Senior Executive Service Candidate Development Program Policy
I. PROGRAM OVERVIEW
Purpose, Goals, and Objectives
The [AGENCY NAME] Senior Executive Service Candidate Development Program (SESCDP) provides a means for identifying and preparing high-performing potential Federal employees for appointment to the SES ranks. The SESCDP is but one succession management strategy for filling future leadership vacancies.
The [AGENCY NAME] SESCDP supports agency succession management by identifying and developing high-performing employees for appointment to the SES.  The program builds a pipeline of candidates prepared to fill executive vacancies and advance agency strategic goals.
Include any agency challenges such as retirement eligibility of current executives that would potentially be overcome by establishing a SESCDP.
Highlight any agency plans (e.g. Human Capital Plan or agency Strategic Plan) that must support the need for establishing a SESCDP. 
This policy serves as the enterprise-wide umbrella policy for [AGENCY NAME] and any authorized major agency component or subcomponent to conduct an SESCDP must adhere to this policy when administering individual cohorts.
Alignment with [AGENCY NAME] Strategic Plan
Describe alignment with agency strategic plan.
Statutory and Regulatory Authorities
The Program meets requirements of the following authorities: 
1. 5 USC 2301(b) and (c) – Merit System Principles 
2. 5 USC 3396 – Development for and within the Senior Executive Service 
3. 5 CFR 317.501 – Employment in the Senior Executive Service 
4. 5 CFR Part 410 – Training 
5. 5 CFR 412 – Executive, Management, and Supervisory Development 
6. Executive Order 11348 – Providing for the Further Training of Government Employees
Measurement of Program Success
Program success must be measured by: 
1. U.S. Office of Personnel Management (OPM) Qualifications Review Board (QRB) candidate certification rates. 
2. Percentage of SESCDP graduates who are placed in SES positions. 
3. Percentage of [AGENCY NAME] SES vacancies filled by QRB-certified SESCDP graduates. 
4. The number of SESCDP appointees who successfully complete the SES career probationary period.  
The [AGENCY NAME] must maintain a listing of all certified SESCDP graduates from the [AGENCY NAME] SESCDP. When executive level vacancies occur within [AGENCY NAME], the names of QRB-certified program graduates may be submitted to the [AGENCY NAME] Executive Resources Board (ERB) and those graduates must be given consideration for selection.
Succession Planning
Language below may be modified as needed.
The SESCDP is a key element of the agency’s succession management strategy for filling future executive-level leadership vacancies. The SESCDP must identify and develop candidates for appointments to SES positions which support continuity of executive leadership and agency succession planning. To ensure success the [AGENCY NAME] must: 
1. Conduct workforce analyses to identify upcoming executive vacancies that may be filled by SESCDP graduates. The workforce analyses must: 
a. Evaluate executive attrition rates over a three-year period to determine average annual attrition;  
b.   Identify which executive vacancies are likely to be filled internally and externally; 
c.  Project the number of employees currently in [AGENCY NAME] prepared to fill vacated positions without further development; and 
d.   Determine the ratio of SESCDP candidates needed relative to anticipated vacancies. 
2. Determine the number of SESCDP participants based on the workforce analysis. 
To ensure the agency considers program graduates for its executive vacancies, component heads are encouraged to assess and consider certified SESCDP graduates prior to announcing a vacancy.  The [AGENCY NAME] responsible staff, maintains an inventory of SESCDP graduates, monitors the post-program status of certified graduates, and notifies graduates and current SESCDP participants of SES vacancies at the agency.  
The agency’s ERB role in succession management includes monitoring the state of the agency’s executive corps including executives’ retirement eligibility, identifying where potential vacancies are likely, considering and matching skill sets of SESCDP graduates for specific vacancies, monitoring the status of current and former SESCDP candidates, and making placement recommendations as appropriate.
II. PROGRAM ADMINISTRATION AND OVERSIGHT
1. Program Scope
1. Target Audience:
2. Duration:
3. Start/End Date: 
Roles and Responsibilities
Language below may be modified as needed.
1. Agency Head: The agency head is responsible for ensuring [AGENCY NAME] compliance with this directive and with all applicable laws, regulations, and Executive Orders, including OPM regulations establishing minimum requirements for SESCDPs. The agency head (or designee) is the final appointing authority for all selections.
2. Executive Resources Board (ERB):
a. [bookmark: _Hlk195861925]ERB roles and responsibilities include those listed in 5 CFR 412.302(a)(1) through (5).
b. Describe any additional ERB role and responsibilities. 
3. Chief Human Capital Officer: Describe CHCO roles and responsibilities. 
4. Candidate: Describe candidate responsibilities. 
5. Supervisor for Candidate’s Position of Record Responsible for: 
a. Developing a bridge plan with candidate to plan for candidate’s absence; 
b. Working with the candidate and his/her mentor to identify developmental needs, learning objectives, and developmental activities; and 
c. Coordinating to ensure the candidate is available to participate in the developmental assignment as scheduled.
6. SES Mentor Responsible for: 
a. Working with the candidate and his/her manager to identify developmental needs, learning objectives, and developmental activities; 
b. Providing general career counseling and guidance to the candidate on preparing for the SES throughout the development period - continuation of the mentoring relationship beyond the program period is not required but is encouraged; 
c. Serving as a liaison with other executives to facilitate candidate’s access to training and developmental assignments; 
d. Providing ongoing feedback on the candidate’s progress and making suggestions for more effective performance; 
e. Reviewing candidate progress reports and maintaining regular contact with the candidate and ERB throughout the program period; 
f. Providing input to the [AGENCY NAME] ERB on the candidate’s development and readiness for SES positions; and 
g. Completing a mentor evaluation of the candidate to accompany the QRB package.
7. Developmental Assignment Supervisor Responsible for: 
a. Conducting a pre-activity discussion with the candidate to set developmental goals; 
b. Providing challenging, executive-level work assignments designed to help the candidate perform in relation to the ECQs; 
c. Providing ongoing feedback on candidate progress and making suggestions for more effective performance; 
d. Conducting closing discussion with the candidate to provide feedback on performance effectiveness and to suggest any further development; 
e. Evaluating the activity and identify learning application(s); 
f. Providing day-to-day guidance and feedback to the candidate on executive-level work assignments throughout the developmental assignment period; and 
g. Providing feedback to the [AGENCY NAME] ERB on candidate development and readiness for SES positions.
8. SESCDP Program Manager/Staff: Describe SESCDP Program Manager/Staff roles and responsibilities.
Program Evaluations
The [AGENCY NAME] must complete the cohort evaluation template within 60 days following QRB certification of all cohort graduates. Any approved major agency component(s) or subcomponent(s) conducting cohorts must submit the completed cohort-level evaluations to [AGENCY NAME] headquarters for data aggregation to inform overarching program-level evaluations. These evaluations serve as the basis for future program modifications and changes, and policy reapproval. The [AGENCY NAME] must complete and submit the overarching program evaluation template with subsequent requests for program reapproval.  
Budget
[bookmark: _Hlk195857586]Language below may be modified as needed.
The [AGENCY NAME] must pay costs associated with orientation and training for all participants. Training costs include, but are not limited to, formal training (100 hours minimum), two validated executive assessments per participant, and coaching services (minimum 10 hours) The [AGENCY NAME] must fund travel for each [AGENCY NAME] employee participant. 
Applicants who are selected from another federal Agency or [AGENCY NAME] component must be required to submit documentation of agreement from their agency to cover travel and miscellaneous expenses associated with the candidate’s participation in the SESCDP.
Monitoring Candidate Performance
Language below may be modified as needed.
1. At periodic intervals the [AGENCY NAME] ERB must review the performance and progress in completing EDP activities for the candidates they selected. Candidates, mentors and developmental assignment supervisors must provide input to the review. Each candidate may have a target SES position identified in their EDP. Where development is progressing as planned, the ERB must continue to monitor candidate performance at established intervals without requiring additional intervention. 
2. If the candidate is not progressing as planned, the [AGENCY NAME] ERB must reevaluate the approved EDP and provide for additional development and determine if the candidate is actively pursuing development against the approved EDP. The criteria used to determine this standard are: 
a. Has the candidate met the estimated start and completion dates for developmental activities? 
b. Has the candidate demonstrated increased competence against the approved developmental objectives? 
c. Does the evaluation from the developmental assignment supervisor indicate that the candidate has achieved the developmental objective? 
3. If the candidate is NOT actively pursuing development, the [AGENCY NAME] ERB, may terminate participation in the program. 
4. Once the candidate has completed all of the activities on their EDP and the [Agency Name] ERB has approved their readiness for an executive-level position, their package must be forwarded to OPM for QRB certification. 
5. The program staff must track and record all program activities to ensure all program requirements have been met.
QRB Certification Packages
1. QRB Certification packages must be approved by the [AGENCY NAME] ERB.
2. Based upon recommendations from the [AGENCY NAME] ERB, [AGENCY NAME] must only submit certification packages of candidates who have sufficiently addressed all gaps in the development of their ECQs to the OPM QRB for review
Non-[AGENCY NAME]Selections
[bookmark: _Hlk195858228]Language below may be modified as needed.
1. Non-[AGENCY NAME] Status Selectees
a. Selectees from an outside agency must remain on the home agency’s payroll and all training costs must be covered by the [AGENCY NAME].
b. Within the confines of merit selection principles, the [AGENCY NAME] has the option to add an external agency selectee to its rolls and pay the salary and cost of training as they would for participants who are employees of the [AGENCY NAME].
2. Non-Status Selectees
Non-status selectees may be selected and hired by the [AGENCY NAME] using Schedule B hiring authority, see 5 CFR 213.3202(j). Appointments under this authority must also be in accordance with merit staffing requirements as applicable. Assignments must be to full-time non-SES positions connected to the SESCDP. Positions filled under 5 CFR 213.3202 must not be used to fill agencies’ regular positions on a continuing basis.
III. PROGRAM ANNOUNCEMENT
Language may be modified as needed. 
1. Scope and Length
1. Announcement must be open to all groups of qualified individuals within the Federal Service.
2. The announcement must remain open for at least 14 days.
Recruitment
1. The announcement must be posted on USAJOBS for at least 14 days.
2. Recruitment efforts are coordinated by the [AGENCY NAME] Program staff. These efforts focus on ensuring a highly qualified applicant pool through general outreach efforts and targeted outreach to those groups with skill sets that the [AGENCY NAME] would likely hire from outside the [AGENCY NAME]. The outreach efforts must include the following elements:
a. Announcements from senior leadership to the eligible populations within [AGENCY NAME]; and
b. Outreach to existing SES members and SESCDP graduates. 
IV. CANDIDATE EVALUATION AND SELECTION
Include agency language as required.
1. Documentation of the Candidate Selection Process
The [AGENCY NAME] responsible Program staff must maintain records and provide guidelines of the selection process.
Applicant Requirements
Minimum Qualifications
Screening Panel
Structured Interview
Selection Certificates
Selection
Records and Inquiries
V. PROGRAM CURRICULUM
Include agency language as required.
1. Assessment of Individual Developmental Needs
Completion of OPM SES CDP Executive Development Plan
Program Orientation
Training 
Executive Assessments
Executive Level Developmental Assignment
Supplemental Training and Activities
Mentoring
Coaching
VI. PROGRAM COMPLETION AND CANDIDATE CERTIFICATION 
Language below may be modified as needed.
1. Monitoring Candidate Progress
1. The [AGENCY NAME] ERB must consistently monitor candidates’ performance by tracking accomplishments and providing guidance throughout the cohort developmental period.
2. The [AGENCY NAME] responsible Program staff must maintain a master status roster for each candidate documenting completion of EDP activities and program completion. 
3. [AGENCY NAME] responsible Program staff must provide periodic status reports to the [AGENCY NAME] ERB at their request.
Qualification Review Board Certification
1. When candidates submit their final completed EDP for approval they must also provide copies of education and training certifications they received upon completion to satisfy requirements for formal training. EDPs must be evaluated using a standard process. 
2. The [AGENCY NAME] responsible Program staff must deliver to the [AGENCY NAME] ERB a QRB-ready case for each candidate upon completion. 
3. The composition of each candidate’s portfolio must be uniform and consistent with OPM standards. 
4. Within 80 calendar days of each candidate’s successful completion of the [AGENCY NAME] SESCDP activity requirements and recommendation by the [AGENCY NAME] ERB, the [AGENCY NAME] program staff, on behalf of the ERB, must forward a request to OPM to seek QRB certification.
Procedures for Program Pause and Removal
[bookmark: _Hlk195860807]Language below may be modified as needed.
1. Candidates may request temporary removal from the program for personal reasons. After consultation with their mentor and supervisor, the candidate may submit a written request directly to the [AGENCY NAME] Executive Resources Program staff who must coordinate and obtain approval from the [AGENCY NAME] ERB. The pause in the program must last no more than three months with a possible three-month extension.
2. Candidates may request permanent removal from the program for personal reasons. After consultation with their mentor and supervisor, the candidate may submit a written request directly to the [AGENCY NAME] Executive Resources Program staff who coordinates and gets approval from the [AGENCY NAME] ERB. Continued Service Agreement (CSA) must be enforced.
3. Candidates may request deferral of acceptance into the [AGENCY NAME] SESCDP to a future Cohort. A candidate may submit a written request directly to the [AGENCY NAME] Executive Resources program staff who must coordinate and obtain approval from the [AGENCY NAME] ERB. Deferrals must be reviewed on a case-by-case basis and must be approved only in rare cases under extenuating circumstances.
4. The [AGENCY NAME] ERB may initiate candidate removal from the program based on failure to progress or adhere to the mobility requirement. Failure to progress must be determined if the candidate fails to submit an OPM QRB-ready portfolio to Executive Resources program staff after completing the minimum training requirements (e.g., 100-hour interagency training, 180-day developmental assignment, and the minimum amount coaching and mentoring hours) AND fails to submit a program pause request to Executive Resources program staff for [AGENCY NAME] ERB approval. Continued Service Agreement (CSA) must be enforced. 
VII. SPECIAL POLICY ADDENDUM  
Only applies in instances where an agency is establishing a non-standard SESCDP which includes features such as a multi-agency program*, a mission critical occupations program, an OPM governmentwide SESCDP, or other such program that falls outside of the OPM established primary program parameters. 
The addendum must include supplemental details noted below: 
1. Listing of partner agencies; partnering agencies must agree in writing to adhere to all program policy requirements of the primary policy holding agency.
2. Partner agreements and coordination to include partner agency(ies) roles and responsibilities, to include specific delineation of ERB roles and responsibilities.
3. Resource sharing (e.g. cost sharing, training coverage, etc.). 
4. Other details applicable to successful agency partnership. 
*An agency covered by , may apply to OPM to conduct an SESCDP on behalf of a group of agencies. 




