OPM 02-31
To: All Appointing Authorities

From: Oscar B. Jackson, Jr., Administrator
and Cabinet Secretary of Human Resources

Date: June 17, 2002
In re: State Mentor Program

The Office of Personnel Management is currently accepting nominations for the State
Mentor Program, which was created by the Oklahoma Legislature in 1994 to develop the
executive potential of employees in all branches of state government, with a special
emphasis on women, racial minorities, and persons with disabilities. Please refer to the
attached document entitled, “State Mentor Program Q & A” for additional information
concerning the State Mentor Program.

Any state employee may nominate another state employee to participate in the State
Mentor Program. OPM recommends, however, that interested employees ask their Ap-
pointing Authority to nominate them. The deadline for nominations to reach OPM is Fri-
day, August 16, 2002, 5:00 pm, on the attached “State Mentor Program Nomination
Form”.

Enclosed are three documents related to the State Mentor Program:

Nomination Form: Please make copies available to your employees.

Announcement: Please post in a conspicuous location in your agency.

State Mentor Program Q & A: Please make copies available to your employees.

State Mentor Program materials also will be available on the OPM Website
(www.opm.state.ok.us) on the home page under “What’'s New”.

The State Mentor Program is administered by OPM’s Office of Communications. If you
have any questions, please do not hesitate to contact the Office of Communications at
(405) 521-2167.



State of Oklahoma
Office of Personnel Management

STATE MENTOR PROGRAM
NOMINATION FORM

The State Mentor Program was created by the Oklahoma Legislature in
1994 to develop the executive potential of employees in all branches of state
government, with a special emphasis on women, racial minorities, and
persons with disabilities.

Any state employee may nominate another state employee for participation
in the State Mentor Program. The Mentor Selection Advisory Committee may
recommend to the Administrator of the Office of Personnel Management up
to five candidates to participate in the State Mentor Program. Nomination cri-
teria includes: demonstrated leadership qualities; outstanding achievement
record; outstanding recommendations by supervisors or peers; special
knowledge of state systems; completion of the Certified Public Manager
Program or similar achievement.

Each individual selected to participate in the State Mentor Program will
become a Mentor Executive and, during his or her two-year management
rotation, will be assigned to a policy-level manager in the employing agency
and three other state agencies.

To nominate a state employee for participation in the State Mentor
Program, please complete the Nomination Form (attached) and return
it to the Office of Personnel Management, ATTN: Office of
Communications, 2101 N. Lincoln Blvd., Suite G-80, Oklahoma City,
OK 73105, no later than Friday, August 16, 2002, 5:00 pm. If you have
any questions, please do not hesitate to contact the OPM Office of
Communications at (405) 521-2167.
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State of Oklahoma
Office of Personnel Management

STATE MENTOR PROGRAM

TO: THE MENTOR SELECTION ADVISORY COMMITTEE

I, (please print) , hominate the following state
employee for participation in the State Mentor Program:

Name Work Phone
Street Address Home Phone
City/State/Zip Agency

| am nominating this state employee for participation in the State Mentor Program for
the following reasons:

Signature Title of Position

Date Agency

Please return to the Office of Personnel Management, ATTN: Office of Communi-
cations, 2101 N. Lincoln Blvd., Suite G-80, Oklahoma City, OK 73105, no later than
Friday, August 16, 2002, 5:00 pm. If you have any questions, please do not hesitate
to contact the OPM Office of Communications at (405) 521-2167.
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State Mentor Program

Oklahoma Office of Personnel Management

Nomination Period Announcement

Any state employee may nominate another state
employee for participation in the State Mentor
Program. OPM recommends that applicants ask their
Appointing Authorities to nominate them.

OPM must receive nominations by Friday, August 16,
2002, 5:00 pm.

Nomination criteria includes:

1. Demonstrated leadership qualities:

2. Outstanding achievement record;

3. Outstanding recommendations by supervisors
or peers;

4. Special knowledge of state systems;

5. Completion of the Certified Public Manager
Program or similar achievement.

To be eligible for selection as a Mentor Executive, an
applicant must possess the following minimum
qualifications:

1. A Bachelors' degree and three years of
professional experience in Oklahoma
government;

2. Currently occupies a professional-level
position in Oklahoma government; and

3. A "Meets Standards” rating on his or her
most recent performance evaluation since
January 1, 2000.

For more information, contact your agency personnel
office or call the Office of Personnel Management,
Office of Communications, at (405) 521-2167.

June 17, 2002




Office of Personnel Management
State Mentor Program Q & A

The Oklahoma Legislature created the State Mentor Program in 1994 to develop the
executive potential of employees in all branches of state government, with a special emphasis
on women, racial minorities, and individuals with disabilities.

How does the Program work?

The State Mentor Program provides a structure for facilitating the mentoring concept in
state government. Each state employee selected to participate in the State Mentor Program
will become a Mentor Executive and, during his or her two-year management rotation, will be
assigned to a policy-level manager in his or her employing agency and three other state
agencies. This manager will serve as a mentor and will be responsible for instructing the
Mentor Executive in the agency's purpose and functions, and instilling a sense of
professionalism and public service. Mentors also may serve as a source of career guidance and
reference after the management rotation is completed.

What are the minimum gqualifications for selection as a Mentor Executive?
To be eligible for selection as a Mentor Executive, an applicant must possess the following
minimum qualifications:

--A Bachelors' degree and three years of professional experience in Oklahoma government;
--Currently occupies a professional-level position in Oklahoma state government; and

--A "Meets Standards" rating on his or her most recent performance evaluation since January
1, 2000.

Additionally, applicants must complete a post-offer, pre-hire, work-related criminal
background investigation.

How many Mentor Executives will be selected?

The Mentor Selection Advisory Committee may recommend to the Administrator of the
Office of Personnel Management up to five candidates to participate in the State Mentor
Program.

Will participation in the Program have any effect on a state employee's current job or
salary?

A state employee's salary may be increased during his or her participation in the State
Mentor Program; in no event, however, will a state employee’s salary be reduced because of
his or her participation in the State Mentor Program.

A participating employee is entitled to return to his or her previous class or job family level
or its successor class or job family level, if one exists in the sending agency. Otherwise, the
reduction-in-force provision of the Oklahoma Personnel Act (74:840-2.27C) applies.

Over please =
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Why should a state employee participate?

Any organization, whether in the public sector or private sector, has an obligation to assist
its employees by providing training and development opportunities. These opportunities,
however, are only as beneficial as the participating employee makes them.

The same is especially true of the State Mentor Program. At the end of the two-year
management rotation, each Mentor Executive who has taken advantage of the opportunities
provided by the Program should return to his or her state agency more experienced in public
policy decision-making and better prepared to contribute to the fulfillment of the agency's
goals and mission.

Why should a state agency participate?

Participation in the State Mentor Program provides state agency directors the opportunity to
utilize the knowledge, skills, and abilities of an outstanding state employee who has been
identified by the Mentor Selection Advisory Committee as possessing executive potential.
The Mentor Executive does not count against a host agency's FTE limit and, if the Mentor
Executive's home agency does not require reimbursement, the host agency does not pay the
Mentor Executive's salary.

Participation in the State Mentor Program also offers agency directors and policy-level
managers the opportunity to provide Mentor Executives with invaluable opportunities to
participate in the discussion and resolution of a multitude of ever-changing issues and
challenges, as well as access to the individuals who shape the policies that guide Oklahoma
state government.

How may a state employee particjpate?

Nomination: Any state employee may nominate any other state employee. OPM recommends,
however, that applicants ask their agency Appointing Authority (usually the agency
director) to nominate them. Nomination criteria includes: demonstrated leadership qualities;
outstanding achievement record; outstanding recommendations by supervisors or peers;
special knowledge of state systems; completion of the Certified Public Manager Program or
similar achievement.

Application: OPM will provide a State Mentor Program application to each state employee
nominated for participation in the Program. OPM will review each application to determine
whether the applicant meets the minimum qualifications for the Program.

Endorsement: OPM will solicit agency endorsement of those employees who meet the minimum
qualifications. Employees who receive the endorsement of their supervisor and Appointing
Authority will participate in a multi-part selection process that consists of an in-basket
exercise, leaderless group exercise, and interviews.

Selection: Final selection of Mentor Executives is scheduled for late Fall 2002.

Placement: Employees selected to participate in the State Mentor Program will begin their
two-year management rotations in January 2003.

For additional information, contact the OPM Office of Communications at (405) 521-2167.
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