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SES CDP

These guidelines are designed to assist participants of the Department of Health and Human Services (HHS) Senior Executive Service (SES) Candidate Development Program (CDP) and their mentors, assignment supervisors, the program staff and other Departmental managers/officials in their understanding and administration of the program.

	
	



	PROGRAM GOALS
	The SES Candidate Development Program (CDP) is a competitive program designed to create pools of qualified candidates for SES positions within the Department. The program includes a variety of activities that prepare candidates for success in the SES. Candidates will meet and network with top-level leaders of the Department, gain an overview of departmental priorities and challenges and have exposure to other high level issues.

 The program also advances the goal of ‘one HHS’ and a "corporate SES," i.e., a diverse group of career executives who share a Government-wide perspective. These executives share values and a common identity that reach beyond their individual professions or agencies and positions them to lead change both within HHS and throughout Government.

The program provides career enhancement and executive skill development for GS-14 and GS-15 employees with high potential for entering the SES ranks.  Program activities include individually planned developmental experiences and formal training to prepare candidates for SES certification within a 6 to 18 month period, following approval of an Executive Development Plan (EDP).



	PROGRAM

REQUIREMENTS

PROGRAM

REQUIREMENTS


	· Candidates must select a current SES member to serve as their mentor during the course of the program.

· Candidates must develop an Executive Development Plan (EDP) that requires approval by the Executive Review Board.

· Requires a 4-month full-time rotational assignment outside the position of record.

· Candidates must complete two developmental assignments of not less than 60 calendar days each or 1 assignment of 120 calendar days.  The assignment(s) must be outside the candidate’s own OPDIV/STAFFDIV.  

· Candidates selected from outside of HHS must complete all assignments within HHS.

· Candidates must complete at least 80 hours of formal interagency training that addresses the Executive Core Qualifications (ECQ’s).

· Candidates must attend the SES CDP Orientation; participate in the assessment process, and all core and quarterly training programs.

· Candidates must complete 6 months in the program before requesting SES certification.  



	ORIENTATION

MENTORS
	· Candidates must attend a 3-day orientation in Washington, DC. 

· Candidates will begin the process of selecting a mentor.

· Each candidate will participate in an assessment process to enable them and the Department to learn their current strengths and developmental needs.

· Candidates will develop or begin development of their Executive Development Plans.

Mentors must be SES members whose professional background and interests are compatible with the candidates.  Mentors play a critical role in the development of the SES candidates.  They serve as role models to the candidates in terms of the values, ethics, and professional practices required of SES members. 

Mentors will work with the candidates throughout the duration of the program.  Their duties include: assisting in the development of the candidates' Executive Development Plan (EDPs), helping with selection of developmental activities, and monitoring the effectiveness of the developmental activities in qualifying the candidate for SES certification.  Mentors will conduct periodic discussions with the candidates and provide general advice and guidance on program concerns.  Mentors will also serve as an unbiased confidant and advisor; provide objective and positive feedback on how the candidates may enhance their proficiency and productivity on the job; and coach the candidate on effective problem solving techniques for workplace issues.



	SES

CERTIFICATION
	SES candidates are expected to accept developmental assignments that may involve organizational, functional, and/or geographic mobility.  Ultimate placement in an SES position may require permanent relocation.  Each candidate must sign a geographic mobility statement.



	GEOGRAPHIC

MOBILITY
	Each candidate is required to complete an EDP that identifies specific developmental assignments and training activities planned in accordance with organizational and individual goals.  

At a minimum, the EDP must include all developmental assignments, i.e., the anticipated dates and identification of targeted ECQ(s) that such assignments should satisfy; at least 80 hours of interagency executive-level training (or the date such training was completed if this requirement has been met) and the quarterly departmental training sessions.  All activities in the plan should be focused upon development of the following five ECQs identified by OPM as necessary for SES certification:

· Leading Change

· Leading People

· Business Acumen

· Results Driven

· Building Coalitions/Communications

The EDP is prepared in consultation with the candidate's supervisor of record, mentor, and the SES CDP Coordinator.  The Coordinator will review the draft EDP and may recommend additional executive development or substitutions to the plan.  Final approval of the plan will be made by the ERB established for this program. 



	EXECUTIVE

DEVELOPMENT

PLAN (EDP)
	During the program, candidates may want to revise their EDPs to change an assignment or training activity.  Proposed changes to the plan should be discussed in advance with the candidate’s supervisor of record and mentor.  The Program Coordinator will approve minor revisions to the plan, i.e., changes to dates, courses, or dropping a developmental activity that isn't necessary.  The ERB must approve significant revisions, e.g., additional assignments, training, or OPDIVs before beginning an assignment or enrolling in a training course. 


	REVISING THE EDP
	Developmental assignments should cover a wide range of experiences.  Candidates are encouraged to select assignments that offer highly challenging work and organizational visibility.  In general, the length of the assignment will depend on the background and developmental needs of the candidate and the needs of the receiving organization.

At a minimum, the EDP must include two developmental assignments of not less than 60 calendar days each or one assignment of 120 calendar days.  Candidates selected from outside HHS must complete all assignments within HHS.

Short-term assignments such as participation on task forces and workgroups may be included in the plan if they provide leadership roles and/or other skill development.

Every effort will be made to provide a developmental assignment that meet the needs of candidates and prepares them for SES certification.  Candidates should select assignments that will strengthen the executive competencies that need to be reinforced.  

Once an agreement for a development assignment is reached with the receiving organization, candidates should notify the Program Coordinator via email and document the assignment.



	DEVELOP-

MENTAL

ASSIGNMENTS

	As mandated by the Office of Personnel Management (OPM) for all SES CDP formal programs, candidates are required to complete 80-hours of interagency training.  Interagency training provides the candidate the opportunity to interact with a wide mix of Federal employees outside HHS and introduces them to new and different corporate perspectives.

These courses are typically sponsored by OPM and taught at the Federal Executive Institute or the Management Development Centers.

 Note:  The 80 hour requirement can be met during the program or within the 18 months immediately preceding the public announcement for this program.  The program was announced in January 2004.

Candidates must also participate in quarterly (core) training sessions.  These sessions will focus on executive core qualifications as they relate to the Department’s mission, goals, values and culture and provide an opportunity to share information across department lines, work on current, real issues identified by HHS leaders and discuss issues with national policy leaders. Content of the quarterly sessions to be identified. These 3-day sessions will occur each quarter of the first year of the program following orientation and will be held in the Washington, DC metro area.


	TRAINING
	Although not a requirement of the program, candidates are encouraged to complete a variety of readings in the field of executive leadership.  Planned readings may be included on the EDP.



	MANAGEMENT

READINGS
	At the beginning of developmental assignments the assignment supervisor and the SES candidate will develop objectives and standards (organizational and individual) to be evaluated during the assignment.  The assignment supervisor will discuss the candidate's performance at least midway through the assignment to ensure that the candidate is performing satisfactorily.

At the end of the assignment, the supervisor must evaluate the candidate's performance. Candidates are responsible for forwarding a copy of the signed evaluation to their mentor and the Program Coordinator at the end of each developmental assignment.

Candidate's Evaluation of Assignment

Candidates will also assess whether the experiences in the assignment met their expectations by completing a "Candidate's Assignment Evaluation." Candidates should briefly highlight their experiences in the assignment and discuss what was gained regarding the leadership competencies.  This information will be used by the Program Coordinator to help determine whether the assignment met the candidate's goals and needs and for determining the value of the assignment for other candidates.  A copy of the assignment evaluation should be sent to the Program Coordinator.  Candidates may also share the evaluation with their mentor and supervisor of record.



	ASSIGNMENT

EVALUATION
	Midway through a candidate's program, the Program Coordinator will review the progress of all candidates to assure that they are completing assignments and training as recorded in their plans.  The Coordinator will consider the following factors for the mid-program review:

Is the candidate making general progress toward implementing the EDP?

Is the performance in the developmental assignments fully satisfactory?

Is the candidate providing reports of all completed activities?

Has the candidate provided documentation for all training courses that were completed?

Has the candidate participated in all core activities?

The ERB will be alerted if a candidate is not progressing as desired.



	REQUESTING SES

CERTIFICATION


	After completing at least 6 months in the program, candidates who have successfully completed the program requirements and have satisfactorily developed the competencies identified in the assessment process may request SES certification.  To request certification, candidates must submit the following documents:

· Memorandum to the SES CDP Manager requesting SES Certification;

· Brief summary (no more than 2 pages for each Executive Core Qualification - ECQ) of how each of the five ECQs has been attained through the CDP or prior to the program;

· A copy the EDP annotating completion of all planned develop​mental activities, core training, and interagency training;

· Supervisory evaluations of the candidate’s developmental assignments;

· Mentor evaluation;

· Certification of completion of quarterly training sessions;

· Certificate(s) totaling 80-hours interagency training; and

· A program assessment as the formal evaluation of the SES CDP. The program assessment will provide the candidate an opportunity to reflect on the program and provide valuable input to help shape program configuration for future classes.  At a minimum, the assessment should include:

· An overview of the SES CDP experience;

· Highlights and major accomplishments;

· Benefits of the SES CDP to the candidate both personally and professionally; and

· Recommendations and suggestions to improve the program.

The Program Manager will review requests for SES certification before they are forwarded to the ERB for final approval.

The Program Manager will use the following criteria when reviewing requests for SES certification:

· Has the candidate demonstrated competence in each of the ECQs?

· Has the candidate met the developmental goals of the approved EDP?

· Has performance in the developmental assignments fully met the objective(s)?

· Did the candidate complete all required elements of the program (assignments, training, and core programs)?

Following ERB approval, the Program Manager will forward the request to OPM for approval by a Qualifications Review Board.

	REMOVAL POLICY
	The Program Manager may periodically review the performance of candidates in the program and the ERB will be advised if it is determined that a candidate's performance is less than successful.  The ERB may recommend to the HHS Secretary that a candidate be removed from the program, if it is judged that the candidate is not making sufficient progress. 

This removal policy also applies to non-Federal employees who were appointed to the program in Schedule B time-limited appointments.



	END OF PROGRAM EVALUATION
	Evaluation of developmental activities is an ongoing process that maintains the integrity of the program and is the basis for structuring improvements.  A comprehensive evaluation will be conducted by ASAM, OHR.



	PROGRAM

FUNDING
	Centralized funding will be provided for major aspects of the SES CDP (e.g., the assessment process, developmental assignment expenses, travel and per diem expenses for trips incident to the developmental assignments, quarterly training, and core training).  The candidate’s home OPDIV is responsible for all costs associated with his/her attendance at orientation. The candidate’s home OPDIV continues to pay the candidate’s salary and benefits while the candidate is in the SES CDP and must prepare all travel and training related paperwork. The candidate’s home OPDIV may request a transfer of funds for centrally funded and approved travel and training expenses from the Health and Human Services University (HHSU). Expenses above the agreed upon amount will be reimbursed and returned to the OPDIVS general fund upon receipt of reasonable documentation by HHSU. Any transferred funds that are not used in a particular calendar year may be carried over for the next fiscal year’s expenses or must be returned to HHSU. 

The home OPDIV or the assignment organization may approve and then must fund additional program activities that have not been approved by the ERB.  This includes any travel and or training related to the work of the assignment organization during a developmental assignment, e.g., conferences and work related training activities.




	TIME AND

ATTENDANCE

INFORMATION
	While completing developmental assignments, the timekeeper in the home OPDIV will maintain the time and attendance records.  Leave should be requested of and approved by the developmental assignment supervisor during those segments of the program and then reported to the home OPDIV timekeeper. 



	ANNUAL

APPRAISAL
	The candidates and their supervisors should review their annual performance plans and revise them to take into account their SES CDP obligations.  The candidate's supervisor of record will prepare the annual performance appraisal in accordance with the home OPDIVs established performance management procedures.  Performance during the developmental assignments may be included in the annual appraisal.



	TRAINING

NOMINATION AND

AUTHORIZATION
	All paperwork to attend a course will be completed by the home OPDIV. The SES CDP will fund only those courses that have been approved by the ERB and contained in the EDP.  The SES CDP Manager will provide information about the spending cap for the training.

If the candidate wishes to take additional training or training above the amount funded by SES CDP, the candidate's home OPDIV may provide funds.  In addition, the assignment organization may pay for training that is specific to that office.  

Following completion of the course, candidates should prepare an "Evaluation of Training" with comments about the course and send it to the Program Coordinator.



	PROCESSING

TRAVEL

DOCUMENTS


	The authorization for developmental assignments and all travel arrangements should be prepared by the assignment organization.  If the SES CDP is funding the assignment, documentation of the expenses must be provided to the Program Coordinator for program expenses accounting purposes.

If the candidate is attending a training course that requires travel, the office where the candidate is currently working should prepare the travel documents and submit the form(s) directly to the training institution. Documentation of the expenses must be provided to the Program Coordinator for program expenses accounting purposes.



	ASSIGNMENT-

RELATED TRAVEL/

TRAINING
	If a candidate is required to travel or attend training or a conference during a developmental assignment for work being performed for the assignment organization, travel and/or training costs will be the responsibility of the assignment organization.




	SES CDP

PARTICIPANTS ROLES AND EXPECTATIONS
	The SES CDP participants undergo a rigorous screening prior to being selected for the program and are considered highly talented employees who have demonstrated leadership potential.  While in the program, SES CDP participants will:

· Attend the HHS orientation and participate in all core and quarterly training programs until such time as the participant has submitted the SES Certification application to the ERB (minimum of orientation and 2 core training sessions);

· Work with their supervisor of record and mentor to prepare an EDP;

· Forward a draft EDP to the Coordinator for review;

· Forward the completed final EDP to their supervisor and mentor after approval by the ERB;

· Submit all documentation for program activities to the Coordinator in a timely manner;

· Accept the challenge of securing developmental assignments that offer a variety of duties and responsibilities;

· Discuss progress toward meeting the objectives of the program with their supervisor, mentor, and the Coordinator;

· Utilize services of the mentor for continuing career guidance;

· Implement the EDP (developmental assignments, training courses/seminars);

· Display professional behavior that is representative of the Department and the program, avoiding circumstances involving conflicts of interest and/or the perception of conflicts of interest; and

· Participate in formal evaluation of the program.



	MENTORS ROLES AND EXPECTATIONS
	Mentoring links employees with experienced professionals for career development and plays an important role in the SES CDP.  A mentor facilitates personal and professional growth in an employee by sharing the knowledge and insights that have been learned through the years.  Mentors have a variety of responsibilities that include:

Counseling/Advising
· Coaches candidates in enhancing skills and intellectual development and links the candidate with others who can enhance their learning;

· Advises the candidate on how to deal with real or perceived roadblocks;

· Provides candid feedback to the candidate about perceived strengths and developmental needs and assists in the planning and development of the EDP; 

· Discusses existing competencies and developmental needs of the candidate with the supervisor of record and the ERB, as needed;

· Consults with potential developmental assignment supervisors for assignments based on skills needed;

· Consults regularly with the candidate to provide general counseling on any concerns the participant may have and serves as an advocate for the candidate to work through awkward situations and program-related challenges; and

· Serves as a role model by providing examples of executive professionalism and integrity.

Monitoring
· Discusses progress toward meeting program objectives;

· Discusses outcomes of developmental assignments;

· Discusses any program-related concerns with the Coordinator or Program Manager, as needed; and

· Participates in end of the program evaluation.


	ASSIGNMENT

SUPERVISORS ROLES AND EXPECTATIONS
	Assignment supervisors are key in the overall development of the SES CDP candidate and play a major role in his/her professional development.  The assignment supervisor will:

· Accept the SES candidate on a short-term assignment; ensure equal opportunity in consideration of the candidates for​ assignments;

· Provide day-to-day leadership, guidance, and direction to the SES candidate;

· Provide end-of-assignment evaluation of the candidate’s progress against the competencies to be developed,

· Provide feedback to the candidate’s mentor, supervisor of record, and the Coordinator; and

· Participate in formal evaluation of the program.



	EXECUTIVE RESOURCES BOARD 

(ERB)
	This body serves in an advisory capacity to the Secretary and has the following roles in the administration of the SES CDP.

· Reviews and approves candidates' EDPs;

· Recommends graduates of the SES CDP to OPM's Qualifications Review Board for SES certification;

· Recommends removal from the program if candidate is judged as not performing successfully; and

· Oversees program, as appropriate.
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