CONSOLIDATED CIVILIAN CAREER TRAINING (CCCT)  PROGRAM
Information:  The CCCT Center (Commandant of the Marine Corps (MPC) was established at Headquarters Marine Corps to manage the spaces, funds, and related administrative details of the CCCT Program.  Spaces allocated to Marine Corps commands by the Center will be carried as nonchargeable by the Commands while in the program.  Program requirements include 2 years for GS employees and 3 years for WG employees.   The CCCT center will distribute funds to commands employing trainees for salaries for the period of the program, and, when available, funds for formal training may be allocated.  Upon completion of the program, salaries and training dollars will be borne by the Marine Corps local commands having the allocated spaces. 

Procedure:  By 1 June, requirements for spaces under this program must be submitted to CMC (MPC-36).  Requests for spaces must be appropriately identified, prioritized, and justified and include the following as a minimum:

     a.  the number and grade level of trainees desired for each civil service occupation specialty.

     b.  a specific training plan in the format as indicated in MCO 12410.21 to support each occupational specialty wherein trainees will be employed.

     c.  a statement that the trainee can be integrated into the regular workforce upon completion of the training cycle (see Exhibit 1).

Recruitment and Selection:  Upon approval from CMC (MPC-36) the recruitment and selection process will begin.  A vacancy announcement will be advertised through the normal recruitment process.

     a.  Candidates selected for participation in this program will be recruited by the HRO using appropriate recruitment methods to acquire the best possible candidates for the program.  

     b.  Billet assignments will be made by the Assistant Chief of Staff, Manpower based on information provided by the Human Resources Office.

     c.  Selection of candidates will be made by the immediate supervisor who is assigned the billet.  Candidates selected for development, regardless of the source, must possess an overall background of sufficient level and quality of clear indication that they have the potential ability to perform successfully in the target occupational specialty.

Evaluation Reports:  

     a.  Semi-annual evaluation reports will be prepared by:

          (1)  Each Trainee

          (2)  The trainee's immediate supervisor.

     b.  These evaluation reports will be prepared, reviewed and discussed at the local level, then forwarded to the Human Resources Office for endorsement and submission to the Commandant of the Marine Corps.

     c.  Evaluations will be used to review trainee progress and local program implementation.  

Personnel Actions:  

     a.  All personnel actions related to this program will be accomplished and documented in accordance with established OPM regulations.

     b.  Accelerated promotions are not authorized under this program.

     c.  Graduate trainees will be transferred to a regular command ceiling billet and placed in the position of their occupational specialty upon completion of their training.

          (1)  Efforts will be made to place the trainee in an appropriate vacancy in the target occupational specialty.

          (2)  If there is not a vacancy, the department with the alloted CCCT billet will carry the trainee as an overhire and fund salary expenses.

     d.  Unsatisfactory job or scholastic performance by the trainee will necessitate the trainee's removal from the program.  Corrective action will be taken by this command to remove or reassign the trainee, whichever is appropriate.  If reassigned, the command's regular ceiling will be used for such action.  Removal actions will be processed under appropriate adverse action or performance regulations of the command.

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

NOTE:  Each position requested must have a target level.  From that target level you can determine the trainee level and full performance.  [Example:  For an Environmental Protection Specialist, the target level requested is GS-9 with full performance at the GS-11.  Then the trainee level is GS-7.  For this requested billet, the CCCT position will be an Environmental Protection Specialist, GS-028-7/9/11.].  Headquarters will fund the salaries for two years [GS-7 and GS-9 levels], when the employee is promoted to the GS-11 position, the employee will be finished with the program and funds will be from the requesting activity.
The target level position must be a permanent Base/Activity position and the receiving department must have an anticipated vacancy to coincide with the trainee's completion of the Program.
Sample Memorandum from Requesting Department/Activity
From:   [Commanding Officer]                                                                                      
To:      Headquarters Marine Corps, MPC-36, Washington, D.C. 

Subj:  CONSOLIDATED CIVILIAN CAREER TRAINEE (CCCT) PROGRAM REQUEST

Ref:  (a) MC Order 12410.21B

Encl:  (1)  PD for  [Position, title, series, grade]                                            
         (2)  Training Plan for  [Position, title, series, grade]                                                
1.  Per the reference, respectfully request a CCCT billet for                                                      , located at                                                               .  The incumbent will perform duties as an entrance-level trainee and progress to the target level.  Enclosures (1) and (2) are submitted as requested.

2.  Justification:                                                                                                                       
                                                                                                                                                 .

3.  Because we anticipate a vacancy within the 2 year timeframe, the trainee can be integrated into the regular workforce upon completion of the training program.

4.  POC for questions,                                            at (619)                       .

                                                                  SIGNATURE










Exhibit 1

CCCT POSITIONS WHICH WERE REQUESTED AT CPEN
Computer Specialist, GS-334-5/7/9

Water Treatment Plant Operator, WG-5409-5/6/7/8*

Contract Specialist, GS-1102-5/7/9

Personnel Mgmt Specialist, GS-201-7/9/11

Waste Water Plant Operator, WG-5408-5/6/7/8*

Environmental Protection Specialist, GS-5/7/9 or 7/9/11

Employee Relations Specialist, GS-233-5/7/9

Computer Systems Analyst, GS-334-7/9/11

      General Schedule (GS) positions, program is for 2 years.

  *  Wage Grade positions, program is for 3 years.

Other positions for consideration:

Administrative Officer, GS-341-5/7/9 or 7/9/11

Personnel Assistant, GS-203-5/6/7

Office Automation Assistant, GS-326-5/6/7

Management Analyst, GS-343-5/7/9  or 7/9/11

Management Assistant, GS-344-5/6/7

Success Rate:  Everyone of the positions were placed in hard line positions.  We have had serveral people transfer after completion or prior to completion, but for the majority of the positions requested, they were all placed in the respected positions upon completion of the program.   

TRAINING PLAN REQUIREMENTS
Each training plan will incorporate as a minimum:

1.  The title and grade/pay level of the entry and target positions of the particular occupational specialty.

2.  Length of training.

3.  A brief statement citing the objectives of the plan.

4.  Type of training experiences to be provided.  Under each of the categories cited below, list specific courses or projects.  Briefly describe each course or project and include in the description the number of hours prescribed.  Categories and overall objectives are as follows:

     a.  On-the-Job Training.  All duty assignments will be meaningful and productive and provide for supervised development in the target specialty.  Occasionally, the trainee may attend special staff meetings and conferences as orientation to special policy considerations for the activity and the career field.  The trainee should be assigned, from time to time, full-time or part-time work with various higher level employees in completion of special projects.  When so assigned, the central feature of this developmental experience will be to "learn by doing" .  No less than 50 percent of the trainee's time must be spent in the target specialty or in functions closely related.

     b.  Formal Instruction.  Specially planned education courses which contribute to the career field may be taken during or after regular work hours.  Funding for these courses must be incorporated in the department's operating budget.  These may be courses offered onsite, at local schools, Department of Defense Schools, or through interagency facilities.  Each training plan will include at a minimum, at least 40 hours of formal classroom instruction.

     c.  Special Projects or Assignments.  Each trainee should be provided the opportunity to undertake and complete a minimum of at least two special projects or assignments during the period of training.  They should be so designed to provide supervisory personnel an opportunity to evaluate the trainee's potential to perform satisfactorily in the target specialty.

     d.  Rotational Assignments.  These may be made internally within commands or externally to other Marine Corps activities depending upon the scope of the target specialty.  In either case, special attention should be given to rotational assignments in other program areas that interface with the trainee's career field.

     e.  Self-Development.  Trainees will be encouraged to participate in self-directed development activities.  The program may include extensive reading in selected bibliography or materials related to the career field or in the case of trade/craft occupations, to applicable job-related materials.  They will also be encouraged to participate in professional societies and attend local institutions on their own.
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From:  Marine Corps Civilian Human Resources Offices -Southwest, Employee Development

            Branch, Camp Pendleton, CA 92055-5026                                                                                                  

To:      Supervisor of:                                                          
SUBJ:  TRAINEE EVALUATION
1.  Please take this opportunity to evaluate and discuss the trainee's progress against their current individual development plan.  Once you have done this, complete and return this letter and the Supervisory Progress Evaluation to the Marine Corps Civilian Human Resources Office-Southwest by close of business                                       .







                                                                      LLOYD LOPEZ

Is trainee's progress satisfactory?   z YES     z NO (If NO, please explain)

Additional findings or comments:

I have evaluated the progress of the above named trainee and have discussed it with him/her.

 _______________________________________     _______________________________                                                                                                                                               
 Supervisor's Signature                                          Date                             Trainee's Signature                                        Date



SUPERVISORY PROGRESS EVALUATION
INSTRUCTIONS:  The immediate supervisor of the trainee will use the rating factors indicated below and evaluate the individual as objectively as possible.  This evaluation and the trainee's progress evaluation reports will be discussed with the trainee.  Significant differences or problem areas resulting from either of the evaluation reports should be noted in the comments section of the evaluation report.  This report is to be completed as scheduled in the training plan and submitted to the HRO Training Branch with the Trainee's Progress Evaluation.

1.  TRAINING PROGRAM:   ‡ CCCT    z VRA     z UPWARD MOBILITY     z CAREER LADDER

2.  TRAINEE'S  NAME: ____________________________________________________________________                                                                                                                           
     A.  Present Position Title: ___________________________________________________

     B.  Target Specialty:  _______________________________________________________
3.  Evaluation reporting period:   From:                                      To: _____________________

4.  Comments:  (Cite any significant accomplishments, problems, suggested revisions to the training plan, etc., also, include a specific statement indicating your overall evaluation of the trainee's progress).

























5.  Rating Factors:  Place a check in the appropriate block that best describes the trainee's progress in each of the factors cited below.  Rating column headings are as follows:

     4 = OUTSTANDING                                              1 = MARGINAL  

     3 = HIGHLY SATISFACTORY                              0 = UNSATISFACTORY

     2 = SATISFACTORY

 FACTOR 
   4
  3
   2
   1 
   0
 N/A

A.  Training progress in meeting the training plan requirements:

       1.  On-the-Job Training



 



       2.  Formal/Classroom Training







       3.  Special Projects/Assignments







       4.  Rotational Assignments







       5.  Mandatory Training Requirements







       6.  Self-Development







       7.  Other:







B.  Relations with others.

       1.  Co-workers



 



       2.  Supervisors







C.  Attitude-Application to Work

       1.  Overall Quality of Work



 



       2.  Overall Quantity of Work







       3.  Observation of Rules







       4.  Application of Skills







       5.  Versatility







6.  This evaluation and the attached trainee progress evaluation have been discussed with the employee:

 Trainee's Signature:
Date:



   Supervisor's Signature:
Date:



                                      Supervisory Progress Evaluation

2

