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[bookmark: _Toc279504534]Executive Summary

The U.S. Department of Housing and Urban Development appreciates the magnitude of talent currently employed within the Department.  Through the Emerging Professionals Program an opportunity for the Department and employees to develop that existing talent.  
 Recognizing the need to expand the number of developmental programs offered by our Department, a new initiative - "The Emerging Professionals Program”, will be specifically designed to support the development and career advancement of our staff members at the GS-11 level and below. The structure of this program will be similar to the Emerging Leaders Program and will develop candidates to support the agency succession planning efforts, as well as serve as an enhancement for employee career progression.
 In July 2010 a diverse team with representatives from multiple program offices and the union representation began meeting to define the curriculum and selection process.  The outcome of this teams work lead to a program to be implemented across the Department by the Training Division, in the Office of the Chief Human Capital Officer (OCHCO).
Meeting of the EPP Development team and the Training Division, in the Office of The Chief Human Capital Officer will be conducted during the development of the final program.
After the EPP Development Team provided their recommendations, the program was increased from 30 to 60 participants, during the Secretary’s Town Hall meeting on November 16, 2010.  In addition, Secretary Donovan announced the EPP would be announced by the end of the calendar year. 
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[bookmark: _Toc279504535]Section I – Overview and Goals
[bookmark: _Toc279504536]Description and Purpose
The Emerging Professionals Program is designed to provide developmental skills and hands-on experiences to participants, particularly in order to prepare them for opportunities to move from administrative support positions to program staff in non-supervisory positions.
[bookmark: _Toc279504537]Program Outcomes
· Participants will be instructed on corporate competencies
· Multiple developmental opportunities (rotational assignments) for corporate competencies will be made available 
· Rotational assignments are to be solicited from Program and Support Offices where there is a need that can be met by the participants of this program (It was not feasible to coordinate 60 rotational assignments prior to launching the program in the second quarter of FY11.  Therefore, rotational assignments will occur during the second half of the program.
· Selection for participation aimed to identify highly qualified individuals who after successfully completing the program will be eligible to compete for higher graded positions in a professional occupation.
· A participant in the program will spend a maximum of 50% of the normally scheduled work time in carrying out the assignments of the EPP (The timing of the rotational assignments will dictate the actual percentage). 
· The program will last approximately twelve months with a new session starting each year contingent upon funding (With a projected program start date in the second quarter, we are announcing the program as 9 months long.  The first 3 months in FY12 will be used to announce the FY2012 program, receive applications, and select candidates).

[bookmark: _Toc279504538]Program Success
A successful program will be indicated if 90 percent of the participants who complete the program are provided an opportunity for a promotion within a 2 year period following completion of the program.  
[bookmark: _Toc279504539]Section II – Administration
[bookmark: _Toc279504540]Oversight Committee
The Oversight Committee maintains oversight of the program from start to finish.  The Committee approves assignments and the method used to identify assignments.  It is charged with ensuring an individual is able to complete the program or to remove unsuccessful participants.  They serve as approving officials to ensure that participants have met all requirements of the program.
The Oversight Committee will have representation from headquarters, the field offices, and regional offices.  The Program coordinator is not considered a member of this committee.
The role of the Oversight Committee has been changed to Selection Committee.  The Selection Committee will facilitate the selection process.  The program’s selection process will include three levels of review (screening, interview, and selection).  A three phased approach will be implemented to ensure integrity of the selection process.
Screening Committee
The screening committee will be responsible for reviewing all applications that are submitted for the EPP.   The screening committee will consist of 25 total members.  The committee will be divided into 5 groups with 5 members in each group.  The members will include representation from the following:  Union (1), Field Office (2), and Headquarters (2).  Each group of the screening committee will be expected to identify their top 20 applications, and 10 alternates.  The selection will be based on the applicant’s responses to the questions found in the application package.  Members of the screening committee should be prepared to commit approximately four to six hours a day for a two week period reviewing applications.
Interview Committee
The interview committee will be responsible for conducting interviews.  The applicants selected from the screening committee will serve as the pool of interview candidates.  The interview group will consist of 3 representatives from every region (30 total members).   The members of the interview committee will include representation from the following:  Union (1), Supervisor (1), and Non-Supervisor (1).  Interviews will be conducted using a panel process.  The panel interview structure will consist of three members asking applicant questions.  Each interview will last for 30 minutes.  All interviewers will be responsible for taking notes in regards to the applicant’s answers to the questions.  Following the completion of the interview, the interviewers will rate the applicant.  Members of the interview committee should be prepared to commit approximately five hours interviewing over a one week period.  
Selection Committee
The selection committee will be responsible for making the final selections for the program.  The selection committee will only review the top 8 applicants from every interview committee group (total of 80 applications).   The selection committee will consist of five members.  The members will include representation from the following:  Union (1), Field Office (2), and Headquarters (2).  Members of the selection committee should be prepared to commit approximately six hours reviewing applications and interview notes over a one week period.
Note:  All panel members will be GS-12 or above.

  
[bookmark: _Toc279504541]Administrative Program Coordinator
The Director of Training will appoint a Program Coordinator (PC) to management to EPP program. Each participant will work with the PC to establish the appropriate mix of assignments, provide coaching, and define activity success.  The PC acts as a liaison between the Oversight Committee, coaches, mentors, and participants.  The PC works with supervisors to evaluate pre and post assessments to ensure closure of skill gaps and document strategies on how gaps were closed. The PC is charged with ensuring an individual is able to complete the program.  
[bookmark: _Toc279504542]Create an Emerging Professional Web Page
The Training Division will create and maintain an Emerging Professional Web Page on the HUD@work website.  This page will contain information related to the program, including the announcement memo, objectives, how to apply, all necessary downloads, how selections will be determine, and contact information.   This site will be established prior to announcement and referenced in the announcement.
[bookmark: _Toc279504543]Section III – Selection
[bookmark: _Toc279504544]Responsibility
The selection of applicants will be managed by the Division of Training and Development.  The Oversight Committee will make all final selections and conduct interviews if needed.  The Selection Committee will make the final selection of applicants.
[bookmark: _Toc279504545]Program Announcement
The timing of the announcement requires the program elements to be in place.  In order to properly provide all the required information with regards to the program a web-site for the Emerging Professionals Program (EPP) must be established with all details of the objectives, application process, schedule of courses, and potential rotational assignments.  The following guidelines have been identified:
· Announcement sent by Deputy Secretary  30 days prior to due date
· Include link to HUD@work for all details including timelines
· Applicants must have time to obtain a HUD travel card prior to kickoff meeting in Washington
· All courses are purchased and scheduled  With the accelerated timeline, the vendor and course identification will occur concurrently with the selection process.
· Rotational assignments have been identified prior to announcement.  Timing due to additional candidates added to program and accelerated pace to launch program??
· Content of EPP site HUD@work
i) Scope/Objectives: Must be detailed
ii) Minimum requirements outlined
iii) Detailed steps on “How to Apply”
iv) Schedule of courses and locations
v) Rotation assignments  Timing due to additional candidates added to program and accelerated pace to launch program??
vi) Timeline
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Rating Panel
A separate rating panel will be established to review, rate, and recommend selections for the program.  The panel will use pre-established rating factors. The following guidelines have been identified:
· Suggested minimum makeup of rating panel:  HQ 1, Region 1, Field 1
· Rating Criteria is pre-defined and uses a point system
The rating panel will follow the process described for the selection process found in the Oversight Committee Section of this document.
[bookmark: _Toc279504547]Eligibility Requirements
To participate in this competitive program several minimum guides have been developed to provide this opportunity to the most qualified. The following guidelines have been identified:
· Minimum 3 years with HUD
· GS grade up to GS-11
· There is no grade advancement in current occupied position.
· A rating of “Highly Successful” achieved in the latest performance appraisal (Union prefers Fully) Fully Successful was the rating that will appear in the program announcement. 
[bookmark: _Toc279504548]Application Documents
To standardize the application process, a form based on the rating criteria will be required to be completed by each applicant in addition to the items listed below.  Each applicant package will be screened for completeness prior to being submitted to the rating panel.
· An application document will be prepared using a question approach.  (See attached draft form)
· Copy of first page of Performance Appraisal
· Narrative 
· 3 letters of recommendations  including a current or former supervisor
[bookmark: _Toc279504549]Applicant Interviews 
Applicant interviews will only be conducted if there is no clear distinction among a group of the most highly rated final applicants.  The following guides have been identified:
· Only if needed for selection of final participants.  For example if there are only two positions remaining and the five next-highest-rated applicants are rated extremely close, interviews of those applicants may be conducted by the panel.
· Interviews will be structured and documented
All applicants selected from the Screening Committee will be interviewed.
[bookmark: _Toc279504550]Waitlist
A waiting list of the five next-highest-rated applicants will be maintained in the event a selected applicant is unable to participate.  Applicants on the waitlist are not automatically enrolled in the next session.  The following guidelines have been identified:
· A waiting list of 5 applicants will be kept 
· Applicants will be notified if on waitlist
· Waitlist used to fill vacancies that arise during the first month.
· The waitlist does not roll over to next enrollment period.
The Selection Committee will review a total of 80 applications.  After selecting the primary candidates, 20 will serve as back-ups.
[bookmark: _Toc279504551]Other Selection Considerations
· Diversity
· Program Offices; Support Offices; HQ; Field
· Grade dispersion
i) Do not have GS 5–7 compete against GS 9–11.  No process has been developed for this selection consideration.
ii) Must be balanced with HQ and field, given different grad distributions at each.
· Geographic consideration
[bookmark: _Toc279504552]Selection Notification Process
Following the review and selection by the oversight committee all applicants will be notified of their results.  The following guidelines have been identified:
· Selection notifications should come from either the Deputy Secretary or CHCO
· All applicants must be notified the same day on whether they were; selected, not selected, or placed on the waiting list.
[bookmark: _Toc279504553]Commitment Contract
All participants will be required to sign a commitment contract outlining the expectations and withdrawal procedures.  The contract is an understanding of expectations on both the participant’s and HUD’s parts.  Instead of calling it a commitment contract, the document is being called a program agreement.
[bookmark: _Toc279504554]Section IV – Assessments
[bookmark: _Toc279504555]Pre-assessments
Each selected participant will be required to undergo two assessments to aid in their understanding of how they learn, interact with others, and their interests.  The assessments will be taken on-line with results shared only with the coaches and participants.
· DISC  
· Dominance – relating to control, power and assertiveness 
· Influence – relating to social situations and communication 
· Steadiness (submission in Marston's time) – relating to patience, persistence, and thoughtfulness 
· Conscientiousness (or caution, compliance in Marston's time) – relating to structure and organization
· Myers-Briggs Type indicator: - Dichotomies
· (E) Extraversion vs. (I) Introversion
· (S) Sensing vs. (N) Intuition
· (T) Thinking vs. (F) Feeling
· (J) Judgment vs. (P) Perception
[bookmark: _Toc279504556]Section V – Curriculum
[bookmark: _Toc279504557]Competencies
The Emerging Professional Program is competency based.  To ensure participants are exposed to critical professional competencies the following lists of competencies has been developed.
· Identified Competencies
i) OPM’s Core Fundamental competencies
ii) Integrity, Honesty, Interpersonal Skills, Continual Learning, Resilience, Oral communications, Written Communications, Flexibility, Problem Solving.
iii) Customer Service, time Management, Project Management for Office Professionals, Increasing Personal Effectiveness, Accountability, Stress Management, Workplace Etiquette.
iv) Interview techniques
v) Resume building
vi) Federal Budget, Federal Appropriations, Procurement, HR operations entire process.  
(1) Existing courses within or outside of the Department can be used 
(2) Existing courses may need to be scaled to appropriate length
· Where possible courses will be instructor led. Optional courses will be offered through HUDVU (Some individuals have difficulty with on-line training)
[bookmark: _Toc279504558]Developmental Courses
Using the identified competencies training courses must be identified.  It is also essential that the program begin with development courses prior to rotational assignments to prepare the participant at the fundamental level.
· Courses should be taught as a group to the maximum extent possible
· All courses must be competency based
[bookmark: _Toc279504559]Developmental Rotational Assignments (DRA) - Deleted
Developmental Rotational Assignments are designed to expose the participant to the organization and different occupations as well as the variety of talent that is necessary to meet the Department’s mission.
· Assignments will be accepted from offices where an immediate need exists.  
· Approximately 60 assignments will be needed.
· An agreement between program coordinator and the development office will be executed.  
· The Program coordinator will work with the rotational assignment host to develop outcomes and to define the position. A template to identify competencies and conduct interviews.
· The program coordinator will conduct exit interviews. 
· Each participant will take part in two rotations:
i)  1 required in a Program Office, and
ii)  1 required in a Support Office such as Administration
·  Assignments not requiring temporary relocation may last for 60 days.
· An assignment which includes travel may be limited to 30 days.
· The union offices may be included as a rotational assignment.  As with the program and support offices, the union will need to prepare a rotational assignment opportunity to participate.
· An active list of rotational assignments is to be made available prior to announcement of the program.  This list will be used by applicants during the application process.
[bookmark: _Toc279504560]Management Interviews 
Participants will be required to interview senior leaders during their rotational assignments to learn more about the current office and how the leadership views their role in meeting the Department’s mission.  Interviews should be integrated into each developmental assignment.  An interview template will be developed to assist in learning interview techniques and to ensure desired outcomes are achieved.  With no rotational assignments, what value would the management interviews bring?
[bookmark: _Toc279504561]Action Learning Teams 
Action learning teams are a type of learning involving multiple members working to address a Department issue. Each team will consist of 6 members.  The following guidelines have been identified:
· Projects must be designed to show how the strategic plan is link to day to day operations
· Outcome of projects must focus toward the operational side.
· Projects activities are designed for “Developing a HUD Professional”.
[bookmark: _Toc279504562]Shadowing Assignments 
Shadow assignments are used to expose applicants to the daily activities of a higher graded position within an area they may be interested in working.  Most shadowing assignments will introduce the applicant to a transformation environment versus a transactional. The following guidelines have been identified:
· Participants where possible should shadow a GS-15 or SES for 1 to 2 days during the development assignments.  Participants may also shadow SES or high-level Directors as a “sneak peek” into an Office prior to a rotational selection. 
· An additional shadowing assignment may include any position of higher grade to include GS-11, 12, 13.  Additional beneficial may be realized by shadowing individuals identified as leaving or retiring as part of knowledge management and succession planning.  Shadow assignments have not been coordinated through program offices.  
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Each participant will be required to have a mentor for the duration of the program.  Each mentor may have up to three participants.  While this reduces the number of mentors, it also provides a mentor with cross learning of experiences.  The following guidelines shall be followed:
· The existing HUD mentoring program may be used to identify mentors.
· Mentors must be at least one grade level higher.
· Participants may choose their own mentor if desired
· Mentors must agree to work with the program coordinator and objectives of the program.
[bookmark: _Toc279504564]Coaches – This should be the role of the supervisor
Each participant will be assigned a coach for the duration of the program.  The coach is charged with ensuring a participant is able to complete the program, or recommending the removal of unsuccessful participants to the Oversight Committee the removal of a participant.  As with mentors, a coach may coach as many as three participants. 
[bookmark: _Toc279504565]Section VI – Recommended Timeline and Actions for Initial Session
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Establishing a timeline for a new program with such intense and diverse developmental opportunities is essential to ensure implementation is carried out in professional manner.   The following activities must be completed prior to announcement.
· Develop a Statement of Work for all programs courses and procure.
· Identify, confirm, and post Rotational Assignments to EPP website  Deleted
· Recruit and identify Oversight Committee – Changed to Selection Committee
· Recruit and identify Program Coordinator 
· Recruit and identify Coaches – None identified
· Recruit and identify Mentors – No mentors have been identified
In the first year of the program, the EPP developmental team will help with recruiting the various EPP personnel.  In subsequent years, current and prior EPP personnel, and HUD leadership should be involved with recruiting the new EPP personnel.
	Action
	Start Day
	End Date

	Announcement by Dep Sec
	
	

	Applications Due to PC
	
	

	Panel Review
	
	

	Interviews if needed
	
	

	Notification of selections
	
	

	Program agreements signed
	
	

	Travel cards obtained
	
	

	Initial Kickoff - HQ
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The kickoff event will be combined with the first group competency training.  The kickoff should be viewed as a very high level event.  The use of a contractor is proposed. 
· Combined with initial competency based training
· Conducted in Washington DC
· Need travel cards for all participants
· Ceremony in HUD headquarters
i) Arrange speakers
ii) Overview of programs and expectations
Subsequent years’ kickoff events, also combined with the first group competency training, should be viewed as high level events.  The use of a contractor is proposed. Section IX – Program Completion
[bookmark: _Toc279504568]Section VII – Program Completion
Upon completion the participants will receive a certificate, and a consideration for promotion when applying for positions for which they meet all requirements.
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· Funding will be needed for travel to group training events
· Funding for rotational assignments that involve travel
· Recommend $1.2 million for each of 3 consecutive years for EPP class sizes of 30.  This amount will need to be finalized based on the final program and statement of work.  A high-level summary of the major expenditure categories is attached.
· Class size has changed from 30 to 60 participants.
[bookmark: _Toc279504570]Section IX - Additional Questions
· What percent of time away from regular work is reasonable?
· Who will conduct performance reviews?
· Wide variance in grade level – need to incorporate difference


[bookmark: _Toc279504571]- Appendixes -

· Emerging Professionals Program Application
· Emerging Professionals Program Reference Feedback Form
· Emerging Professionals Program Evaluation and Scoring Directions
· Emerging Professionals Program Application rating Form
· Emerging Professionals Program Rotation Assignment Host Form
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