VETERAN'S READJUSTMENT PROGRAM

Standard Guide



This guide provides information and guidance about the use of the Veteran's Readjustment Appointment (VRA) authority at commands serviced by the Marine Corps Civilian Human Resources Office-West (MCCHROW).



The Veterans Readjustment program was developed to provide veterans of the Vietnam Era with employment opportunities coupled with training and/or education designed to assist them in making the transition from military life to civilian employment.  The program was initially established by Executive Order 11521 dated 26 March 1970.  The VRA authority is established by Public Law 102-568, allowing federal agencies to directly hire certain veterans of the armed forces on an Excepted Appointment.  Successful completion of a 2 year VRA leads to a permanent civil service appointment.



RESPONSIBILITIES:  Responsibility for successful use of the VRA program is shared by the employee appointed under this program, his/her supervisor and MCCHROW.



     A.  The employee is responsible for applying himself/herself to the job situation in a manner that is conducive to learning the job and adjusting to the work environment.



     B.  The employee's supervisor is responsible for preparing a training/education plan that will assist the employee in adjusting to the work environment, and learning and developing knowledge and skills needed to perform the job effectively.  Supervisors should provide regular feedback to the employee concerning their progression on their training/education plan and the employee's overall performance.  Upon completion of the 2 year program, supervisors must provide a written progress evaluation to the Training Branch prior to conversion to the permanent civil service appointment.



     C.  The MCCHROW Employment Branch is responsible for providing personnel services in the appointment process, ensuring appointed employees and their supervisors are aware of VRA requirements and providing technical guidance in operating the program.



     D.  The MCCHROW Employee Relations Branch is responsible for providing advisory and/or counseling services when job related or personal problems arise.



     E.  The MCCHROW Training Branch is responsible for providing educational and career counseling and assisting in the development of the training/education plans.





GENERAL ELIGIBILITY REQUIREMENTS



     A.  To be eligible for a VRA appointment, a veteran must have served on active duty for a period of more than 180 days.  Any part of this service must have been after 4 August 1964.  Veterans must also have other than a dishonorable discharge.



     B.  The 180 day requirement does not apply to Veterans discharged due to a service-connected disability and reserve/guard members who served on active duty during a period of war or in a campaign or expedition for which a campaign badge is authorized [see section 672 (a), (d) or (g) or section 673 (b) of title 10 U.S. Code].





TIME LIMITS FOR ELIGIBILITY:



      A.  Eligible Vietnam Era veterans (served on active duty any time from 5 August 1964 to 

7 May 1975) may apply within 10 years after their last discharge or until 31 December 1995, whichever is later.



     B.  Eligible post-Vietnam Era veterans (first entered on active duty after 7 May 1975) may apply within 10 years after their last discharge or until 31 December 1999, whichever is later.



     C.  No time limit has been established for veterans with a 30% or more service-connected disability.





POSITIONS THAT MAY BE FILLED BY VRA APPOINTMENT



     A.  Initial Selection.  Any permanent position at GS-11 or WG-11 and below (or the equivalent in other pay systems.



     B.  Reassignment and Promotion.  



          1.  A VRA appointee may be non-competitively reassigned or promoted to any other position identified in the above authorized to be filled under the VRA program.



          2.  The appointee who is reassigned or promoted is expected to complete the previously prepared training/education plan, or, if the new position is sufficiently different, a new training/education plan is required and the appointee is expected to complete the new program.





TRAINING AND/OR EDUCATIONAL PROGRAM



     A.  VRA appointees with less than 15 years of formal education (junior year in college) are required to be placed on a formal training plan within 1 month after entrance on duty.  MCCHROW training office staff are available to assist the veteran and his/her supervisor in preparing an appropriate development plan (See Exhibit 1).  A copy of this plan will be forwarded to the MCCHROW training office for inclusion in the employee's training record.  Upon completion of the training plan, the original will be forwarded to the training office for inclusion in the employee's training record.



     B.  The developmental assignments on the training/education plan may include any of the following:



           1.  Planned on-the-job training;

           2.  Off-job classroom training related to the requirements of the job;

           3.  Basic or remedial education, or both;

           4.  High school or high school equivalency (GED);

           5.  Education beyond high school;

           6.  Reading assignments;

           7.  Correspondence courses.

           8.  Special Projects



     C.  The training/educational plan must provide a minimum of 1 year of developmental activity.



PROGRESS EVALUATION. 



  Completed supervisory and trainee evaluations will be submitted to the Training Office periodically to insure that the training is consistent with the standards established in the training/education plan.   (See Exhibit 2).  These evaluations must be submitted to the Training Office prior to the conversion of the employee.





CONVERSIONS



     A.  Veterans readjustment appointments will be non-competitively converted to career-conditional appointments within 30 days after the conditions listed below are met:



           1.  The employee has satisfactorily completed 2 years of substantially continuous service under the VRA authority.



           2.  The employee has successfully completed his/her training/education plan, or that portion required under the training agreement.  This requirement does not apply to VRA appointees with more than 14 years of education.



     B.  Sixty to ninety days prior to conversion, the supervisor will be notified via computer generated letter, a notice of completion of VRA requirements. 



           1.  If the requirements are not met, the employee must be separated by adverse action.  The separation action must be initiated timely so that the employee is terminated before the end of the 30 days following the 2 years of substantially continuous service under this appointment.

    

           2.  If the requirements are met, the supervisor and employee must submit a final progress evaluation and complete the computer generated letter to MCCHROW for conversion.























VETERAN'S  READJUSTMENT  APPOINTMENT  TRAINING  PLAN

�� 1. Name of Employee�2. Position Title�3. Series & Grade



��4.  Deparatment/Branch�5. Supervisor:  Point of Contact & Phone Number



��6.  Description of Education/Training Plan�7.  Target Date(s) for Completion��



































���8.  Agency representative who can provide job-related counseling:



     HRO Training Branch Staff

              �9. Telephone Number and Address



 (760) 725-3798



 MCCHRO-West Training Branch

 Box 555026

 Camp Pendleton, CA 92055-5026��10. Educational & vocational counseling available to veterans can be provided by the VA.�11. VA Facility



 Veteran's Hospital

 3350 La Jolla Village Drive

 La Jolla, CA�12.  Telephone Number



 (619) 552-8585 or

 1-800- 827-1000��

NOTE:  Conversion to career or career-conditional appointment is subject to satisfactory completion of this education/training plan (including any mutually agreed to changes made to this plan) and satisfactory completion of required service.

 

Supervisor (print name here)�Signature�Date



��Employee (print name here)�Signature�Date



��                                                                                                    OPM Form 1398 (Exhibit 1)



UNITED STATES MARINE CORPS

Marine Corps Civilian Human Resources Office-West

Box 555026

                                                 Camp Pendleton, CA 92055-5026															

											12410

											HRWP





From:  Marine Corps Civilian Human Resources Office-West, Employee Development Branch

To:      Supervisor of                                                              



SUBJ:  TRAINEE EVALUATION



1.  Please take this opportunity to evaluate and discuss the trainee's progress against their current individual development plan.  Once you have done this, complete and return this letter and the Supervisory Progress Evaluation to the Marine Corps Civilian Human Resources Office-West by                                                             .









						BRENDA J. CARLISLE





Is trainee's progress satisfactory?    z YES          z NO (If NO, please explain)













Additional findings or comments:













I have evaluated the progress of the above named trainee and discussed it with him/her.



Supervisor's Signature :                                                                                 Date:                                                                        



 Employee's Signature:                                                                                  Date:                                                      

��







SUPERVISORY PROGRESS EVALUATION





INSTRUCTIONS:  The immediate supervisor of the trainee will use the rating factors indicated below and evaluate the individual as objectively as possible.  This evaluation and the trainee's progress evaluation reports will be discussed with the trainee.  Significant differences or problem areas resulting from either of the evaluation reports should be noted in the comments section of the evaluation report.  This report is to be completed as scheduled in the training plan and submitted to the HRO Training Branch with the Trainee's Progress Evaluation.





1.  TRAINING PROGRAM:   z CCCT    ‡ VRA     z UPWARD MOBILITY     z CAREER LADDER



2.  TRAINEE'S  NAME:                                                                                                                            



     A.  Present Position Title:                                                                                               



     B.  Target Specialty:                                                                                                        



3.  Evaluation reporting period:   From:                                      To:                                    



4.  Comments:  (Cite any significant accomplishments, problems, suggested revisions to the training plan, etc., also, include a specific statement indicating your overall evaluation of the trainee's progress).



���������������������� 















5.  Rating Factors:  Place a check in the appropriate block that best describes the trainee's progress in each of the factors cited below.  Rating column headings are as follows:



     4 = OUTSTANDING                                              1 = MARGINAL  

     3 = HIGHLY SATISFACTORY                              0 = UNSATISFACTORY

     2 = SATISFACTORY

FACTOR�   4�  3�  2  �   1�   0� N/A��A.  Training progress in meeting training plan requirements.��      1.  On-the-Job Training (OJT)���  �����      2.  Formal/Classroom Training��������      3.  Special Projects/Assignments��������      4.  Rotational Assignments��������      5.  Mandatory Training Requirements��������      6.  Self-Development��������      7.  Other:��������B.  Relations with others.��      1.  Co-Workers���  �����      2.  Supervisors��������      3.  Customers��������C.  Attitude-Application to Work��      1.  Overall Quality of Work���  �����      2.  Overall Quantity of Work��������      3.  Observation of Rules��������      4.  Application of Skills��������      5.  Versatility��������

6.  This evaluation and the attached trainee progress evaluation have been discussed with the employee:



 Trainee's Signature:�Date:



�� Supervisor's Signature:�Date:



��                                    Supervisory Progress Evaluation
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HRSC-SW, San Diego

Veteran's  Readjustment  Appointment  Individual  Development  Plan





I,                                                        , having been selected for a Veterans Readjustment

       (Name of Employee)

 Appointment to the position of                                            , at                                                   

                                                                        (Title, Series and Grade)                                               (Activity Name and Code)

understand that I must make satisfactory progress in the development program demonstrating and/or achieving the skills specific in the following sections.  If I fail to do so, the activity may terminate my employment under the Veterans Readjustment Appointment authority.

��Activity representative who can provide job related counseling (SUPERVISOR)�Name:

�Code/Location:�Telephone Number:��BASIC SKILLS/TASKS

(Training Objectives)�METHOD OF ACCOMPLISHMENT�TARGET

DATE�DATE

MET��1.



2.



3.



4.



5.

�����JOB SPECIFIC SKILLS/TASKS

(Training Objectives)�METHOD OF ACCOMPLISHMENT�TARGET

DATE�DATE

MET��1.



2.



3.



4.



5.



6.



�����GENERAL SKILLS/TASKS

(Training Objectives)�METHOD OF ACCOMPLISHMENT�TARGET

DATE�DATE 

MET��1.



2.



3.



4.



5.�����

HRSC-SW, San Diego

Veteran's  Readjustment  Appointment  Individual  Development  Plan



Employee's Name:

���COMPUTER SKILLS/TASKS

(mark column with X to indicate training objective)�METHOD OF ACCOMPLISHMENT�TARGET

DATE�DATE

MET���

Word for Windows



Microsoft Access



Microsoft Excel



Microsoft Powerpoint



Group Wise



ATRAX Tracking Program



                                                           



                                                           



                                                           

�����

Educational and vocational counseling services are available to veterans readjustment appointees from the Veteran's Administration.

�Telephone Number:�� 

*Note:  Conversion to competitive status is subject to satisfactory completion of this VRA Individual Development Plan and satisfactory completion of required service.

��

Progress Reports are due every six (6) months to Code 31 HRSC-SW on the following schedule:



1st Progress Report:                                2nd Progress Report:                               3rd Progress Report:



 z                                                                z                                                                 z                                                                            ��Employee's Name:�Date:�Signature:



��Supervisor's Name:�Date:�Signature:



��HRSC-SW Training Specialist:�Date:�Title & Signature:



��


