OFFICE OF THE ASSISTANT SECRETARY OF DEFENSE

4000 DEFENSE PENTAGON

WASHINGTON. D.C. 203O1-4000
19 FEB 1998

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Department of Defense Delegated Examining Unit Operating Procedures

The Interagency Agreement between the Office of Personnel Management (OPM) and the Department of Defense (DoD) delegated competitive examining authority to the Department. The DoD concomitantly accepted responsibility for establishing agency-wide procedures for acting on objections to all preference eligibles, except those with a 30% or more compensable disability; passing over other veterans; and for establishing and maintaining an accountability system to ensure that the use of delegated examining authority by DoD delegated examining units (DEU) complies with law and merit system principles.

Attached for your immediate use are procedures for acting on objections to eligibles and requests to pass over veterans. These procedures equally recognize management's needs and the statutory rights of competitors; they must be applied objectively and uniformly. The DEUs must maintain complete records with supporting justification of approved objections and passover requests. These areas will receive special attention during on-site compliance evaluations.

The Department's DEU program evaluation procedures are also attached. They were developed jointly by representatives of the Deputy Assistant Secretary of Defense (Civilian Personnel Policy), the Components, and the Defense Agencies. The schedule for the on-site evaluation program will be provided in the near future. Standard evaluation templates for use in DEU self-assessments are attached. Use of these templates is mandatory. These same templates will also be used during the on-site cyclic program evaluation inspections. The program evaluation report template is included for your information and, even though it is not required to report self-assessment findings, its use is recommended as it will serve as a valuable training device.

If you have any questions regarding delegated examining, please call Mr. Joe Gillis at

(703) 696-4728 or DSN 426-4728.

//Signed Copy

Melinda McMillon Darby

Director, Staffing and Career Development

(Civilian Personnel Policy)
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ACTING ON OBJECTIONS TO

ELIGIBLES AND PASSOVER OF VETERANS  

1.  General.


a.  The delegation agreement between the Office of Personnel Management (OPM) and the Department of Defense (DoD) requires the DoD to establish objection and passover procedures to eliminate eligibles from consideration.  Title 5 CFR 332.406 provides general guidance on objecting to eligible candidates, both preference and nonpreference eligibles. Within the DoD, the authority to approve exceptions to eligibles and passover of veterans is delegated to the appointing officer except in situations described below where OPM has retained final approval authority.  In all cases, complete records of the action taken must be maintained with the case file.


b.  Objections may be based on general qualifications and fitness or on specific requirements for the job being filled.  If, at the time of certification, all the specific requirements for the job and all pertinent information about eligibles are known to the certifying office, the DEU’s certificates would be completely responsive to requests from management and no valid basis for objecting to an eligible would occur.  However, since information is received from a variety of sources throughout the recruiting process, facts that would serve to support an objection may not be available until after certification or selection.


c.  The following procedures shall apply when the DEU acts on an objection to an eligible candidate (veteran or nonveteran):



(1)  An objection may be sustained when information or evidence is obtained which either:  (a) clearly shows that the eligible is disqualified for some or all of the positions filled from the inventory including the particular job to be filled, or (b) creates a logical presumption of disqualification.  Applicants must be notified officially if a decision is reached to change their ratings or to terminate their eligibility.  If necessary, eligibility will be suspended, in whole or in part, until information needed to resolve the question can be obtained.  Prompt action should be taken to resolve these cases so that those who regain eligibility have minimum loss of employment opportunity.  In case examining situations, eligibles may be entitled to special consideration to compensate for any lost consideration.



(2)  An objection may be sustained, even though there is insufficient basis for a general disqualification, provided that available information reasonably supports the conclusion that the applicant is not fit for the particular vacancy.  (Questions regarding an eligible’s suitability must be referred to the appropriate OPM Service Center for resolution).  Generally, the applicant’s name will be restored to the inventory in this situation, even when that appointing official is the sole user of the inventory.  If the basis for the objection involves a factor common to all positions filled from the inventory, the objection should be handled in accordance with procedures articulated in paragraph 1.c.(1) above and applicants notified of any changes in their eligibility.  If an applicant’s name is restored, special consideration to compensate for any lost consideration may be warranted.



(3)  In all other cases, objections will not be sustained.


d.  In acting on activity objections to eligibles, the appointing officer will be completely objective.  Decisions will be based on the requirements of the jobs to be filled, including any valid selective placement or quality ranking factors, and on the qualifications of the eligible.

2. Documentation.

a. A passover of a preference eligible is treated as an objection; the reasons given must be of the kind described in this guide and sufficient to sustain an objection to an eligible.  The reasons must be specifically directed to the qualifications or suitability of the preference eligible.  Justification based on a conclusion that a tentatively selected nonpreference eligible is superior in qualifications to the preference eligible or has served in temporary positions in the activity, regardless of the quality of the performance, will not be sufficient to support a passover request.   Passovers of preference eligibles for medical reasons and objections based on qualifications, which would result in the passover of a Compensable Preference eligible with a disability of 30% or more, must be adjudicated by OPM.  (See also 5 USC 3318(b)(2) for notification requirements).

     b. 
When acting on objections based on general qualifications, performance, previous service, and other appropriate considerations, the appointing officer will consider the source of the information submitted by the selecting official.  The individual providing the information should have had ample opportunity to observe the eligible in situations relating to the basis for the objection.  In the case of assessments of performance in previous employment, a preferable reference is someone who supervised the eligible.  If the source of the information is other than the eligible’s present or former supervisor, the activity must obtain verification from the supervisor or document why such substantiation cannot be obtained.


c.  A signed statement from the person who provided the information must accompany objections based on oral interviews.


d.  Other types of appropriate documentation relating to the specific reasons for objections are discussed in the following paragraphs:

3.  Recertification of Eligibles.

a.  An eligible need not be recertified to a selecting official when either OPM or the appointing officer has previously sustained an objection to the eligible on a previous certificate for the same position.  Exceptions may be made when the particular circumstances warrant, e.g., when the objection relates to a temporary condition or situation. 


b.  If the eligible’s basic score is affected as a result of sustaining the objection, a revised notice of rating, if used, containing an explanation of the change must be issued.  

4.  Grounds for Objections.

a.  Referral to OPM.  Objections based on suitability considerations (5 CFR Part 731) and ineligibility determinations affecting preference eligibles that are based on medical considerations (5 CFR Part 339) will continue to be referred to OPM for adjudication.  Also, objections based on the qualifications of 30% or more compensable preference eligibles will continue to be referred to the appropriate OPM Service Center for a determination.


b.  The following paragraphs list the specific kinds of objections and provide guides for acting on them.  All the grounds on which objections may be made are not covered, nor are the decisions suggested by the guides necessarily binding under all circumstances.  The guidelines express the principles to follow, but, unless specifically indicated to the contrary, each case must be decided on its own merits.  When the circumstances of a particular case justify a decision that does not fit precisely, such a decision may, nevertheless, be proper.  Decisions should recognize both the needs of the service and the basic principle that eligibles must receive fair consideration.  In all cases, the written record used to support such decisions must be complete and maintained for review.



(1)  Affiliations.  Any affiliations the applicant may have which could clearly be expected to present a conflict of interest might constitute a valid objection.  The need to consider the applicant’s affiliations must be demonstrated in writing and concurred in by the appointing office.  Ordinarily, objections of this type may not be sustained.



(2)  Age.  If an eligible meets the minimum (and maximum age limitations, when appropriate) age requirements established for the position, objections based on age alone will not be sustained.  



(3)  Availability.




(a)  The activity must determine the eligible’s availability for a specific position, at a certain salary, and at a definite place of duty.  Objections will not be sustained on the basis of a presumption that an eligible is unavailable, e.g., the application does not indicate recent availability.




(b)  Objections on the basis of unavailability due to military service will be sustained only if evidence that the selecting official was unable to communicate with the eligible is presented within a reasonable time or that the eligible was unable to obtain discharge from active military duty within a reasonable time.




(c)  Objections based on unavailability for positions with specialized or unusual requirements must show what the requirements are and that they were made known to all applicants.  They should, therefore, be included in the announcement.  Such requirements include, but are not limited to, frequent travel, geographic and functional mobility, emergency essential identifier, and drug testing.



(4)  Business Connections.  Demonstrated conflict of interest prohibited either by statute or agency regulations will be recognized as a basis for sustaining objections to eligibles.  The reasons for sustaining an objection in such cases must relate to a particular statute or regulation.  It must be determined and such determination made a part of the record that the eligible has either refused to or cannot within a reasonable time divest himself/herself of the prohibited activity or interest.

(5) Education.  If the position for which the eligible is being certified does not have a positive education requirement, lack of education shall not be a valid basis for an objection.  Only OPM can approve a minimum education requirement.

(6)  Performance Rating.  An objection based on an unsatisfactory performance rating assigned in some previous period of Federal employment should be considered under the guides for previous service as they relate to unsatisfactory service.  The service resulting in the performance rating is the significant factor, not the rating itself.


(7) Interviews.



(a)  It is the responsibility of the selecting official to provide reasonable arrangements for selection interviews when these interviews are considered necessary or desirable.  Objections to an eligible based upon failure to appear for a selection interview will be sustained only if adequate advance notice is given and travel outside the commuting area of the eligible’s residence is not involved unless paid for by the agency.  This does not mean that all other requests are unreasonable.  Other cases will be decided on their individual merits, taking into consideration matters such as the relative importance of the interview to the vacancy, the amount of travel involved, the amount of notice given, or the facilities available for holding the interview. 




(b)  Objections will be sustained only if the notice to the eligible clearly indicates that failure to appear for the interview will constitute unavailability for consideration for appointment to the particular position.




(c)  Objections based on the inability of the appointing officer to provide reasonable arrangements will not be sustained since the facilities of the activity may be used to conduct interviews.  



(8)  Personal Characteristics.




(a)  A selecting official may object to an eligible certified by the DEU on the grounds that the eligible did not demonstrate during the selection interview possession of those personality traits which are necessary to successful performance in the position.  In support of objections based on personality traits, selecting officials should submit a full report of the interview.  If an activity panel conducted the interview, the comments of each panel member should be submitted.  The activity must also show that the traits in question relate to successful job performance.




(b)  The appointing official considering these objections will decide each case on its merits, approving only those that have been supported by specific examples of the candidate’s behavior during the interview that indicated a lack of desirable traits or the presence of undesirable traits, and the appointing officer agrees that the traits in question relate to successful job performance.  Conversely, objections based on conclusions not supported by adequate illustrations of occurrences that led to them shall not be sustained.



(9)  Previous Service.  Objections based on previous service in the same or another agency may be sustained when it can be established that the application would not have been accepted had complete information been available at the time.  In addition, objections to an eligible based on previous unsatisfactory service may be sustained regardless of the general acceptability of the application when the service was for a length of time sufficient to be considered a full and fair trial, and the character of the service was such that the eligible candidate reasonably could not be expected to complete a satisfactory probation in the new position.  Generally, serious allegations about an employee’s performance would be reflected in performance appraisals of record.  Therefore, when such allegations are made, these records will be provided to the appointing officer who will assure the allegations are supported by facts.  This is especially important in cases involving an activity’s own employees.



(10)  Religion.  Objections to an eligible whose religion prevents working on a day included in the regular tour of duty may be sustained.



(11)  Lack of Proof of Veteran Preference.  Objections to eligibles granted tentative preference (TP) will be sustained on the basis of failure to submit the required proof within a reasonable time or because of the insufficiency of the preference claim.  Evidence required from applicants to adjudicate a claim for preference is contained in OPM’s Guide to Processing Personnel Actions.



(12)  Security Clearance.  If an agency cannot grant a security clearance to an applicant for whatever reason, the objection to that eligible will be sustained.  Since the legal responsibility for granting the security clearance is with the agency, it is not necessary for the agency to provide the reasons an applicant does not meet its security requirements.  If inquiries are received concerning the reason candidates were not eligible, the DEU should inform them that they were not given a security clearance and refer them to the responsible security office for additional information.



(13)  Special Overseas Selection Factors.  Certain special overseas selection factors may constitute a basis for objecting to an eligible.  It must be shown in each case that the application of such factors is reasonable and well founded.  The following are examples of these factors:




(a)  Scarcity of Family Housing.  When an eligible’s military or civilian spouse is stationed in an overseas area where the vacancy exists and when the scarcity of family housing makes it necessary to establish waiting lists or similar controls to govern the admission of family members to the area, objections to the eligible would generally be sustained if the eligible could not be admitted into the area as a family member.  Such an eligible would not, however, be excluded from appointment in another overseas area, or in the same overseas area, at the time eligibility for admission as a family member was granted.




(b)  Inadequate Facilities for Families.  Objections to the employment of an eligible may be sustained if the composition of the eligible’s family is such that adequate provision for the family cannot be made at the foreign post (because of inadequate housing, schooling, safety in an emergency, medical care, etc.), and when there is good reason to believe that separation of the candidate from his/her family, if he or she were to leave them in the United States, would not make the eligible a good employment risk because of distractions and stress caused by the separation for the period of time involved.  Objections on the grounds of inadequate facilities for families will be sustained only as long as facilities of the type indicated continue to be inadequate.  Objections will not be sustained if adequate facilities are expected to become available by the time the eligible, if selected, normally would be expected to enter on duty at the overseas post.




(c)  Government Restrictions on Entry.  Restrictions imposed by competent authorities (either the host government or the US) on the entry of certain individuals into specified areas will normally serve as a valid basis for objection to the consideration of these persons for overseas employment in the areas where the restrictions apply.  The following are typical instances of these restrictions:  (1)  persons having had recent access to highly classified material associated with certain programs might not be cleared for assignment to particular foreign countries;  (2)  persons whose spouses are citizens of certain countries may be excluded from assignment to certain positions in certain countries; or (3)  persons denied visas to certain countries will not be considered for vacancies in those countries.




(d)  Previous Overseas Service or Residence.  Previous overseas service or residence is a valid selection factor when an agency has a program for rotating employees between overseas areas and the US.  Under these circumstances, the following guidelines apply:





1  Unwillingness to accept appointment involving a limited overseas tour, when this is the type of employment the activity offers, constitutes unavailability for employment and should be reported to the DEU simply as a declination.  No further justification for eliminating the eligible from consideration is required.





2  Some eligibles on registers who reside overseas may be willing to accept a limited overseas tour, but may be unable or unwilling to commit themselves in advance to return to the US upon completion of an overseas tour of duty.  An eligible in this category is also considered unavailable for the employment offered and is eliminated on this basis.





3  Prior residence overseas may constitute a valid basis for objecting to an eligible.  An objection originating in an activity with an overseas rotation program will be sustained when the eligible has resided overseas on a substantially continuous basis for a sufficient length of time that he or she would be unable to complete a normal overseas tour under available appointments without exceeding the maximum overseas duty tour under the rotation program.  



(14)  Retired Military.




(a)  Section 3326 of title 5 USC permits a retired member of the armed forces to be appointed to a competitive position in or under the Department of Defense during the 180 days after retirement only if (a) the appointment is authorized by the Secretary concerned or designee; (b) the minimum rate of the pay for the position has been increased under section 5303 of 5 USC; or (c) a state of national emergency exists.




(b)  The law and DoD Directive 1400.25-M, Subchapter 312, provide that a request for authorization and approval of a proposed appointment must be accompanied by a statement showing the actions taken to assure that:  (a) full consideration, in accordance with placement and promotion procedures, has been given to eligible career employees; (b) the vacancy has been publicized to give all interested candidates an opportunity to apply, when selection will be from a source other than certification from an established inventory; (c) qualification requirements for the position have not been written to give advantage to the retired member; and (d) the position has not been held open pending the retired member’s retirement.




(c)  For the purposes of competitive examination, section 3326 must be viewed as essentially an “appoint with prior approval only” restriction rather than as a total prohibition on the employment of retired persons during the prescribed 180 day period.  Objection shall not be sustained solely on the basis that the law prohibits appointment.  Retired military members who have not yet completed the 180-day waiting period cannot be considered unavailable for appointment and consequently eliminated from consideration.  See Civilian Personnel Manual 1400.25-M, Subchapter 312, for information relating to the computation of the 180-day waiting period.




(d)  Situations may occur, however, when section 3326 must be taken into account when acting on objections.  Broadly, there are situations when the law will operate as a barrier to appointment.  The following examples illustrate situations when objections based on the prohibitions described in Section 3326 may be sustained:





1  An objection to an eligible will be allowed when it is shown that the appropriate Secretary or designee has denied the activity’s request for authorization to appoint the retired military member.





2  An objection to an eligible may be allowed when the appointing officer is informed that the necessary authorization and approval cannot be requested under 5 USC 3326 because the conditions of the law have not been met.  The conditions that have not been met and the reasons they have not been met must be stated in writing.  If the appointing officer agrees with the determination that prior authorization and approval reasonably could not have been obtained because the conditions of section 3326 have not been met, an objection may be allowed.





3  As an example, if it was determined that a supervisor held a position open pending the retirement of an eligible, one of the conditions required by section 3326 would not have been met and approval to appoint the retired military member could not have been made.  Since section 3326 would operate in effect as a barrier to the eligible’s appointment under these circumstances because prior approval could not be expected, the objection would be sustained.





4  The appointing officer may receive objections to eligibles that are based on a need to fill positions immediately, that is, before it is possible to obtain necessary prior approvals required by section 3326 and DoD guidance described in Civilian Personnel Manual Subchapter 312.  The OPM has determined that this alone cannot be a basis for sustaining objections.





5  A preference eligible may be tentatively nonselected while a request for prior approval under section 3326 is being processed if a vacancy is held open for the eligible.

PROGRAM EVALUATION

General.  Delegated examining practices and procedures shall comply with the requirements described in the “Office of Personnel Management Delegated Examining Operations Handbook, A Guide for Federal Agency Examining Units”.  When followed, the procedures shown in the Handbook will provide properly announced vacancies, controls over the qualifications process, assignment of veterans’ preference, a regulatorily sufficient certificate and valid audit trails through records construction and retention.  Accordingly, the Handbook will serve as the foundation of the delegated examining unit (DEU) evaluation program in the Department.

1.  The DEU evaluation program of the Department of Defense is a two-tiered system consisting of annual self-assessments and periodic Component-led on-site evaluations.  Civilian Personnel or Human Resources Office employees not assigned to the DEU shall conduct the self-assessment.  The on-site evaluation will focus on DEU operations, but the scope may be expanded if, in the view of the evaluation team leader, such action is warranted.

2.  Activity self-assessments form the first tier of the evaluation process and will be accomplished no less frequently than once each twelve months.  The initial self-assessment schedule as well as the exact scope and size of the sample, which must be broad enough to represent a valid indicator of performance, will be determined by the respective Component.  The Certificate Review Worksheet and the Application Review Worksheet templates included in this package shall be used for the annual self-assessment and maintained by the DEU until the next on-site evaluation.  Certification that the annual self-assessment has been completed shall be provided to the respective Component headquarters, the Deputy Assistant Secretary of Defense (Civilian Personnel Policy), and the servicing OPM Service Center.

3.  The templates contain information that must be verified from each certificate identified in the sample as well as from each application received in response to vacancy announcements.  Items that do not apply to a specific certificate should be marked not applicable; there should be no blank items.  In addition to items listed on the templates, the self-assessment must also verify that:

· Applicants had sufficient opportunity to receive vacancy information in sufficient time to apply before closing dates.

· Telephone numbers listed in vacancy announcements were operational during the period of the announcement.

· Any complaints received from applicants concerning a specific announcement were resolved and settlement documentation filed in the Announcement folder.  Such documents shall be retained for review by cyclic evaluation teams.

· Approvals of selective placement and quality ranking factors granted by the DEU must be filed in the Announcement folder and be available for review by cyclic evaluation teams.

4.  Major discrepancies identified during self-assessments, such as inconsistent application of 

operating instructions, serious violations (which include statutory violations and violations of OPM regulation) and systemic problems, regardless of whether they lead to serious violation or major discrepancies, must be reported to the respective Component headquarters in accordance with Component instructions.  Corrective action plans shall be tailored to address permanent solutions of identified major discrepancies and serious violations.  While a corrective action plan is not mandated for minor discrepancies, its use would be a valuable tool to eliminate recurring discrepancies.  It can also serve as a valuable training instrument.

5.  The second tier of the evaluation process is an on-site evaluation of DEU operations by a team composed of Component and DoD representatives.  The OPM may participate as a member of evaluation teams in on-site evaluations.  This team, which will be led by the Component representative, will also use the standard worksheet templates to perform a full program review that will rely primarily on the results of the self-assessments conducted by the activity.  However, the sample size may be expanded when warranted, at the discretion of the evaluation team leader, to include any part of the examining process, including related staffing processes.

6.  Complaints or serious discrepancies may initiate a DoD-led program investigation when warranted by complaints and inquiries from Members of Congress, applicants, OPM, the identification of significant problems by on-site evaluation, or from information developed by the respective Component.  The results of any investigation will be forwarded for Component review and for development of a corrective action plan which will be reviewed by the ODASD (CPP).  If a follow-up inspection is warranted, as determined by the ODASD (CPP) in coordination with the respective Component, the DEU will be either recertified or decertified, depending on the inspection results.

7.  Any necessary reports resulting from on-site evaluations and a program investigation will be rendered using the standard report template.  Activities are encouraged to record results of the annual self-assessment in the same template.

CERTIFICATE REVIEW WORKSHEET

Position, Title, Series, Grade____________________________________Announcement#____________
               ITEM                                  YES          NO                                COMMENT
   AUTHORITY
xxxxxx
xxxxxx


Delegation Agreement #
xxxxxx
xxxxxx


Position covered by delegation




Covered duty location




Delegation authority current




DEU staff certified









        ANNOUNCEMENT FILE          




SF-39 request copy (receipt date stamped; properly completed)




RPL/PPP/ICTAP clearance documented (RPL/ICTAP - 5 CFR Part 330)




Position description




Vacancy announcement (5 USC 3327)




  -  Mandatory items (OPM DEA

     Operations Handbook):

     title, series, grade, duty location, 

     open/closing dates (open a

     minimum of 5 calendar

    days), quals (KSAs), etc.




  -  Additional items, if warranted

     (maximum entry age; physical

     requirements; mobility; etc.)




  -  Application(s)

     received/postmarked by closing

     date (as required by

     announcement)




  -  Targeted recruitment, if any




  -  Disposition of incomplete apps









             RATING/RANKING




Validated KSAs




Qualification standard identified




Selective qualification factors developed/justified




Rating procedure/crediting plan documented




Rating procedures participants documented




Supplemental application form (KSA response)




Veterans’ preference applied




Compensable veterans identified




Tie-breaking method identified




Applicant scores documented  




Notice of rating issued




Rating reconsideration procedure established









                CERTIFICATION




Certifying official signature




Required information (certificate #, certificate issue date, title, series, grade, duty location, action/applicant consideration, numerical rating, vet preference code, applicant names)




Correct number of eligibles certified

 (5 CFR 332)




Certification order (Professionals and Scientists GS-9 and above)




Certification order (all others)




Names removed or supplemental names added properly




Supplemental certificate(s) issued properly




SF-39 report accurately completed




Declination and failed to respond documented




Eligible objections (5 CFR 332)




Veteran passover (5 USC 3318(b)




Selections documented




Certificate audited




Certificate history recorded




Register Cards reflect correct action taken









     RECORDS MAINTENANCE




Records support reconstruction




Examining records/files secured (Privacy Act equivalent)




DEU staff, staff relative, or household member application.  (DoD-1)




Annual self-audit certification 




Quarterly OPM workload report









                 MISCELLANEOUS 




Selection of retired military within 180 days of retirement (5 USC 3326 and CPM Subchapter 312)














   NOTE:  References to specific forms include equivalents.                                                                          02/26/98

_____________________________                                    ____________________

             EVALUATOR                                                                    DATE

APPLICATION REVIEW WORKSHEET

Position Title, Series, Grade___________________________________________  Announcement #___________________

Opening Date:








    Closing Date:                                 

                 EVALUATION CRITERIA      
Name
Name
Name
Name


SSN
SSN
SSN
SSN

Date of receipt indicated





Late applications accepted (5 CFR 332)





Late applications from veterans  (5 USC 3305)





Gender restriction (5 CFR 332.407)





Application  received: (date)





Application processed in order of receipt (rating cut-off)





Reasons for suspending application processing  properly documented





Applications from 10 point veterans retained





Correct rating assigned





Veterans’ preference correctly awarded and recorded





Restricted position - veterans (5 USC 3310)





Mil Spouse pref adjudicated (PL 99-145, sec 806)





Ratings, grade levels, and options correctly assigned and properly recorded





Age requirements met (law enforcement, firefighters, air traffic controllers)





Citizenship verified





Date and signature of rater properly recorded





Register cards annotated to reflect ratings and all other essential data





Rating reconsiderations processed according to established procedures





NOTE:  References to specific forms include equivalents.                                                                                                                                                 02/26/98

Use checks or yes for affirmative responses and an “X” or no for negative responses.  Use reverse side for additional remarks.               

________________________________________________________       _______________

                    EVALUATOR                                                                                DATE

DELEGATED EXAMINING UNIT

PROGRAM EVALUATION REPORT

INSTALLATION

(XXXXX)

DATES OF EVALUATION

(XXXXX)

EVALUATION PARTICIPANTS

I.  INTRODUCTION


This program evaluation was conducted at (installation) and covered all aspects of its delegated examining activities during the period (inclusive dates).  The primary purpose of the evaluation was to assess the success of the delegated examining unit (DEU) in supporting the mission of the installation and its compliance with merit system principles and veterans’ preference requirements.  The evaluation program is designed to identify areas where process improvements should be made to increase overall efficiency and cost effectiveness of the DEU.

II.  INSTALLATION ENVIRONMENT AND DEA ORGANIZATION


This paragraph includes information concerning environmental factors affecting DEA operation including the structure of the DEA office and its location in the organization:

· DEU staff:  Number, composition, level of expertise, annual turnover rate;

· DEU activity:  Number of applications processed, number of certificates issued, selections reported, passovers made, applicant objections;

· DEU organization:  Office structure, location in the human resources office, location in the installation organizational structure.

III.  DATA SOURCES


Evaluators used a variety of information gathering methods: (list may vary from activity to activity depending on DEA size, candidate pools, and the proximity of the DEA to the serviced installation):

· Interviews with DEU staff members;

· Interviews with selecting supervisors and applicants

· A sample of (number) examining case files and related files maintained by the DEU

· Lists from automated personnel systems indicating the nature of action code, the date, and appointment type of covered actions;

· Complaint files relating to the operation of the specific DEU.

IV.  EVALUATION COVERAGE AND FINDINGS

Delegated competitive examining shall be conducted in accordance with, and in support of Merit System Principles and the Veterans’ Preference Act of 1944, as amended.

MERIT SYSTEM PRINCIPLES:

· Recruitment should be from:  (1) individuals deemed qualified solely on the basis of relative ability, knowledge, and skills; (2) appropriate sources, including diverse segments of society; and (3) open competition which assures that all applicants receive equal opportunity (5 U.S.C. 2301(b)(1).  Employee selection and advancement may not be based on any other criteria.

· All employees and applicants for employment should receive fair and equitable treatment in all aspects of personnel management without regard to political affiliation, race, color, religion, national origin, sex, marital status, age, or handicapping conditions, and with proper regard for their privacy and constitutional rights, (5 U.S.C. 2301(b)(1).

VETERANS’ PREFERENCE


The requirements addressed in 5 U.S.C. and Title 5, Code of Federal Regulations pertaining to the ranking and selection of veterans in the recruitment process must be met.  The DEU must consistently identify those applicants entitled to veterans’ preference, must apply this preference to the rank order of all candidates, and assure that veterans are properly selected for employment or that appropriate authority has approved passovers.

EXPECTED RESULTS:
When an installation complies with the merit system principles and veterans’ preference requirements in conducting competitive examining:

· Recruitment methods yield a balanced pool of well-qualified applicants.

· There is fair and open competition for vacancies; the application process complies with merit principles and other related legal requirements.

Candidates are assessed using job-related qualification requirements, which are equitably applied.  Interview and placement practices do not favor or disfavor specific candidates of types of applicants.

V.  FINDINGS AND CORRECTIVE ACTIONS


Findings and corrective actions will be identified through both programmatic and case specific methods.  As a result, the findings and corrective actions segment of the report will begin with general information.  These general findings may require corrective action or, in those instances where efficiency and effectiveness matters are involved, may require only a recommendation from the evaluation team.  The case specific findings will require corrective action.  The corrective action plan will be developed in conjunction with the respective Component.  The DASD (CPP) will provide oversight to assure required actions are completed in accordance with the plan.


Reports prepared by the investigative teams (those sent to installations having serious discrepancies identified outside the two-tier evaluation program) will conform generally with the format described below, but may have significant variations, particularly when the investigation identified discrepancies adequate for DEU decertification.

GENERAL FINDINGS:

FINDING


REQUIRED OR RECOMMENDED ACTION

CASE SPECIFIC FINDINGS:


CASE FILE #1:  EXAMINATION FILE # (or similar local reference)


FINDING:


REQUIRED CORRECTIVE ACTION:


CASE FILE #2:


FINDING:


REQUIRED CORRECTIVE ACTION:
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