoul d
all ow for a positive response to both categories of participation and
shoul d enphasi ze the opportunity for personal and professional growh
Adequat e information should be included in the survey to all ow

enpl oyees to make an informed decision. Participation is voluntary;
however, enpl oyees shall be advised that possession of |eadership
conpetencies will be considered when filling supervisory and
manageri al positions but that pronotions are not a guaranteed outcone
of conpletion of the CLD conti nuum

I1-6. |LDP Devel opnent. The goal of the CLD continuumis to inprove
| eadership skills and conpetenci es of potential civilian nanagers.
The CLD programis specifically designed to neet the requirenent of
each individual; therefore, specific step-by-step guidance cannot be
gi ven. Conmands are responsi ble for training costs, but nmany

i nnovati ve approaches to enpl oyee devel oprment may incur little cost.
Commands may consider tuition assistance to eligible enployees with
specific guidelines for conpletion of courses. Wile there is no
specific outline or curriculumthat nust be followed to achi eve CLD
goal s, there are several basic training guidelines that should be
fol | owed:

a. Focus training on devel opnent of |eadership skills. These
skills have been defined by specific foundati on conpetencies in
paragraph I1-3 CLD Conpet enci es.

b. Evaluate enployees' skills in critical |eadership categories
using the skills inventory (360-degree assessnent) described in
par agraph I1-4 Benchmarki ng.

14



c. Develop neaningful, tailored ILDPs. Enployees, supervisors,
and nmentors work together to develop |ILDPs based on results of the
skills inventory. Enclosure (2) is an ILDP form To devel op the
I LDP, the foundation conpetencies are listed and conpared with results
fromthe skills inventory to determ ne areas the enpl oyee needs to
devel op. Next, l|ist several conpetencies and specific devel opnenta
activities to conplete the conpetency on a blank |ILDP form
Devel opnental activities may involve formal training, on-the-job
training (QT), long-term schooling, or a conbination of sources.

Devel opnental resources available in | ocal areas nay be used to
fulfill devel opnental requirenments, whether within the DON, DCOD, ot her
Federal agency, or the private sector. List reasonable target dates
for acconplishment of conpetencies but naintain a vital |ILDP which is
revi ewed and updat ed periodically.

d. Since this programis tailored for each individual, only
gui del i nes can be provided. Enployees, supervisors, and nmentors nust
determ ne the neans to acconplish each conpetency. The foll ow ng
strategi es can be used as a guide in identifying training and
devel opnental opportunities for CLD conpetencies:

I1-7. Devel oprmental Training. A sufficient investnent of tine,
effort, and dolTars will be made available to provide civilian

enpl oyees an opportunity to devel op professionally and to acquire and
i mprove | eadershi p conpetencies. Training and devel opnent a
opportunities will be addressed through self devel opnenta

assi gnnments, special projects, rotational assignnents, as well as
formal training. The follow ng training and devel opnent strategies
may be considered in satisfying the CLD conpetenci es.

a. QT. QT is an econonical and productive nethod of acquiring
new and/ or enhancing current skills through assignnments initiated by
t he supervi sor, enployee, or other neans.

(1) Assignnents that are supervisor-initiated may include
actions such as reassignnment, appointing the enployee as lead for a
specific group of enployees or project, covering/filling in for
hi gher - graded enpl oyees for short periods of tinme, delegation of
certain authorities, representing the supervisor at neetings,
coaching, job redesign, or personnel nanagenent eval uation

(2) Assignnents that are initiated by the enpl oyee nay include
job rotation, job sharing, understudy, nmentoring, site visits, cross-
training, or external assignnents.

(3) Gher QIT may include research, authoring or rewiting
directives, conducting interviews, providing performance feedback,
maki ng presentations, sharing information, devel opi ng and tracking
courses, working on special projects, serving on teans (e.g., focus
groups, process action teans, managenment boards, task force advisory

gr oups) .
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b. Rotational Assignnents

(1) Like QJT, rotational assignnents are val uabl e devel opnent a
tool s for enhanci ng/ broadeni ng technical and functional conpetence
t hrough hands-on experience. Rotational assignnents provide:

- Cross training and devel opnent
I ncreased inter-organi zati onal understandi ng,
communi cati on, and cooperation
- Greater corporate know edge/ perspective
- Devel oprnent of external awareness
- Advanced manageri al and executive experience
- Highly capable staffing for special projects

and/ or tenporary vacanci es

(2) Rotational assignnents do present chall enges for
supervi si on/ managenent as well as for the recipient. However,
wor kabl e solutions are found with upfront planning and di scussi on.
Some potential barriers and sol utions are:

Chal | enges Possi bl e Sol uti ons
Loss of key personnel for Rot at e personnel in to
an extended period of tine fill behind, possibly with
reci procal arrangenents
Sal ary/ per di em expenses Est abli sh central funds and/or
borne by parent organization create special billets/establish

speci al agreenents with
comands/ agenci es

Concerns about return on Upfront planni ng and di scussion
i nvestnent for parent obj ecti ves

or gani zati on

Potential |oss of enployee Consi der long-term benefit to
permanently to assi gnnent organi zation in ternms of
sponsor organi zati on i mproved i nter-organi zati ona

under st andi ng, conmuni cati on,
cooperation, and reputation

(3) Rotational assignnents are typically for |onger periods of
time and nust be filled using nerit principles. They are announced,
rated, ranked, and forwarded to the selecting official for the
ultinmate selection. Sone announcenents will establish pools (a
rotational assignnent clearing house) of candidates at various |evels,
in various series, and for various tine franes to fill and back-fil
rotational assignnments enabling a donino effect. Rotationa
assignnments are typically used to accommodat e spi ke workl oads, speci al
projects or to fill vacant positions while recruitnment takes place.
Qpportunities nmay be found in other divisions, headquarters, other
commands/ agencies and in staff offices. Assignnments that involve
travel and per diem nust be negotiated and approved by both the | osing
and gai ni ng supervisor prior to negotiating the funding aspect.
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c. Formal Training. Formal training can include a variety of
cl assroomtraining, courses of instruction, seninars, college
enrol Il ment, and workshops. In nost cases, a cost is associated with
formal training. The following is a partial list of formal training
sour ces:

- Mentor training

- Col |l ege/ university courses

- Professional military education
- Workshops and sem nars

- Tel econf erenci ng

- CLD orientation

- I ndi vidual correspondence courses
- Synposi uns

- Conmput er-assi sted training

- Fel | owshi ps

- Interactive video training

- Formal classroomtraining

- Residential semnars

d. Personal Devel opnent. Personal devel opnent includes a variety
of nmeans to satisfy conpetencies undertaken by the individual. These
include, but are not linited to, reading specific managenent-rel ated
books/ paper s/ docunent s/ regul ati ons, participation in conmmunity service
or vol unteer prograns, conducting research, personal experience,

j oi ni ng professional organizations (e.g., Toastmasters), providing or
recei ving professional counseling, and through networking.

e. Devel opnental Prograns

(1) Devel opnental progranms are prograns already in existence.
The following list of available programs is not all inclusive but
represents those nost often used by DoD personnel. Contact the CLDA
or HRO for nore information.

- Ofice of the Deputy Assistant Secretary of the
Navy for Cl VPERS/ EEO Devel opnent Center

- Executive Managenent Devel oprment Program

- OPM Federal Executive Institute

- National Defense University

- National War Coll ege

- Industrial College of the Armed Forces

- Armed Forces Staff College

- Naval Postgraduate Schoo

- Congressional Fellowship Program

- LEA S Fell ows Program

- Wonen' s Executive Leadership Program

- DOD Executive Leadership Program

- Financial Managenent |ntern Program

- New Leader Program

- Seni or Executive Service Candi date Devel opnent
Pr ogr am

- Executive Potential Program

- The Brookings Institute
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- National Institute of Public Affairs

- Program for Senior Executive Fell ows

- JFK School of Governnent, Harvard University

- Sl oan School of Managenment, MT

- Seni or Executive Sem nar

- Princeton Md-Career Fellows in Public Affairs

- Alfred P. Sloan Fell ows Program

- Education for Public Managenent (Universities
participating are: Cornell, Harvard, Indiana, MT,
Princeton USC, University of Virginia, and
Uni versity of Washi ngton)

- Defense Managenent Education and Trai ni ng Program

- Probationary Supervisory Training Program

(2) Strive for creativity in identifying devel opnental and
training opportunities to enable interested enpl oyees to devel op and
execute effective ILDPs. The final result will be a larger, nore
di verse popul ation of better qualified future civilian | eaders.

I1-8. Evaluation, Tracking, and Reporting

a. Activity Reports

(1) Six nonths after programinpl enentation, activities are to
provi de data on program participation. Data requirenents are:

(a) Nunber of personnel briefed about CLD

(b) Nunber of personnel enrolled

(c) Nunber of enployees with a nentor identified
(d) Nunber of nentors

(e) Nunber of nentors trained in CLD

(f) Series/grade/sex/race/ethnicity/disabling condition of
enrol | ed enpl oyees and nentors

(g) Nunber of 360-degree assessnents conpleted
(h) Nunber of |LDPs devel oped

(i) Nunber of internal/external rotational assignhnments
acconpl i shed and pl anned for CLD participants

(2) Md-term (12 nonths after inplenmentation) requirenents
i ncl ude above data pl us:

(a) Nunber of participants on internal and external projects
or assignments, including any Joint Service ventures

(b) Grade | evel of nmmnagers actively participating as
nment or s
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(c) Travel/per diemdollars used for devel opnental efforts

(3) Long-term (24 nonths after inplenentation) requirenents
i nclude one and two above pl us:

(a) Nunber of supervisory/ managerial appoi ntnents nade, and
whet her or not the selectee participated in or
conpl eted the conti nuum

(b) Progress/percentage of participants successfully
executing | LDP

(c) Retakes of 360-degree feedback instrunment for
benchmar ki ng

(d) Diversity inprovenent in | eadership positions

(4) Submit program eval uations to CNET, (LEAD125) . First
subni ssions are due 6 nonths after official "startup" date of the CLD
program Attachnment #1 provides a standardi zed reporting format.

(5) Surveys may be conducted periodically to assess the
"corporate clinate" and effectiveness of the CLD programfrom a
manager, mnentor, participant, and enpl oyee perspective.

b. HRO Reports. HROs will use DCPDS to the maxi mum ext ent
possible to track participation in CLD, however, it may be necessary
to suppl enent the systemw th sonme nanual reporting.

(1) The following data will be captured:
# CLD participants by series and grade
# Mentors trained by series and grade
# | LDPS devel oped
# Courses enrolled
# Courses conpl eted
# Rot ational assignnents
# Sel ections nade using defined conpetencies as
selection criteria
# Advancenent of participants
# Dol | ars expended on | eadershi p devel oprment

(excl udi ng technical)

(2) Frequency of reporting HRO DCPDS data will be determ ned at
a | ater date.

I11-9. Announcenents

a. Information regarding the CLD program should be disseninated to
t he wi dest possible audience. Particular effort should be nmade to
notify special enphasis groups and those enpl oyees who are
geographically detached fromtheir activities or on extended tenporary
duty assignnents.
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b. Rotational assignnents will be announced using nerit
staffing principles. A supervisory endorsenent will be required for
all rotational assignnment applications (format will be included in

announcenent), in addition to an explanation of

why the applicant desires this assignnment, what conpetencies this
assi gnnment m ght devel op/ enhance along with a copy of their |atest
perfornmance appraisal. Applications will be rated, ranked, and
forwarded to the selecting official for selection.

c. HROwII include the following or sinmilar |anguage in
announcenents for supervisory/ managerial vacancies: "The know edge,
skills, and abilities (KSAs) identified below contain civilian
| eadership conpetencies that will be used in the evaluation and
sel ection process of this position. Applicants are strongly
encouraged to submit a narrative relating their experience, education,
and training to the KSAs |isted bel ow'.

I1-10. Selection Process. Selection criteria will be linked to

| eader shi p conpetencies through the candi date eval uati on process. The
following procedures will be used to |link selection criteriato

| eader shi p conpet enci es:

a. ldentify managerial/supervisory positions to be announced under
t he CLD frameworKk;

b. Conduct a job analysis of CLD positions to identify pertinent
CLD conpet enci es;

C. Revi ew exi sting KSAs for conpliance prior to
announci ng supervi sory or managerial CLD positions and/or, devel op
KSAs that incorporate the appropriate position-related | eadership
conpet enci es;

d. Include | anguage in vacancy announcenents advi sing applicants
t hat possessi on of CLD conpetencies will be considered in the
selection criteria and encouragi ng applicants to relate their
experience and training to | eadership conpetencies identified in the
announcenent ;

e. Develop crediting plans to evaluate an applicant's experience
and training as it relates to the position-rel ated | eadership
conpet enci es.

I1-11. Gievance Process. An enployee who is dissatisfied with their
rating or other activity action pertaining to conpetition under the
CLD programnay file a grievance by following their activity's

admi ni strative/ negoti ated gri evance procedures.

I1-12. Progress Reviews

a. At a mininmum supervisors and nmentors will review participant
progress at md- and year-end intervals of each performance cycle.
Supervi sors should ask nmentors for input when conpiling annua
perfornmance appraisals for CLD participants. A sanple progress review
format is included as attachment #2.

20



b. Mentors may, depending on circunmstances, the type, or the
nature of the CLD assignnment, require frequent reviews; for exanple,
nonthly revi ews may be warranted when working on a special project to
ensure work is on target, meeting expected tinme frames, and foll ow ng
appropriate procedures. Review intervals nay be established at the
begi nni ng of an assignment. Revi ew di scussions should focus on the
| LDP devel oprent al obj ectives and on the skill enhancing tasks
desi gned to serve that purpose.

c. The twice-annually docunented progress reviews will be
forwarded to the CCLDA or the ACLDA. Participant progress will be
assessed on the basis of the progress review, the current |LDP,
perfornmance appraisal if engaged in a devel opnental detail, and
consultations with the participant, nmentor, and supervisor if
appropriate. The headquarters CLB and the CLD Wirking Group will
receive a mnimum of bi-annual briefs on CLD participant status from
t he CCLDA.

d. Each comand's CLD Working Group (or equivalent) will recomrend
and the CLB (or equivalent) will approve the appropriate actions to
renove, suspend, or retain a participant in a devel opnental status
when personnel actions or problens arise that inpact participation in
devel opnental opportunities. Careful review of every circunstance
surroundi ng the specific problemw ||l be nade prior to rendering a
corrective decision. A CLB decision will be pronptly comrunicated to
the participant, nmentor, supervisor, CLD Adninistrator, and HRO i f
appropri ate.

e. A participant may be renoved fromthe programin the follow ng
ci rcunst ances:

(1) The participant |eaves the command or devel ops new career
goal s that woul d not be furthered by participation;

(2) The participant is unable to maintain a high |evel of
prof essi onal perfornance (doesn't adhere to rules (i.e. safety,
security, EEO; neglects to neet with nmentor, etc.);

(3) Little or no progress is being made in conpl eting
devel opnental activities (barring extenuating circunstances); or

(4) The individual requests renoval.

f. Once renoved fromthe program individuals nust wait for a
specified (will be given with renoval decision) period of tine prior
to reinstatenment. I|ndividuals requesting renoval mnmust wait for a
period of 6 nonths before seeking reinstatenent.

g. A participant who anticipates a prol onged increase in workload
or other circunstances that will negatively inmpact program progress
may petition to voluntarily withdraw fromthe program The CLD
Wrking Group will review and the CLB will approve such requests.
There is no guarantee, however, that individuals who elect to | eave
the programw |l be reinstated at a |l ater date.
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h. Participants will nornmally be restricted to the programlength
stipulated in their ILDPs. The CLB may, however, grant extensions if
extraordi nary workl oad or a change in assignnent prevented the
conpl etion of required activities. Reconmendations of supervisor and
nment or nmust be considered by CLB

i. Participants will conplete the programwhen all required
devel opnental activities have been conpl eted and the nentor and
supervisor certify the acconplishnent of devel opnental objectives. A
certificate of achievenent, recognizing program conpletion, will be
awar ded upon the recommendation of the CLB. Certificates will be
i ssued once a year

I1-13. Administrative Controls. ACLDAs are required to maintain the
following informati on for program oversight and periodic reporting to
CNET as stipulated in paragraph |11-8 Evaluation, Tracking and

Reporti ng.

a. Nanmes and titles of CLB and CLD group nenbers;

b. Program participants by gender, grade, ethnicity, education,
and career pronotions;

c. |LDPs of program participants and approved revisions;
d. Mentors' nanes, titles, grades, and training incidents;
e. Arecord of bi-annual participant progress reviews;

f. Statistics on series, grade, gender, and ethnicity of
appl i cants and sel ectees; and

g. Alist of individuals who have conpl eted, been
separated or renoved fromthe programincluding retirees or individu-
als who have transferred to other activities.

I1-14. VWhat To Do First

a. Wuat to do first will vary dependi ng upon each specific
activity's size, commtment, resources, and location. The follow ng
suggestions provi de ideas that can be used.

(1) Charter a top level group for oversight of the
progr am

(2) Charter a working group to nonitor inplenentation efforts;
(3) Develop an activity specific CLD instruction or guidelines;
(4) Conpile a library of CLD material/information;

(5) Develop a Marketing POA&M with achi evabl e acti ons and
dat es;
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(6) Provide opportunities for interested enployees to viewthe
"CLD' tape;

(7) Provide opportunities for interested enployees to viewthe
"Mentoring Filni;

(8) Conmence executing Marketing Plan: briefing,
distributing flyers/information;

(9) Plan for mentor "train-the-trainer" training;

(10) Establish financial profile;

(11) Survey supervisors/ managers to find those individuals who
are willing to becone "Mentor Training" trainees as well as how many
are interested in serving as a nentor;

(12) Schedule nentor "train-the-trainer" training;

(13) Devel op/start tracking programstatistics as required by
paragraph I1-8 Eval uation, Tracking, and Reporti ng;

(14) Distribute fact sheets on the what, how, and why of the 360-
degree assessnent tool;

(15) Survey workforce to determine who is interested in taking
t he 360-degree assessnent;

(16) Contact CCLDA for information/guidance on adninistration of
t he assessnment and foll ow gui delines provided in paragraph I1-4
Benchmar Ki ng;

(17) Continue executing Marketing Pl an.

b. Each activity's inplenentation plan will differ dependi ng on
size, nature, and climate of specific work environment. The best
i mpl ementation plans are well thought out workable tools that identify
what will work when for that activity. Comrands are required to have
program i npl enmented within 18 nmonths of official "kick-off".

I1-15. Assistance. Assistance and/or gui dance will be provided by
the CNET CLD Adm ni strat or

LEAD125, Rm 1-032

250 Dal |l as Street

Pensacol a, FL 32508-5220

Tel ephone: COM (850) 452-4712/ 4166
DSN 922-4712/ 4166

Fax: COM (850) 452-5097/ 2510
DSN 922-5097/ 2510
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CNETI NST 12410.4

ACTIVITY REPORTS

SI X MONTHS AFTER PROGRAM | MPLEMENTATI ON

NUVBER

Nunber of personnel briefed about CLD

Nunber of personnel enrolled

Nunber of enployees with a nmentor identified

Nunber of Mentors

Nunmber of mentors trained in CLD

Nunber of

Enrol | ees,
enpl oyees and SERI ES | GRADE | SEX | RACE ETHNI CI TY DI SABLED

ment or s

@

<k /

Nunber of |LDPs devel oped

<
Nunmber of 360-degree assessnent Q&Q&W
AN

AN
Nunber of internal asmgnmantwg\)

Nunber of external assignnents

M D TERM (12 MONTHS AFTER | MPLEMENTATI ON) ALSO | NCLUDES:

Nunpber of participants (i1ncluding Joint Service ventures) on I nternal
projects

Nunmber of participants (including Joint Service ventures) on external
projects

& ade Level of managers actively
participating as nentors G511l | G512 | G513 | Gsl4 | GS15

Travel / Per Diem Dollars used for devel opnental efforts

LONG TERM (24 MONTHS AFTER | MPLEMENTATI ON) ALSO | NCLUDES

Nunber of supervi sory/ manageri al # MADE |# PARTI C PATED COMPLETED
appoi nt nrent s made and whet her or not the

sel ectee participated or conpleted the
conti nuum

Progress/ percentage of participants successfully executing |LDP

Ret akes of 360 degree feedback instrument for benchmarking

Diversity inprovenent in [eadership positions

CNET 12410/ 8 (6-97) ATTACHVENT 1
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CNET _Cl VI LI AN LEADERSHI P BOARD (CLB) CHARTER

I T 1S HEREBY DECREED that the Naval Education and Trai ni ng Command
(NAVEDTRACOM) CGivilian Leadership Board (CLB) is established by the Chief of
Naval Education and Trai ni ng (CNET).

PURPOSE:

The CLB is established to act as an Executive Steering Commttee for CNET in
regard to policy for NAVEDTRACOM civilian enpl oyee devel opnental initiatives
and policy for review ng/recomendi ng honorary and/ or nonetary awards for
NAVEDTRACOM | evel or hi gher.

OGBJECTI VE

The CNET CLB will establish requirenents and gui delines for conmittees and/ or
boards to devel op recommendations in regard to devel opnental activities and/or
i ncentive awards within NAVEDTRACOM activities to ensure consi stency throughout
the coomand. The CLB will act on behalf of CNET to ensure an equal opportunity
is given to civilian candidates for devel opnental progranms, and to ensure

nom nations for the civilian incentive awards program are revi ewed and
reconmendati ons are commensurate with the regul atory requirenents.

DESI GNATI ON:

1. The Vice CNET, two Senior Executive Service (SES)
menbers (Code O0A and OS), and Chief of Staff (Code 01A) will be standing
menbers and provide direction to commttees/boards to devel op, recomend, and
monitor policy established in regard to NAVEDTRACOM devel opnent al prograns and
i ncentive awards program

2. The Vice CNET will serve as Chair.

3. The Director, Gvilian Personnel Prograns/Equal
Enpl oynent Opportunity (EEO (Code OS2) will serve as Technical Advisor and
will provide a staff nenber to act as technical advisor for personnel issues
i ncludi ng EEO and i ncentive awards program

4. Support will be provided by a CLD Wrking Goup chartered by the CLB
and The Chairperson will act as a technical advisor for CLD i ssues and concerns
of the Working G oup.

5. The Cvilian Leadership Devel opnent Administrator (CLAD) will serve as
a technical advisor to comm ttees/boards established to devel op, reconmend, and
nmonitor policy established in regard to NAVEDTRACOM devel opnent al prograns.

Chi ef of Naval Education and Trai ning Dat e

Encl osure (3)



