SENIOR EXECUTIVE SERVICE (SES) 

CANDIDATE DEVELOPMENT PROGRAM GUIDE
This is a guide for agencies to use to assist them as they develop their program and write their policy describing how the program will operate.  As stated in 5 CFR 412.301, agencies must obtain OPM approval of the program before it is conducted, or if they make any substantive changes to the program.  This guide lists all of the necessary requirements stated in 5 CFR 412.302 to obtain OPM approval on their SES CDP.
	A. PROGRAM OVERVIEW – This section should describe your agency’s workforce goals and objectives of this program, and how it will contribute to meeting the mission of the agency.  The overview should provide a brief description of the program, measures of the program’s success, and how the agency plans to place graduates in open SES vacancies.  The information in this section should include:

	1
	Statement of program’s purpose, goals and objectives.
	

	2
	Description of how the program supports the agency’s strategic plan.
	

	3
	Description of how the program ties into the agency succession plan, how the program is linked to projected SES vacancies within the agency, and how the program will help the agency achieve its succession and workforce diversity goals. 
	

	4
	Description of how the program’s success will be measured.
	

	5
	Description of methods to be used to ensure program graduates are considered when executive vacancies occur and the ways in which the agency will facilitate placement of program graduates into the SES.
	

	6
	Description of program conformance to relevant statutory and regulatory authorities related to staffing and SES CDPs. 
	


	B. PROGRAM ADMINISTRATION AND OVERSIGHT – This section should describe how an agency will organize and run the program.  This section should include roles and responsibilities for team members including the Executive Resources Board (ERB) and Agency Head.  Other components that should be included in this section: planning and budget phase, selection of candidates, program requirements, and submission of Qualifications Review Board (QRB) certification.  The information in this section should include:

	1
	Defined program scope--whether it is agency-wide or limited to a major organization, duration (include procedures for documenting the dates each candidate starts and finishes the program), and target audience.
	

	2
	Description of how external agency selections will be handled in terms of placement and payment of program expenses.
	

	3
	Description of the program related roles and responsibilities of each of the following entities: Agency Head, ERB, SES Mentors, Human Resources Office, SES CDP Program Office, Developmental Assignment Supervisors, and SES Candidates.  This section should include a description of how the agency will:
	

	
	· Ensure the Office of Personnel Management (OPM) approves the program before its initiation and whenever substantive changes are made to it.
	

	
	· Periodically evaluate the program and incorporate the evaluation results into planning for future programs.
	

	
	· Plan, budget, and manage the overall program.
	

	
	· Ensure proper merit staffing procedures are followed in recruiting and selecting program participants.
	

	
	· Determine candidates’ development requirements and approve each candidate’s individual development plan.
	

	
	· Document the completion of all program requirements.
	

	
	· Monitor candidate performance (particularly in developmental assignments) and completion of all program requirements and removing candidates who do not make adequate progress.
	

	
	· Submit for QRB review only those graduates the ERB determines possess the executive qualifications for career appointment to the SES.
	

	C. PROGRAM ANNOUNCEMENT – This section should describe all necessary components that need to be included in the vacancy announcement.  The information in this section should include:

	1
	The scope of the announcement. For example, specifies recruitment will either be from all groups of qualified individuals within the civil service, or from all groups of qualified individuals, whether or not within the civil service.
	

	2
	 Length of time announcement will remain open. The announcement must be open at least 14 days (5 U.S.C. 3396)
	

	3
	Minimum recruitment sources.
	

	
	· Must include announcement in USAJOBS.
	

	
	· Reflects efforts to solicit applications from women, minorities, and persons with disabilities in order to create and maintain a diverse SES workforce (include list of outreach organizations).

	

	D. CANDIDATE EVALUATION AND SELECTION – This section should describe the selection process and all relevant assessment criteria needed to evaluate the candidates.  The information in this section should include:

	1
	Qualification requirements against which candidates will be evaluated (e.g., the five executive core qualifications and fundamental competencies).
	

	2
	Basis for evaluating the degree to which candidates possess the required qualifications (e.g., education, training, demonstrated experience, executive potential).
	

	3
	Description of the mechanism(s) to be used to evaluate the candidates (e.g., review of applications, structured interviews, assessment centers).
	

	
	· All eligible candidates must be rated and ranked on the same basis.  Veteran’s preference should be applied when necessary (i.e., to non-status candidates), 5 CFR 412.302(d) (1). 
	

	4
	Documentation which outlines the methodology used by the ERB to evaluate the qualifications of each candidate.
	

	
	· Preliminary qualifications screening, rating, and ranking of candidates may be delegated by the ERB.
	

	
	· Provide for the ERB to give the appointing authority written recommendations on each candidate.
	

	5
	Identification of the appointing authority and an outline of his/her options for acting on the ERB's recommendations.
	

	6
	A description of how the merit staffing records will be maintained (i.e., for at least 2 years after the appointing authority approves the selections).
	

	7
	Description of agency procedures for handling inquiries regarding the staffing process.
	

	E. PROGRAM CURRICULUM – This section should describe the training program components including formal training, developmental assignments, assessment, mentoring and an executive development plan.  The information in this section should include:

	1
	Description of the process to be used to assess each candidate's individual executive development needs (i.e. 360, assessment center report).
	

	2
	A description of how each candidate will develop the required SES development plan addressing developmental needs; the plan covers the entire period of the program. The development plan should include the required components of an SES CDP:
	

	
	· Documentation that candidates receive a minimum of 80 hours of formal, interagency training addressing the executive core qualifications.  Describe how the agency intends to address the “wide mix” requirement of the interagency training.
	

	
	· Explanation of the kinds of developmental activities (e.g., projects, details) candidates will be expected to complete in general, and specifically the 4 month (120 days) executive level assignment(s) outside the candidate’s position of record  (it is required that at least one assignment is a minimum of 90 consecutive days).  Minimum time interval for the executive level assignment(s) must be stated.
	

	
	· Explanation of the agency's mentoring program and states each candidate must have a mentor who is a current SES member. Also, describes how candidates will be matched with a mentor, how often they should meet, and any instructions both the mentor and mentee are provided.
	

	
	Note:  Developmental activities should focus on developing the candidate's executive qualifications through projects or assignments that would not normally be encountered in the performance of one's daily duties.
	

	3
	Description of any standard courses, seminars, activities, etc. that all candidates will be required to participate in.
	

	F. PROGRAM COMPLETION AND CANDIDATE CERTIFICATION – This section should describe criteria and documentation needed for candidates to complete the program and receive QRB certification.  The information in this section should include:

	1
	Agency procedures for monitoring candidate progress throughout the program including:
	

	
	· Procedures for documenting candidate’s in-program performance and progress.
	

	
	· Procedures for documenting successful completion of the program.
	

	
	· Procedures for discontinuing a candidate's participation in the program.
	

	
	· Procedures for pause in the program (i.e. medical emergency).
	

	2
	Description of agency procedures for requesting Qualifications Review Board (QRB) certification and indicates such certification should be and may be required to be completed within 90 days of a candidate's successful completion of the program. 
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