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SUBJ: Leadership Enhancement and Development (LEAD) Program





1.  I am pleased to announce VBA's Fiscal Year 2003 Leadership Enhancement and Development (LEAD) Program.  This program is designed to help high-performing employees in mid-level grades with leadership potential.  It also provides the opportunity to meet VBA's goal of improving the representation of women, minorities, and persons with disabilities in leadership roles. 





2.  The LEAD program will enable participants to develop their leadership skills through classroom training, individual and group projects, and shadowing assignments.  While working with a mentor and using assessment tools, each individual will target areas upon which improvement is needed.  The participant, mentor, and management will develop and implement an Individual Development Plan (IDP) for the participant which will outline the requirements necessary for successful leadership and the work projects and activities they will complete to develop those competencies. 





3.  Thirty employees will be selected as a result of this application process.  They will begin the program in November 2002.  





4.  The curriculum will consist of three, one-week training sessions, over an eight-month period, which participants must attend.  The first session is scheduled for St. Louis beginning in November 2002, and will focus on the individual's needs and current strengths with emphasis on interpersonal skills, team building and the creation of an IDP.  The second session will be held in Phoenix in February 2003, to help participants gain knowledge of VA organization and field structure both historically and from a reengineering perspective.  The third session of the program will be held in VA Central Office (VACO) in June 2003, to provide insight into the role and impact of external elements such as: Congress, VA's Office of the Secretary and Departmental Staff Offices, Veterans Service Organizations, and the Office of Management and Budget. 





�
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5.  The LEAD Program is open to all VBA employees in grades GS-9 through GS-12 who are serving on a permanent, full-time assignment, and are not currently holding a supervisory or team leader position.  This program is designed for people interested in assuming leadership positions within VBA.  A willingness to consider and apply for positions, possibly in other locations or divisions, is encouraged for all participants. 





6.  Directors are responsible for ensuring that the program is called to the attention of all eligible employees.  Please post the enclosed flyer until the deadline to submit nominations has closed, and ensure that qualified minority, female, and disabled employees are encouraged to apply. 





 7.  The LEAD application, Mandatory Activities and Assignments, and "Is This For Me?" enclosures should be made available to all interested applicants through their station training coordinator or the Office of Employee Development and Training (20T) at VACO. 





8.  The applications from each field station must be sent together (each needs to include a supervisor's evaluation and Director's concurrence) by TRACKABLE CARRIER only (such as FED EX) to the Department of Veterans Affairs, 20T, and be received no later than Monday, September 30, 2002.  VACO applications that are hand carried must be received by close of business on the same date.





9.  A selection panel to include field and VACO personnel will rate and rank the applications. The Deputy Under Secretary for Benefits will make the final selections. 





10.  The program has been modified to engage station management more fully in their participant's learning experience.  The emphasis for learning has shifted to projects and assignments on a local level.  The Office of Employee Development and Training (20T) will provide assistance as well as monitor the participants' progress.





11.  Questions concerning the program may be referred to Karen Lunn, Program Manager, at the VBA Office of Employee Development and Training (20T), on 202-273-7279. 








								/s/


							Daniel L. Cooper


							Under Secretary for Benefits





Enclosures
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LEADERSHIP ENHANCEMENT AND DEVELOPMENT PROGRAM





WHAT:  VBA is pleased to announce its FY 2003 Leadership Enhancement and Development  (LEAD) Program.  This opportunity is designed to help identify and develop the skills and talent of high-performing employees and enhance their preparation for leadership responsibilities in the future.  The program incorporates individual and group projects, formal classroom training, shadowing assignments, self-study and other developmental activities.  As a component of the program, participants will be individually matched with a mentor.  





30 employees will be selected as a result of this application process.


 


WHO:  The LEAD Program is open to all VBA employees in grades GS-9 through GS�12 who are serving on a permanent, full-time appointment, and are interested in assuming leadership positions within the VBA.  A willingness to consider and apply for positions, possibly in other locations or divisions, is encouraged for all participants.





WHY:  The LEAD program is a training vehicle that helps employees enhance their preparation for future leadership roles and also provides an opportunity to meet VBA's goal of improving the representation of women, minorities, and persons with disabilities at all levels of the organization.  In keeping with this goal, managers and supervisors should ensure that they identify and encourage employees within these groups to apply.  





WHEN: The program for FY2003 will commence in November 2002 and conclude in late June  2003.  Participants will be required to attend three group sessions, one week each, which will involve travel.  Additional travel may be required for group projects or other assignments.  Some pre-course work may be required. 





HOW:  Applications and additional program information are available from your station or Service Delivery Network Training Coordinator, and with the Office of Employee Development and Training (20T).  All applications from each station,(including recommendations from the applicant’s supervisor and director) are to be sent in one package. The applications are to be submitted to the Department of Veterans Affairs, Office of Employee Development and Training (20T). Each stations’ applications must be sent by trackable carrier and must arrive by September 30, 2002.   The mailing address is: 810 Vermont Avenue, NW, 20T, Washington, DC 20420.  Applications that are delivered by courier service shall use the same mailing address.  VACO applications that are hand carried must be received by close of business on the same date.





Please contact Karen Lunn, LEAD Program Manager at the VBA Office of Employee Development and Training (20T) if you have any questions about this program.
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Leadership Enhancement and Development (LEAD) Program


Mandatory Activities and Assignments





Attend 3 weeks of training: You will attend training to address management development and personal skill development.  The dates are as follows:


 


	LEAD 2003


        			November 11 – 22, 2002		St. Louis


			February 4 – 8, 2003	           Phoenix 


 		June 24 - 28, 2003			Washington, DC 





2.  Introduction to Other VA Organizational Elements: As part of the 3 weeks of training, you will tour different areas of VA and hear speakers from a variety of operating elements.  Such tours will include a visit to a national cemetery, a VA medical center, and more.





3.  Develop a Mentor- Mentoree Relationship: You will be paired with a mentor to help gain organizational knowledge, develop a networking system, and share experiences and advice.  Your mentor will provide support and suggestions to enable you to develop to your fullest potential.





4.  Develop an Individual Development Plan (IDP): Based on feedback from personal assessment tools, and input from your mentor and station management, you will design and implement an IDP.  





5.  Develop Team Building Skills: You will be assigned to work on teams on a variety of assignments to help develop or enhance team building skills, to strengthen leadership and interpersonal skills, and to provide a forum to explore contemporary management issues.  Teams will also work on projects that are important to VBA.





6.  Complete Two Shadowing Assignments: You will select one of the division chiefs from your home station, preferably in a different division, to shadow for �
at least one week.  You will also have the opportunity to shadow your mentor or other individual for an additional week.  The shadowing assignments are designed to give you exposure to managerial duties, responsibilities, and to show you different approaches to handling them.  It is also designed to provide exposure and some experience in a different division from your own. 





7.  Participate in individual developmental assignments: Either locally or at another location, station directors will coordinate specific assignments so you will have work experiences, which will strengthen your leadership competencies (such as problem solving, conflict management, and written communication). 





8.  Conduct Presentations: Throughout the program, you will have many opportunities to speak to the group and others through both spontaneous and planned presentations.  As part of the final session of the program, you will work with your team to prepare a presentation, one hour in length. 





9.  Management Interviews: You will conduct two interviews with management officials from whom you will gain management insights and information to assist you with developing a broader professional outlook.





10.  Assessment Tools: You will undergo several forms of assessment to help direct you in the areas of team building and IDP development.





11.  Self-study Projects: You will work on several self-study projects, which will include extensive reading assignments and practical learning experiences to be conducted on station.





�
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Veterans Benefits Administration�
�
Leadership Enhancement and Development Program


2003 Application�
�
Name (Last, First, Middle Initial)�
�
�formtext ��     ��
�
Station Name, Number and Routing Symbol�
Office Mailing Address�
 Office Telephone 


        Number      �
FAX Number�
�
�formtext ��     ��
�formtext ��     ��
�formtext ��     ��
�formtext ��     ��
�
�
E-Mail Address


�
�
EMPLOYMENT HISTORY�
�
Beginning Date of Present Job�
Current Position (Title/Series/Grade and Step)�
�
�formtext ��     ��
�formtext ��     ��
�
Current Responsibilities�
�
� FORMTEXT ��     ��
�
List your former positions in VA and all other employment (including military) for the last five (5) years in reverse chronological order. �
�
�
�
Dates�
�
Employer�
Title, Grade or Responsibility�
From�
To�
�
1�
� FORMTEXT ��     ��
� FORMTEXT ��     ��
� FORMTEXT ��     ��
� FORMTEXT ��     ��
�
2�
� FORMTEXT ��     ��
� FORMTEXT ��     ��
� FORMTEXT ��     ��
� FORMTEXT ��     ��
�
3�
� FORMTEXT ��     ��
� FORMTEXT ��     ��
� FORMTEXT ��     ��
� FORMTEXT ��     ��
�
4�
� FORMTEXT ��     ��
� FORMTEXT ��     ��
� FORMTEXT ��     ��
� FORMTEXT ��     ��
�
5�
� FORMTEXT ��     ��
� FORMTEXT ��     ��
� FORMTEXT ��     ��
� FORMTEXT ��     ��
�
6�
� FORMTEXT ��     ��
� FORMTEXT ��     ��
� FORMTEXT ��     ��
� FORMTEXT ��     ��
�
�



�
SPECIAL ASSIGNMENTS�
�
Please provide a summary of significant special assignments, committees, working groups, or quality improvement teams on which you have served during the last three (3) years.  Describe your role, responsibilities, purpose of project and the internal and external benefits.�
�
Name�
Dates�
�
�formtext ��     ��
From�
To�
�
�
� FORMTEXT ��     ��
� FORMTEXT ��     ��
�
Narrative�
�
� FORMTEXT ��     ��
�
�
Name�
Dates�
�
�formtext ��     ��
From�
To�
�
�
� FORMTEXT ��     ��
� FORMTEXT ��     ��
�
Narrative�
�
� FORMTEXT ��     ��
�
�
�
Name�
Dates�
�
�formtext ��     ��
From�
To�
�
�
� FORMTEXT ��     ��
� FORMTEXT ��     ��
�
Narrative�
�
� FORMTEXT ��     ��
�
EDUCATION�
�
List beginning with high school, then college(s), business or trade schools and/or other specialized training.�
�
�
Dates�
�
�
�
Name of City and School�
From�
To�
Degree�
Major�
�
1�
�formtext ��     ��
� FORMTEXT ��     ��
� FORMTEXT ��     ��
�formtext ��     ��
�formtext ��     ��
�
2�
�formtext ��     ��
� FORMTEXT ��     ��
� FORMTEXT ��     ��
�formtext ��     ��
�formtext ��     ��
�
3�
�formtext ��     ��
� FORMTEXT ��     ��
� FORMTEXT ��     ��
�formtext ��     ��
�formtext ��     ��
�
4�
�formtext ��     ��
� FORMTEXT ��     ��
� FORMTEXT ��     ��
�formtext ��     ��
�formtext ��     ��
�
5�
�formtext ��     ��
� FORMTEXT ��     ��
� FORMTEXT ��     ��
�formtext ��     ��
�formtext ��     ��
�
Extracurricular activities and special honors or awards for leadership activities while in school (Please indicate school).�
�
 � FORMTEXT ��     ��
�
�



�
�
�
�
AWARDS�
�
Please list any awards, (superior performance, quality step increases, spot cash, special acts or contribution) letters of recommendation, or honors you received from any sources in the past three (3) years.�
�
Name�
Date�
Sources and Description�
�
�formtext ��     ��
� FORMTEXT ��     ��
�formtext ��     ��
�
�formtext ��     ��
� FORMTEXT ��     ��
�formtext ��     ��
�
�formtext ��     ��
� FORMTEXT ��     ��
�formtext ��     ��
�
�formtext ��     ��
� FORMTEXT ��     ��
�formtext ��     ��
�
VOLUNTEER ACTIVITIES�
�
Please describe your involvement with volunteer activities during the past three (3) years, to include your specific responsibilities.  If you are actively involved in religious activities, please do not list the denomination of your religious affiliation.�
�
1�
Organization�
Dates of Membership�
�
�
� FORMTEXT ��     ��
From�
To�
�
�
Responsibilities/Achievements�
� FORMTEXT ��     ��
� FORMTEXT ��     ��
�
�
� FORMTEXT ��     ��
�
�
2�
Organization�
Dates of Membership�
�
�
� FORMTEXT ��     ��
From�
To�
�
�
Responsibilities/Achievements�
� FORMTEXT ��     ��
� FORMTEXT ��     ��
�
�
� FORMTEXT ��     ��
�
3�
Organization�
Dates of Membership�
�
�
� FORMTEXT ��     ��
From�
To�
�
�
Responsibilities/Achievements�
� FORMTEXT ��     ��
� FORMTEXT ��     ��
�
�
� FORMTEXT ��     ��
�
�



�
ESSAY QUESTIONS�
�
Please respond to the following questions.  Please limit your response to one-half page each.�
�
1.  Describe your specific career plans focusing on the next 2-3 years.  Explain how you feel this program will benefit you and Veterans Benefits Administration.  Express the qualities you feel you possess that make you an excellent candidate for the Leadership Enhancement and Development (LEAD) Program.�
�
� FORMTEXT ��     ��
�
�
2.  Describe an incident, initiative, or problem solved in your career of which you are particularly proud.  Describe the circumstances leading to or surrounding the example, your role, any time constraints or other pressures, and how you worked with others to successfully accomplish your objective.  If this information has already been addressed under special projects, please reference.�
�
� FORMTEXT ��     ��
�
�



�
�
3.  In your opinion, what are the critical challenges that face Veterans Benefits Administration and what recommendations would you champion?�
�
� FORMTEXT ��     ��
�
�
4.  If given the opportunity to improve operations in a specific area within your regional office or within Veterans Benefits Administration, what exactly would you do?�
�
� FORMTEXT ��     ��
�
�



�
5.  What reservations do you have in applying for higher-level leadership positions and why?  Please discuss any personal barriers, (e.g., leadership, decision-making responsibilities, stress, relocation, etc.).�
�
�
� FORMTEXT ��     ��
�
EMPLOYEE CERTIFICATION�
�
�
I certify that all statements and information furnished in this application are true, complete, and correct to be best of my knowledge and belief and are made in good faith.


�
�
Your Signature and Date�
�
�
�



�
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Veterans Benefits Administration�
�
Supervisory Evaluation and Narrative Comments�
�
Applicant’s Name (Last, First, Middle Initial)�
�
�formtext ��     ��
�
As the applicant’s immediate supervisor, please review the information submitted by the applicant.  Using a scale of 1 to 5, provide an overall score which reflects the applicant’s abilities in terms of team work, leadership, interpersonal skills, and acceptance of change.�
�
Team Work�
Leadership�
�
�formcheckbox ��             �formcheckbox ��             �formcheckbox ��             �formcheckbox ��             �formcheckbox ���
�formcheckbox ��             �formcheckbox ��             �formcheckbox ��             �formcheckbox ��             �formcheckbox ���
�
1                2               3               4                5


      Below                       Average                   Outstanding


          Average�
1                2               3               4                5


      Below                       Average                   Outstanding


          Average�
�
Interpersonal Skills�
Acceptance of Change�
�
�formcheckbox ��             �formcheckbox ��             �formcheckbox ��             �formcheckbox ��             �formcheckbox ���
�formcheckbox ��             �formcheckbox ��             �formcheckbox ��             �formcheckbox ��             �formcheckbox ���
�
1                2               3               4                5


      Below                       Average                   Outstanding


          Average�
1                2               3               4                5


      Below                       Average                   Outstanding


          Average�
�
Include any comments you wish to provide to support this nomination in the space below.�
�
�formtext ��     ��
�
What areas of development would you recommend be targeted to enhance the candidate’s leadership skills?�
�
�formtext ��     ��
�
Supervisor's Signature and Date�
�
�
Director's Recommendation and Comments�
�
� FORMCHECKBOX �� I highly recommend.�
� FORMCHECKBOX �� I recommend.�
� FORMCHECKBOX �� I do not recommend.�
�
�formtext ��     ��
�
Signature and Date�
�
�









