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INTRODUCTION

This guide is designed to assist Leadership Development Program (LDP) participants and their mentors, supervisors, component coordinators and other managers/officials in understanding the operational procedures of the program.  

Additional information about the program may be obtained by contacting:


Office of Training


Center for Employee and Leadership Development


100 East High Rise Building

6401 Security Boulevard 



Baltimore, Maryland  21235

LDP coordinators:

	Al Brokos
	(410) 965-7246

	Francine Noel
	(410) 965-2480

	Jane White
	(410) 965-2415

	Nathalyn Whittington
	(410) 965-9426


Fax:  (410) 966-4046

Mailbox: ^DCHR OT CDP
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PROGRAM OVERVIEW
	PROGRAM DESCRIPTION
	The Leadership Development Program (LDP) is an 18-month program designed to develop a cadre of employees who have the leadership competencies necessary to perform effectively at the next higher level.  It is a competency-based program that offers a variety of developmental experiences through rotational assignments, classroom training, self-instructional training and other planned activities.  The program provides the opportunity for participants to expand their career perspectives, enhance their leadership potential and prepare them for leadership positions in the organization.  



	PROGRAM 

REQUIREMENTS
	To successfully complete the LDP, participants must:
· Select an SSA executive, manager, or team leader at the GS-14 level or above to serve as a mentor.  (A participant’s first-line supervisor cannot serve as his or her mentor);

· Attend the LDP Orientation and all core training sessions;
· Design an Individual Development Plan (IDP) that includes a series of consecutive developmental assignments for the 18-month program.  (Note:  51% of the assignments must be performed at the next higher grade level); 

· Complete at least three developmental assignments of at least 

4 months duration during the 18-month program;
· Complete all assignments in new areas of work (i.e., not the same or similar work in a different location);

· Complete at least one assignment outside of their Deputy Commissioner-level component;

· Additionally, complete at least one assignment outside of the home component (Regional/Associate Commissioner level or equivalent);

· Complete a minimum of 2 Leadership Interviews with leaders at the GS-14 level or above or with leaders at other government agencies or in private industry; 
· Complete at least 5 SSA Learn courses that support the competencies with one mandatory online writing course to be identified by the Office of Training; 

· Read and complete a written review of at least 3 books that focus on the leadership competencies. 
· Field Participants with no previous headquarters (HQ) staff experience):  Complete one 120-day assignment in a HQ staff component in the Baltimore/Washington area.
· HQ Participants with no previous “Operations” experience:  
Complete one 120-day assignment in a local SSA Operations claims-related component or Office of Disability Adjudication and Review (ODAR) field office; i.e., SSA field office,  Teleservice Center (TSC), Program Service Center (PSC), 
Office of Central Operations or ODAR hearing office.  Extending the length of the assignment is at the discretion of the host component.
· Complete the 4-day Title II/XVI Fundamentals course prior to the “Operations” assignment.
*Note: Previous experience will be evaluated on a case-by-case basis.

	MENTORS


	Participants must select a mentor to work with them throughout the program.  Mentor duties include:  
· assisting in the development of the IDP;

· considering the planned developmental activities; 
· attending required mentor training; and 
· evaluating the effectiveness of these activities.  
During the program, mentors and participants will have periodic discussions, as needed.  The frequency of discussions may vary depending on the participant’s needs.  However, OT recommends monthly discussions as a rule of thumb.  

Participants are expected to begin the mentoring relationship immediately after selecting their mentor; and should discuss the IDP prior to the LDP Orientation. 

	PROGRAM COORDINATORS
	Each participant will be assigned to an OT LDP program coordinator.  Additionally, each component/region will identify a coordinator to assist participants during the program.  For specific information about the program coordinators, refer to the “Roles and Responsibilities” section of these guidelines.

	PROMOTIONS WITHIN THE LDP
	Participation in the LDP does not provide or guarantee a permanent promotion.  Selectees who meet the time in grade requirement and design an IDP that contains at least 51% of developmental assignments at the next higher grade level, will receive a temporary promotion to an LDP trainee position when they enter the program.  NOTE:  Participants who received a permanent promotion after the closing date of the LDP announcement are not eligible for a temporary promotion and are reassigned to an LDP trainee position at their current grade. 


Selectees who do not meet the time-in-grade requirements and did not receive a permanent promotion after the closing date of the LDP will enter the program at their current grade.  However, when they become eligible, these participants will receive a temporary promotion not to exceed the remainder of the program. 

Participants who accept a permanent or temporary promotion while in the LDP may remain in the program (and continue with all aspects of their IDP and core training) with the approval of the hiring component official.  Permanently-promoted participants who remain in the program will not qualify for a Certificate of Eligibility (CE) for Non-Competitive Promotion.  Written notification of the decision for participants to remain in the program must be sent from the hiring component official to the Office of Training within 2 weeks of the action. 



	LDP COMPLETION/

CERTIFICATION
	Eligible participants who successfully complete the requirements of the program will receive a LDP Recognition of Completion.  Individuals who received a temporary promotion within the LDP will also receive a 3-year Certificate of Eligibility (CE) for One Noncompetitive Promotion.  Participants must successfully complete the requirements of the entire 18-month program to receive the CE.  Participants who accepted a permanent promotion prior to selection for the program (and did not receive a promotion with the LDP) are not eligible to receive a CE.  Additionally, participants permanently promoted during the program will not receive a CE
The CE entitles the recipient to a one-time noncompetitive promotion to the next higher grade to a position for which he/she qualifies.  The job vacancy does not have to be posted, but the participant must meet all of the qualification standards and any other specific qualifying factors associated with the position being filled.  Redemption of the CE is at the discretion of SSA management with Office of Human Resources concurrence.

NOTE:  Once the CE is submitted for the noncompetitive promotion, it will not be returned and will not be reusable, whether the promotion occurs or not.  Therefore, recipients are urged to negotiate the acceptance of the CE prior to its use.

	GEOGRAPHIC MOBILITY
	Field participants with no previous HQ experience are required to complete one assignment at central office, which will require geographic mobility for 120 days.   Participants are expected to complete all other assignments locally.  However, geographic mobility may be necessary for some participants in remote areas.  Additionally, some participants will be required to travel to attend core training, as appropriate.




PROGRAM ACTIVITIES
	SELECTING A MENTOR


	The participant’s first program activity is to select a mentor who will provide him/her with guidance and assistance during the program.  Mentors play a critical role in the development of the LDP participant.  They serve as role models to the participants in terms of values, ethics, and professional practices and help to keep the participant focused and on the right track throughout the program.  

Mentors must be at the GS-14 level or above. They do not have to be top agency executives, but should possess the skills, experience, and agency perspectives to demonstrate knowledge of the organization and to assist the participants in enhancing their leadership potential.  
OT solicits for mentor volunteers from all SSA components and provides participants with a list of volunteers prior to the orientation.  The list is intended to assist the participants with their selection, but they can choose someone that is not included on the list.  Candidates cannot select their supervisor of record to serve as their mentor.
To identify the right mentor, participants should develop a profile of the mentor based on work interests, leadership styles and communication styles.  Appendix A contains a list of qualities that make up a good mentor and suggested questions for participants to consider when selecting a mentor.  The answers to each question should help participants decide if the individual they are considering will have the qualities they seek in a mentor.

The participant is responsible for making the initial contact with the prospective mentor.  It is possible for a mentor to serve in that role for more than one program participant.  However, some managers may not have time to devote to more than one participant.  Therefore, it is recommended that participants have more than one mentor in mind when making their contacts.  

The program participant and mentor each have specific roles in the mentoring relationship.  The relationship requires mutual trust, respect, openness, and willingness by both parties to attempt new behaviors.  Appendix B contains information on the specific roles of the participant and the mentor in the mentoring relationship.

After the participant and mentor begin working together, it is possible that they will discover that they cannot develop a comfortable rapport.  If the mentoring relationship is not working out, participants should look for someone else to serve as their mentor.  Participants should contact their LDP coordinator and discuss possible options before selecting a new mentor.


	ORIENTATION


	After LDP selections are announced, OT will coordinate an orientation to provide a general overview of the program.  All participants are required to attend the orientation. 


	PREPARING THE INDIVIDUAL DEVELOPMENT PLAN (IDP)

LDP FORM 1

PREPARING THE IDP (cont.)

PREPARING THE IDP (cont.)


	Each participant is required to complete an IDP (LDP Form 1) that covers the entire 18-month program.  The purpose of the IDP is to identify specific developmental experiences; i.e., assignments and training, to be completed during the program that will expand the work experience and knowledge base of the participant.  These developmental activities should be planned according to the organizational and individual goals and to strengthen the program’s leadership competencies where reinforcement is needed.  All activities in the plan should focus on developing the following leadership competencies:

· Conflict Management
· Customer Service

· Communication

· Interpersonal Skills

· Accountability

The development of the IDP is an extremely important and vital part of the program.  The IDP is prepared in consultation with the participant’s mentor and OT. If possible, participants should meet with their mentor prior to the orientation to discuss their program objectives and potential activities to be included in the draft plan.  The draft IDP is due to OT approximately 1 month after orientation.    

Prior to developing the IDP, participants will complete a self-assessment to help them to identify their specific strengths and 

developmental needs.  (OT will provide guidance on accessing the assessment instrument prior to the orientation.)  

In addition to completing the self-assessment, participants are encouraged to ask their current supervisor, team members, co-workers, etc., to complete the assessment with them in mind to obtain different perspectives of their strengths and needs.  

The results obtained from the assessments should be considered as participants identify potential developmental experiences to enhance/develop the knowledge, skills and abilities to perform in positions at the next higher level.

Participants should think of the IDP as their road map for the next 18-months:

· What goals are to be achieved during the program?

· Which leadership competencies (knowledge and skills) need to be developed or enhanced to achieve those goals? 

· What types of developmental experiences will help to achieve those goals?

The IDP preparation process is as follows:

Identify short-range career goal: As previously mentioned, the LDP provides an opportunity for participants to gain a broad base of knowledge and skills in the five leadership competencies.  However, the IDP should also include a career objective or goal that the participant would like to achieve.  Generally, the goal should be to obtain a position at the next higher grade level that the participant can reasonably expect to attain.  Once the goal is identified, list the leadership competencies and skills that must be developed in order to accomplish that short-range goal.  Participants should determine whether specialized experience is required to achieve the position by consulting with their component’s personnel specialist.
Identify previous headquarters and field experiences.  Participants should provide work experience over the past 5 years and indicate if they have headquarters or field office experience.  They should provide the dates of the assignment, the component they worked in, and the title of the position.

Identify developmental objective(s) for each competency: For each competency, determine the specific objective(s) to be accomplished.  The objective should be based on the needs of the participant, as well as the Agency’s needs.  

Identify developmental activities for each competency: For this section, participants should identify what they plan to do during the program (assignments, training, etc.) to meet the stated objective.  

NOTE:  Participants who received a permanent promotion prior to selection (and do not receive a temporary promotion in the LDP) must develop an IDP that includes assignments at their current permanent grade level.

In addition, training courses, leadership interviews or other developmental activities can be included to supplement the work experience gained during the assignment.  (Additional information about each developmental activity that participants may include on the IDP is provided below.)  Remember, a combination of both assignments and training will help the participant develop a competency.

Identify costs for developmental activities: Field participants should include the estimated costs for their headquarters assignment.  (NOTE:  This is the only activity, other than core training, that will be funded by OT.  If a component other than OT agrees to fund an assignment, participants should include this information on the IDP.)
Identify proposed dates for activities: Participants should include the potential beginning and ending dates for the activities listed for each competency.  Participants will provide the actual dates when submitting the required documentation for each activity (see specific sections for each developmental activity below).
Obtain approval of the final IDP:  Participants are responsible for obtaining sign-off on the final plan from their mentor and home component BEFORE it is submitted to OT for final approval.  This will ensure consistency with organizational needs, as well as the availability of funds and resources.  The approved IDP can be submitted electronically when the electronic history is included. (NOTE:  An approved IDP does not substitute for additional required documentation and approvals as mentioned throughout the guidelines.)

Program Summary: Participants will complete this section (LDP Form 1A) at the end of the program to confirm completion of the program requirements.  Participants will submit a completed summary form that shows the actual assignment dates, training completed, etc.  This form is required for participants to receive the LDP Recognition of Completion and/or Certificate of Eligibility at the end of the program.  (Helpful Hint:  This form can be used as a working document throughout the program to keep track of completion of your program requirements.)
For additional information on the IDP process, refer to Appendix C – The IDP Process and Appendix D – Action Required in Implementing the IDP.  A sample IDP is provided in Appendix E.



	REVISING THE IDP

LDP FORM 2

	As participants progress through the program, they may decide to change their IDP to add/remove an assignment, extend/shorten assignment dates, add or delete a course, etc.  The IDP is a flexible document, which individuals can revise to reflect changes to the developmental activities.  Prior to submitting revisions, participants should discuss proposed changes to the plan with the mentor, who must approve all revisions to the IDP. 

When revising the plan, participants should complete the Revision to the IDP (LDP Form 2) and obtain the mentor’s sign-off.  Next, the form must be forwarded to the OT program coordinator to obtain final approval.  Revisions to the IDP must be approved in advance before participants can begin the developmental activity.   

(Note:  Revisions to the IDP are not required to make minor changes such as the order of approved assignments or training.)

	DEVELOPMENTAL ASSIGNMENTS


	Participants are encouraged to select a variety of assignments that will offer highly challenging experiences.  The length of the assignments will depend on the participants’ background and developmental needs and the receiving components’ needs.   

At a minimum, the IDP must include the following developmental assignments outside the position of  record:

· Three 4-month developmental assignments;

(Note: Remaining assignments during the 18-month program can vary in length.)
· All assignments must be consecutive—there can be no breaks between assignments;
· All assignments must be in new areas of work (i.e., not the same or similar work in a different location);

· 51% of the assignments must be performed at the next higher-grade level;

· At least two assignments must be outside of the home component (Regional/Associate Commissioner level or equivalent);

· Participants who have not had HQ staff experience must complete one 120-day assignment with a headquarters staff component; and

· Participants who have not had “Operations” experience must complete one 120-day assignment in an “Operations” claims processing position (Operations and ODAR field office, TSC, PSC, DDS, and OCO).

SELECTING ASSIGNMENTS
Every effort will be made to provide appropriate developmental assignments that will meet the individual needs of the participant.  To 
assist in selecting developmental assignments, SSA 
components are asked to provide potential developmental assignments at the GS-11 through GS-13 grade levels to ensure there are opportunities for the participants to obtain higher-level experiences.  Participants, however, are not limited to the assignments provided by the components.  They may negotiate assignments with other components in areas of work that will meet their developmental needs.  *Note: Prior experience will be evaluated on a case-by-case basis.
Participants are expected to negotiate directly with the component contact for their developmental assignments.   
Mentors may assist by making the initial contact with the component.  However, the participant should be involved in any discussions concerning the objectives of the assignment and in making the necessary arrangements.  During negotiations, participants should keep in mind that the LDP provides opportunities for new experiences, but the potential host component determines whether or not the individual will be the right “fit” for their organization.  Participants should always be sensitive and tactful when approaching key leaders for an assignment.
Fifty-one percent of the assignments must be at the grade level of the participant’s temporary promotion in the program (e.g., GS-11 participants who receive a temporary GS-12 should negotiate at least 51% of their assignments at the GS-12 level).  However, assignments for participants who do not receive a temporary promotion during the program should be at their current permanent grade level. 



	LDP FORM 3

CONFIRMING ASSIGNMENTS (cont.)
	CONFIRMING ASSIGNMENTS

Once an agreement for an assignment that is included on the IDP is reached with the receiving component, participants should complete a Confirmation of Developmental Assignment (LDP Form 3) and forward it to their OT program coordinator.  Participants are expected to begin the first assignment on the date they enter the program.  Since finalizing and obtaining approval of the IDP will take several weeks, participants must obtain approval of the first assignment by submitting a Pre-Approval of Confirmation of Developmental Assignment with the mentor’s sign-off to OT prior to the first assignment.   

Submitting a confirmation form for all assignments is crucial to program administration.  Therefore, it is essential that OT program coordinators are informed as participants move from one assignment to another.  During the program, components often update their potential assignments and provide opportunities for participants to work on key agency initiatives.  By keeping assignment information up to date, OT will know which participants are available as these assignments are offered.  
If the negotiated assignment is not included on the approved IDP, participants must revise the plan (at least 2 weeks prior to the start of the assignment) and obtain the required approvals. 



	
	BEGINNING THE ASSIGNMENT
Although a component has agreed to accept an LDP participant for a developmental assignment and may have discussed their arrival date and the duties to be performed, program participants should ask the assignment supervisor to ensure that the basic logistics are arranged before they arrive for the assignment, i.e.,  available workspace, 
e-mail, telephone arrangements, etc.  Participants should also advise the assignment supervisor of the program requirements for attending and completing any core or individual training (i.e., SSA Learn) that is scheduled during the timeframe of the assignment.
On the first day of the assignment, the participant and assignment supervisor should meet to discuss the objectives of the assignment in terms of the leadership competencies.   Participants should provide the assignment supervisor with a copy of the Assignment Supervisor Guidelines.


	EXTERNAL ASSIGNMENTS/
AVOIDING CONFLICT OF INTEREST

LDP FORM 4

EXTERNAL

ASSIGNMENTS/
AVOIDING CONFLICT OF INTEREST (cont.)


	Participants may consider taking an assignment with state, local, or private organizations within the local commuting area, provided it is beneficial to their development and is at no cost to OT.  Assignments outside of SSA may have the potential for a conflict of interest. Therefore, participants should exercise extreme care and good judgment, not only in negotiating and accepting an assignment, but also in accepting work projects during the assignment.

To avoid potential conflicts of interest, some assignments with external government agencies or private industry must be coordinated and approved by other SSA components, even though the assignment is part of an approved IDP.  The following components must be consulted before an LDP participant can accept an external assignment:

· Congressional Assignments – Office of Legislation and Congressional Affairs (Frank Jasmine, 202-358-6023);

· Office of Management and Budget or an Appropriations Committee – DCBFM (Ellen Bryson, 410-966-6392);

· State/local government or private industry – Office of the General Counsel (Stuart Besser, 410-965-3194).

Participants should contact their OT coordinator to determine if approval for an external assignment is required.  If it is necessary, participants must complete a Request for Approval of External Assignment (LDP Form 4) and obtain all approvals before forwarding the form to the OT coordinator for final approval.  Participants cannot begin an external assignment until final approval is obtained. 




	ASSIGNMENT EVALUATIONS

LDP FORM 5 

LDP FORM 6
	ASSIGNMENT SUPERVISOR'S EVALUATION 
· At the beginning of each developmental assignment of 30 days or more, the assignment supervisor and participant should develop objectives and standards (organizational and individual) to be achieved during the assignment.  Part I of the Assignment Supervisor’s Evaluation (LDP Form 5) should be prepared at this time to record the objectives and standards. 

· Midway through the assignment, the assignment supervisor should discuss the participant’s performance to ensure the participant is performing satisfactorily.  

· At the end of the assignment, the supervisor must evaluate the participant’s performance by completing Part II of the form.  

· Participants are responsible for forwarding a copy of the signed evaluation to their supervisor of record and their OT program coordinator within 2 weeks of completing each developmental assignment.  The supervisor of record will use the supervisory evaluations to prepare the participant’s annual Certification of Performance.

· Participants may also share the evaluation with their mentor.

PARTICIPANT'S EVALUATION OF ASSIGNMENT 
· Participants will assess whether the experiences in the assignment met their expectations by completing the Participant's Assignment Evaluation (LDP Form 6).  This information will be used by OT to help determine whether the assignment met the participant’s goals and needs and for assessing the value of the assignment for other participants.

A copy of the assignment evaluation should be sent to the participant’s OT program coordinator within 2 weeks of completing each developmental assignment. 



	TRAINING

LDP FORM 7
LDP FORM 8

	INDIVIDUAL TRAINING
During the program, participants are required to complete at least 10 SSA Learn courses that are related to the leadership competencies.   Appendix F contains a list of various courses currently available using SSA Learn.

SSA Learn courses can be completed during work hours with the assignment supervisor’s approval.  At the start of each assignment, the participant should advise his or her assignment supervisor of the courses that will be completed during work hours.  Participants should also complete the Proposed SSA Learn Training form (LDP Form 7) and obtain the assignment supervisor’s approval prior to submitting the form to the OT coordinator.  
Other sources for individual training include SSA’s Interactive Video Training, multimedia, audio/videotape and self-instructional workbooks. 
Within 2 weeks of completing a course, participants should prepare an Evaluation of Formal Training (LDP Form 8) with comments about the course and send it to their OT program coordinator. 

CORE TRAINING
Core training will be offered, pending the availability of funds.

The purpose of core training is to provide the participants with group training on key leadership issues that will benefit all participants and supplement the individual training included on their IDPs.  It provides a chance for the group to learn from each other and also provides networking opportunities.  Core sessions may be held at SSA headquarters or at an offsite location.  
Attendance at core training is mandatory.  However, there are times when candidates will not be able to participate in the core activities.  In situations where there is a true conflict due to a family emergency, candidates must adhere to the following policy:

· The participant must compensate for a missed core program by either:
· Completing a combination of 3 additional SSA Learn courses and 1 additional “Leadership Interview.”  The interview questions must be developed by the participant and address the topic of the core session.  A written summary of the interview must be submitted with an evaluation of the training courses to document the makeup activity; Or
· Reading 1 additional book on the core topic and writing a 2-page book review.

· Participants who have already completed the core course offering are not required to take it again, but must submit a written waiver request and a certificate of completion that includes the title, vendor, and dates of the completed course to their program coordinator.

· Participants are not required to complete a Training Evaluation (LDP Form 8) for core sessions because evaluations will be obtained at the end of each session.

TITLE II/XVI FUNDAMENTALS
Participants who have no prior “Operations” experience and plan to complete an “Operations” claims-processing workload assignment are required to complete the 4-day Title II/XVI Fundamentals course prior to the assignment.  This course is offered at headquarters by OT.  The OT coordinator will advise the participant when the course is scheduled.


	LEADERSHIP INTERVIEWS

LDP FORM 9     

	Participants must complete 2 leadership interviews with Agency managers, supervisors, or team leaders at the GS-14 level or above.  Participants may also interview leaders at other government agencies or private organizations.  The purpose of the leadership interview is to provide participants with insights and knowledge about the leadership role and to provide opportunities for interaction with higher level management.  Interviews may be conducted face-to-face or by phone.  No funding is available for the leadership interviews.

Participants must complete and submit a Leadership Interview Report (LDP Form 9) to their OT program coordinator within 2 weeks following each interview.  




	LEADERSHIP READINGS

LDP FORM 10     

	Participants are required to read 3 books that focus on the leadership competencies. All planned readings should be included on the IDP.  A list of suggested readings is provided at Appendix G.  Participants should use their local library as a source to obtain their readings. There are no funds available to purchase books.  All books should be read during break, lunches, or on the participant’s own time.  To document completion of each book, participants must prepare a Leadership Reading Review (LDP Form 10) and forward the report to their LDP coordinator.



	SHADOW ASSIGNMENTS

LDP FORM 11

	Shadowing a leader can enhance the participant’s perspective of the agency and provide insight into different management styles.  Although not a required developmental activity, shadow assignments can be included on the IDP.  These assignments can range from 1 to 2 days (at the discretion of the leader) and should be scheduled within a regular developmental assignment.   No funding is available for shadow assignments.
Participants must negotiate the timeframe of the assignment with the leader to be shadowed and obtain the assignment supervisor’s approval.   

Participants must complete a written report (LDP Form 11) within 2 weeks following the shadow assignment(s) and submit it to their OT program coordinator.  



PROGRAM ADMINISTRATION
	PERSONNEL ACTIONS
	At the start of the program, participants will be reassigned into an LDP trainee position in their home component.  The home component is  responsible for initiating and processing the personnel action to journalize and temporarily promote (as appropriate) their selectee(s) into the LDP in accordance with the dates set by OT.  The home organization will generate position descriptions using the appropriate Standard Administrative Code (SAC) for their component.  
The home component is also responsible for preparing and processing all other ongoing personnel actions (e.g. within-grade increases, awards, etc.) during the program.                        



	FULL-TIME EQUIVALENCIES (FTE)
	FTEs remain with the selectee’s home organization.  The LDP participant will carry their FTE with them when they enter and exit the program.  Therefore, components cannot backfill the position unless they have additional FTEs. 


	FAIR LABOR STANDARDS ACT (FLSA) STATUS

	All LDP participants are FLSA exempt regardless of the assignments they take while in the program.



	SF-7B FILE
	The home component will maintain the SF-7B file throughout the program’s duration.



	PROGRAM 

FUNDING


	OT will fund travel/per diem costs for one 120-day assignment for field participants to complete their HQ assignment.  Additionally, 

OT will fund all costs associated with the LDP core training programs. 
No other central funding is available for developmental activities.

However, this does not preclude the home component or the assignment organization from funding program activities that are not funded by OT, as they deem necessary. 

For OT funded program activities, use the following accounting information when preparing documents for assignments and training:

· Common Accounting Number (CAN):  400K320 

· Sub-Object Classification Code:

      2142 – Travel to Government courses 

                   (SSA-sponsored/OPM/GSA)    

      2143 – Travel to non-Government courses 

2174 – Assignments over 30 days and Return Trip Home Travel

      2525 – Tuition 

	TIME AND ATTENDANCE 


	Time and attendance records will be maintained by the participant’s home component.  The participant is responsible for providing the supervisor of record or timekeeper with a bi-weekly record of the premium hours worked and any leave that was taken.  In order to properly document time and leave records, participants must forward to the supervisor of record a SF-71 Application for Leave, for any leave taken during a pay period.




	OVERTIME 


	There is no centralized overtime allocation for the LDP.  Therefore, on those occasions when LDP participants are required to work overtime during an assignment, the overtime cost must be immediately reversed from the home component CAN and charged to the organization in which the overtime was performed. 



	PERFORMANCE PLANS


	The permanent supervisor of record in the home component will issue a performance plan for the LDP trainee position to the participant when he or she is journalized into the program.  



	CERTIFICATION OF PERFORMANCE (ANNUAL APPRAISAL)
	The participant’s supervisor of record is responsible for preparing and issuing the Certification of Performance using the Assignment Supervisor Evaluation of LDP Participant (LDP Form 5) for the developmental assignments completed during the appraisal year (October-September).  Participants are responsible for ensuring that the assignment supervisors’ evaluations are provided to the supervisor of record timely.  


	PERFORMANCE AWARDS


	The home component is responsible for and must consider LDP participants for performance and other types of awards. Award nominations are based on the assignment supervisors’ evaluations that are completed at the end of each assignment.  Participants are responsible for sharing the assignment supervisor evaluations with the permanent supervisor of record. 



	PROCESSING TRAVEL DOCUMENTS
	
All travel documents for developmental assignments should be prepared and processed by the participant or home component using current Agency guidelines. 

Preparation of Travel Orders

Travel orders should be prepared at least 2 weeks in advance of travel.  Travel orders prepared using OT accounting information will be automatically forwarded to OT for approval.  If OT accounting information is not included in the accounting codes, please contact the 
Deputy Commissioner/Regional level travel administrator for your component to add the accounting codes in the Administration Module.  
Preparing Travel Vouchers
All travel vouchers for assignments and training will be prepared and processed by the participant or home component, regardless of who is funding the travel

NOTE:  Travel is a complex issue.  Therefore, ALL travel policy questions should be referred to an SSA travel specialist in the Office of Financial Policy Operations: Tracie Carpenter (410) 965-2845.



	ASSIGNMENT-RELATED TRAVEL
	OT will not fund assignment-related travel.  If a participant is required to travel during a developmental assignment for work being performed for the assignment organization, travel costs will be the responsibility of the organization that requires the travel.  



	RETURN TRIP HOME

LDP FORM 12
	Participants who are on a travel assignment may be authorized one return trip home at OT expense during each assignment.  In order to qualify for a paid trip home, participants must be in a travel assignment for more than 30 days and must request the trip in writing. 

The Request for Return Trip Home form (LDP Form 12) should be forwarded to OT for approval at least 2 weeks prior to the planned trip.  The form can be emailed or faxed to the OT program coordinator at (410) 966-4046. 



	MID-PROGRAM REVIEW


	Midway through the program, OT program coordinators will review the progress of all participants to ensure they are progressing in the implementation of their plans.  OT will consider the following factors for the mid-program review:

· Is the participant making general progress toward implementing

the IDP? 
· Is the performance in the developmental assignments fully
 satisfactory?

· Is the participant providing all required documents for program 
activities (confirmations, reading assignments, reports, etc.)? 
· Has the participant attended core activities?  



	REMOVAL POLICY
	OT will periodically review the performance of the participants in the program.  Individuals not progressing as expected may be removed from the program.

Participants are expected to exhibit the highest standards of conduct and behavior at all times.  Participants may be removed from the program if they engage in behavior (either professionally or personally) that adversely impacts their performance, the performance of others, or the Agency.  The Deputy Commissioner for Human Resources will be advised of participants who are not performing satisfactorily or do not meet the high standard of conduct, and will determine if removal is required.

  

	PROGRAM EVALUATIONS
	During the program, participants will complete the following evaluations:
· Pre and post competency-based assessment;
· OT online self-assessment for IDP preparation (SSA Leadership Competencies Self-Assessment) and

· End of program summary of activities evaluation.




ROLES AND RESPONSIBILITIES
	LDP

PARTICIPANTS
	The LDP participants are recognized as highly talented employees who have demonstrated leadership potential.  While in the program, LDP participants will:

· Conduct an online self-assessment to determine areas of strength and developmental need;  

· Attend the LDP Orientation and participate in all core training sessions;

· Work with their mentor to develop an IDP;

· Forward the final IDP to OT following approval of the plan by the  mentor and home component head;

· Implement the IDP (complete a series of consecutive developmental assignments and other program-related activities);

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

· Work with assignment supervisor to develop objectives/standards (organizational and individual) to be evaluated during the assignment;

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

· Utilize services of the mentor for continuing career guidance;

· Notify OT program coordinator when beginning and ending assignments;

· Submit all reports and evaluations for completed program activities timely to OT coordinators, as specified;

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

· Maintain highest standards of conduct and behavior at all times.

· Complete the End of Program Summary of Activities and forward the form to OT at the end of the program.  Use as a working document to record all program activities; and

· Participate in formal evaluation of the program.



	MENTORS


	Mentoring connects employees with experienced professionals for career development and plays an important role in the LDP.  Mentors facilitate an employee’s personal and professional growth by sharing the knowledge and insights they have acquired through the years.  Mentors have a variety of responsibilities which include:

Counseling/Advising

· Coaching the participant to enhance skills and intellectual development and connecting the participant with others who can enhance the individual’s learning;

· Advising the participant on how to deal with real or perceived roadblocks;

· Providing candid feedback to the individual about perceived strengths and developmental needs and assisting in the planning and development of the IDP; 

· Discussing existing strengths and developmental needs of the participant with the supervisor of record, as needed;

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

· Consulting regularly with the participant to provide general counseling on any work-related issues the individual may have; 

· Serving as an advocate for the participant to work through program-related problems; and

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

Monitoring

· Discussing progress toward meeting program objectives;

· Discussing outcomes of developmental assignments;

· Informing OT of any situations that may require removal from the program (poor performance, unprofessional behavior, etc.) and 

· Participating in the end of the program evaluation.



	ASSIGNMENT SUPERVISORS
	Assignment supervisors play a vital role in the LDP participant’s overall growth and development.  The assignment supervisor will:

· Ensure equal opportunity in consideration of the program participants for assignments;

· Work with the participant to develop objectives and standards (organizational and individual) to be achieved during the assignment;

· Provide the LDP participant with day-to-day leadership, guidance and direction;

· Sign time and attendance sheets; approve leave requests and advise supervisor of record of leave taken on a bi-weekly basis.
· Discuss the individual’s performance with him or her midway through the assignment to ensure satisfactory performance;

· Provide feedback to the mentor and OT, as needed;

· Inform OT of situations that may require removal from the program (poor performance, unprofessional behavior, etc.)

· Evaluate participant's performance at the end of the developmental assignment and submit the completed evaluation form to participant within 2 weeks; and 

· Participate in formal evaluation of the program.



	HOME COMPONENT
	Although OT coordinates and administers the LDP, the participants’ home components also have specific administrative responsibilities.  The participant’s home component is responsible for:

· Journalizing participants from the component positions of record into the special component LDP trainee positions;

· Preparing personnel actions for temporary promotions, as appropriate (for participants who meet the time-in- grade requirements);

· Preparing new performance plans for participants at the beginning of the program;

· Preparing and processing normal ongoing personnel actions throughout the program;

· Working with participants to identify challenging developmental assignments, as appropriate;

· Preparing Certification of Performance (annual appraisal) for participants based on input received from assignment supervisors’ evaluations;

· Informing OT of any situations that may require removal from the program (poor performance, unprofessional behavior, etc.)

· Nominating and awarding participants as appropriate; and

· Preparing personnel actions at the end of the program to return participant to position in home component.



	COMPONENT COORDINATORS


	Each major SSA component has a coordinator who is responsible for carrying out administrative duties related to the LDP.  The component coordinator will:

· Assist in arranging component interviews for developmental assignments;

· Serve as a contact for OT on administrative matters of the program;

· Obtain and/or provide appropriate orientation for LDP participants new to the component; and

· Assist in other program-related matters. 


	OT PROGRAM COORDINATORS
	OT is responsible for administering the LDP.  LDP participants will be assigned an OT program coordinator who is responsible for carrying out the following representative duties:

· Planning and coordinating LDP Orientation and core training sessions;

· Ensuring that IDPs comply with program guidelines;
· Monitoring the progress of the participants;

· Conducting periodic reviews of participants’ files to ensure assignments and training are documented;

· Advising participants of developmental assignments as they become available; 

· Advising participants of when core training will take place; 

· Modifying program requirements as appropriate;
· Reviewing End of Program Summary reports for verification that program requirements have been met; and
· Issuing the “Recognition of Completion” and “Certificate of Eligibility” to eligible participants that successfully complete the program. 




APPENDIX A

QUALITIES OF AN EFFECTIVE MENTOR

Accessibility - Mentoring requires frequent, regular contact between the mentor and employee.  You should select a mentor who is willing to be generous with their time and devote time for discussions/meetings.  If the mentor can't fit you into his/her schedule, find someone who can.

Willingness to be responsible for someone's growth - Generally, mentors are already established in their careers.  They should be candid in providing employees with insight and guidance that will influence another colleague's development.

Exemplary leadership skills - Mentors should be recognized as leaders in their organization

Flexibility - Mentors should be willing and able to adapt to change.

Objective and Open - Mentors should have the ability to view situations without bias.

Motivating - An effective mentor is able to convince others to accept their opinions or ideas and influence others to take action.

Knows the organization - A good mentor knows the structure, vision, mission and goals of the organization.  Through the mentor's communication channels (formal/informal), he/she can suggest developmental activities on important Agency initiatives and provide excellent networking opportunities.

Strong Interpersonal Skills - You should establish a close working relationship with your mentor.  Thus, you should select a mentor that genuinely enjoys working with people, has an open mind and is willing to listen to your point of view.
Sensitive - A good mentor is someone who is highly perceptive and readily affected by the needs of others.

Trustworthy and Trusting - A mentor should be someone others feel that they can confide in; likewise, the mentor should have the ability to confide in others and not be fearful of having their confidence betrayed.  

Innovative – Mentors should not be bound by the traditional way of doing things in the organization.  Your mentor should be an advocate, helping you to promote new ideas and inspiring you to be creative and innovative.

Personal security and confidence - A mentor who is secure in his or her own competence is willing to share personal work experiences relevant to the needs of the employee.  The mentor can be honest in describing both successes and mistakes.  Also, a good mentor is not likely to view the employee as a potential rival.   

Patience and tolerance - A good mentor should allow you to experience new challenging activities, risk possible failures and provide their support whenever needed.    

APPENDIX A (cont.)

CONSIDERATIONS FOR SELECTING A MENTOR

· What are your mentoring needs?

· Does the potential mentor have the knowledge and experience in the areas you wish to develop?

· Does the potential mentor appear to be a good teacher, coach and motivator?  Does he/she demonstrate the skills necessary to perform these roles?

· Can the potential mentor help you promote yourself?

· Does the potential mentor appear to be accessible?

· Is the potential mentor well respected?  What do others, including your supervisor, say about the person’s mentoring skills?

· Does the potential mentor demonstrate successful, professional behavior?

· Does the potential mentor value the organization and his/her work?

· Is the potential mentor people-oriented and goal-oriented?

· Does the potential mentor have the ability to assist in developing professional alliances?

· Will you feel comfortable talking openly and honestly with the potential mentor?

· Will the potential mentor be willing to share his/her knowledge, experience, and insights?

APPENDIX B

Mentoring Relationship Summary

The Mentor’s Role

· Represent the organization’s vision, mission and values in a variety of situations.

· Provide a big picture view of the organization and career opportunities.

· Provide advice on the organizational culture.

· Identify any of your behaviors that may be perceived negatively and may reflect badly on you.

· Recognize, encourage and foster your potential.

· Act as a sounding board for your ideas.

· Serve as a confidante, listening to your concerns and responding appropriately.

· Be candid in offering information and advice.

· Be supportive in helping suggest ways to overcome work pressures, problems and conflict.

· Be able to provide constructive feedback, yet build confidence.

· Expand your network of contacts; act as a buffer and intervene in those situations where you are incapable of handling situations alone.

· Challenge you to take risks, assume initiative and try new ideas.

· As appropriate, discuss assignment issues with the assignment supervisors.

Program Participant’s Role

· Take an active role in the mentoring relationship.

· Think about skills you’d like to develop and your long-range plans; communicate these to your mentor.

· Prepare for meetings with your mentor.

· Observe your mentor’s work and communication styles.

· Observe the organizational culture, political environment and leadership styles.

· Be open to change, transition, and exploring new possibilities.

· Look for challenges and be willing to take risks.

· Focus on the leadership competencies and the program requirements.

APPENDIX C 

THE IDP PROCESS

 

APPENDIX D

ACTION REQUIRED IN IMPLEMENTING THE IDP 

	LDP Participant
	Mentor
	Assignment Supervisor
	OT Staff

	Give copy of program guidelines to supervisor of record.

Discuss with supervisor existing competencies and developmental needs.

Meet with mentor to explore ideas of career goals in relation to Agency goals.

Discuss with mentor potential assignments and training courses to develop leadership competencies.

Work with mentor to prepare the IDP; obtain sign-off from supervisor, mentor, and home component; send to OT for final approval.

Schedule component interview(s) as necessary.
	Meet with the participant to discuss career goals and potential assignments that will strengthen and develop the leadership competencies.

Work with participant and components to identify developmental assignments that will meet the candidate's needs.

Recommend related training courses/seminars that will develop or strengthen the leadership competencies. 

Suggest management readings.

Work with participant to draft and finalize the IDP; review the final form and approve.

Confirm assignments with gaining components.
	Read program guidelines.

Discuss participant's developmental needs with the mentor.

Meet with the participant to discuss desired results to be achieved during the assignment.

Work with the participant to establish objectives/standards for the assignment.

Provide component orientation for participant, if necessary.

Allow participant opportunity to implement the IDP (attend training, etc.).

Provide assistance, guidance, and advice as needed.
	Ensure that IDPs comply with program guidelines.
Provide participants with potential developmental assignments from SSA components.

Review and approve the IDP and revisions; make suggestions as needed.

Maintain records of all participants including training, developmental assignments and related data.

Provide participants with dates of core training.
Schedule core sessions that address the leadership competencies.


APPENDIX D (cont.)

	LDP Participant
	Mentor
	Assignment Supervisor
	OT Staff

	Alert mentor/OT program coordinator of potential assignment.

When assignment is confirmed, complete "Confirmation of Developmental Assignment" and forward to OT.

Provide assignment supervisor with copy of program guidelines.

At the end of assignment, review job responsibilities and meet with supervisor to discuss performance and results.

Submit participant and assignment supervisor evaluations to OT.

Contact mentor and/or OT for assistance when necessary.

Revise IDP as needed.


	Provide guidance/counsel whenever needed.

Suggest revisions to the IDP if necessary.

Serve as an advocate to work through potential awkward situations and program-related problems.

Periodically confer with the participant to discuss progress in the program.

Contact OT staff for assistance when necessary.


	Set an example as an effective manager.

At the end of the assignment prepare assignment supervisor's evaluation; discuss results with the participant.  

Contact OT staff for assistance when necessary.
	Oversee the administration of the program.




Note:  The LDP Guidelines contained more detailed information on roles and responsibilities of candidate, mentor, assignment supervisor and OT.

APPENDIX E

LEADERSHIP DEVELOPMENT PROGRAM

SAMPLE INDIVIDUAL DEVELOPMENT PLAN

	NAME (Last, First, Middle)

Chris Marion


	CURRENT POSITION TITLE/SERIES/GRADE
Social Insurance Specialist/105/GS-11

	CURRENT ORGANIZATION (Office, Division)
 Chicago, IL District Office
	CURRENT WORK LOCATION

Chicago, Illinois


SHORT-RANGE CAREER GOAL:

Title:

Field Office Manager
Grade:
GS-12





Job Series:
105
Leadership competencies and other characteristics needed to attain short-range goal:

Enhance leadership skills to successfully manage the impact of ongoing changes and effectively lead field office employees toward accomplishing Agency goals.

PARTICIPANT SIGNATURE _________________________________  DATE _____________

APPROVALS:

MENTOR     ______________________________________________  DATE ______________

HOME COMPONENT HEAD________________________________  DATE ______________

(Associate Commissioner or equivalent)

OFFICE OF TRAINING ____________________________________  DATE ______________

PREVOUS WORK EXPERIENCE -  List the job title, office location and dates for your previous work experience over the past 5 years.  Be specific as to the type of work.  Indicate “None” if no experience.

Field Office Experience (to be completed by HQ participants only)

Headquarters Experience (to be completed by field participants only)

PREVIOUS TRAINING – List course title(s), dates and sponsoring organization for previous training completed in the past 5 years.

Technical/Programmatic Training (to be completed by HQ participants only)

Leadership/Management Training (to be completed by ALL participants)

Sexual Harassment Training


12/06

SSA

Communication with Tact and Skills

12/07

SSA

IVT Broadcast – Coaching Skills

2/08

SSA

COMPETENCY 1:  ACCOUNTABILITY
Holds self and others accountable for measurable high-quality, timely and cost-effective results.  Determines objectives, sets priorities and delegates work.  Accepts responsibility for mistakes.  Complies with establish control systems and rules.  

	Developmental Objectives
	Developmental Activity
	Cost

(Travel/Per diem/Tuition)
	Proposed 

Dates

	To obtain managerial skills in planning, organizing and accomplishing management objectives as part of the management staff.

To serve as a firstline supervisor and provide technical guidance to supporting staff.  Serve as the officer in charge when higher-level management personnel are absent.


	Assignments: 

Group Supervisor (GS-12) 

Office of Hearings and Appeals, Chicago
Operations Supervisor (GS-12)

Chicago North Field Office

Training:  

Go-Learn–Essential Skills for Tomorrow’s Managers
Leadership Interview:

Area Director, Chicago Region

Leadership Reading:  

Enlightened Leadership (Ed Oakley & Doug Krug


	None

None


	05/29/07 –09/30/07
(4 mos.)

10/1/07-
3/31/08
(6 mos.)

6/08
7/08



COMPETENCY 2:  CUSTOMER SERVICE
Anticipates and meets the needs of both internal and external customers.  Delivers high-quality products and services; is committed to continuous improvement.. 

	Developmental Objectives
	Developmental Activity
	Cost

(Travel/Per diem/Tuition)
	Proposed 

Dates

	Enhance ability to readily adjust priorities to respond to pressing and changing customer demands and policy reform;  continually seek improvement of office operations; create value for customers; seek input from customers on ways to improve service delivery objectives.  

	Assignments:  

Operations Supervisor (GS-12)

Chicago North Field Office

Medicare Rollout Quality Review (GS-12)
Regional Office of Quality Assurance, Seattle Region
Training: 

SSA Learn--How to Excel at Customer Service

Video—Six Keys to Service (GT-028)

Leadership Interview:
Director, Office of Quality Management, Office of the Chief Strategic Officer

	None
Funded by Region

	See LC 1

10/01/08-
12/01/08
(3 mos.)

11/08
8/07
8/08



COMPETENCY 3:  COMMUNICATION 

Expresses facts and ideas in writing in a clear, convincing and organized manner; makes clear and convincing oral presentations to individuals or groups; listens effectively and clarifies information as needed; facilitates an open exchange of ideas and fosters an atmosphere of open communication.
	Developmental Objectives
	Developmental Activity
	Cost

(Travel/Per diem/Tuition)
	Proposed 

Dates

	Eliminate communication barriers and increase understanding; interact effectively with executives, managers and staff in different organizational components.  Fosters open communication between staff and management.  Serve as an Agency and work unit spokesperson. 


	Assignments:  

Regional Public Affairs Specialist (GS-12)
Chicago Region

Operations Supervisor

Chicago North

Training:

SSA Learn
· Managing and Working with Difficult People

· Effective Listening Skills

Video--Take Time to Listen (GT-199801)

Leadership Reading:  Communication and Conflict Resolution (Katz/Lawyer)


	None

	8/01/09
9/30/09
(2 mos.)

See LC 1

7/09
10/09
10/09



COMPETENCY 4:  INTERPERSONAL SKILLS

Treats others with courtesy, sensitivity and respect.  Considers and responds appropriately to the needs and feelings of different people in different situations.



	Developmental Objectives
	Developmental Activity
	Cost

(Travel/Per diem/Tuition)
	Proposed 

Dates

	Interact constructively and cooperatively with a variety of people to accomplish group and Agency goals.  Focus efforts on improving processes and achieving results  through employee involvement  and cooperative working relationships with other components.   

	Assignments:
Operations Supervisor (GS-12)

Chicago North

Program Analyst (GS-12)

Office of Employment Support Programs, Office of Disability and Income Security Programs (Baltimore)

Training:  

SSA Learn
· Managing Diversity
· Making Teams Work

Video
With all Due Respect (GT-20003)

Teambuilding—An Exercise in Leadership (GT-307)

Leadership Reading:  

Community Building (edited by Kazimierz Gozdz)
	See LC 1
(OT Funded)


	4/01/10-

7/31/10
(4 mos.)

3/10
5/10
11/08
5/09


COMPETENCY 5:  CONFLICT MANAGEMENT 

Encourages creative tension and differences of opinions.  Anticipates and takes steps to prevent counter-productive confrontations.  Manages and resolves conflicts and disagreements in a constructive manner.
	Developmental Objectives
	Developmental Activity
	Cost

(Travel/Per diem/Tuition)
	Proposed 

Dates

	Obtain experience in recognizing problems and identify issues timely; analyze alternatives and find innovative solutions; assume responsibility for results of decisions made.

	Assignments:  

Operations Supervisor

Chicago North

Medicare Rollout Quality Review (GS-12)

Regional Office of Quality Assurance, Seattle Region
Training:

SSA Learn--Problem Solving and Decisionmaking for Business
Video—Decision, Decision (GT-166)  

Leadership Interview:
Area Director, Chicago Region
	None
Funded by Region

	See LC-1

See LC-2

7/09
7/09
7/09


APPENDIX F
 Sample SSA Learn Courses

Accountability
· Business Professionalism
· Personal Accountability:  Working for Your Inner Boss

· Sarbanes-Oxley:  Whistleblower Protection

· Government Ethics

· Workplace Ethics

· Business Ethics for Managers

· Ethics and Professional Knowledge

· Making Decisions Ethically

· Understanding Organization Ethics
Communication

· Interpersonal Communication Skills for Business

· Business Writing Essentials

· Emotional Intelligence in the Workplace

· Effective Listening Skills

· Managing and Working with Difficult People

· Assertive Communication

· Building Better Working Relationships

· Delivering Successful Presentations

· Effective Business Meetings

· Dealing with Conflict in the Workplace

· Negotiating to Win:  Getting the Results You Want

· Getting Results Without Authority

· Anger Management in the Workplace

Customer Service
· How to Excel at Customer Service

· Customer Relationship Management

· Measuring Customer Satisfaction

· Internal Customer Service

· Managing Customer-Driven Process Improvement
Appendix F (cont.)
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Interpersonal Skills

· How to Make Cross-Functional Teams Work

· Participating in Teams

· Making Teams Work:  Capitalizing on Conflict

· Managing Diversity

· Mentoring Essentials

· How to Overcome Negativity in the Workplace

· Workplace Issues Fundamentals

Conflict Management
· How to Work with Aggressive People
· Overcoming Difficult Service Situations

· Getting Past Clashes:  Valuing Team Diversity

· Working with and Managing Difficult People Simulation

· Crucial Conversations

· Difficult People in the Workplace Environment

· Professional Skills for Customer Service Agents

· Professionalism and Business Etiquette Simulation

· Effective Communication with Difficult Coworker Simulation

· Creating Change, Gaining Allies











APPENDIX G
Suggested Reading 

101 Creative Problem Solving Techniques:  The Handbook of New Ideas for Business by James M. Higgins

101 Innovative Ways to Make Your Company a Great Place to Work by John Putzier

301 Ways to Have Fun At Work by Dave Hemsath and Leslie Yerkes

1001 Ways to Energize Employees by Bob Nelson

A Passion for Excellence by Tom Peters and Nancy Austin

A Wack On the Side of the Head:  How You Can Be More Creative by von Oech

Best Practices:  Building Your Business with Customer-Focused Solutions by Arthur Andersen, Charles Ketteman, Robert Heibeler, Thomas B. Kelly
Change Your Thinking, Change Your Life:  How to Unlock Your Full Potential for Success and Achievement by Brian Tracy

Coaching Knock Your Socks Off Service by Ron Zemke, Kristin Anderson
Collaborative Creativity:  Unleashing the Power of Shared Thinking by Jack Ricchiuto

Community Building edited by Kazimierz Gozdz

Control Your Destiny or Someone Else Will:  Lessons in Mastering Change-From the Principles Jack Welch Is Using to Revolutionize GE by Noel M. Tichy and Stratford Sherman

Customer Care Excellence:  How to Create Effective Customer Focus by Sarah Cook

Customer Once, Client Forever:  12 Tools for Building Lifetime Business Relationships by Richard A. Buckingham

Delivering Knock Your Socks Off Service by Kristin Anderson, Ron Zemke
Effective Listening Skills by Dennis M. Kratz, Ph.D.

Enlightened Leadership by Ed Oakley and Doug Krug

First Things First by Stephen Covey

Appendix G (cont.)
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Flight of the Buffalo:  Soaring to Excellence, Learning to Let Employees Lead by James A.  Belasco

Fourth Generation Management by Brian L. Joiner

Getting it Done:  How to Lead when You’re Not in Charge by Roger Fisher and Alan Sharp

Getting Together:  Building Relationships As We Negotiate by Roger Fisher and Scott Brown.


Getting to Yes:  Negotiating Agreement Without Giving in by Roger Fisher and William Ury.

Getting Past No:  Negotiating Your Way from Confrontation to Cooperation by William L. Ury.

High Flyers:  Developing the Next Generation of Leaders by Morgan W. McCall.

How to Make Meetings Work:  The New Interaction Method by Michael Doyle and David Straus

If It Ain’t Broke…Break It!:  And Other Unconventional Wisdom for a Changing Business World by Robert J. Kriegel, Louis Patler

Imagin-I-Zation:  New Mindsets for Seeing, Organizing and Managing by Gareth Morgan

Intellectual Capital:  The New Wealth of Organizations by Thomas A. Stewart

Leadership and Self-Deception:  Getting Out of the Box by The Arbinger Institute
Leadership and the Art of Conversation:  Conversation As a Management Tool by Kim H. Krisco

Leadership and the One Minute Manager by Ken Blanchard and Patricia Zigarmi

Leadership Is an Art by Max Depre.

Leading Change by John P. Kotter

Leading Out Loud:  The Authentic Speaker, the Credible Leader by Terry Pearce

Learning As a Way of Being by Peter B. Vaill

Living the 7 Habits:  The Courage to Change by Stephen R. Covey
Appendix G (cont.)
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Make Success Measurable! :  A Mindbook-Workbook for Setting Goals and Taking Action by Douglas K. Smith

Making a Difference-12 Qualities that Make You a Leader by Sheila Murray Bethel
Managing Transitions:  Making the Most of Change by William Bridges

Mastering the Art of Creative Collaboration by Robert Hargrove

The Mediation Process:  Practical Strategies for Resolving Conflict by Christopher W. Moore

Meetings That Work!:  A Practical Guide to Shorter and More Productive Meetings by Richard Y. Chang and Kevin R. Kehoe

Monday Morning Leader by David Cottrell
On Becoming a Leader by Warren G. Bennis

Paradigms:  The Business of Discovering the Future by Joel Arthur Barker

Principled Centered Leadership by Stephen Covey
Proversity by Lawrence Otis Graham

Rules for Reaching Consensus:  A Modern Approach to Decision Making by Steven Saint and James R. Lawson

Sacred Cows Make the Best Burgers:  Developing Change-Ready People and Organizations by Robert Kriegel, David Brandt

Stewardship:  Choosing Service over Self-Interest  by Peter Block

The 21 Indispensable Qualifies of a Leader:  Becoming the Person Others Will Follow by John Maxwell

The 108 Skills of Natural Born Leaders by Warren Blank

The Art of Facilitation:  How to Create Group Synergy by Dale Hunter, Anne Bailey and Bill Taylor

The Confident Decision Maker:  How to Make the Right Business and Personal Decisions Every Time by Roger Dawson
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The Dance of Change:  The Challenges to Sustaining Momentum in Learning Organizations by Peter M. Senge, Art Kleiner, Charlotte Robers, George Roth, Rick Ross, Bryan Smith 

The Effective Executive by Peter F. Drucker

The Eight Essential Steps to Conflict Resolution:  Preserving Relationships at Work, at Home, and in the Community by Dudley Weeks

The Empowered Manager by Peter Block

The Fifth Discipline:  The Art and Practice of the Learning Organization by Peter M. Senge

The Fifth Discipline Fieldbook:  Strategies and Tools for Building a Learning Organization  by Peter M. Senge

The Light Touch by Malcolm Kushner

The Organized Executive:  A Program for Productivity:  New Ways to Manage Time, Paper, People and the Electronic Office by Stephanie Winston

The Power of Focus:  How to Hit Your Business, Personal and Financial Targets with Absolute Creativity by Jack Canfield, Mark Victor Hansen, Les Hewitt

The Skilled Facilitator:  Practical Wisdom for Developing Effective Groups by Roger M. Schwarz

The Tao of Coaching:  Boost Your Effectiveness at Work by Inspiring Those Around You by Max Landsberg

The Widsom of Teams:  Creating the High-Performance Organization by Jon R. Katzenback and Douglas K. Smith

Talking from 9 to 5:  Women and Men in the Workplace by Deborah Tannen Ph.D.

Teamthink:  72 Ways to Make Good, Smart, Quick Decisions in Any Meeting by Ava S. Butler

Terms of Engagement:  Changing the Way We Change Organizations by Richard Axelrod
Thinking for a Change:  11 Ways Highly Successful People Approach Life and Work by John C. Maxwell
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Thoughtware:  Change the Thinking and the Organization Will Change Itself by J. Philip Kirby

Virtual Teams:  Reaching Across Space, Time, and Organizations With Technology by Jessica Lipnack and Jeffrey Stamps

Who Moved My Cheese?  An Amazing Way to Deal with Change in Your Work and in Your Life by Spencer Johnson, Kenneth H. Blanchard

Why Teams Don’t Work:  What Went Wrong and How to Make It Right by Harvey Robbins

Working Knowledge:  How Organizations Manage What They Know by Thomas H. Davenport

You Just Don’t Understand: Women and Men in Conversation by Deborah Tanner Ph.D.

LDP FORM 1

LEADERSHIP DEVELOPMENT PROGRAM

INDIVIDUAL DEVELOPMENT PLAN

	NAME (Last, First, Middle)

	CURRENT POSITION TITLE/SERIES/GRADE


	CURRENT ORGANIZATION (Office, Division)

	
	CURRENT WORK LOCATION




SHORT-RANGE CAREER GOAL:

Title:

Grade:






Job Series:

Leadership competencies and other characteristics needed to attain short-range goal:

PARTICIPANT SIGNATURE _________________________________  DATE _____________

APPROVALS:

MENTOR     ______________________________________________  DATE ______________

HOME COMPONENT HEAD________________________________  DATE ______________

(Regional/Associate Commissioner or equivalent)

OFFICE OF TRAINING ____________________________________  DATE ______________

PREVIOUS WORK EXPERIENCE - List the job title, office location and dates for your previous work experience over the past 3 years.  Be specific as to the type of work.   Indicate "None" if no experience.

Field Office Experience (to be completed by HQ participants only):

Headquarters Experience (to be completed by field participants only):

PREVIOUS TRAINING - List course title(s) and dates for previous training completed in the past 5 years.

Technical/Programmatic Training (to be completed by HQ participants only)

Supervisory/Management Training (to be completed by ALL participants)

COMPETENCY 1:  ACCOUNTABILITY:
Holds self and others accountable for measurable high-quality, timely and cost-effective results.  Determines objectives, sets priorities and delegates work.  Accepts responsibility for mistakes.  Complies with establish control systems and rules.
	Developmental Objectives
	Developmental Activity
	Cost

(Travel/Per diem/Tuition)
	Proposed 

Dates

	
	
	
	


COMPETENCY 2: CUSTOMER SERVICE:
Anticipates and meets the needs of both internal and external customers.  Delivers high-quality products and services; is committed to continuous improvement. 

	Developmental Objectives
	Developmental Activity
	Cost

(Travel/Per diem/Tuition)
	Proposed 

Dates

	
	
	
	


COMPETENCY 3:  COMMUNICATION:
Expresses facts and ideals in writing in a clear, convincing and organized manner; makes clear and convincing oral presentations to individuals or groups; listens effectively and clarifies information as needed; facilitates an open exchange of ideas and fosters an atmosphere of open communication.
	Developmental Objectives
	Developmental Activity
	Cost

(Travel/Per diem/Tuition)
	Proposed 

Dates

	
	
	
	


COMPETENCY 4:  INTERPERSONAL SKILLS:
Treats others with courtesy, sensitivity and respect.  Considers and responds appropriately to the needs and feelings of different people in different situations.
	Developmental Objectives
	Developmental Activity
	Cost

(Travel/Per diem/Tuition)
	Proposed 

Dates

	
	
	
	


COMPETENCY 5:  CONFLICT MANAGEMENT: 

Encourages creative tension and differences of opinions.  Anticipates and takes steps to prevent counter-productive confrontations.  Manages and resolves conflicts and disagreements in a constructive manner.
	Developmental Objectives
	Developmental Activity
	Cost

(Travel/Per diem/Tuition)
	Proposed 

Dates

	
	
	
	


LDP FORM 1-A

LDP INDIVIDUAL DEVELOPMENT PLAN


END OF PROGRAM 

SUMMARY OF ACTIVITIES

LDP Participant:  _____________________________



Date: __________

	DEVELOPMENTAL ASSIGNMENTS COMPLETED

	 Position Title/Grade
	Component
	Beginning Dates
	Ending Dates
	Competencies Addressed

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	INDIVIDUAL TRAINING COMPLETED

	Course Title
	Vendor
	Beginning Dates
	Ending Dates
	Competencies Addressed

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	CORE TRAINING COMPLETED

	Course Title
	Vendor
	Beginning Dates
	Ending Dates
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	

	LEADERSHIP INTERVIEWS

	Leader Name/Grade/Title
	Component
	Date Completed
	Competencies Addressed

	
	
	
	

	
	
	
	

	
	
	
	

	

	MANAGEMENT READINGS

	Book Title
	Author
	Date Completed
	Competencies Addressed

	
	
	
	

	
	
	
	

	
	
	
	


PLEASE PROVIDE THE FOLLOWING INFORMATION:

At the Start of the LDP:

	Position of Record
	Home Component/Office
	Grade Level

	
	
	


At the End of the LDP:





	Position of Record
	Home Component/Office
	Grade Level

	
	
	


Are you using your CE for a Noncompetitive Promotion?     YES [image: image1.wmf]       NO        [image: image2.wmf]
If yes, provide the expected effective date:   ______________________________

SIGNATURES:

________________________________________________________

LDP Participant




Date

________________________________________________________

Mentor





Date

LDP FORM 2

LEADERSHIP DEVELOPMENT PROGRAM


Revision to the IDP
NAME___________________________________________  DATE: _____________

The following information replaces or modifies the designated item(s) on my IDP.

Revision to Developmental Assignment
	APPROVED IDP ASSIGNMENT 

(PositionTitle/Component/
Dates)
	NEW ASSIGNMENT  

(Position Title/ Component/Dates)
	COSTS

(Travel/Per Diem
	REASON FOR CHANGE

	
	
	
	


Revision to Training
	APPROVED COURSE

(Vendor/Course Dates)
	NEW COURSE  

(Vendor /Course Dates)
	REASON FOR CHANGE

	
	
	


Check the leadership competencies to be gained from new assignment/training course?

____Accountability
____ Customer Service 
____Communication
          ____Interpersonal Skills

     ____ Conflict Management
APPROVALS:
MENTOR     _____________________________________________  DATE ______________

OFFICE OF TRAINING ___________________________________  DATE ______________

Please submit to the Office of Training (100 EHR, 6401 Security Boulevard, Baltimore, MD 21235 OR FAX (410) 966-4046 - Attention:  LDP Coordinator).  The form may also be submitted electronically when the electronic history is included.
LDP FORM 3

LEADERSHIP DEVELOPMENT PROGRAM


Confirmation of Developmental Assignment









DATE ______________

NAME:  __________________________________________________________________

THE FOLLOWING DEVELOPMENTAL ASSIGNMENT HAS BEEN CONFIRMED:

ASSIGNMENT NUMBER:  ________________

ASSIGNMENT BEGINS:  ________________________  ENDS: ________________________

POSITION TITLE  : ____________________________________________________________

OFFICE:     ___________________________________________________________________

GRADE: _____________________________________________________________________

COMPONENT:  _______________________________________________________________

OFFICE ADDRESS: ___________________________________________________________

TELEPHONE NUMBER:  _______________________    FAX NO:______________________

E:MAIL ADDRESS         :  ________________________

ASSIGNMENT SUPERVISOR INFORMATION:

NAME  :_____________________________________________________________________

TITLE : __________________________________  PHONE NUMBER: __________________

THIS ASSIGNMENT IS ___ IS NOT ___ LISTED ON MY IDP.  (IF NOT, PLEASE SUBMIT A REVISED PLAN BEFORE BEGINNING THE ASSIGNMENT.)

NOTE:  E-mail this form to your Office of Training LDP Coordinator at least 2 weeks prior to the start of the assignment.
LDP FORM 4

SOCIAL SECURITY ADMINISTRATION

REQUEST FOR APPROVAL OF EXTERNAL ASSIGNMENT

NAME 






 GRADE  

 

HOME COMPONENT








POSITION OF RECORD








DEVELOPMENTAL PROGRAM (if applicable)






DATE DEVELOPMENTAL PLAN APPROVED




 

(if applicable)






	PROPOSED EXTERNAL ASSIGNMENT INFORMATION



	___Congressional Office

(Senator/Representative/

Committee)
___Other Government Agency

___ Private Industry

	NAME OF OFFICE/ORGANIZATION



	ASSIGNMENT DATES


	FROM:                                   TO:

	NAME OF ASSIGNMENT SUPERVISOR


	

	OFFICE ADDRESS


	

	OFFICE PHONE NO/

FAX NO/EMAIL ADDRESS


	

	PHONE NO. TO NOTIFY APPROVAL/DISAPPROVAL


	


Request for External Assignment (cont.)






2
DESCRIPTION OF EXTERNAL ASSIGNMENT:

HOW WILL ASSIGNMENT ACCOMPLISH DEVELOPMENTAL OBJECTIVE?:

DESCRIBE POTENTIAL AREAS OF CONFLICT OF INTEREST BETWEEN:


· Assignment and permanent position

· Assignment and other SSA programs 

Date Congressional Operations Seminar Completed ____________ 

(for congressional assignments only)

I understand that I may not begin this assignment without OHR approval and notification from OT program coordinator.

___________________________________________  

__________

Employee Signature






Date

COORDINATION AND APPROVALS (as appropriate):

________________________________


Mentor



      Date


________________________________ 
 _________________________________________

Office of Legislation and 
Date

Office of Finance, Assessment     Date 

Congressional Affairs



and Management

___________________________________
__________________________________________

Office of General Counsel
Date

Other



      Date

______________________________________      

Office of Human Resources
Date




Please submit to your OT LDP Coordinator at least 2 weeks before the start of the assignment.  Send to:  Office of Training (100 EHR, 6401 Security Boulevard, Baltimore, MD 21235 or FAX to (410) 966-4046.  The form may also be submitted electronically when the electronic history is included.
 LDP FORM 5

LEADERSHIP DEVELOPMENT PROGRAM

Assignment Supervisor's Evaluation of Participant 

NAME OF

PARTICIPANT  ___________________________________________________________

TITLE OF POSITION OCCUPIED____________________________________________

LOCATION OF ASSIGNMENT ______________________________________________

ASSIGNMENT DATES _____________________________________________________

PART I:  EVALUATION OF ASSIGNMENT OBJECTIVES:

Please evaluate the participant's level of performance in meeting the objectives of the assignment as Successful or Unacceptable.

	Objectives
	Standards
	Performance Evaluation

	
	
	


Supervisor’s Evaluation of Participant (cont.)
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PART II:  EVALUATION OF COMPETENCIES

Please evaluate the LDP participant's performance during the assignment for the applicable  competencies by providing narrative comments.

Accountability:   Holds self and others accountable for measurable high-quality, timely and cost-effective results.  Determines objectives, sets priorities and delegates work.  Accepts responsibility for mistakes.   

Narrative Comments:

Customer Service:   Anticipates and meets the needs of both internal and external customers.  Delivers high-quality products and services; is committed to continuous improvement.
Narrative Comments:

Communication:   Expresses facts and ideas in writing in a clear, convincing and organized manner; makes clear and convincing oral presentations to individuals or groups; listens effectively and clarifies information as needed; facilitates an open exchange of ideas and fosters an atmosphere of open communication.
Narrative Comments:

Supervisor’s Evaluation of Participant (cont.)
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Interpersonal Skills:   Treats others with courtesy, sensitivity and respect.  Considers and responds appropriately to the needs and feelings of different people in different situations.

Narrative Comments:

Conflict Management:  Encourages creative tension and differences of opinions.  Anticipates and takes steps to prevent counter-productive confrontations.  Manages and resolves conflicts and disagreements in a constructive manner.
Narrative Comments:

________________________________________________________________________

PARTICIPANT 








DATE

________________________________________________________________________

ASSIGNMENT SUPERVISOR'S SIGNATURE




DATE 

Please submit to your OT LDP Coordinator within 2 weeks of the end of the assignment.  Send to:  Office of Training (100 EHR, 6401 Security Boulevard, Baltimore, MD 21235 or FAX to (410) 966-4046.  The form may also be submitted electronically when the electronic history is included.
LDP FORM 6

LEADERSHIP DEVELOPMENT PROGRAM

Participant's Assignment Evaluation
_____________________________________________________________________

NAME OF PARTICIPANT

_____________________________________________________________________

TITLE OF POSITION

_____________________________________________________________________

LOCATION

ASSIGNMENT DATES  ________________________________________________

Which leadership competency was this assignment intended to meet?

Please provide a brief description of your assignment.

Did the experience meet your expectations?  Was this a good learning experience?

Participant’s Assignment Evaluation (cont.)
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Would having prior knowledge/experience and/or training have been an advantage to you in the developmental assignment?

Would you recommend this assignment to another LDP participant?  Why or why not?

Please give your overall evaluation of the assignment.

_______________________________________________  _________________

PARTICIPANT'S SIGNATURE




DATE

Please submit to your OT LDP Coordinator within 2 weeks of the end of the assignment.  Send to:  Office of Training (100 EHR, 6401 Security Boulevard, Baltimore, MD 21235 or FAX to (410) 966-4046.  The form may also be submitted electronically when the electronic history is included.
                     







LDP FORM 7
Proposed SSA Learn Training

PARTICIPANT: _______________________________________________________
Assignment Dates:     ___________________  to  __________________

The following Go-Learn training is planned during my developmental assignment.  
	COURSE TITLE
	PROPOSED DATES
	COMPETENCY TO BE ENHANCED

	
	
	

	
	
	

	
	
	

	
	
	


THIS TRAINING  ___  IS   ___   IS NOT   LISTED ON MY IDP.  (IF NOT, PLEASE SUBMIT A “REVISION TO THE IDP”.)
Signatures:

_______________________________________

__________

LDP Participant





Date

______________________________________

__________
Assignment Supervisor




Date



Please submit to your OT LDP Coordinator.  Send to:  Office of Training (100 EHR, 6401 Security Boulevard, Baltimore, MD 21235 or FAX to (410) 966-4046.  The form may also be submitted electronically when the electronic history is included.
LDP FORM 8
Training Evaluation 

PARTICIPANT NAME: ______________________________________________________

TITLE OF TRAINING PROGRAM:  ___________________________________________

VENDOR/LOCATON:  _______________________________________________________




   ________________________________________________________

TRAINING DATES:  _________________________________________________________

Please check one for each of the following:

Level of difficulty:  Too Advanced ___     Appropriate ___     Too Elementary ___

Length of course:   Too Long         ___      Appropriate ___     Too Short           ___

Instructors         :    Excellent          ___      Satisfactory ___     Fair ___      Poor ___

Recommend to others?:  Highly Recommend ___     Recommend ___     Do not Recommend ___

Why?

Which leadership competency was training intended to meet? 

Strong points of course:

Training Evaluation (cont.)
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Weak points of course:

Additional Comments:

NOTE:  Please E-mail this evaluation to your Office of Training LDP Coordinator within 2 weeks of completing the course.









        LDP FORM 9
Leadership Interview Report

Participant Name:  _______________________________
               Date:  ___________

_____________________________________________
_____________________________

Name of Leader Interviewed



Grade

_____________________________________________
_____________________________

Title







Component

What is the scope of the leader’s responsibility?

What is the most critical aspect(s) of his/her job and why?

Did early career planning prepare the leader for current his/her job; if not, how would the individual have prepared differently?

What type of career preparation would the leader recommend to someone who is aspiring to a career such as his/hers?

What was the leader’s greatest career risk?  Was it a successful decision/experience?

Leadership Interview (cont.)







2

What  role has mentoring or role models played in the individual’s career?

What are the leader’s recommendations on how to enhance participation in the LDP?

What types of personal attributes must someone possess to be an effective leader?

Other information candidate desires to include in the interview report:

NOTE:  Please E-mail this report to your OT LDP Coordinator within 2 weeks of completing the interview.










LDP FORM 10 
Leadership Reading Review

Participant Name _____________________________

Date ___________

Book Title
__________________________________________________________

Author(s)
__________________________________________________________

Please give a numerical rating in response to each question/statement using the scale below:


                                                    Effective                     

Not Very Effective   └──────┴───────┴───────┴──────┘ Extremely Effective



         1  
   2                 3                 4               5

How effective was the author in presenting their main theme(s)?      ______
How readable was this book?





______
How would you rate this book overall?



______

Would you recommend this book to others? 



 Yes____    No___

Please provide a narrative response for the following:

What was the author’s main theme(s)? (i.e., The author was mainly concerned about____, or the author’s message is____)

How does this book contradict, substantiate or amplify information that you had previously been exposed to in other books, readings or training?

Leadership Reading Review (cont.)






2 

How can the information in this book be applied or be useful to you as a leader?

(Give examples of how this information appears to be useful)

Define any terms and concepts that you were not familiar with.

What are two or three of the most important things you learned from this book?

Additional Comments/Thoughts:
NOTE:  Please E-mail this report to your Office of Training LDP Coordinator within 2 weeks of completing the reading.










LDP FORM 11 
Shadow Assignment Report

Participant Name:
___________________________
Grade ________________________

Assignment Dates:     ___________________________
_____________________________




From




To

_____________________________________________
_____________________________

Name of Leader





Grade

_____________________________________________
_____________________________

Title







Component

Journal of Daily Activities:  (Use extra paper to record each day’s activities.)


Shadow Assignment (continued)
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LDP Participant:
___________________________






Name of Leader:
___________________________




Learning Experiences Gained from Assignment:

Leadership Competencies Observed:

NOTE:   Please E-mail this report to your Office of Training LDP Coordinator within 2 weeks of completing the shadow assignment.
LDP FORM 12

Request for a Return Trip Home

NAME OF 

PARTICIPANT: _____________________________________________________

I would like to request a return trip home.  I have been in my current assignment for 30 days or more.

CURRENT ASSIGNMENT LOCATION:

OFFICE: ___________________________________________________________

COMPONENT:______________________________________________________

ASSIGNMENT DATES:  BEGAN _______________  ENDS _________________

TRAVEL INFORMATION:

DATES OF TRAVEL :  FROM  ___________________  TO   _________________

DESTINATION:______________________________________________________

REASON FOR REQUEST:

I understand that the decision will be made on an individual basis.

SIGNATURE _________________________________
DATE: ____________

OT APPROVAL _______________________________
DATE: ____________

Please submit to your OT LDP Coordinator at least 2 weeks prior to the trip home.  Send to:  Office of Training, 100 East High Rise, 6401 Security Boulevard, Baltimore, MD 21235 or FAX to (410) 966-4046.  The form may also be submitted electronically when the electronic history is included. 
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List Developmental Assignments/Possible Dates�
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Analyze Training Required/Needed





Central Office


Orientation
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