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DI(A) PERS 116-7
(Complete Revision)

CIVIL ACCREDITATION OF MILITARY TRAINING

INTRODUCTION

1. The Civil Accreditation Program (CAP) aims to gain civil recognition for Army formal
training courses, on job training (OJT) and experience gained on-the-job (OJE). Accreditation is on
a corps-by-corps basis and is required to be reviewed on a five year basis.

AIM

2. The aim of this Instruction is to detail the responsibilities for gaining civil accreditation for
Army employment and training programs, and issuing of credentials to entitted members.

3. The ADF policy on accreditation of training is that the widest possible accreditation is to
be sought. The aim is to allow every member of the ADF to have access to the benefits of
accreditation where possible. It is planned to expand the CAP to include all corps by the end of
1998. The list of currently accredited trades and course by corps is shown at the enclosed
annexes.

Responsibilities

4, Headquarters Training Command (HQ Trg Comd). HQ Trg Comd is responsible for the
management of the CAP by presenting training programs and course profiles to an authorised
Accreditation Agency. General Officer Commanding (GOC) TRG COMD is the approving authority
for all Army accreditation, including initiatives undertaken outside of the CAP. Approval is to be
gained from HQ Trg Comd before any State or Territory Accreditation Agency is formally
approached to accredit a training course or trade qualification. Appeals relating to the award of
credentials under the CAP are to be submitted to GOC TRG COMD for consideration.

5. Head of Corps (HOC). HOC/Training Advisers (TA), are responsible for providing
technical advice, information and documentary evidence to support accreditation applications.
HOCI/TA are responsible for ensuring the best possible accreditation is achieved for their training
and hence members of their corps. HOC/TA are to review all recommendations before they are
presented to the industry training body and the accreditation authority to ensure that submissions
are technically accurate. Once accreditation has been approved, HOC/TA are responsible to advise
HQ Trg Comd of all changes to corps training, to allow a review of the CAP to occur.

6. Director-General Career Management - Army (DCPM-A). DCPM-A is responsible for
the issue of credentials to eligible personnel. Directorate of Officer Career Management Army
(DOCM-A) and the Soldier Career Management Agency (SCMA) are responsible for verifying the
entittement to credentials to eligible officers and soldiers respectively SCMA is responsible for
issuing all credentials. A flow chart illustrating accreditation procedures is at Annex A.

7. Units. Units are responsible to request accreditation credentials for their members from
SCMA or DOCM-A. Credentials should only be requested as the member demands.

Procedures for Obtaining Credentials

8. Officer. Eligible officers who seek civil accreditation credentials are to apply through their
unit. Units are to raise a Form PR 72, PR 25 or PR 85 - Personnel Occurrence Report as
applicable (see examples Annexes B, C or D) using the keyword Education (EDN). The Personal
Occurrence Report (POR) is to be forwarded to DOCM-A for action.

9. Other Ranks (ORs). Eligible soldiers who seek civil accreditation credentials are to apply
through their unit. Units are to raise a Form PR 72, PR 25 or PR 85 - Personnel Occurrence
Report as applicable (see examples Annexes B, C or D) using the keyword EDN. The POR is to
be forwarded to SCMA for action. The effective date is the date the applicant gains substantive
promotion, or completes a course/suite of courses.
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10. Special Procedures for Work Study Practitioners. The procedures for personnel
seeking Work Study Practitioners Credentials are detailed at appendix 1 to annex E.

Retrospectivity

11. Officers. Commencement dates for specific officer training and work experience is
determined on a case-by-case basis by the accreditation authority. Accreditation of officer training
has been recognised for officers of all corps who have graduated from the Royal Military College
(RMC) on or after 1 January 1986, and for those who have graduated from Command and Staff
College (Australia) (C&SC) (AS) on or after 1 January 1988 (see Annex E).

12. ORs. Commencement dates for the accreditation of OR training has been approved on a
case-by-case basis by the accreditation authority. Eligibility based on promotion refers to
‘substantive promotion” only. Where the award of a credential is dependent on promotion the
applicant must be promoted or posted into, and trade qualified, in that designated Employment
Code Number (ECN) and at the appropriate substantive rank. If members meet the criteria and
request accreditation, POR action, including the retrospective advice of a members promotions and
courses, is to be initiated by the member’s unit.

13. Issue of Certificates Within the Same Stream. Eligible personnel may only receive the
highest credential within any given ECN stream. For example, a WO2 ECN 074 will only receive
the Associate Diploma of Administration and Office Management and not the Certificate and
Advanced Certificates.

Army Reserve Personnel

14. Accreditation has been based upon Australian Regular Army (ARA) course and trade
profiles. Army Reserve (ARes) personnel who have undertaken accredited courses (that are not
linked to other prerequisites), may apply to be issued with credentials. ARes personnel are to apply
directly to SCMA/DOCM-A and the letter of request is to contain a copy of the relevant course
report.

Ex-serving Members

15. SCMA is responsible for the issue of all credentials for ex-serving members. On receipt of
a request, SCMA is to liaise with other agencies to confirm eligibility, and issue appropriate
credentials.

Royal Australian Navy/Royal Australian Air Force/Foreign Students/Civilians

16. Individuals from outside the Army who complete Army courses that are accredited as part
of the CAP (and are not linked to other prerequisites), who seek credentials, are to apply in writing
to SCMA. On receipt of a request, SCMA is to liaise with agencies to confirm eligibility, and issue
appropriate credentials. Work Study Practitioners should refer to appendix 1 to annex E for the
procedures to obtain credentials.

Unit Action Prior to Discharge

17. Units are to ensure that each member is counselled on accreditation entitlements as soon
as a request for discharge is lodged. Should an eligible member seek credentials a POR is to be
forwarded to SCMA/DOCM-A as soon as possible to ensure that members gain credentials prior to
discharge.

Lost or Damaged Credentials

18. If a credential is lost or damaged, application may be made in writing to SCMA for a

replacement. The application is to be accompanied by a Statutory Declaration, stating the
circumstances of the loss or damage. Damaged credentials are to be returned where possible.
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Approved Post Nominals

19. Accredited training can be specified in full. If members wish to use approved Post
Nominals, a listing of these will be available from the ACT Accreditation Agency at the address
below.

Inquiries

20. Inquiries relating to the progressive implementation of the CAP, or specific questions

concerning an individual's eligibility should be directed to the appropriate HOC/TA. Requests for
supporting documentation (such as course syllabuses) should be directed to respective HOC/TA.

Annexes: A.

B.

Flow Chart for Recognition Process

Example of Form PR 72 - Accreditation Personnel Occurrence Report - Single
Name/Single Occurrence

Example of Form PR 25 - Accreditation Personnel Occurrence Report - Single
Name/Multi Occurrence

Example of Form PR 85 - Accreditation Personnel Occurrence Report - Multi
Name/Single Occurrence

Civil Accreditation Program Accredited Trades, Employment and Training - All
Corps Credentials

Civil Accreditation Program Accredited Trades, Employment and
Training - Royal Australian Armoured Corps Credentials

Civil Accreditation Program Accredited Trades, Employment and
Training - Royal Australian Artillery Credentials

Civil Accreditation Program Accredited Trades, Employment and
Training - Royal Australian Engineers Credentials

Civil Accreditation Program Accredited Trades, Employment and
Training - Royal Australian Survey Corps Credentials

Civil Accreditation Program Accredited Trades, Employment and
Training - Royal Australian Corps of Signals Credentials

Civil Accreditation Program Accredited Trades, Employment and
Training - Royal Australian Infantry Credentials

Civil Accreditation Program Accredited Trades, Employment and
Training - Australian Army Aviation Corps

Civil Accreditation Program Accredited Trades, Employment and
Training - Australian Intelligence Corps

Civil Accreditation Program Accredited Trades, Employment and
Training - Royal Australian Army Chaplains Department Credentials

Civil Accreditation Program Accredited Trades, Employment and
Training - Royal Australian Corps of Transport Credentials

Civil Accreditation Program Accredited Trades, Employment and
Training - Royal Australian Medical Corps

Civil Accreditation Program Accredited Trades, Employment and
Training - Royal Australian Dental Corps

Civil Accreditation Program Accredited Trades, Employment and
Training - Royal Australian Army Ordnance Corps Credentials
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Sponsor:

S. Civil Accreditation Program Accredited Trades, Employment and
Training - Royal Australian Electrical and Mechanical Engineers Credentials

T. Civil Accreditation Program - Royal Australian Army Educational
Corps - Reserved

u. Civil Accreditation Program Accredited Trades, Employment and
Training - Australian Army Catering Corps Credentials

V. Civil Accreditation Program Accredited Trades, Employment and
Training - Royal Australian Army Pay Corps Credentials

Civil Accreditation Program - Australian Army Legal Corps - Reserved

X. Civil Accreditation Program Accredited Trades, Employment and
Training - Royal Australian Corps of Military Police Credentials

Civil Accreditation Program - Australian Army Psychology Corps - Reserved

Civil Accreditation Program Accredited Trades, Employment and
Training - Australian Army Band Corps Credentials

AA. Civil Accreditation Program Accredited Trades, Employment and
Training - Royal Australian Army Nursing Corps

AB. Civil Accreditation Program Accredited Trades, Employment and
Training - Australian Army Public Relations Service

AC. Civil Accreditation Program Accredited Trades, Employment and
Training - Special Air Service Regiment Credentials

SO2 OPERATIONS
DGCM-A

Telephone: (06) 265 3703
DNATS: 865 3703
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FLOW CHART FOR RECOGNITION PROCESS

1. Listed below are the various processes required to ensure members receive their
credentials in a timely manner.

Ex member/civilian Serving Mbr Serving Mbr
other svcfforeign student/ Other Rank Officer
other
er of Application POR Raised by Unit POR Raised by Unit
et forwarggd to and forwarded to and forwarded to
SCMA SCMA DOCM-A

l l l

Verification of all Verification of all Verification ‘Of all
Qualifications Qualifications Qualifications

l l l

Credentials Issued Credentials Issued Credentials 1ssued
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ANNEX B TO
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EXAMPLE OF FORM PR 72 - ACCREDITATION PERSONNEL
OCCURRENCE REPORT - SINGLE NAME/SINGLE OCCURRENCE

Rioviad Aug 92 In-Confidence (After first entry) Category of Service | Unit Serial Number
Department of Defence 118/95
PERSONAL OCCURRENCE REPORT/ROUTINE ORDER PART 2 |Criginating 1Ul.'|l1i;2AR
SINGLE NAME - SINGLE OCCURRENCE EDFNo. 388768
* The areas bordered by the heavy lines are for EDP use only. Posted Unit
I . ) . AS ABOVE
* The Originating Unit is to complete alf other information. EDP No
Formcode (Keyword)| Service Source Register Year ‘ 5 Ty
[
EDN 1 A
Effective Date 2 3 4 5
1 Jan 96
305 51
Trans Mo. Amy No. Surname ,Initials  ,Rank |, Comps Back Refy e
: : Register § Year ¥ Trans No.
96014 RIVERS ‘SW W02 RAINF

Farticulars of Occurrenca

ASSOCIATE DIPLOMA IN ADMINISTRATION AND OFFICE, . MANAGEMENT

Supplementary Rermarks
PROM POR 1/95/1466 REFERS

Unit Authorising Cfficer Printed Name Data
Coded By | Checked By ‘ Records Officer Date
Stook No 7530-66-106-0014 In-Confidence (After first entry)
Note: AMAN number to be entered at originating unit.
PERS 13/97
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EXAMPLE OF FORM PR 25 - ACCREDITATION PERSONNEL
OCCURRENCE REPORT - SINGLE NAME/MULTI OCCURRENCE

PR2S o Department of Dafence Categary of Service lﬂlzlrggg;ial ‘
PERSONAL OCCURRENCE REPORT/ROUTINE
ORDER PART 2 SINGLE NAME - SINGLE/MULTI Criginating Unit
OCCURRENCED 8 Sup Bn
EDP Number 476830
« The areas bordered by the heavy linas are for EDP use only. Pasted Unit AS ABOVE
* The Originating Unit is to complete all other information. EDP Number
Form Code Service Source Register Year Type
RO2 1 0
OMS
Trans Service Number | Surmame Initials | Rank Corps Keyword
MNumber
96015 DALE W.R. |SGT | RAAOC EDN
Particulars of Qocurrence 4 4 anced Certificate in Stores Accounting
Effective Date 2 3 3 5
10 Sep 24 343 55
Trans \ Service Number | Surname initials | Rank Corps Keyword
Murnber
Particulars of Ooourence o tificate in Advanced Driving Skills
Effective Date 2 3 4 5
8 QOct 87 384 54
Trans \ Service Number | Surname Initials |Rank |Corps Keyword
Number
Partieulars of Qoourrence Certificate in Vocational Instrugtion
Effective Date 2 3 4 5
10 Sep 95 330 54
Supplamentary Remarks
POR 3/94/1126 PROM
POR 3/87/1400 Basic Dvr Cse
POR 3/23/1552 Subj 1 SGT
POR 3/88/1792 Subj 1 CPL
Unit Authorising Officer
{Signature) {Printed Name) {Rank) {Date)
Coded by Chacked by Records Officer Date
Stock No 7EM0=58=106-0001
Note: AMAN numbers to be entered at originating unit.
PERS 13/97
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ANNEX D TO
DI(A) PERS 116-7
(Complete Revision)

EXAMPLE OF FORM PR 85 - ACCREDITATION PERSONNEL
OCCURRENCE REPORT - MULTI NAME/SINGLE OCCURRENCE

(N CONFIDENGE i
PR 85 Categary of Servica Unit Seral No

Ravised Oct 62 Departmen of Defence ARA

PERSONAL OCCURRENCE REPORT/ROUTINE ORDER PART 2
MULTI NAME — SINGLE OCCURRENCE

Orrginating Unit 2 CER

EDP o 75432
WNOTES: 1, The areas bardered by the heavy bnes are for EDP use only, Posted nit
2. The Originating Unit is to complete atl ather infarmatign. AS ABOVE
EDP No
I&oer;r::;ej Service Source Register Year Type
1 5
A
Particutars of Dcourrence T
Certificate in Fielkd Engineering
EMective Date 2 3 4 5
30 Apr 95 436
54
Transaction Mo ' Army Murnber Surname Inits [ Rank J Corps Register B:Zk Refe‘r(:::l\la'
123456 DALE A [SPR | RAE
| 1
234561 RIVERS B ISPR |RAE
! 1
345612 BLOGGS i i
456123 ° : s | A
- EXAMPLE | 1
EG_.:_SPR : RAE
561234 SMITH E | SPR |RAE
i
612345 JONES F | gpr |RAE
1
76543 WALTERS D | SPR IRAE
1
1
] i
1 1
1 1
I 1
1 i
1 |
! l
] I
! |
' i
: |
' 1
I !
| 1
| i
1 ]
i 1 ]
| '
1 i
| |
i v
i 1
: |
i t
Supplemantary remarks:
Wit Auzhorizing OFEEEr ... DM e e
Coded by Checked by oo - Records OFFGer i o L DA e e
Swiek No 7530661048781 IN CONFIDENCE

Notes: 1. AMAN numbers to be entered at originating unit.

2. The effective date is to be the same for all personnel listed, otherwise separate PORs
must be raised.
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SPECIAL PROCEDURES FOR WORK STUDY CREDENTIAL
APPLICANTS

1. This Appendix details the special procedures to be followed by personnel seeking to be
awarded Work Study credentials.

Responsibilities

2. The Directorate of Management Development (DMD-A), Management Systems Analysis
(MSA) Section is the approving authority for the issue of the Associate Diploma of Management
Systems Analysis (Work Study).

3. Given DMD-A approval, SCMA are responsible to issue the credential.
Eligibility
4, To be eligible for the Associate Diploma of Management Systems Analysis (Work Study)

an applicant must complete the Defence Work Study Practitioner Course (DWSPC) and gain the
equivalent of 100 points over two or more years according to the following award scale:

a. the applicant has been employed in a Work Study Team (comprising two or more
designated Work Study positions) after completing the DWSPC - 100 points;

b. the applicant has been employed in a designated Work Study position (other than
a Work Study Team) - 25 points; and/or

C. the applicant can provide evidence of completed Work Study or related
management systems analysis improvement projects such as reports etc - 50
points per large project; and/or

d. the applicant has been engaged in other Work Study related activities such as
Total Quality Management (TQM), Value Management (VM), Industrial Engineering,
etc - 25 points.

5. Written evidence is to be provided by the applicant that should include the following:
a. the date of completion of the DWSPC;

b. where required in paragraph 4.a. above, an outline of their employment history
since completion of the DWSPC; and

C. where required in paragraphs 4.b.-d. above, evidence of employment in a Work
Study or Management Systems Analysis position or activity for two or more years
since graduation, and/or proof of their use of work studies techniques and skills in
connection with other management improvement activities such as TQM, IE, VM
etc over these two or more years.

Application Procedure

6. Serving Army Personnel. Serving ORs/officers are to submit a POR and accompanying
written evidence to SCMA and DOCM-A respectively. SCMA and DOCM- A will register the request
and forward documentation to DMD-A for approval. Once approved, SCMA will forward the
credential to the applicant.

7. Serving and Ex-serving RAN and RAAF Applicants. Serving and ex-serving RAN and
RAAF applicants are to submit an application and evidence to their respective Work Study or
equivalent organisations for initial vetting and confirmation of details. Recommended applications
should then be forwarded to DMD-A for approval. Once approved, DMD-A will forward a request
for the credential to be issued to SCMA.

PERS 13/97
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8. Civilians, Ex-serving Army and Defence Cooperation Personnel (DCP). Civilians,
ex-serving Army and DCP personnel are to submit an application with evidence directly to DMD-A
for consideration. Once approved, DMD-A will forward a request for the credential to be issued to
SCMA.

9. Additional Information Requirements. Where DMD-A considers the
experience/evidence provided by the applicant is insufficient the applicant will be contacted directly
by DMD-A or their respective Work Study organisations with details of additional
experience/evidence required.
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