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(600) 70.12   Senior Executive Service Handbook

The Treasury Inspector General for Tax Administration (TIGTA) participates in the Department of the Treasury’s Senior Executive Performance Management System and follows guidance issued by the Deputy Assistant Secretary for Human Resources/Chief Human Capital Officer.

These following sections comprise TIGTA’s Senior Executive Service (SES) Handbook covering pay setting, performance management, awards, recruitment, performance/drop files, and candidate development programs.  The following definitions are used throughout this Handbook:

Appraisal is the act or process of reviewing and evaluating the performance of the executive against the described performance standards.

Appraisal Period is the period of time established by an appraisal system for which the senior executive's performance would be evaluated and for which a performance rating will be given.  The minimum appraisal period will be at least 90 days.  For TIGTA the appraisal period extends annually from October 1st through September 30th.

Appraisal System means a performance management system.  The system must provide for establishment of performance standards, identification of performance elements, and the communication of elements and standards to employees.  It also must provide for the establishment of methods and procedures to appraise performance against established standards, and appropriate use of appraisal information in making personnel decisions.

Approving Official is the official who approves each executive's final rating after considering the recommendations of a Performance Review Board (PRB).  The Inspector General is the approving official for executives in TIGTA.

Bonus or Performance Awards are lump-sum cash payments to recognize career members of the SES for excellence in performance during an appraisal period.  Bonus amounts are specified as a percentage of the executive’s salary.

Executive is a member of the SES who is subject to the performance appraisal system described in this section, and may also be referred to as an appointee, a member, a senior executive, or an SESer.

Incentive Award is a lump-sum cash award for an exceptional act or service of a one-time nature and of a short duration.  These awards may be made at any time during the appraisal period.  Some types of incentive awards include established Departmental honor awards and non-monetary awards.

Initial Rating is the summary rating made by the senior executive's supervising official and provided to the PRB.

Initial SES Pay-Setting is the salary established upon initial SES appointment.  Initial SES appointment is determined by the guidance provided by the Department of the Treasury.   

Pay Rate Adjustment Based on Performance is a form of financial recognition based on performance.  This is usually given when an executive’s performance is at least fully successful.  

Performance is the executive's accomplishment of assigned work as specified in the performance elements of the executive's position.

Performance Plan is the aggregation of all the SESer's performance elements.  The Treasury SES Performance Management System uses a standard Executive Performance Agreement or performance plan that contains three categories of performance elements:  Responsibilities, Commitments, and Additional Mandated Elements.  Each category focuses on a different aspect of an executive’s performance.  Collectively, the categories are used to produce a summary rating.  

Performance Review Board (PRB) is established to make recommendations to the appointing authority on the performance of executives, including recommendations on performance ratings and bonuses.

Performance Standard or Requirement is a statement of the expectations or requirements established by management for a performance element at a particular rating level.  It measures the level of performance for an element during a specific period of time.   

Presidential Rank Award is the highest award for superior performance that is available for career senior executives.  There are two categories – Distinguished and Meritorious.

Progress Review is an interim review of the executive's performance by the supervisor, and must be conducted at least once during the appraisal period.  

Rating is the written record of the appraisal of performance elements and the assignment of an overall summary rating level.  The overall summary rating must take into account the time that the executive has served in all positions during the appraisal period (e.g., details, reassignments, and/or permanent and temporary promotions).  This includes positions both within and outside the Department.  For positions outside the Department a reasonable effort must be made to obtain appraisal information.

Rating of Record is considered the final rating given to the executive for the appraisal period.

Summary Rating is the composite summary of an executive's performance based on the achievement levels assigned for each performance element.

Summary Rating Levels are the definitions of particular levels of performance elements, as defined below:

Outstanding - Performance not only exceeds the Fully Successful level of accomplishment or agreed-upon critical actions, objectives or results, but observable outcomes serve as a model for Treasury employees and fellow executives or are achieved despite significant obstacles (e.g., insufficient resources, conflicting demands, etc); or results surpass expectations in quantity, quality, or timeliness to such an extent as to show exceptionally positive impact on the achievement of organizational goals (e.g., impact beyond the executive’s purview); or executive overcame significant obstacles such as insufficient resources, conflicting demands, or unusually short timeframes, in achieving or exceeding desired results.

Exceeded - Performance is between the levels described for Outstanding and Fully Successful
Fully Successful - Performance demonstrates the Fully Successful level of accomplishment through observable outcomes or achievement of or substantial progress toward agreed-upon critical action, objective, and/or desired result.  Performance has a positive impact on achievement of organizational goals; no areas of performance are deficient.
Minimally Satisfactory - Performance is between the levels described for Fully Successful and Unsatisfactory

Unsatisfactory - Performance fails to demonstrate the Fully Successful level of accomplishment or progress toward the agreed-upon critical action, objective and/or desired result to such an extent that it results in demonstrable negative consequences for the organization.  
Twelve-Month Period is defined as the 52-week period from the last pay adjustment.  

70.12.1   Senior Executive Service Pay Setting

70.12.1.1   Purpose.  This section prescribes the policy and guidelines for setting pay for TIGTA executives.

70.12.1.2   Scope.  The section applies to all TIGTA SES positions.

70.12.1.3   Authorities.

5 USC 5382-5383

5 USC 5376

5 USC 5303

70.12.1.4   Approving Authority.  While TIGTA follows guidance issued by the Treasury Deputy Assistant Secretary for Human Resources/Chief Human Capital Officer on SES performance management, pay setting and pay rate adjustments, the Inspector General or designee is the approving authority and serves as the approving official regarding these decisions for all TIGTA SES positions.   

70.12.1.5   Pay Flexibilities.  TIGTA may use any of the following flexibilities when recruiting for SES vacancies and when setting pay for SES appointees.

· Payment of Travel and Transportation Expenses for New Appointees - Pre-employment interview expenses and travel/moving costs for new appointees may be paid under 5 U.S.C. 5706b and 5 CFR Part 572.

· Advance Pay for New Appointees - Advance payment up to two pay periods may be paid under 5 U.S.C. 5524(a) and 5 CFR Part 550, Subpart B.

· Recruitment, Relocation and Retention Payments - Lump sum recruitment bonuses for new appointees and relocation bonuses for current employees who are moving to a different commuting area may be paid up to 25 percent of basic pay under 5 USC 5753 and 5 CFR Part 575 Subparts A and B, if difficulty would be encountered in filling the position in absence of a bonus.  To receive a bonus the employee must sign an agreement to complete a period of service with TIGTA.

70.12.1.6   Initial or New Appointments.  In determining initial SES pay-setting, the level of experience and expertise the appointee possesses are primary factors in determining pay setting.  An analysis of the appointee’s total salary compensation prior to appointment in accordance with Treasury’s guidance will also be used in setting the initial rate of pay.  Any adjustments that would result in a reduction in pay must be effectuated in accordance with law and Office of Personnel Management (OPM) regulations.

Exceptions to pay setting practices will be made only in instances where strong justification warrants such a decision; for example, consideration may be given to private sector earnings when an individual possesses unique or unusual qualifications that are far superior to those of other candidates.

“Requests to set pay for “top officials” (defined as SES departmental heads) must be approved by the Inspector General or designee.  For all other career SES appointees, departmental heads are authorized to set base pay upon initial SES appointment at a rate that provides up to a 6% increase over previous salary (or in certain circumstances, up to a 10% increase), not to exceed EX-III (currently $152,000).  The following guidelines apply:

· Initial pay increases should generally be limited to 6%.  In setting pay, bureaus should consider the qualifications of the individual, previous performance record, and the position to be filled, including the level of complexity of the position and the role it performs in the organization.

· In exceptional circumstances, increases of more than 6% may be appropriate, i.e., when necessary to recruit the individual, and where one or more of the following applies and is documented in writing:

1. The SES position is exceptionally complex, in terms of impact on organization or qualifications required;

2. The selectee must relocate from a lower-cost geographical area;

3. The selectee has unique qualifications, or is the only qualified candidate for the position;

4. A 6% increase would place the selectee at a disproportionately low place on the SES pay band relative to the scope of the responsibilities and the rate of other individuals in comparable positions (and the person has not received a pay increase within the past year other than the annual comparability adjustment provided to GS employees);

5. The salary immediately prior to SES appointment does not reflect the selectee’s highest salary within the last year; or

6. It will be more than one year before the selectee can be considered for a performance-based pay adjustment (i.e., the appointment is too late in the calendar year for the selectee to be included in the next performance cycle).

For pay-setting purposes, please note the following:

· Initial SES appointment:

1. Includes first SES appointments from outside the Federal Government and conversions from GS or other non-SES pay systems from inside the Federal Government.

2. Includes SES reinstatements and SES transfers from other agencies, but these are also subject to certain new provisions under OPM’s December 6, 2004 pay regulations (with respect to break-in-service, twelve-month rule, certification status of previous agency, etc.).  

3. Does not include SES reassignments or conversions from other SES appointments within TIGTA.  Normally, these executives are to be reassigned or converted at their existing SES rates.

· “Previous salary” is defined as base pay plus locality pay (or if coming from outside government, best equivalent) immediately prior to the SES appointment.

· Base pay includes law enforcement availability pay but does not include recruitment, relocation, retention incentives, or similar allowances.

In rare circumstances, and with the Inspector General or designee approval, TIGTA may set pay at a rate that is more than 10% higher than previous salary or above EX-III, e.g., to match higher previous salary or recognize unique qualifications.

· If the proposed base pay rate represents more than a 10% increase, but is less than EX-III, the approval level is the Inspector General or the designee.

· If the proposed base pay rate exceeds EX-III, regardless of the percentage increase, the approval level is the Inspector General or the designee.

70.12.1.7   Transfers.  Career SES appointees may be transferred from one agency to another only with the consent of the appointee and the gaining agency.   

70.12.1.8   Reappointment or Reinstatement.  Individuals may have their pay set within the SES rate range on reappointment/reinstatement following a break in SES service if any of the following are met:

· There has been a break in SES service of more than 30 days;

· The break in SES service is 30 days or less, but the individual's pay adjustment is not higher than the former SES rate of pay. 

· The Agency Head approves a higher rate than the former rate of basic pay.

The establishment of a pay rate on reappointment/reinstatement following a break in SES service is considered a pay adjustment.   

70.12.1.9   Placement Outside the SES.  If a career appointee is entitled to guaranteed placement in a position outside the SES when removed during the probationary period for performance or as a result of a reduction in force, saved pay is provided under 5 USC 3594.  

If an appointee is not eligible for saved pay under 5 USC 3594 following separation from the SES and is placed in a General Schedule position, the individual may still be eligible for pay retention under 5 CFR 536.104(b).

An appointee is not eligible for pay retention if placement in the General Schedule is at the employee's request.  The employee's request is defined as an action initiated by an employee for his/her benefit, convenience, or personal advantage and that is not caused or influenced by a management action.  

An appointee is not eligible for retained pay if he/she declines a reasonable offer, as defined in 5 CFR 536.206.

70.12.1.10   Pay Rate Adjustments Based on Performance.  Pay adjustments may be made only once in a 12-month period.  In this regard, the rate established at the time of initial appointment is considered a pay adjustment.  Except in extraordinary circumstances, all pay adjustments will be considered and given at the end of the performance cycle based on performance ratings of record.   

SES pay adjustments must be based on individual performance and/or contribution to agency performance.  Pay adjustments may not be given for longevity, length of time in a position, etc.

The percentage ranges for SES pay adjustments based on performance ratings are:

· Outstanding – up to 6% increase

· Exceeds – up to 5% increase

· Fully Successful – up to 4% increase

· Minimally Satisfactory – up to 5% decrease (but no lower than SES pay minimum)

· Unsatisfactory – up to 10% decrease (but no lower than SEDS pay minimum), in addition to removal from the position as required by law and regulation.

Executives who have not been on performance agreements for 90 days as of the end of the performance cycle (September 30) can still be considered for pay rate adjustments upon completion of the 90-day period if their ratings and PRB reviews are completed by the Department’s due date for recommendations.  In setting pay, adjustments will not be made for the purpose of compensating an individual who failed to receive an award or bonus.

Additional information on pay rate adjustments can be found in (600)-70.12.3 Senior Executive Service Awards and Bonuses.

70.12.2   Senior Executive Service Performance Management

70.12.2.1   Purpose.  This section establishes the policies and procedures for managing the performance of TIGTA SES employees. 

70.12.2.2   Scope.  The SES Performance Management System covers all SES employees.

70.12.2.3   Authorities.

5 USC 43

5 CFR 430

70.12.2.4   Policy.   The performance appraisal system established under this section shall serve as a tool for executing basic and supervisory responsibilities by:

· Communicating and clarifying organizational goals and objectives;

· Identifying individual accountability for the accomplishment of goals and objectives;

· Evaluating and improving individual and organizational accomplishments; and

· Providing a basis for SES performance awards and other personnel actions including pay adjustments, executive development, reassignments, reduction-in-force and removals.

70.12.2.5   Responsibilities.   PRBs will oversee the processing of performance appraisals for executives and make recommendations on performance ratings and related matters to the Inspector General or designee.  See 70.12.2.12 for additional responsibilities of PRBs.

The Director, Human Capital or designee shall:

· Provide technical advice and assistance on the SES performance appraisal system;

· Provide appropriate training and information to supervisors and executives to assure effective administration of the performance appraisal system;

· Review the technical correctness of PRB(s) actions submitted for approval to the Inspector General or designee;

· Coordinate the processing and coding of performance ratings; and

· Evaluate the effectiveness of the SES performance appraisal system and recommend modifications as appropriate.

Supervisors of executives shall:

· Consult with their subordinate executives and develop and issue individual performance plans for each;

· Conduct progress reviews to identify progress and problems, and maintain whatever records are necessary to document performance status;

· Appraise performance of executives, recommend summary ratings, discuss results, and furnish appraisals to the PRB for action;

· Propose appropriate action for executives whose performance is less than fully successful; and,

· Propose appropriate recognition for those whose performance warrants recognition.

70.12.2.6   General Provisions.   SES appointees must be given a rating of record at least annually.  The minimum performance appraisal period for executives covered by this provision is 90 days.  Generally, the SES appraisal period will be from October 1st through September 30th.  If an executive has not served the minimum period as of the end of the appraisal period, the appraisal period shall be extended for the amount of time needed to meet the minimum period.  Management may terminate the appraisal period at any time after the minimum period if there is an adequate basis on which to rate an executive's performance.

Summary ratings prepared by a former supervisor when an individual changes from a position that he/she held for 90 days or more (and any other summary ratings) issued during the performance year must be considered when assigning a rating of record.  However, a summary rating prepared when an SES employee changes positions during an appraisal period is not to be considered the initial rating. 

Unless otherwise specified, references to "days" refer to calendar days.   

70.12.2.7   Performance Appraisal System Requirements.   At a minimum the Performance Appraisal System must provide for:

· The development of written performance elements and standards in consultation with executives using the Department-wide Executive Performance Agreement. This must include consultation on Responsibilities and the Additional Mandated Elements to assure a mutual understanding.

· Identify and define Commitments that will guide each executive’s performance during the performance appraisal period and provide a standard for assessing performance at the end of the period. Commitments that are derived from and aligned with organizational mission and goals.

· Incorporation of accomplishment of organizational objectives in performance plans by including objectives, goals, program plans, work plans, or similar measures related to program results.

· The establishment of five summary rating levels as follows:

Outstanding

Exceeded  

Fully Successful

Minimally Satisfactory

Unsatisfactory

· Application of the following for SES members who are subject to the requirements of 5 C.F.R. Part 359, Subpart E, which relates to the removal of SES members holding career appointments:

	Rating of Record
	Action

	One Unsatisfactory
	Optional removal from position or SES

	Two Unsatisfactory ratings within five consecutive rating years
	Mandatory removal from SES

	Two ratings below Fully Successful within three consecutive ratings years
	Mandatory removal from SES




A progress review should be conducted for each executive at least once during the appraisal period.  Documentation should be provided to verify that the review has taken place; however, formal summary ratings should not be given as a result of the progress review.   

70.12.2.8   Performance Plans. No more than 30 days from the beginning of the appraisal period or entrance into a new position, the elements and standards of each executive’s performance plan should be communicated to the executive and a signed performance plan put into place.

The performance plan should be based on the duties and responsibilities established for the position and will reflect responsibility for accomplishment of agency goals and objectives.

The performance plan should include a performance element for work plan accomplishments, which will identify high priority goals and projects that are to be individually ranked during the appraisal period.

The performance plan should reflect the executive's responsibilities for items in the annual Operating Plan, tracking individually high priority goals and projects.

Plans for subordinate executives should identify the specific goals and projects for which they are responsible.

The performance plan will incorporate an objective designed to increase the employment and advancement of minorities, women, and people with disabilities geared to the areas of under-representation and will be results oriented, in addition to objectives relating to specific activities designed to improve understanding between all employees and to eliminate factors in the workplace that may encourage sexual harassment or discrimination.

Relationship of Elements to Performance Requirements

The appraisal process consists of an Executive Performance Agreement which contains three categories of performance elements: Responsibilities, Commitments, and Additional Mandated Elements.  Each category focuses on a different aspect of an executive’s performance.  Taken together, the categories reflect a balance between how an executive performs and what is accomplished during the performance cycle.

Assignment to a New Position

Whenever a new executive is assigned to a new position through reassignment, transfer or appointment, performance elements and standards will be promptly communicated.  A written plan developed in consultation with the executive will be provided to the executive no later than 30 days after the beginning of the new assignment.

Details

If a detail or acting assignment is expected to last 120 days or longer, a written performance plan will be prepared.  This written plan, developed in consultation with the executive, will be provided to the executive no later than 30 days after the beginning of the detail or acting assignment.  Written performance plans are optional for details or acting assignments lasting less than 120 days.

Continuing Review of Performance Plan

Both the executive and the rater should review the performance plan during the appraisal period.  Changes in program emphasis or other developments that would make the standards inappropriate for the current situation may necessitate changes to the plan.  The rater will document in writing any revisions or deletions to the performance plan and communicate them to the executive.  Normally, performance plans should not be changed within 90 days of the end of the appraisal period.  

TIGTA’s basic executive performance plan document is on the Department of the Treasury’s intranet under Senior Executive Service Performance Management System.

70.12.2.9   Appraisal of Performance.   The appraisal period is established as follows:

Minimum


90 days

Maximum


1 year

Ending Date


September 30th 

The preparation of a summary rating when an executive changes from a position that he/she held for 120 days or more is required.  That summary rating and any other summary ratings issued to the executive during the performance year must be considered in deriving the employee's rating of record.  A summary rating prepared when an SES employee changes positions during the appraisal period is not considered an initial rating. 

An appraisal of performance is required if an executive is on detail or temporary assignment and that assignment/detail is expected to last 120 days or longer.  These appraisals must be considered when assigning the rating of record.  

A progress review should be conducted for each executive at least once during the appraisal period.  At a minimum the executive must be informed of his/her level of performance by comparison with the performance elements and standards for the position.  This may be done informally rather than by written appraisal; therefore, formal ratings (i.e., summary ratings) will not be given.  Special attention should be given to probationary executives' reviews.

70.12.2.10   The Rating Process.   A summary rating is the written record of the appraisal of each performance element and the assignment of a summary rating level by the rater.  The completed appraisal form will be maintained in the TIGTA Human Capital Office for establishing the Rating of Record.  A copy will be provided to the executive.

Ratings are generally prepared at the end of the appraisal period.  However, ratings are also required under the following circumstances:

· If the executive is reassigned to another executive (or equivalent) position within TIGTA or transferred to a new agency after serving in a covered position for more than 90 days during the appraisal period;

· If the executive was detailed to another SES (or equivalent) position in TIGTA or served in another executive position on an acting basis for 120 days or longer;

· If the executive's immediate supervisor is reassigned to another TIGTA position within 90 days of the end of the appraisal period.  In this event, a rating will be prepared by the executive's immediate supervisor within 30 calendar days from the date the reassignment, transfer, termination of detail or supervisory change; or if the change occurs after September 15th, within 15 days of the end of the appraisal period.

Self-Assessments

Executives will prepare a self-assessment of their performance as measured against the approved performance plan.  Self-assessments should be submitted to the rater within 15 days after the end of the appraisal period.

In addition, the self-assessments will be limited to 3 pages in length and should address established Commitments.  The self-assessments should also provide the results of the performance and actions taken by the executive during the rating period.

The rater will assess the executive's accomplishment of each performance standard, consider the impact of the individual standards on overall performance of the element and assign one achievement level for each element.  A rating must be assigned for each performance element of the performance plan.    

70.12.2.11   Assignment and Review of Initial Rating.   All executives who occupy an SES position at the end of the rating period will be rated in accordance with this document.

The rater will prepare a written rating for each executive who was supervised for at least 90 days prior to the end of the appraisal period.  This rating will be based on job related information and will contain specific examples of efforts that resulted in meeting or exceeding expectations.

Supervisor for Less Than 60 days

If, at the conclusion of the appraisal period, the rater has served in his/her position for less than 60 days, or if the executive being rated was reassigned or transferred to a position under a new supervisor within 60 days of the end of the appraisal period, one of the following procedures should be used to determine the initial rating:

a. The rating prepared by the previous supervisor may be used as the initial rating by the new rater; or

b. The appraisal period may be extended to provide for a minimum appraisal period under the new supervisor.

NOTE:  If, within the last 60 days of the appraisal period, an executive is reassigned to a different position under the same supervisor, the initial rating will be based on the rating for the previous position.

Multiple Ratings

The rater must consider all ratings prepared for the executive during the appraisal period before assigning an initial rating.  If multiple ratings were made, the following factors may be considered in determining the initial rating:

a. Similarity of performance elements and standards;

b. Length of time covered by the ratings; or

c. Currency of the rating.

Detail or Developmental Assignment
When an executive is detailed or engaged in an executive development assignment outside the agency for a significant portion of the appraisal period, the rater will make a reasonable effort to obtain relevant appraisal information from the agency or organization to which the executive is detailed or temporarily assigned.  This information will be considered in determining the initial rating.

Newly Appointed Executives
The appraisal period for executives appointed with less than 90 days until the end of the appraisal period will be extended to meet the minimum appraisal period.

Moratorium
Career executives’ performance appraisals and ratings may not be made within 120 days after the beginning of a new Presidential administration providing the new President is not the one in office immediately before the beginning of the current administration (e.g., when a new President is inaugurated on January 20th, appraisal actions may not be taken until May 20th).  This moratorium applies to all phases of the appraisal process leading to a final rating of record.  However, the moratorium does not extend the appraisal period, but rather delays the appraisal and rating activities.  In addition, the moratorium does not preclude the issuance of an interim summary rating when an executive changes positions, or when a supervisor leaves.  A mid-year progress review is not subject to the moratorium.  

Documentation

The rater will provide a copy of the appraisal and the initial rating to the executive along with notification of the right to respond in writing and to request a higher-level review before the initial rating is forwarded to the Performance Review Board (PRB).  The executive will be given adequate time to review his/her appraisal and provide written comments before it is forwarded to the PRB. 

All SES performance related records must be maintained for five years from the date the rating is issued.

Higher Level Review

Before the initial rating is forwarded to the PRB, the executive or the immediate supervisor of the rater (higher-level review official) may request review by the higher-level review official.  An executive rated by the Inspector General can request higher-level review by the Secretary; however, the Inspector General retains the authority for final approval of the rating.  The executive and the rater will be provided any comments and changes recommended by the higher-level review official.

Rating of Record

A written rating of record of the executive's performance should be made on an annual basis only after considering the recommendations of the PRB.  

70.12.2.12  Performance Review Boards.   The PRB shall have three or more members appointed by the Inspector General or designee.  Members must be appointed in such a manner as to ensure consistency, stability and objectivity in performance appraisal system.  

PRBs can include all types of Federal executives (e.g., noncareer appointees and military officials as well as career appointees).  TIGTA draws its PRB members from executives in the PCIE community.  Members must have a current Fully Successful performance rating or the equivalent and must occupy a SES or equivalent position.  In addition, at least 50% of the PRB members must be career executives.

The responsibilities of the PRB are to:

· Ensure all legal and other requirements concerning performance appraisals and performance awards are met;  

· Review performance plans and appraisals for reasonableness, equity and consistency, as well as general adherence to the Inspector General's guidance;  

· Recommend final ratings in writing and recommend bonuses to the Inspector General for non-PRB executives;

· Report to the Inspector General or designee on problems with the system and recommend improvements.    

PRB members may not take part in any deliberations involving their own appraisals.

70.12.2.13   Results of the Rating.   Upon considering PRB recommendations, the Inspector General will make final determinations regarding performance ratings and bonuses, ensuring that only executives whose performances exceed expectations are rated above Fully Successful. 

The performance rating categories affect the status of senior executives as follows:

· Fully Successful or Higher - Career executives rated Fully Successful or higher may be granted performance awards.

· Less Than Fully Successful - Any executive rated below Fully Successful shall be assisted in improving their performance.  This assistance may include, but not be limited to, formal training, on-the-job training, counseling and closer supervision.  Any executive who receives two ratings below Fully Successful within three consecutive years will be removed from the SES.

· Unsatisfactory - Any executive receiving an unsatisfactory rating may be reassigned or transferred within the SES, or removed from the SES.  Any executive who received two Unsatisfactory ratings in any period of five consecutive years will be removed from the SES. 

NOTE:  When a career executive is removed from the SES for reasons of performance, he or she shall receive 30 days advance written notice.    

70.12.2.14   Appeal and Grievances.   An executive may not appeal or grieve a final rating, but may appeal to the Special Counsel of the Merit Systems Protection Board a violation of the prohibited personnel practices listed in 5 USC 2302(b) or the Equal Employment Opportunity Commission, as appropriate.

70.12.3   Senior Executive Service Awards and Bonuses  

70.12.3.1   Purpose.   This section establishes the policy and procedures for managing the awards and bonuses of TIGTA executives.

70.12.3.2   Scope.  The award and bonus process covers all TIGTA executives.

70.12.3.3   Authorities.  

5 USC 4501-4509 and 5384

5 CFR Parts 451 and 534

Treasury Personnel Policy Manual 430

70.12.3.4   Policy.  SES award systems are designed to encourage excellence in performance.  TIGTA SES awards must, therefore, be based on merit.  Non-merit factors, such as personal favoritism, will not be considered in award determinations.

70.12.3.5   Eligibility.  Performance awards may be paid only to career SES members whose performance is Fully Successful, as a minimum, and whose award is granted after full and careful consideration of the recommendation of the PRB.  To be eligible, an executive must have held a career SES appointment and been subject to approved written performance elements and standards for the minimum of 90 days immediately preceding the last day of the rating period.  SES members who are recommended for pay rate increases are not precluded from also receiving SES performance awards in the same year.

70.12.3.6   Limitations.  Any award paid by the TIGTA SES performance award system shall be in a lump-sum and shall be in addition to basic pay.  Awards are subject to the Executive Level I ceiling on total compensation for a calendar year.  If the full award cannot be paid because of the ceiling, the excess amount is carried over and paid at the beginning of the next calendar year.  However, the full bonus is charged against the bonus pool for the fiscal year in which the initial payment was made.

70.12.3.7   Award Programs.
Presidential Rank Awards

These awards recognize prolonged and high quality accomplishment of SES career executives.  The Civil Service Reform Act of 1978 authorized the President to approve the awarding of ranks and accompanying monetary awards to a select number of SES career executives.  Two types of award are:

· Meritorious Rank – for sustained accomplishment.  This award includes a lump-sum payment of 20% of the recipient’s basic pay.

· Distinguished Rank – for sustained extraordinary accomplishment.  This award includes a lump-sum payment of 35% of the recipient’s basic pay.

All SES career appointees are eligible for consideration for rank awards.  Performance for which a nomination is submitted must have been sustained over a minimum period of at least three years.  An individual who receives a rank award of either Meritorious or Distinguished is not eligible to receive that same award during the following four fiscal years.  Nominees shall have had a performance rating of at least Fully Successful for the preceding three years with the most recent rating being Outstanding.

A nominee must have demonstrated either sustained accomplishment for Meritorious Rank or sustained extraordinary accomplishment for Distinguished Rank.  Criteria upon which nominees will be evaluated may include, but are not limited to, the following (specific examples must be cited for each criterion offered):

· Career achievements that are recognized throughout the agency, or are acknowledged on a national or international level.

· Specific achievement of significant cost reduction or cost avoidance enabling the agency to reallocate resources to high priority activities.

· Successful use of human resources as evident through high workforce productivity and/or effective development and recognition of subordinates.

· Demonstration of personal initiative and innovation.

· Substantial improvements in quality of work, efficiency and/or timeliness of service.

· Unusual levels of cooperative effort with other Federal agencies, governmental jurisdictions, and/or the private sector.

· Especially successful efforts in affirmative action.

· Major career related awards and honors received.

In addition to the above criteria, it must be clear that the nominee has demonstrated Executive Qualities of Leading Change, Leading People, Results Driven, Business Acumen, Building Coalitions/Communication, and Balanced Measures (GPRA attainment, customer satisfaction and employee satisfaction) at a level that has established and maintained a high degree of public confidence and trust.  For additional guidelines for award nomination, see 5 U.S.C. 4313.

The Inspector General is authorized to nominate to the Secretary of the Treasury SES career appointees for Meritorious Rank and/or Distinguished Rank awards.  The Secretary is the recommending official and may elect to use the Department Executive Resource Board (ERB) or PRB to review all nominations prior to selecting those to be recommended to OPM.

Nominations must be signed by the Inspector General prior to the submission to the Secretary.  The documentation required with each nominee must include, at a minimum, the following:

· A nomination justification statement not to exceed three pages in length, which addresses the selection criteria in a concise and specific manner.

· A concise summary of the nominee’s Federal Executive service by date, agency, position, and level.  A narrative description of the duties and responsibilities is not necessary.

· The nominee’s home mailing address and an exact spelling of his/her full name as it would appear on an award certificate.

Performance Awards or Bonuses

The Civil Service Reform Act of 1978 established an awards system to encourage and reward excellence in performance by SESers by paying lump-sum cash payments or bonuses to SES members.

Only career appointees are eligible for bonuses.  No bonus may be paid to any SES appointee whose performance is less than Fully Successful.  The percentage ratings for individual SES bonuses are tied to performance ratings.  The dollar amount of such an award may not be less than 8% or more than 20% of the recipient’s basic pay, excluding any increase for locality.  The maximum bonus amount of 20% will not be granted to any SES employee whose performance rating level is less than the highest rating level attainable (Outstanding).  The percentage ranges for individual SES bonuses are as follows:

· Outstanding – up to 20% 

· Exceeds – up to 15% 

· Fully Successful – up to 8%

Executives may receive bonuses and pay adjustments in the same year; receipt of both is not required.  However, executives may not receive a bonus and a Presidential Rank Award during the same year.

The Inspector General or designee is responsible for awarding SES bonuses and assigning final dollar amounts to bonus recipients, after the appropriate PRB review.  To ensure the overall bonus dollar amounts awarded are consistent with applicable guidelines, the Inspector General or designee will notify the Director, Human Capital of the specific dollar amounts to be awarded.  Any SES appointee not having a valid SES performance plan will not be eligible to receive a bonus.

Based on a review of the SES performance plans and appraisals documenting individual and organizational accomplishments occurring during the appraisal year, the PRB shall prepare a listing of bonus recipients and percentage recommendations.  The PRB may request personal presentations to justify bonus recommendations.  In arriving at the recommended ranking, the PRB shall consider not only the overall performance ratings, but also the comparative difficulty of each position and other significant accomplishments not adequately covered by a SES member’s individual performance elements.  Upon completion of the review, the PRB shall provide the Director, Human Capital a list of award recipients and the recommended percent of salary to be paid.  The Inspector General or designee has final approval authority on all SES bonus recommendations.

Prior to the paying of any bonus awards, the bonus pool distribution must be submitted for review to the Department’s Human Resources Strategy & Solutions Group. 

Payment of the SES bonus awards shall be paid from the Inspector General awards budget.  The payment is not subject to retirement fund contributions and not creditable for inclusion in the “high three” average pay computation for retirement benefits.  The payment is subject to withholdings for income tax and FICA if the individual is in FERS or CSRS Offset.

Incentive Awards

Under 5 USC 4502 and 4504, incentive awards may be granted for suggestions, inventions, superior accomplishment or other personnel efforts which contribute to the efficiency, economy or other improvement of government operations, or for the performance of a special act of service in the public interest in connection with or related to an executive’s official employment.  

An incentive award can be given based on performance that has exceeded job requirements and recognizes a one time special act, service or achievement of a non-recurring nature.  The performance may have involved a particular project or assignment that included overcoming unusual difficulties, or the performance of assigned duties with special effort or innovation that resulted in significant economies or other highly desirable benefits.

A SES career appointee, noncareer appointee or limited appointee may receive an SES incentive act award.  Noncareer or limited SES appointees are not eligible to receive an award between June 1 of a Presidential election year and the following January 20.  Career SES members who are appointed to Presidentially-Appointed, Senate-Confirmed positions and elect to continue SES bonus and rank award eligibility may still receive an incentive award. 

Incentive awards should be granted as soon as possible following the act that is being rewarded.  Contributions and accomplishments must not reflect sustained superior performance of duties and responsibilities of the employee’s assigned position over a specified period of time as measured by the SES performance appraisal system.  The use of incentive awards as a means of circumventing guidance documents on the number and distribution of SES bonuses is prohibited.

Incentive awards will be processed in the same manner as performance awards.  The Inspector General or designee must approve all SES incentive awards.  In addition, a special PRB must be convened to review the award recommendation prior to payment.  An informational package containing the executive’s performance plan covering the period of recognition will be forwarded to the Department’s Human Resources Strategy & Solutions Group.  It should be noted that incentive awards amounts between $10,000 and $25,000 require Departmental review with final approval from OPM; incentive award amounts more than $25,000 must have the approval of the Department, OPM and final approval from the President.

Incentive awards may be paid in the form of cash or non-monetary means.  Cash incentive awards are one-time lump sums of cash and are based on the tangible and/or intangible benefits realized as a result of the contributions.  The cash payment is paid by the requesting official’s organization’s budget.  The cash payment is not subject to retirement fund contributions and not creditable for inclusion in the “high three” average pay computation for retirement benefits.  The cash payment is subject to withholdings for income tax and FICA if the individual is in FERS or CSRS Offset.

Incentive awards may also be paid as a time-off award.  As described in (600) 70.9.11 time-off awards may be granted in 1-hour increments up to 40 hours for a single contribution or act, but not more than 80 hours per leave year.  The Director, Human Capital, will provide guidance to the Inspector General or designee on an appropriate number of hours for a time-off award, if requested.

Pay Rate Adjustment Based on Performance 

A pay rate adjustment may be awarded based on the overall annual performance of an executive.  An executive rated Fully Successful or higher who has not received a pay rate adjustment or level increase in the last 12 months is eligible.  The last 12-month period is defined as a 52-week period for the last pay adjustment; therefore, the adjustment can take place following the end of the 52-week period.

All recommendations and decisions concerning pay rate adjustments based on performance will be made and completed during the period October 1 through December 31 of each calendar year.  All pay rate adjustments must be approved and signed by the Inspector General or designee and will follow annual guidance issued by Treasury.  

The pay level increase is paid out of the salary account for which the individual is employed.  An individual’s rate of pay may not exceed the EX II rate of pay.  The pay rate adjustment is subject to retirement fund contributions and creditable for inclusion in the “high three” average pay computation for retirement benefits.  The pay rate adjustment is subject to withholdings for income tax and FICA if the individual is in FERS or CSRS Offset.

Exhibit (600)-70.15 provides a summary of SES awards and incentives

70.12.4  Senior Executive Service Merit Staffing Plan 

70.12.4.1  Purpose.  This section establishes the policy, procedures, and requirements of TIGTA’s SES merit staffing procedures.  

70.12.4.2  Authorities.  

5 CFR 317

Treasury Personnel Policy Manual 430

70.12.4.3   Policy.  It is the policy of TIGTA to fill positions from among the best-qualified and available candidates through fair and open competition.  All candidates will be considered without discrimination for any reason such as race, color, religion, sex, age, national origin, lawful political affiliation, marital status, physical handicap (if not a job factor), or membership in an employee organization.

70.12.4.4   Area of Consideration.  At a minimum, the area of consideration will be “Government-wide.”  The announcement must be open for a minimum of 14 calendar days.

70.12.4.5   Locating and Identifying Candidates.  In locating and identifying candidates, the selecting official should consider organizational diversity and the under representation of various groups when determining the various recruitment sources to be used for filling positions.

70.12.4.6   Position Certification.  The selecting official or designee, with the assistance of the Human Capital Executive Resources (HCER) Coordinator in the TIGTA Human Capital Office, will develop the position description or revise an existing position description for accuracy.  The selecting official will initiate a request for personnel action to the Bureau of Public Debt/Administrative Resource Center (BPD/ARC) for the position classification certification of the title, series, and level of the position.

70.12.4.7   Recruitment Procedures.   The selecting official or designee, with the assistance of the HCER Coordinator, will develop the crediting plan including the position analysis, executive core qualifications, technical competencies (if applicable), and the rating schedule.

Vacancy Announcement:  The selecting official will initiate a request for personnel action to recruit for the position and submit the crediting plan to BPD/ARC.  BPD/ARC will develop a draft announcement for the review and approval of the selecting official prior to posting.  The announcement will be posted in a timely manner in locations easily accessible to all potentially interested parties within the area of consideration.  The announcement will be posted on the Office of Personnel Management’s (OPM) website.  Copies may be sent to external recruitment sources, such as the IGNet, local or state government, or private industry organizations.  

Content of the Vacancy Announcement:  Vacancy announcements will include the following information:

· Announcement number;

· Opening and closing dates;

· Position title and series;

· Position location (organizational and duty station location);

· Position status, if other than permanent;

· Area of consideration,;

· Special conditions of employment, such as approximate domestic or foreign travel time requirement;

· Number of positions to be filled, if more than one;

· Summary of the duties and responsibilities of the position;

· Qualification requirements for the position, including the mandatory Executive Core Qualifications (ECQs);

· Other technical qualification rating factors, if applicable;

· Application procedures;

· A statement whether limited relocation expenses may be paid or will not be paid for nationwide announcements.  If limited relocation expenses will not be paid, the selecting official must document in writing the reasons for not paying relocation expenses.  This justification will be maintained in the vacancy announcement file at BPD/ARC;

· Statement regarding reasonable accommodations for individuals with disabilities;

· Statement concerning the position’s sensitivity.  Announcements will state that completion of the Personal Identity Verification (PIV) process and a background investigation are pre-requisites and will note the level of security clearance required for the position;

· An equal employment opportunity statement;

· Identification of a point of contact for questions applicants may have; 

· A statement that the selectee must be willing to agree to a credit check if he/she is required to obtain a Government-contractor issued travel card.  Additionally, a statement that a selectee that is unable to retain his/her card during employment may be subject to disciplinary action, which may include removal from Federal service;

· A statement that all payments to employees (e.g., salary, travel reimbursements) must be paid by direct deposit;

· A statement that the use of Government postage-paid envelopes to submit applications for employment is a violation of Federal law (18 U.S.C. 1719).  Applications received in Government postage-paid envelopes (including franked, metered, and commercial mail delivery such as United Parcel Service and Federal Express) will not be considered;

· A statement that the selectee will be required to serve a one-year probationary period, if he/she has not previously served one as a senior executive;

· A statement that the complete application package must be received in BPD/ARC by the close of business on the posted announcement closing date;

· A statement that the employee must file a public financial disclosure report;

· A statement that the position being filled is subject to TIGTA’s drug, alcohol, or fitness testing program, if applicable;

· A statement that the 1993 Hatch Act Reform Amendments prohibits oral and written political recommendations for Federal jobs; 

· Any other OPM or Treasury requirements;

· Statement that the application contains information subject to the Privacy Act (P.L. 93-579 and 5 U.S.C. 552a).  This information is used to determine your qualifications for employment.  The use of this information is authorized under 5 U.S.C. 3302 and 3361;

70.12.4.8   Application Procedures.  Applicants are fully responsible for submitting application packages to BPD/ARC.  Application packages should include a resume, or the Optional Application for Federal Employment (OF 612), or any other written format including Application for Federal Employments (SF-171) with an original signature and date; a narrative description of the ECQs; and a narrative description of the applicant’s technical qualifications (if applicable).  BPD/ARC may request that multiple copies of the packet be submitted.

Under most instances only complete application packages received by the closing date listed in the announcement should be considered; however, the Executive Review Board (ERB)1 may elect to accept an application package that is late due to rare and extenuating circumstances. 

70.12.4.9   Position Qualification Requirements.  All candidates must meet the ECQs that are common to all senior executive positions.  The ECQs are composed of the generic leadership competencies associated with SES positions.

All candidates must also meet the technical qualifications standards established by TIGTA for successful performance in the position.  The technical qualification standards must be specific to the position and work of the position being filled, but must not emphasize TIGTA-related experience to the point of excluding from consideration well-qualified candidates from other agencies or from outside Federal service, if appropriate.

70.12.4.10   Evaluation and Rating of Candidates.  After the announcement has closed, BPD/ARC will review all application packages to verify the applicant’s eligibility for the position, i.e., citizenship and technical certifications.  BPD/ARC will forward to the ERB (via the HCER Coordinator) a copy of all eligible applicants and a list of the names of the ineligible applicants with the reason for their ineligibility.  

The ERB will conduct the rating process (with the assistance of the HCER Coordinator) assessing the technical and professional qualifications and the ECQs of the applicants and determining whether the candidates meet the ECQs.  

The ERB members may independently or as a group evaluate each of the applicants against the rating schedule from the crediting plan.  The ERB will assign a numerical score that is derived using the rating schedule.  Notes on the assignment of scores should be made and kept as a matter of record.  All applicants must be evaluated against the same job related criteria, and the ERB must certify each applicant’s executive and technical qualifications.  The ERB will discuss differences of more than one level on each rating factor for the purpose of resolving the differences.  Reasons for unresolved differences must be made a matter of the record.  Applicants that are currently in the SES may be given noncompetitive consideration.  

Once applicants are rated, the ERB with advice from the HCER Coordinator will determine the overall level applicants must meet in order to be referred on the certificate of the “Best-Qualified” to the selecting official.  A break in score may be used to identify a meaningful distinction among the applicants.  

The HCER Coordinator will then prepare a “Best-Qualified” Certificate for selection.  Included in this certificate will be recommendations from the ERB to the selecting official on the eligible applicants.  The notes from the assignment of ratings for each individual applicant or a memo to the selecting official from the ERB certifying the best-qualified applicant is acceptable.  The ERB will also certify in writing that the appropriate procedures of this plan were followed.

Upon receipt of the “Best-Qualified” Certificate, the selecting official may or may not conduct interviews with the best-qualified applicants.  The selecting official may elect to delegate the responsibility to the ERB or an interview panel.  

After the selecting official or designee has made a candidate selection, a tentative offer of employment to the selectee will be made.  The selecting official or a designee (such as a member of the ERB or the HCER Coordinator) may make the tentative offer of employment.  The selectee is informed that the offer is pending approval and certification of his/her executive core qualifications by the Qualifications Review Board (QRB)2 and the successful passing of a background investigation.  Also, at that time the selectee should be informed of the remaining steps in the approval staffing process.  

70.12.4.11   Certification of Candidate’s ECQs.  If the selectee is entering the SES for an initial career appointment, the OPM QRB must certify the selectee’s executive core qualifications.  If the selectee is currently in the SES, the QRB is not required to certify the selectee’s executive core qualifications.

If a QRB certification is required, a request must be made on the basis of meeting one of the following criteria:

a) Demonstrated experience;

b) Successful completion of a formal OPM approved SES or SES candidate development program; or

c) Possession of special or unique qualifications that indicate a likelihood of executive success.

The request must include the selectee’s application package and the ERB’s certification that the selectee has met the ECQs.  The HCER Coordinator will verify that all of the required documents are in the selectee’s application package and will forward the package to the Department’s Human Resources Strategy & Solutions (HRSS) Group for a quality review.  If no revisions are needed the HRSS will submit the application package directly to the QRB at OPM.  If revisions are needed the HRSS will return the application to the HCER Coordinator, so that he/she may work with the selectee to make the revisions.

After receiving the application package the QRB may determine there is insufficient information to make an initial determination and may instruct the submission of additional evidence or information.  In this instance, the application package will be returned to the Department’s Executive Resource Coordinator (DOER) then to the HCER Coordinator.  The HCER Coordinator will collaborate with the selectee to gather the additional evidence and information.  The application package is resubmitted through the appropriate channels.

The OPM QRB will inform the DOER when the certification approval of the selectee’s application and ECQs has been made.

70.12.4.12   Appointment of Candidate to the SES Position.  After the selectee has met the ECQ certification (whether by approval of the QRB or by being an existing SES member), the selectee will be contacted by the HCER Coordinator to obtain a desirable start date and to obtain the name of the point-of-contact at the selectee’s current human resources office.  The start date may be dictated by the length of time it takes to acquire the feedback about the background investigation, in addition to the time involved in coordinating the release date with the selectee’s current employer.  Therefore, the offer of employment remains tentative until the selectee has successfully passed the background investigation.

The HCER Coordinator will inform BPD/ARC of the tentative start date and will forward to BPD/ARC the selectee’s application package and the original certificate of eligibles.  A copy of the vacancy announcement, the selectee’s application package, a copy of the certificate of eligibles with the selection annotated, and the notes made during the rating process will be maintained on file with the HCER Coordinator.  

At this point, a representative of BPD/ARC will contact the selectee and send him/her the appropriate employment forms.  The HCER Coordinator will work with the TIGTA Security Officer to send the appropriate background investigation documents to the selectee.

Upon receiving a favorable background investigation determination, the selectee will be made a final offer of employment.  The final offer of employment may be made in the same manner as the tentative offer of employment.  The selecting official or designee will discuss with the selecting official a reporting date.  The HCER Coordinator will follow-up the verbal offer of employment by sending the selectee a written offer of employment.  

70.12.5   Senior Executive Service Employee Performance and Drop Files
70.12.5.1    Purpose.  This section provides guidance on the maintenance and contents of SES Employee Performance Files (EPF’s) and Drop Files.  

70.12.5.2  Authority.

5 CFR 293

70.12.5.3   SES EPF’s.   The Office of Personnel Management requires the establishment and maintenance of EPF's for all employees, including SES employees.  The SES EPF’s should contain all performance-related documents and will be retained for a period of 5 years.  The following documents must be maintained in the SES EPF:

· Performance Plans/Critical Elements

· Mid-Year and Annual Performance Appraisals 

· Employee Performance Appraisal Rebuttals

· Performance Review Board Notes

· Documentation of Satisfactory Completion of SES Probationary Period

The Human Capital Team will maintain the official EPF’s for all TIGTA executives.  Supervisors of executives (e.g., Deputy Inspectors General for Audit and Investigations) will maintain working copies of EPF’s for the executives reporting to them. 

70.12.5.3.1   Review of EPF’s.  The Human Capital Team and supervisors of executives will review the EPF’s annually (at the conclusion of the annual performance appraisal period is recommended) and purge any documents older than 5 years.  No documents will be destroyed regardless of age from EPF’s that are part of ongoing administrative, negotiated, quasi-judicial, or judicial proceedings without prior concurrence from the TIGTA Office of Chief Counsel.    

70.12.5.3.2   Employee Requests to Review Their EPF.  An executive is entitled to review his/her EPF.  If an employee wishes to review the information contained in his/her EPF, he/she will first request to review the working EPF.  The manager will provide the working EPF for the employee’s review and inform the employee of when the EPF is to be returned to the manager.  

If the employee wishes to review the official EPF, the employee will contact the Director, Human Capital and Support Services, to request to review his/her EPF information.  Human Capital will provide a copy of the EPF to the requesting employee within 5 work days of receipt of the request. 

70.12.5.3.3  Third Party Request to Review the EPF.  There may be times when a third party may have a need to review an EPF.  If so, the request should be forwarded to the TIGTA Director, Human Capital and Support Services.  The requestor must submit the requesting in writing (e-mail is acceptable), detailing the reason for the request, the length of retention and the final disposition of the file provided.  The Director, Human Capital and Support Services, will determine if the requestor has a valid “need-to-know” and if so, an “Official Copy” will be provided within five (5) work days form the receipt of the request in accordance with TDP 15-71 and TIGTA’s security Policy.


70.12.5.4   Drop Files.  The Human Capital Team will maintain the Drop Files for executives reporting directly to the Inspector General or the Principal Deputy Inspector General.  Supervisors (e.g., the Deputy Inspectors General for Audit and Investigations) of other executives will maintain Drop Files for those executives reporting directly to them.

The following types of information and documents (grouped by their respective retention periods) will be maintained in a Drop File:

Retain until Contents are Incorporated into the Current Appraisal, then Destroy

· Performance Counseling Letters 

· Feedback Session Notes 

Retain 1 Year, then Destroy

· Approved Telework Agreements and Related Program Documents (1 year from end of employee participation)

· Disapproved Telework Applications (1 year from denial of request)

Retain 2 Years, then Destroy

· Leave Restriction Letters

· Letters Placing Employees on Administrative Leave

· Reprimands or Adverse Actions

Retain 3 Years, then Destroy

· New Employee Orientation Checklist (3 years from date manager signs completed checklist)

Retain 5 Years, then Destroy

· Employee Training Certificates and Other Training Records 

· Copy of Annual UNAX Certification Form (original form is to be sent to BPD for inclusion in Official Personnel Folder (OPF) 

Retain 6 Years and 3 Months, then Destroy

· Limited Open Travel Authorizations Issued Annually to Employees (6 years and 3 months after issuance date)

Retain Until Action or Event Described Occurs

· Employee Training Needs and/or Development Goals/Needs (destroy after training is completed or development goals are met)

· Copies of Receipts of Property Assigned to Employee, e.g., Telephone Calling Cards, Pagers, etc. (destroy after property or asset is returned by employee or excessed through the property management program)

· Conduct Counseling Letters (retain for up to 1 year after date of issuance, then destroy)

The following forms may be stored in the Drop File if the manager chooses to do so:

· Copies of Outside Employment Requests.   Retain 3 years, then destroy.  See (700)-30.3 for further information on Outside Employment Requests. 

70.12.5.5   Calculation of Retention Periods.  When applying the retention rules for both EPF’s and Drop Files, do not consider documents related to the current rating period.  For example, FY 2006 EPF’s should contain documents from FY 2006 (current rating period), plus the 5 prior years.  

70.12.5.6   Distribution of Working EPF’s and Drop Files upon Personnel Changes.  When an executive separates from TIGTA, supervisors of executives will forward the departing executive’s working EPF and Drop File to Human Capital within 5 work days of the employee’s separation date.  Human Capital will maintain the Drop File for 1 year after the employee’s separation date.  

At the employee’s request, the manager will provide a copy of the EPF and Drop File to the departing employee.  

70.12.5.7   Security of Employee Performance and Drop Files.  EPF’s and Drop Files are confidential files.  Supervisors and Human Capital personnel are responsible for ensuring these files are maintained in a secure cabinet, in a secure room, or other storage facility that provides adequate security.  The files must be protected against unauthorized access and/or disclosure.  Access to, and disclosure of EPF and Drop Files will comply with applicable Federal confidentiality statutes and generally be limited to personnel with an official need to access the files and the information contained in them.

70.12.6  Senior Executive Service Candidate Development Program
70.12.6.1  Purpose.   This section provides the policy and guidance on the development of individuals for the Senior Executive Service through a formal Candidate Development Program.  By successfully completing this development program, upon OPM certification, senior managers will have the ability to be noncompetitively placed into an SES position within the Federal Government.

70.12.6.2   Scope.  The provisions of this chapter apply to all participants in the TIGTA SES Candidate Development Program. 

70.12.6.3   Authority.

5 U.S.C. 3396 and 3397

5 CFR 412

5 CFR 317

70.12.6.4   Policy.  It is the policy of TIGTA to promote effective management by identifying individuals with leadership potential and developing the skills and corporate perspective they need to assume an executive position within the Federal Government.  TIGTA recognizes that a formal SES Candidate Development Program is one way to identify and develop future executives.  

70.12.6.5  Responsibilities.  The Inspector General or designee is responsible for:

· Monitoring executive staffing levels and availability of skilled executives as part of strategic  and succession planning;

· Providing for the systematic development of individuals for advancement to executive positions and determining the role a formal CDP will play in that development;

· Selecting candidates for executive development consistent with merit system principles;

· Ensuring that certified candidates are provided consideration for SES positions as vacancies occur.

The Executive Resource Board (ERB) is responsible for:

· Rating and ranking applications in response to a vacancy announcement specific to TIGTA’s CDP;

· Monitoring the CDP to ensure it maintains a corporate perspective and supports TIGTA’s Strategic Plan;

· Soliciting and approving coaches/mentors for the program and determine coaches/mentors training needs;

· Approving and monitoring the individual development plan for selected candidates to ensure it is prepared from a competency-based needs determination;

· Assigning candidates to developmental assignments for purposes of broadening the candidate’s experience and/or to increasing knowledge of the overall functioning of TIGTA so that a candidate is prepared for a full range of positions;

· Meeting with selected candidates at least once during the CDP to assess progress and provide feedback toward completion or modification of the IDP;

· Certifying the successful completion of a candidate’s IDP and the acquisition of the executive core qualifications required for entry into the SES.

The Human Capital Team is responsible for:

· Developing a policy and procedures for conducting a formal SES CDP;

· Suggesting modifications to the program to ensure program effectiveness and compliance with OPM requirements;

· Developing a comprehensive announcement consistent with SES merit staffing procedures;

· Assisting a candidate in the development of an SES individual development plan for the duration of the program and ensuring it is approved by the ERB;

· Ensuring the formal education portion of the program fully meets the requirements outlines in 5 CFR 412.104;

· Ensuring that merit principles are met and applied throughout the program and candidates who wish to terminate participation may withdraw from the program without prejudice to his/her ability to apply directly for an SES position.

The coach/mentor is responsible for:

· Participating in the systematic development of a candidate for advancement to a higher management level;

· Preparing for service as a mentor by completing such orientation, training and/or independent reading as may be prescribed by the ERB;

· Providing for general career counseling and guidance to candidates on preparing for the SES;

· Recommending developmental activities to be included in candidate’s IDPs;

· Serving as a liaison with TIGTA executives to facilitate candidates’ access to training and developmental assignment opportunities.

The candidate is responsible for:

· Seeking guidance from mentors, ERB, and other officials as needed throughout the developmental period;

· Completing one or more prescribed needs assessment and developing an IDP based on the results of that assessment;

· Completing all IDP activities in a timely manner, keeping ERB apprised of progress and securing ERB approval for any modifications to the IDP;

· Successfully completing all formal training associated with the CDP;

· Completing and fully developing ECQs for acceptance by OPM internal Qualifications Review Board.

70.12.6.6   Duration and Frequency.  Candidate Development Programs will be for a minimum of 1 year and a maximum of 2 years.  Each candidate will have a documented start and end date for the program.  The start date will be the date that the candidate’s developmental activities begin and the ending date will be the date the ERB certifies completion of all IDP activities.  For those candidates who do not successfully complete the program the ending date will be the date of termination from the program.

There will only be 1 SES Candidate Development Program in a twelve-month period.

70.12.6.7   Recruitment.  The minimum recruitment area for a CDP is “Qualified Federal Employees Only.”  The recruitment efforts must take into consideration the goal of achieving a diversified workforce.

70.12.6.7.1   Vacancy Announcements.  All CDP announcements must be open a minimum of 14 days.  A copy of the announcement must be provided to OPM and it must be entered into OPM’s Federal Job Opportunities Listing.  A copy will be provided to the Department’s Office of Human Resources Strategy and Solutions

Each SES CDP announcement must contain the following:

· Opening and closing dates;

· Minimum area of consideration;

· Description of program;

· Description of target positions for which candidates will be developed;

· Qualifications requirements/evaluation criteria (must include executive core qualifications, but may include additional technical qualifications);

· Evaluation methods;

· Application procedures;

· EEO statement;

· Special considerations such as security clearance required;

· Name and telephone number of contact person.

70.12.6.7.2   Eligibility.  Participation in TIGTA’s Candidate Development Program is limited to individuals who are now serving or have previously served at the GS-15 level or equivalent. 

70.12.6.7.3   Selection.  Selections for TIGTA’s CDP must follow SES merit staffing procedures.  The number of selections should be consistent with the number of anticipated SES vacancies.  

70.12.6.8   SES Coach/Mentor.  Each individual selected under an SES CDP must have an assigned coach/mentor who is an SES member.  The role of the coach/mentor is to assist the candidate and provide guidance during the developmental process.  The coach/mentor need not be in the same functional organization as the candidate and to the extent possible, should be generally outside the candidate’s line of authority.  Coach/Mentors are selected by the ERB and selection should take into account the developmental needs of the candidates.  

Before approving an SES member to serve as a coach/mentor the ERB will consider the person’s prior experience and training in facilitating and coaching and prescribe additional orientation, training, or independent reading on mentoring to the extent that may be necessary.

70.12.6.9  Individual Needs Assessment.  Prior to beginning the developmental phase each candidate will complete one or more competency-based needs assessments to determine which executive core qualifications need to be developed or strengthened during the program.  Each assessment may include, but are not limited to, OPM’s Management Excellence Inventory (MEI) and any successor versions; Myers-Briggs Type Indicator (MBTI), 360-degree Feedback, etc.

70.12.6.10  Individual Development Plan (IDP).  Based on the results of the competency-based needs assessment, feedback from the candidate’s coach/mentor and TIGTA’s ERB, each candidate will develop an IDP reflecting past work, education and training, and planned developmental activities.  The IDP is to be prepared in coordination with the candidate’s assigned SES mentor and the supervisor of record and must be approved by the ERB.  

At a minimum, plans must include the following:

70.12.6.10.1  Orientation Session.  The purpose of this is to familiarize candidates with program requirements, policies, and expectations, and provide interaction with senior management officials.  To promote a corporate identity and exchange of ideas among executives and to highlight Departmental priorities and initiatives, the orientation must include a briefing or presentation by a Departmental management official.

70.12.6.10.2  Formal Interagency Training Experience.  The training must address the executive core qualifications and their application to SES positions Government-wide.  To satisfy this minimum requirement the training must be at least 80 hours (two full weeks) in duration and include interaction with a wide mix of Federal employees outside of the Department, but may also include managers from state and local government and the private sector.  The nature and scope of the training must have Government-wide or multi-agency applicability.  (See Attachment A for examples of training that will satisfy this requirement.)

70.12.6.10.3  Developmental Assignments.  These developmental assignments are designed to broaden the candidate’s experience and/or increase knowledge of the functions of the bureau and/or Department.  To satisfy this requirement, one or more of the assignments may be used, but they must total at least four months (16 weeks) of full-time service and must be outside the candidate’s position of record.  Assignments should also take into consideration each candidate’s work history and specific developmental objectives and should generally be in an area in which the candidate has little or limited experience.

70.12.6.10.4   Treasury Executive Institute (TEI) sessions.  Each candidate must attend a minimum of two sessions at TEI to address current issues and promote interaction with other executives and candidates.  In determining which sessions are applicable to the trainee’s leadership development, the sessions chosen should be closely aligned to TIGTA’s mission.

70.12.6.10.5   Supplemental Training and Activities.  Dependent on each candidate’s needs and objectives, the IDP may include additional developmental training and activities.  These may include internal and external training in specialized fields (e.g., financial management, information technology, media relations); details, rotations or shadow assignments to other functional or program areas; participation on various committees, task forces, or working groups; or completion of special case studies, projects and initiatives.

70.12.6.11   Evaluation.  At mid-point (but at least every six months) the chair of the ERB will meet with each candidate and review the candidate’s performance and progress in completing or modifying  IDP activities.  The functional executive and the candidate’s mentor will be present at this meeting and the review will be documented on the IDP.

70.12.6.12  Certification.  Within 9 months of a candidate’s successful completion of the CDP, the ERB will forward a request to the Department’s Office of Human Resources Strategy and Solutions to seek certification of a candidate’s executive core qualifications by an OPM Internal Qualifications Review Board (QRB).  Extensions to the nine-month time frame may be granted by the Department’s Office of Human Resources Strategy and Solutions; however an extension must be requested prior to the nine-month ending date.

70.12.6.13  Termination.  A candidate’s participation in TIGTA’s CDP will automatically terminate upon separation from TIGTA.  Participation may also be terminated by the candidate’s selection into an SES position, the candidate’s request or by action of the ERB.  When termination is initiated by the ERB the termination must be based on unacceptable performance or failure to complete program requirements in the designated timeframe.  The candidate must be provided written notice that includes the effective date and reason for program termination.  Termination of program participation is not subject to adverse action procedures and does not, in itself, affect the candidate’s employment status.

70.12.6.14  Establishment of Program.  At least 10 workdays prior to establishing and announcing an SES CDP, TIGTA will provide written notice to the Department’s Office of Human Resources Strategy and Solutions.  This notice must include the following:

· The proposed announcement date(s);

· The tentative number of candidates to be selected and how that number was derived (i.e., tie to anticipated vacancies);

· The area of consideration, and the specific recruitment efforts that will be taken to help achieve the goal of a diverse workforce;

· The competency-based needs assessment(s) that will be administered to program participants prior to developing their IDPs;

· The basic developmental activities that will be required of all program participants including the 80-hour courses from which candidates may choose to fulfill the core interagency training requirement.

70.12.6.15  Notification of Program Entry or Termination.  Following the formal announcement of the CDP and the selection of participants under merit staffing procedures TIGTA will notify the Department’s Office of Human Resources Strategy and Solutions of the selections by submitting a transmittal form with names of candidates.  Forms are to be submitted within five workdays of the effective date indicated on the form, which will constitute the candidate’s starting date for the program.  In addition, TIGTA must notify the Department’s Office of Human Resources Strategy and Solutions via a transmittal when a candidate’s participation in the program is terminated.  This notification should also be submitted within five workdays of the effective date.

70.12.6.16  Submission for QRB Certification.  No later than nine months after successful completion of a formal CDP TIGTA’s ERB will submit a written request to the Department’s Office of Human Resources Strategy and Solutions to seek certification of the candidate’s executive qualifications by an OPM QRB.  The request must include two copies of each of the following:

· A memorandum, signed by the Chair of the ERB, certifying that the candidate has successfully completed all developmental requirements under the CDP and has demonstrated the executive core qualifications required for entry into the SES;

· A transmittal form requesting pre-certification of executive qualifications and including the dates and OPM control number of the vacancy announcement under which the candidate was selected; the date the candidate began the program (starting date); and the date the candidate successfully completed the program as certified by the ERB (ending date);

· A brief (one-page) resume or summary of the candidate’s managerial experience;

· A copy of the candidate’s completed IDP, signed by the candidate, mentor and ERB Chair; and

· A separate summary of the candidate’s accomplishments during the development period that describes specific requirements; the courses, assignments or activities used to satisfy the specific requirements; and how the courses, assignments or activities contributed to the candidate’s development of one or more of the executive core qualifications required for entry into the SES.

70.12.6.17  Approval Notification.  Upon approval by OPM the Department’s Office of Human Resources Strategy and Solutions will notify TIGTA Human Resources and forward the candidate’s formal Certificate of Executive Qualifications.

1 The Executive Review Board (ERB) is a panel of top Treasury Inspector General for Tax Administration executives responsible for conducting the staffing process for career appointment to senior executive positions.  The ERB is also responsible for setting policy on and overseeing areas such as position planning and executive development.  The board is appointed to serve in this capacity for a length of time determined by the Inspector General.


2 The Qualifications Review Board is established by the Office of Personnel Management to certify the executive qualifications of candidates for initial career appointment.  The board is an interagency responsibility composed of senior executive members from within the Federal community. 
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