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HISTORY.  An AMCOM Commander’s policy, dated 23 January 2003, was issued for Team Redstone on the acceptability of higher education credentials in applications for merit promotions, reassignments, and other employment actions.  The policy was subsequently reissued as a Memorandum for the AMCOM Community on 28 April 2008.  This regulation supersedes the Memorandum for the AMCOM Community dated 28 April 2008.
SUMMARY.  This regulation establishes policy that protects the integrity and trustworthiness of higher education credentials used in documents submitted for consideration in promotion, reassignment and other employment related actions. 

APPLICABILITY.  This regulation is applicable to all organizations serviced by the Redstone Civilian Personnel Advisory Center (CPAC) with the exception of the US Army Corps of Engineers Huntsville Center, and any new or renamed commands or activities, except where serviced Command or activity regulations/policies, or union agreements provide for different procedures.  
PROPONENT AND EXCEPTION AUTHORITY.  The proponent of this regulation is the Director, Redstone CPAC.  The proponent has the authority to approve exceptions to this regulation.

MANAGEMENT CONTROLS.  This regulation does not contain Management Control Provisions.

SUPPLEMENTATION.  Further supplementation is prohibited without prior approval of the Director, Redstone CPAC.
SUGGESTED IMPROVEMENTS.  Users are invited to send comments to the Director, Redstone CPAC, ATTN: PECH-SCR-E, Building 5308, Redstone Arsenal, AL 35898-5000
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DISTRIBUTION.  This publication is approved for public release, distribution unlimited.
CONTENTS (Listed by paragraph number)
PURPOSE – 1

REFERENCES – 2

POLICY – 3
RESPONSIBILITIES – 4
1.  PURPOSE.  This regulation establishes policy and assigns responsibility to protect the integrity and trustworthiness of higher education credentials included in applications for merit promotion, reassignment, acquisition workforce, security and other employment related actions. 
2.  REFERENCES.  

     a.  US Office of Personnel Management (OPM) Operating Manual for Qualifications Standards for General Schedule Positions, http://www.opm.gov/qualifications/policy/ApplicationOfStds-04.asp.

     b.  US Department of Education Database of Accredited Postsecondary Institutions and Programs, http://ope.ed.gov/accreditation/.

3.  POLICY: Individuals will not list higher education credentials, such as bachelors, masters, and doctoral degrees that do not meet OPM requirements for the education they represent on applications for merit promotion, reassignment, acquisition workforce, security, or other employment related actions. 

     a.  OPM has established criteria for acceptability of higher education in meeting minimum qualification requirements for General Schedule positions.  These requirements also extend to other personnel systems such as the National Security Personnel System.  These criteria contained in Reference a. and generally summarized below also forms the basis for the acceptability decisions made for higher education in accordance with this regulation.  
          (1)  Accredited and Pre-Accredited/Candidate for Accreditation.  This is an acceptable category in that it covers conventional accredited institutions/programs or applicable curriculum that was accredited by an accrediting body recognized by the Department of Education,  http://ope.ed.gov/accreditation/Search.aspx, at the time the education was obtained.  Military schools or educational programs that meet this criterion are also included.  OPM also recognizes generally accepted, bona fide professional credentials, such as engineering registration, successful completion of certain actuarial examinations, and a Certified Public Accountant certificate, as being 
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equivalent to meeting minimum educational requirements.  Individuals may list professional credentials on applications for merit promotion, reassignment, acquisition workforce, security, or other employment actions.
          (2)  Non-accredited/other.  This category requires a closer look to determine acceptability; see Reference a.  It includes institutions that do not meet the criteria in 3a (1) above but offer a curriculum which is equivalent to conventional accredited 
institutions.  Included in this group are foreign education, non-accredited military education or schools, continuing education units or academic credit for work or life experience with a direct link between credits given and course objectives or syllabus.  Individuals will not use this education, and associated credentials in documents submitted for consideration in promotion, reassignment and other employment related actions without prior approval of the Redstone CPAC.
          (3)  Foreign Education.  Education completed outside the United States must be deemed equivalent to that gained in a conventional accredited US education program to be acceptable.  The Department of Education does not accredit most foreign education.  A few medical schools are accredited. See OPM Operating Manual for a more detailed explanation, 
http://www.opm.gov/qualifications/policy/ApplicationOfStds-04.asp. Individuals will not use this education, and associated credentials, in documents submitted for consideration in promotion, reassignment and other employment related actions without prior approval of the Redstone CPAC.
          (4)  Non-qualifying education.  This is education that is not accredited or determined to be equivalent to conventional, accredited education programs as described in 3a (1), (2), or (3) above.  Education offered by “diploma mills” is included in this category.  Diploma mills are defined as “unregulated institutions of higher education, granting degrees with few or no academic requirements [Merriam-Webster’s Collegiate Dictionary (tenth edition)].”  Credentials such as bachelors, masters, doctoral degrees offered by these non-qualifying, institutions that are not accredited or determined to be equivalent to conventional accredited educational programs as described by OPM do not meet the requirements of this regulation and will not be used in documents submitted for consideration in promotion, reassignment, and other employment related actions.
          b.  If it is determined that non-qualifying education (see paragraph 3a(4)) or similar non-qualifying credentials have been listed in a resume or other document submitted by an employee for consideration related to any type of employment action, the employee will lose consideration for that action as a matter of policy, regardless of the employee’s intent to influence or affect the subject action.  Whether the bogus credential is required to basically qualify for the position for which it is offered in 
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 consideration is of no consequence.  Further action may be initiated against the employee if it is determined that the employee submitted the resume or other employment document containing the bogus higher education credential for consideration with intent to influence or affect the employment decision.  Such an action may be regarded as an attempt by the employee to gain undeserved job ranking or undue qualification credit and to mislead human resources specialists and selecting officials in evaluating their qualifications.  
     c.  Employees must exercise due care and diligence to investigate higher education programs and the institutions, corporations and for-profit companies that offer them.  It is the employee's responsibility to prove the authenticity of any education and education credential (degree, professional registration, certificate, etc.) offered in consideration for any employment action.

     d.  An employee who intentionally lists bogus educational credentials on a resume or other form of application for merit promotion, reassignment, or other employment action calls his/her trustworthiness and integrity into question.  When the employee's current 
supervisors become aware that the employee has submitted a resume or other form of employment document listing bogus education or education credentials for consideration, the supervisor will notify the Redstone CPAC and work with them to make a determination as to the employee’s intent.  If it is determined that the bogus eduation and/or bogus credential was listed in the employment document to influence or affect the subject action, the supervisor will notify the Security and Intelligence Office servicing their organization.  The servicing Security and Intelligence Office will determine what, if any, action should be initiated regarding the employee's clearance and/or continued access to classified information.
     e.  In conjunction with the application of this regulation, management must fulfill applicable labor obligations as specified in collective bargaining agreements.
4.  RESPONSIBILITIES.
     a.  The Chief of each Primary Organizational Element will ensure that all employees are aware and are reminded of the requirements contained in this regulation at least annually.
     b.  Supervisors will:
          (1)  Review and consider all higher education and education credentials listed on employment documents such as resumes submitted for consideration by employees.  Validate the authenticity of higher education credentials claimed by the selectee if used in any phase of the selection and placement process.  A listing of accredited post-secondary institutions can be found on the Department of Education website at,
http://ope.ed.gov/accreditation/Search.aspx. 
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          (2)  If it appears that a credential may be bogus, the supervisor will investigate and, if the employment action is a promotion, reassignment or other action that involves CPAC staffing personnel, immediately notify the servicing CPAC HR Specialist.  
          (3)  As determined by necessity and good cause, verify credentials by using the employee’s Official Personnel Folder (OPF) with assistance by the CPAC, and/or requesting that the employee who listed the higher educational credentials on an application or other employment document to provide documentation to validate those credentials.
          (4)  If it is validated by the supervisor and the CPAC that bogus higher education credentials have been included on an application or other employment document that has been submitted in consideration for an employment action, the supervisor will not, in accordance with this regulation, consider the employee who submitted the application or other employment document containing the bogus credential for the subject employment action.
          (5)  If it is determined  by the selecting official the employee submitted a bogus higher education credential for consideration in an employment action with intent to influence or affect the subject action, the employee’s supervisor will be notified and the employee’s supervisor will contact the servicing CPAC, MER specialist to discuss the appropriate disciplinary or adverse action that may be taken against the employee.

          (6)  Once the determination has been made that the inclusion of the bogus higher education credential was intentional, the supervisor will notify the servicing Security and Intelligence Office and inform that office of facts and the administrative determinations (loss of consideration, any adverse action) that have been initiated based upon the facts.
     c.  Employees will:
          (1)  Verify the validity and authenticity of courses, certificates, diplomas, and/or degrees before listing them on applications, resumes or other employment documents submitted in consideration for promotion, reassignment, acquisition workforce, security or other employment actions.  This includes verifying the validity and authenticity of the institution, corporation or company offering those courses, certificates, diplomas, and/or degrees.  Beware, among other things, of those entities offering higher education credentials for life’s experience such as homemaking, travel, and eating in exotic restaurants.  Beware of advanced degrees that require little or no course work or no undergraduate degree.  Beware of colleges with unfamiliar names and with the same name as an OPM accredited college or university but in a different state or foreign country. 
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(2)  Ensure that official transcripts are included in OPF for all higher education and degrees completed.  Official transcripts can be sent by the higher education institution to the your servicing Redstone CPAC HR Specialist.

          (3)  Be prepared and upon demand provide official transcripts, course catalogues, curricula, or similar documents and information to demonstrate the authenticity of any claimed higher education.  Beware that diploma mills have created their own accrediting organizations not recognized by the US Department of Education, the key to OPM’s acceptance of higher education credentials.
          (4)  Not list higher education credentials on applications for merit promotion, reassignment, acquisition workforce, security, or other employment related actions that do not meet OPM requirements.  See Reference a, 
http://www.opm.gov/qualifications/. 
     d.  The CPAC will:
          (1)  Evaluate the qualifications of employees who apply for promotion and reassignment through vacancy announcements.
          (2)  Require that new hires provide documentation and information to substantiate higher education credentials claimed on resumes, applications and other employment documents upon demand.
          (3)  For jobs with a positive education requirement or where education is being used to qualify an employee for a position, validate the education of the selectee.
          (4)  Assist supervisors in taking appropriate disciplinary and adverse actions.
          (5)  Annually remind employees of the requirements contained in this regulation.
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