How the Schedule A Process Works

Have you ever wondered why the Schedule A appointment authority is “non-competitive?”  It is because the Office of Personnel Management did not intend for individuals with severe physical disabilities, psychiatric disabilities, and severe intellectual disabilities to be required to compete for jobs.  We are providing the basic guidance on how the Schedule A authority is should be used.  VA encourages all Human Resources Offices to use this information when hiring Schedule A guidance.  Since some HR offices do not have a Selective Placement Coordinator, the instructions below just refer to HR instead of the Selective Placement Coordinator.

1. HR offices should actively recruit individuals with severe disabilities, including those with targeted disabilities (to meet the Secretary’s 2% hiring goal).  Recruitment sources:
· Disability services office of local colleges and universities with the desired majors.
· Paralyzed veterans of America
· Gallaudet University and the National Technical Institute for the Deaf
· VA’s Veterans Employment Coordination Service
· EARN
· Workforce Recruitment Program
· OPM’s Shared Register
· Vocational Rehabilitation Service Offices
   
2. Applicants should be encouraged to list the salary, occupation(s), and geographic area(s) they will consider.   Applicants who do not have Federal resumes should be given information on the Optional Form 216 or other preferred format.

3. HR shall collect resumes from individuals with severe disabilities, and determine which job series and pay grade for which they are qualified.

4. HR shall create a filing system so that these resumes can be retrieved when a position opens.  The applications should be kept in a locked file cabinet, arranged by job series.  Once an applicant indicates s/he is no longer seeking a job, or after a year, the application should be shredded.

5. Before a job vacancy is created, hiring officials who have vacancies should be encouraged to check with the HR office for a qualified candidates who submitted their application to be considered under the  Schedule A hiring authority

6. If the hiring official is interested in a Schedule A applicant, the HR office should contact the applicant to find out if they are still available.
7. Schedule A applications can be accepted and considered after the job announcement is closed, up to the point where a job offer is made to the selected candidate. 

8. The hiring official’s staff or HR can schedule the interview with the applicant.

9. The individual can be hired at the interview if the hiring official decides that the applicant is qualified.

10. The candidate can start work as soon as they are available and a desk with a working computer, phone, and any other necessary equipment, including any requested accommodations, can be arranged.

11. If HR’s file does not include a Schedule A resume from any individuals who are qualified, the job announcement can be created and publicized.

12. If there is constant demand for a specific job series, a job announcement where only individuals with targeted disabilities are eligible can be issued.  The job announcement should explain the Schedule A option and include a list of the targeted disabilities (blindness, deafness, partial paralysis, complete paralysis, missing extremities, dwarfism, severe intellectual disabilities, psychiatric disabilities, and epilepsy).


Veterans with Disabilities are eligible for Schedule A

VA’s Veterans Employment Coordination Service (VECS) has a huge number of resumes from Veterans, some of whom have disabilities.  When you have a vacancy, please check with VECS for suitable candidates before announcing the position.  
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