Delegated Examining 

Certificate Process

A Manager's View
The Vacancy announcement closed, what happens next?  Once applications for delegated examining (DE) announcements are received, they are sorted according to announcement number and given to a staff member for evaluation.

A staff member reviews the application and determines the qualifications for the position based on criteria outlined in the vacancy announcement.   Once this step is completed, the application of the qualified applicant is further evaluated to determine how well the applicant meets the qualifications of the position.  This is based on the Knowledge, Skills and Abilities required for the position.  (Basis of Rating).   Applicants are given a score ranging from 70 to 100.  Applicants who have veteran's preference are given 5 or 10 extra points.  These extra points are added to their scores giving veterans a range from 75 to 110.   

What is veteran's preference?  By law, veterans who are disabled or who served on active duty in the Armed Forces during certain specified time periods or in military campaigns are entitled to veterans preference. In some instances, widows, mothers and spouses of veterans are also eligible for veteran's preference.     Information regarding veteran preference may be found at http://www.opm.gov/veterans/html/vetguide.htm and http://www.dol.gov/elaws/vets/vetpref/choice.htm
Is there any restriction on who may be selected?  Selecting officials are bound by law to select candidates within the confines of federal hiring regulations.  For many of the positions this means the selecting officials are limited to making their selections from among the top 3 candidates.  (Rule of three) These candidates are considered "within reach" for employment. The "rule of three" does not apply to demo positions.  However, in all cases, a non-veteran with the same score as a veteran may not be selected unless the veteran is appropriately removed from consideration.  

What if I have more than one vacancy?  You will need to do the same process in the “Rule of Three” from the next top three remaining candidates.  

"Rule of Three" Examples:  

A. If the top person on a certificate is a 10-point disabled veteran (CPS or CP) and the second and third persons are 5-point preference eligibles (TP), you may choose any of the three.

B. If the top person on a certificate is a 10-point disabled veteran (CPS or CP) and the second  person is not a preference eligible (NV), and the third person is a 5-point preference eligible (TP), you may choose either of the preference eligibles.  You may not pass over the 10-point disabled veteran to select the non-preference eligible unless an objection has been sustained through a formal process or the veteran has declined the position.
How many chances do I need to give an applicant?   When an eligible on a certificate has been within reach for selection three (3) times and other eligibles were selected instead, the non-selected eligible may be eliminated from further consideration.  Please consult with your HRO contact before eliminating a candidate due to three non-selections.

What happens if a candidate is no longer interested in the position?   If a candidate declines the position over the phone, it is important for the person the candidate spoke with to document the declination.   A blank "Record of Verbal Declination" is forwarded with every certificate for use in documenting declinations.  If a candidate declines during an interview, ask the candidate to document the declination in writing at the conclusion of the interview.  Attach the documentation supporting declinations to the Certificate of Eligibles.

How are resumes of "Name Requests" treated?   Name requested candidates receive no preferential treatment in the examining process and do not go to the top of the certificate. They are however, placed ahead of other eligible candidates with the same score and veteran's preference group and are considered "tie breakers" in determining where their name would appear on a list of candidates.  Otherwise, they are treated like any other eligible competitor.   

How long is a delegating examining certificate good for?   Certificates are valid for 30 days from the date issued. 
What if I need more time?    You may request an extension from the person who signed the certificate.  Extensions are granted in increments of 30 days for a total of 90 days.
Who do I send the completed cert to?   All Delegated Examining Certificates are returned via the HRO to the HRSC-NE Code 53.  The Certificate routing slip attached to the Delegated Examining Certificate contains the address and Point of Contact for return of the certificate. 

Sometimes a manager may wish to make a selection from a certificate that was returned to the HRSC because the selectee declined at the last minute or they had an additional vacancy.   Is it permissible to re-use a Delegated Examining Certificate?  The life of a Delegated Examining Certificate is 90 days.  If the manager has a need for  to fill additional vacancies within the 90 day life of the certificate, the HRSC would issue a new certificate (minus any applicants who were removed from consideration due to declinations, etc.).  If the original certificate is over 90 days, it can no longer be used and would require a new vacancy announcement to fill the position.  

I'm hiring a student who won't graduate for 4 months?  How long after I make a selection may I delay the employment start date?  The start date may be delayed for up to 6 months to accommodate completion of education.  If the start date is more than 6 months from the selection date, then the HRSC would need to re-open the original vacancy announcement to clear ICTAP.
What is the purpose of the Verification Notice attached to some of the resumes?  There are instances when the HRSC will make tentative determinations of applicants.  In these cases a Verification Notice is attached to the resume.  Prior to making a selection, if a Verification Notice is attached, a determination must be made to determine the applicant was appropriately given consideration for the position.    This applies to veterans preference, verification of U.S. Citizenship and verification of education.  Your Human Resources Office (HRO) will assist you in obtaining the required documentation and verifying their eligibility.   When tentative preference is not confirmed, we will adjust the applicant's score and if appropriate change where the candidate's name appears on the certificate.
What happens if a male over the age of 26, is selected for a position, and never registered with the Selective Service System?      Males must apply at the age of 18 for the Selective Service, but can apply as late as age 26.  After age 26, it is too late to register.   

Would this make the applicant ineligible for federal employment?   Yes, this would make an applicant potentially disqualified for federal employment.  The HRSC-NE would provide written notice to the selectee giving the candidate an opportunity to provide an explanation.   Subsequently a request is forwarded to the Office of Personnel Management to make a determination concerning the candidates eligibility for employment consideration.   Individuals who do not submit a statement of registration or exemption are not eligible for employment consideration.

Are we required to keep a vacancy open for the selectee until OPM makes a determination?  No an agency is not required to keep a vacancy open for an individual who seeks an OPM determination.
