Suppl emrent 38C

U. S. AGENCY FOR | NTERNATI ONAL DEVELOPMENT
SENI OR FOREI GN SERVI CE
RECERTI FI CATI ON PLAN

1. Pur pose

Thi s suppl enment to Chapter 38 provides the policies and
procedures that govern Senior Foreign Service (SFS)
Recertification. Recertification is a vehicle for ensuring
t hat the performance of career SFS nenbers denonstrates the
excel | ence needed to neet the objectives set by the Foreign
Service Act of 1980; that is, "a Senior Foreign Service
which is characterized by strong policy fornulation
capabilities, outstandi ng executive |eadership qualities,
and hi ghly devel oped functional, foreign | anguage, and area
experti se.

2. Aut hority

Career Senior Foreign Service (SFS) nenbers in the Agency
for International Devel opment are subject to
recertification, pursuant to Section 305 of the Foreign
Service Act of 1980, as anended by Section 506 of the Ethics
Ref orm Act of 1989 (Public Law 101-194, Novenber 30, 1989).

3. Coverage and Applicability

a. Thi s suppl enment applies to all SFS enpl oyees of AlD.
CGenerally, enployees working in AIDs Ofice of the

| nspector General (IG wll be subject to recertification as
outlined in this supplenent. However, the |G has separate
authority per the 1G Act of 1978, as anended, to adm nister
t he Human Resources Devel opnent and Managenent function of
that office.

b. SFS career enpl oyees who have been continuously
enployed in the SFS for 156 weeks preceding the end of the
recertification period are subject to recertification. This
peri od includes any service as an SFS noncareer or |imted
appoi ntee as well as SFS service in another agency.

C. One or nore breaks in SFS service of a total of 6
nmont hs or less do not interrupt the 156 weeks of continuous
enpl oynment .

(1) For this purpose, "breaks in service" would
i nclude periods when the nenber was separated fromthe
Seni or Foreign Service (including Presidential appointnents
at Executive Level V or higher) or seconded to an



i nternational agency with reenploynent rights in the SFS.

(2) Anmong periods which would not be considered a
break in SFS service are: sabbaticals, training, details to
ot her federal agencies,
details to state and | ocal governments or private
organi zations while still remaining on the federal payroll,
or service with the Anerican Institute of Taiwan or
Mul ti-National QObservers.

d. SFS career appointees who are on extended detail or
absence fromtheir positions at the tine of recertification
will generally be subject to recertification, so |ong as
they were in career SFS status at the end of the
recertification period and neet the 156 week | ength of
service requirenent.

e. This recertification plan does not apply to SFS
noncareer, SFS limted appoi ntees, or former SFS career
appoi ntees who are on Presidential appointments with Senate
confirmation at Executive Level V or higher regardless or
whet her they elected to retain SFS benefits. However,
performance whil e serving on such appoi ntments may be taken
into consideration in recertification.

Rel ati onship to Annual Perfornmance Appraisal Process

a. Recertification conplements other AID personne

prograns mandated by the Foreign Service Act of 1980 which
al so seek to ensure excellence in the Senior Foreign
Service. To the extent possible, recertification procedures
will parallel those for other SFS personnel actions.

b. Recertification strengthens the Al D regular reviews of
executive excellence. Unlike Limted Career Extensions and
pronotions, decisions on recertification are made
irrespective of workforce planning concerns--i.e., the
predi ctable flow through the ranks sought by the FS Act.
There may not be a prescribed distribution of how many or
what percentage of executives will be recertified,
conditionally recertified, or not recertified.

C. A menber who has been recertified remains subject to
retirement for expiration of tinme-in-class. Recertification
does not preclude any personnel action based on the

deci sions of the Senior Foreign Service Consolidated

Sel ection Board in subsequent years.

Recertification Period

a. The initial recertification period ended on March 31,
1991, which is the end of the annual performance apprai sal



peri od. Subsequent recertification shall take place every
third cal endar year thereafter, with the end of the annual
performance apprai sal period continuing to serve as the end
of the 156-week enpl oynent period for cal cul ating
recertification eligibility.

b. An individual who transfers to AID after having been
recertified as an SFS nenber by anot her agency within the
sanme cal endar year, is not subject to recertification in

Al D.

C. An individual who transfers from another agency w thout
havi ng been recertified as an SFS nenber in the sane

cal endar year is subject to recertification in AID. The

O fice of Human Resources Devel opnent and Managenent
(FAHRDM, wll request the required performance appraisals
and other relevant information fromthe previ ous agency.

Standard for Recertification

a. To be recertified, nmenbers of the Senior Foreign
Service nust have perforned at the |evel of excellence
expected of a senior executive during the recertification
period in the foll ow ng areas:

(1) Planning for, substantially advancing, and
attaining presidential, agency, or organizational goals and
obj ectives that required a sustained superior effort;

(2) Taking specific initiatives that advanced a maj or
policy and/or significantly inproved delivery of services;

(3) Taking the necessary actions to ensure the
achi evenent of a quality product in a tinely manner; and

(4) Making significant technical, scientific, or
pr of essi onal contri butions.

b. Also, if applicable to the responsibilities of the
seni or executive, excellence is denonstrated by:

(1) Achieving substantial savings in the execution of
prograns under his or her direction;

(2) Maintaining the high quality and effectiveness of
a programunder his or her direction with reduced resources;

(3) Providing strong | eadership to enhance the
devel opment, utilization and achi evenents of subordinate
personnel, including achi evenent of equal enploynent
opportunity goals; and/or

(4) Superior Acconplishment in long-termtraining.



Recertificati on Recommendati on and Determ nati on Procedures

a. Because of the nmobility of the Senior Foreign Service,
few supervisors are able to recommend certification based on
three years' performance, as intended by the Ethics Reform
Act. Thus, the annual Consolidated Selection Board (C
Board) neeting in the year of recertification will nmake the
recomrendati on. The Board will make its recommendati on
based on all the material in the SFS nenber's official
performance file, including the annual recommendati ons of

t he supervisor(s), related to performance during the
previous three rating

years and what ever additional materials the nenber may
submt. These procedures will be incorporated in the C
Board precepts and will be subject to the general procedures
governi ng the Board.

(1) The Standards for Recertification will be
incorporated in the instructions for the Foreign Service EER
form

(2) Rating officials wll be urged to keep these
criteria in mnd as they set annual work requirenents and
draft the narrative portions of each nenber's EER In
addition, rating officials will check a box on the EER form
each time that a rating is prepared, specifically
recomrendi ng whether the rated officer should be recertified
as a seni or executive.

(3) SFS nenbers may submt materials in support of
their recertification, in addition to any comments in the
rated officer's portion of the EERs. These materials wll
beconme part of the performance file and are subject to
provi sions on "inadm ssible comments. ™

b. The C Board, after conpleting its deliberations on
recertification, will forward the followng to the D rector
of Human Resources Devel opnent and Managenent:

(1) a list of those SFS nenbers it recommends for
recertification;

(2) alist of those SFS nenbers it recommends for
conditional recertification;

(3) alist of those SFS nenbers it recomends not be
recertified; and

(4) a recertification formfor each nmenber indicating
the action recomended, and signed by the Board Chairperson
and each nmenber

In addition, the Board will prepare a witten



justification for each SFS nenber in (2) and (3) above,

speci fying those aspects of the standards for
recertification that have not been net, citing exanples and,
as appropriate, quoting fromthe performance record. This
justification will not only provide a basis for the nmenber's
response and the Agency's final decision, but will serve as
a guide to performance inprovenent for those conditionally
recertified.

C. | npact on Ot her Sel ection Board Reconmendati ons

When the C Board recommends that a nenber be
conditionally recertified it may not recomrend the nenber
for pronotion, a Limted Career Extension, a Performance
Award or a Presidential Award and shoul d consi der
| ow-ranking the nenber. Normally, the Board should al so
recommend either that such a nenber's next ES pay |evel
i ncrease be denied or that the nenber's pay be reduced by
one level within the sane cl ass.

Deci si ons on C Board Recommendati ons

The Director of Human Resources Devel opnent and Managenent
has the del egated authority to nake final decisions on
behal f of the Agency. Hereafter, the Director of Human
Resour ces Devel opnment and Managenent is referred to as the
Deciding O ficial.

a. Deci sions to Recertify

(1) The Deciding Oficial will normally accept and
i npl ement - on behalf of the Adm nistrator - a C Board
recommendation to recertify an SFS nmenber. The Deci ding
Oficial will sigh the recertification form and the nenber
will remain in the SFS.

(2) However, the Deciding Oficial may return a
recomendation to the Panel and defer a final decision
pendi ng resol ution of any questions on conformty with
regul ati ons or precepts. The Deciding Oficial any al so
defer a final decision if the enployee is subject to an
ongoi ng i nvestigation or adverse action involving issues of
| oyalty, security, msconduct, or mal feasance. |If the
reason for any deferral is resolved in favor of the SFS
menber or if any disciplinary action taken falls short of
renoval , the Deciding Oficial will rmake the final decision
on recertification retroactive to the effective date of the
list fromwhich the nenber's nane was initially excl uded.

b. Decisions to Conditionally Recertify or Not to
Recertify

(1) The Deciding Oficial (DO will first conduct an
adm ni strative review of each case to ensure conformty wth



regul ations and precepts. The DO may return any or all of
the recommendations to the C Board and defer further action
until questions are resolved.

(2) The records of nmenbers not recomended for
recertification will be reviewed on a confidential basis
within the Ofice of Human Resources Devel opnent and
Managenent and/or the O fice of Medical Services before the
Board's non-recertification recommendati ons are inplenented.

The DO may, on the basis of their recommendati ons,
determ ne that for conpelling nedical or conpassionate
reasons, a nmenber should not be non-recertified or notified
of non-recertification. |In this event, the individual shal
be given the sanme treatnent as nenbers who have been
recertified.

(3) In the case of recommendations for conditional
recertification, the DOw Il send a letter notifying the
af fected nmenber of the C Board' s recomendati ons. The
letter will include:

(a) Copies of the conpleted recertification
determ nation for and the Board' s justification for the
reconmendat i on;

(b) An explanation of the ternms of conditional
recertification:

(i) That the nenber is responsible for
undertaki ng an intensive, 12-nonth programto correct the
deficiencies cited in the Board's justification nmenorandum

(i1) That the DOw Il nmake a final decision
on whether to recertify or to renove the nenber fromthe SFS
based on the recommendati on of the next annual C Board to
convene after 12 nonths have expired;

(1) That the nmenber shall be retained
inthe SFSif recertified and shall have any reduction in ES
pay | evel made under paragraph 7.C. restored as of the
begi nning of the first pay period follow ng recertification
when 12 nont hs have el apsed since the pay reduction.

(iv) That the C Board wll make a
recomrendati on on whether to recertify after reviewng: the
three years' performance record on which the conditional
recertification recomendati on was made; the justification
for conditional recertification; and the nenber's success in
overcom ng the cited deficiencies as evidenced in subsequent
EERs and any witten statenent the nenber m ght wsh to
make;

(v) That the decision to conditionally
recertify may not be grieved or appeal ed, though a



subsequent decision not to recertify could be appeal ed
either to the Foreign Service Gievance Board or a Speci al
Revi ew Boar d.

(4) In the case of recommendation for
non-recertification, the DOw |l send a letter notifying the
affected nmenber of the C Board' s recommendation. The letter
wi |l include:

(a) Copies of the conpleted recertification
determ nation formand the Board's justification for the
reconmendat i on;

(b) Notice that the nmenber is entitled to a
reasonable tinme to respond to the recomendati on of
non-recertification. The menber may respond either in a
per sonal appearance before the DO or in witing, or both, to
show cause why the recommendati on shoul d not be inpl enent ed.

The response tine - after the nenber has received
notification fromthe DO of the recomrended action - wll
not exceed 20 days for nenbers assigned in the U S. or 40
days for menbers assigned overseas;

(c) Notice that the nmenber has the right to be
represented by counsel or by any other representative of the
menber's own choosi ng, but that a personal appearance before
the DOis not a formal hearing which is adversarial in
nature; and

(d) Notice that the nmenber will be provided a
reasonabl e amount of official tinme to prepare and to present
a response to the recommended acti on.

(5) The DO w Il consider any response nmade by the
menber in making a final decision on the C Board's
recommendation not to recertify and will provide the nmenber
with witten notice of the decision within 90 days after
recei pt of the nenber's response.

(6) The DO s notification of a decision not to
recertify a menber will include the foll ow ng:

(a) A copy of the conpleted recertification
determ nation formand supporting docunmentation

(b) Notification that the nenber will be retired
involuntarily for failure to be recertified,

(c) The nenber so retired shall be entitled to
the sane benefits as personnel retired under Section 608 of
the FS Act of 1980 and inpl enenting regul ations issued
t her eunder ;

(d) The date on which the nenber will be retired;



(e) The nenber's right to appeal the basis of the
decision either to the Foreign Service Gievance Board or to
t he Speci al Review Board, but not to both, and copies of the
regul ati ons governi ng both procedures.

(f) The tinme limts for filing an appeal are in
accordance wth the appropriate regulation (3 FAM 662.7 for
the FS Gi evance Board and HB 30, Chapter 3B, para. 4b for
t he Speci al Revi ew Board).

(g) The officer's appeal of involuntary
retirement does not waive any existing right to retire
voluntarily at any tinme prior to the effective date of
involuntary retirenent.

(7) The effective date for retirenment due to failure
to be recertified will be within 6 nonths of the date of the
official notification of the final decision by the Drector
of Human Resources Devel opnment and Managenent. The date may
be tenporarily postponed, however, by the Director of Human
Resources Devel opment and Managenent where the interests of
the service so require, but in no case may such post ponenent
exceed one year.



Suppl emrent 38C Attachnent A

SENI OR FOREI G\ SERVI CE RECERTI FI CATI ON CY 1991

Nane of Executi ve: Recertification
Peri od
FROM TO

Standard for Recertification

1. The career appointee nust performat the | evel of
excel | ence expected of a senior executive. Excellence
means that the executive has denonstrated over the
recertification period that he or she has achi eved
excel l ence in:

a. Pl anning for, substantially advancing, and attaining
Presidential, agency or organi zational goals and objective that
requi red a sustained superior effort.

b. Taking specific initiatives that advanced a maj or
policy and/or significantly inproved delivery of services.

C. Taki ng the necessary actions to ensure the achi evenent
of a quality project in a tinely manner.

d. Maki ng significant technical, scientific, or
pr of essi onal contri butions.

2. Also if applicable to the responsibilities of the senior
executive, excellence is denonstrated by:

a. Achi evi ng substantial savings in the execution of
prograns under his or her direction.

b. Mai ntai ning the high quality and effectiveness of
prograns under his or her direction with reduced resources.

C. Provi ding strong | eadership to enhance the
devel opment, utilization and achi evenent of subordinate
personnel , including achi evenent of equal enploynment opportunity

goal s.

The foll ow ng recommendati ons/ deci sion are based on an



assessnent of the executive's overall performance during the
recertification period in relation to the above Standard for
Recertification stipulated in |law, regulation, and agency witten
procedures and i nclude consideration of the executive's
performance ratings, awards and ot her recognition, devel opnental
activities, and other relevant factors related to performance
during the period.

Consol i dated Sel ection Board (C Board) Recommendati on:

Recertify Conditionally Recertify
Not Recertify

Reconmend pay adj ustnent to FE- No pay adj ust nent
recommended

C Board Chairperson's Signature Dat e

Appearance Before the Deciding Oficial if Recormendation is to
Not Recertify:

Yes Dat e Decl i ned appearance (docunentation

att ached)

Deciding O ficial's Decision:

Recertify Conditionally Recertify
Not Recertify

Pay rate adjustnment to FE- No pay rate adjustnent

Deciding Oficial's Signature and Title Date



