	LEADERSHIP DEVELOPMENT
	Corporate Employee Development Board


[image: ]


	LEADERSHIP DEVELOPMENT
	Corporate Employee Development Board
	3




[bookmark: _Toc274570741][bookmark: _Toc287852770][bookmark: _Toc289354972][bookmark: _Toc291533730][bookmark: _GoBack]Applicants’ Frequently Asked Questions
1. Can people apply to more than one program?
Yes, people can apply to more than one program.  However, they will need to submit separate pre-screening questionnaires and full applications for each program for which they are applying.  The reason that separate applications are needed is that different programs have different areas of concentration. An applicant should emphasize different qualifications, particularly on the open-ended questions in the application, for each program.  Applicants for Senior Service Colleges (SSC’s) will also be asked to prioritize their preferences for the specific SSC programs they would like to attend.  Applicants’ prioritization will be a factor in the final decision, however the decision will also be based on program fit, availability of seats, and organization needs.
2. How many program seats are available?
There are approximately 25 seats available for the Federal Executive Institute’s 4-week Leadership in a Democratic Society program.  There are generally 1-2 seats available for the SSC’s, School for Advanced Military Studies (SAMS), and Army Intermediate Leadership Education (ILE) program (approximately 10 total seats for all SSCs, SAMS and ILE combined).
3. What happens if there are not enough qualified applicants to fill all the available program seats?
In this situation, the CEDB would move forward without filling all available program seats, rather than recommending an unqualified applicant.  As appropriate, a decision may be made to re-announce the program to encourage additional employees to apply to fill the remaining seats.
4. If I am selected to attend one of the SSC’s, can I be guaranteed to be placed in one of my preferred programs?
No. Although candidates may identify a specific program preference, all who apply acknowledge that they are applying for all SSC programs and will attend the program they are determined to be the best fit for as determined by the VA senior leadership.
5. What happens if someone is selected for a program but later chooses not to attend?
Additionally, candidates who are selected but turn down the opportunity to attend a course will not be considered for future attendance to a program absent an exceptional reason for declining. 
6. Do I have to complete the entire application in one sitting?
No. Each page of the application is saved after you complete it and press the “Next” button at the bottom of the page.  If you exit the survey before pressing the “Next” button, then the answers on that page will NOT be saved. You can exit and return to the application as many times as necessary to complete all the pages.  
7. How can I make sure my answers on the open-ended questions are not cut off?
There is a 2000 character limit for each of the open-ended questions on the application. This limitation helps maintain a level playing field for all applicants and manage the volume of application materials to be reviewed by the CEDB. If open-ended responses run longer than 2000 characters, they will be cut off when the application is submitted. In this way, there is no advantage given to applicants who submitted more information.  
[image: ]The best way to ensure open-ended responses do not exceed the 2000 character limit is to first draft the responses separately in an program such as Microsoft Word, and use the “Word Count” feature to find out the number of characters.  In Microsoft Word 7, the “Word Count” feature is located in the Review tab, under Proofing.  
Applicants can edit their open-responses in Microsoft Word, and then paste the text into the online application when it falls within the character limit. Applicants are encouraged to be concise in their responses. Commonly-understood abbreviations and bullet points are acceptable, as long as the overall response is grammatically correct and understandable.
8. I do not have 3 levels of leadership to endorse my application.  Is this acceptable?
Yes.  Some applicants do not have 3 higher levels in their supervisory/management chains.  In these cases, there may be only two or even just one higher-level supervisor who can provide the endorsement. For example, if the Principal (i.e., Assistant Secretary or Under Secretary) is an applicant’s direct supervisor, then there would be only one leadership endorsement on the application. 
Please note that, given variation in organizational and leadership structures across VA, administrations and staff offices/organizations are responsible for clarifying the appropriate supervisory/management chain for the endorsements, and for ensuring that the administrative procedures/protocol for their particular organizations are followed in the endorsement process.  Therefore, there may be some variation between organizations in the endorsement procedures. Please contact your Human Resources Point of Contact (HR POC) with any questions about the appropriate endorsement procedures for your organization.  The list of HR POCs is available at www.valu.va.gov/Home/CEDB.
9. How much is the CEDB influenced by the leadership endorsements when they are reviewing applications?
The leadership endorsement does not serve as a “proxy” for the CEDB’s objective, independent review of the qualifications reflected in the application. Fairness is one of the most important tenets of the CEDB application review process.  Therefore, the process was designed so that leadership may not “screen-in” or “screen-out” any application based solely on their recommendation. Rather, leadership endorsement will be considered as an information point, along with all the other information provided in the application package, to help CEDB reviewers form their own objective, independent assessment of the applicant’s qualifications.
10. What criteria are used to assess the applications?
CEDB members use criteria and rating benchmarks that are closely based on the VA Leadership Competencies to assess the applications.  The VA Leadership Competencies are available on the CEDB website (www.valu.va.gov/Home/CEDB) and at www.valu.va.gov/content/pdf/va_leadership_competency_model.pdf.
11. Who can I contact if I need help or more information about the application process?
The HR POC for your organization (see list at www.valu.va.gov/Home/CEDB) and VALU’s CEDB Program Administrator, David Austin (David.Austin2@va.gov), are available to help you with the CEDB application process.
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