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[bookmark: OPFS]OFFICIAL PERSONNEL FOLDER (OPF) 

1.  Purpose. To establish procedures for custody of an Official Personnel Folder (OPF) and requesting information from OPFs.

2.  Background. The OPF is the file that contains records covering an individual's employment history.  OPFs will reside at the Human Resources Service Center, Southeast (HRSC-SE)[footnoteRef:1].  Documents are filed in the OPF in accordance with federal regulations.  Requests for information will be handled in accordance with Freedom of Information Act and Privacy Act Regulations.  Information from the OPF is available from several sources. The Department of Navy has an integrated database, Total Workforce Management System (TWMS), that serves as an electronic personnel data record.  This application will display a wide range of individual employee data and provide standard reports.  Data elements available include most information contained in the OPF such as basic payroll information, salary, leave balance, work schedule, premium pay and costs, training history, benefits (health, life, TSP), awards, and education.  Designated managers and administrative personnel have access to this data.  Access to information via this system can reduce or practically eliminate the necessity to request the actual OPF. [1:  GTMO local hire and foreign national OPFs will reside at the CNRSE-HRO GTMO Satellite Office] 


3.  Responsibilities.  Access to and control of OPFs will be as
follows:

	a. Management/Employee: Managers and employees should ensure that the data needed from an OPF is not readily available via other alternative means (electronic data systems such as TWMS and MyBiz, internal files, etc.) before submitting a request to the HRSC-SE for information.  If the information is not available, the requester should complete enclosure (1) and submit it to the HRSC-SE.  The request must describe specifically what is needed. 

	b. HRSC-SE:

		1. OPF Document Search - If a specific document or information is needed from an employee's OPF, a member of the HRSC-SE staff will access the OPF and provide the requested information.  Information from the OPF will normally be provided 
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within 3 working days of the request via fax or mail according to employee instructions.
						
		2. OPF request - The activity or employee may request to review an OPF by sending enclosure (1) to the HRO. The HRO will then arrange delivery of the OPF.  The OPF will normally be mailed within three working days to the appropriate CNRSE HRO, whom will inform the employee of receipt. OPFs will be viewed in the HRO Office.

	c. HRO: The HRO will sign a receipt for delivery of the OPFs and accept full responsibility for the security of the folder until it is returned to the HRSC-SE.  The OPF should be returned to the HRSC-SE within 3-5 working days, unless arrangements are made to keep it longer.  When OPFs arrive, the HRO will notify the requester and set a time for review.






 Encl (1)       
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[bookmark: RPA]PREPARATION AND SUBMISSION OF REQUEST FOR PERSONNEL ACTION 
(RPA)

1.  Purpose. To establish procedures for documenting and submitting a Request for Personnel Action (RPA) via the automated system, DCPDS, to the HRSC-SE, via the HRO.

2.  Background.  The RPA is used to initiate action concerning an employee, a position, or both. It is also used to officially report the death of an employee.  The automated system will be used to electronically transmit a RPA from management to the HRSC-SE, via the HRO. The RPA and detailed instructions for preparing an RPA are provided by accessing The RPA Submission Guide, Enclosure (1).


3.	Responsibilities. The RPA is submitted by management to the HRSC-SE via the HRO.  Awards are forwarded directly to HRSC-SE.  The following responsibilities are:

	a. Management:

		(1) Activities will prepare the RPA and submit it to the HRO.  The submission guide contains instructions for completing the required information on the RPA.  In the rare instance that lack of connectivity prohibits receipt of the RPA via the automated system, individual site manager policy will determine how the action will be transmitted to the HRSC-SE.

		(2) If the purpose of the RPA is to recruit for a vacancy, the applicable information listed in enclosure (2) must be provided as an enclosure to the RPA.  This ensures the HRSC-SE has the information necessary to fill the vacancy.  

		(3) Print and distribute Notification of Personnel Action (NPA) forms to employees upon receipt from HRSC-SE in accordance with local policy.

		(4) Print resignation/retirement RPA, have the employee sign, and forward the printed RPA as (an attachment to the electronic RPA) to the HRSC, via the HRO.
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	b. HRO:

		(1) Review RPA as submitted by management.  Transmit completed RPA to HRSC-SE via the automated system with required attachments.  In the rare instance attachments are not available through electronic means, annotate the associated RPA request number on the document and forward it to HRSC-SE.

         (2) Forward signed resignation/retirement RPA to HRSC (Retirement RPAs are sent to the HRSC Retirement Groupbox and Resignation RPAs are sent to HRSC-SE).

    (3) Provide advice and assistance in the completion of the RPA and required attachments and/or documentation.

c.	Employee:

         (1) For employee initiated action such as resignation, retirement, request for leave without pay (LWOP), name change, etc., ensure applicable documentation is provided.

         (2) Provide a forwarding address for resignations, retirements, or leave without pay actions.




               
Encl (1)          Encl (2)
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[bookmark: MPA]MISCELLANEOUS PERSONNEL ACTIONS 

1.  Purpose.  To establish procedures for the processing of RPAs and related information for the following types of personnel actions: Time Limited Promotion/Change to Lower Grade from Time Limited Promotion, Detail, Leave Without Pay/Return to Duty (LWOP/RTD), Resignation, Expiration/Extension of Time Limited Appointment, Name Change, Change in Work Schedule, Change in Duty Station, Suspension, Letter of Reprimand, Removal or Termination, and Denial of Within Grade Increase.

2.  Responsibilities.

a. Management:

(1) Time Limited Promotion/Change to Lower Grade
(CLG) from Time-Limited Promotion. When a Request for Personnel Action (RPA) is submitted for a time-limited promotion, verify whether competitive or non-competitive procedures will apply.  If non-competitive procedures apply, complete a Notice of Time Limited Promotion, enclosure (1), obtain the employee's signature, and attach it as an enclosure to the RPA.  See article 12335.1 for more information on temporary promotions.

          (2) Details. An employee may be detailed to a different position or set of duties at the same grade level, a higher grade level, or a lower grade level.  If the detail is to unclassified duties, electronically attach a statement of the duties to the RPA.  For Managing to Payroll activities with delegated classification authority, the notes of the request should indicate if the employee is being assigned higher level duties.  Normally, any detail of 30 days or less need not be officially documented nor will the HRSC-SE process it.  For specific information on processing details refer to article 12300.

          (3) Leave Without Pay (LWOP)/Return to Duty (RTD).
Prepare an RPA for an employee when LWOP of 80 or more hours is granted because of an on-the-job injury, or when LWOP is scheduled to last more than 30 days.

          (4) Resignation. The activity will obtain all necessary documentation for resignations prior to submitting the RPA.  A resignation RPA will be completed by the employee, 
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clearly indicating the following: (a) Social Security # on Part B; (b) statement regarding reason for resignation, date signed, and forwarding address on Part E.  Since the employee cannot sign the electronic RPA, available options are to print the RPA for signature or use some other document, such as a memorandum for the record to document the request from the person contacted.  When submitting the RPA, ensure that the signed RPA and/or memorandum is attached to the RPA.

          (5) Expiration/Extension of a Time-Limited Appointment.  Expiration of a time-limited appointment is automatically system generated unless an extension RPA is received in the HRSC-SE ten calendar days prior to the effective date.

          (6) Name Change. When a Name Change request is received, ensure that the appropriate documentation (e.g., new Social Security Card and Marriage License or Divorce Decree, etc.) is submitted with the RPA.  

          (7) Change in Work Schedule. Ensure that the appropriate documentation is annotated on the RPA.  For employees who are changing to a part-time or intermittent work schedule or who are part-time and are changing the number of hours worked, indicate the new number of work hours per pay period that the employee will work.  For part-time work schedules, indicate the actual days and hours the employee will work in the remarks section (Part D) of the RPA.

          (8) Change in Duty Station. Ensure that the RPA is 
annotated with the employee's new duty station location code.

          (9) Suspension. Prepare a RPA.  Attach a signed copy of the Suspension Letter to the RPA and state the reason for the suspension in the notepad of the RPA.

          (10) Letter of Reprimand. Provide a signed copy of the Letter of Reprimand to the HRO.  The HRO will forward the letter via email, fax or ground mail to the HRSC-SE for filing in the OPF.

          (11) Removal or Termination. Prepare a RPA and attach a signed copy of the letter of removal or termination to the 
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RPA.  For removals only, state the reason for the removal in the notepad section of the RPA. If the OPF needs to be retained after separation, notify HRO.

          (12) Denial of Within Grade Increase (WGI).  The HRO
will, upon receipt of the RPA request, enter the Nature of Action Code, the Authority Code, and any appropriate remark codes related to the denial of the WGI.  The RPA must be forwarded to the HRSC-SE at least 15 calendar days before the effective date of the WGI.

b. HRO: The HRO will provide advice to management as needed on the requirements associated with processing miscellaneous personnel actions, including the preparation of all pertinent documentation on the above actions, and forward RPAs to the HRSC-SE for processing.

c. HRSC-SE:  Process RPAs documenting the requested action from management.  Consummate RPAs and forward Notification of Personnel Action forms for distribution to employees.






 Encl (1)
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[bookmark: Details]DETAILS

1.  References.  CPI 300.8-A; CPI 335; 5 CFR 335

2.  Policy. 

   a.  Managers may use a detail to meet a temporary need generated by an abnormal workload, special projects, change in mission or organization, or unanticipated absences.  Additionally, details can allow employees an opportunity to try new work experiences.  These experiences not only enhance an employee's qualifications and opportunities for promotion, but also allows managers an opportunity to increase the skills which may be needed to meet future mission requirements. Details also provide the opportunity to improve and balance the representation of minorities, women, and disabled individuals in all job categories.

   b.  Except for an emergency detail of 30 days or less, an employee may not be detailed within 90 days of receiving a competitive appointment from an Office of Personnel Management register (this will normally be the employee's first career-conditional appointment to the government). 

   c.  Temporary employees may be detailed to another position if the position meets the criteria for temporary employment. Details of temporary employees are subject to the same time limits and documentation as details of permanent employees.

3.  Definition.  A detail is the temporary assignment of an employee to a different position or set of duties for a specified period of time.  No change in base pay occurs and the employee returns to his/her regularly assigned duties at the conclusion of the detail.

4.  Responsibilities.

   a. Management:

      (1) MTP Activities:
          
         (a) Complete the RPA and forward to HRSC-SE via the automated system. For unclassified duties, management must write a brief description of the duties to be performed and certify that the duties are not higher grade level duties.
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        (b) Satisfy union contract requirements.

      (2) Non-MTP Activities:

         (a) Complete the RPA and forward to HRSC-SE via the automated system.  For unclassified duties, management must write a brief description of the duties to be performed and certify that the duties are not higher grade level duties.

         (b) Satisfy union requirements

   b. HRO:

      (1) Review duties to be performed.

      (2) Advise management as necessary

      (3) Forward RPA to HRSC-SE for processing.

   c.  HRSC-SE:
 
      (1) Process RPA and file in OPF.


5.  Documentation. Documentation and competitive requirements vary with each situation.

   a.  Details of 120 days or more to the same or lower grade or to unclassified duties require that a Request for Personnel Action (RPA) be forwarded to the HRSC SE.  The effective date is the date the employee was assigned to the detailed position.  A new RPA must be submitted for each extension of 120 days.  The RPA will be filed in the employee's Official Personnel Folder and a copy provided to the employee. For details to unclassified duties in excess of 120 days, management officials are required to prepare a brief task list or paragraph describing the duties associated with the detail and submit the list with the RPA. 

   b.  A detail of 30-119 days to a higher grade or to a position with more promotion potential requires that an RPA be forwarded to the HRSC SE.  If the detail will last 120 days or more, the detail must be competitive and the RPA should request advertisement. 
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   c.  Details of less than 30 days do not require documentation.
   
5. Detail Chart.  The attached chart, encl (1), depicts options of length of details, the documentation required, and the requirement for competitive procedures.



Encl (1)
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[bookmark: VRA]VETERANS RECRUITMENT APPOINTMENT (VRA) 
                                
1.  References.  5 CFR 307; 38 USC 4214; OPM VetGuide 

2.  Purpose.  Federal agencies have the responsibility to provide maximum employment and job advancement opportunities to eligible veterans who are qualified for such employment and advancement.

3.  Policy.  Department of the Navy activities will utilize the VRA authority to provide employment opportunities to covered veterans.  These appointments should be made in support of the Navy's overall mission and in support of its total EEO program.

4.  Definitions.

     a. Covered veterans, as defined in 38 USC 4212(a)(3), means any of the following:
       (1) Disabled veterans;
       (2) Veterans who served on active duty in the Armed Forces during a war or in a campaign or expedition for which a campaign badge has been authorized;
       (3) Veterans who, while serving on active duty with the Armed Forces, participated in a United States military operation for which an Armed Forces Service Medal (AFSM) was awarded pursuant to Executive Order 12985 (61 FR 1209); or
       (4) Recently separated veterans.

b. Disabled veteran, as defined in 38 USC 4211 means:
  (1) A veteran who is entitled to compensation (or who, but for the receipt of military retired pay, would be entitled to compensation) under laws administered by the Secretary of Veterans Affairs; or
  (2) A person who was discharged or released from active duty because of a service-connected disability.

c.  Recently separated veteran, as defined in 38 USC
4211(6), means any veteran during the three-year period beginning on the date of such veteran's discharge or release from active duty.

d. Veterans Recruitment Appointment (VRA).  An excepted appointment, made without competition, to positions otherwise in 
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the competitive service. Veterans' preference procedures apply when there are preference eligible candidates being considered 
for a VRA. Qualified covered veterans who were separated under honorable conditions may be appointed to any position in the competitive service at grade levels up to and including GS–11 or equivalent, provided they meet the qualification standards for the position. Upon satisfactory completion of 2 years of substantially continuous service, the incumbent's VRA must be converted to a career or career conditional appointment.

5.  Responsibilities.

a.  Management.  Responsible for providing opportunities to
veterans for employment in support of this program.  Examples include:

   (1) Expanded areas of consideration; 

   (2) Job restructuring where feasible; or 

   (3) Other actions deemed appropriate in support of this
Program (e.g. develop training plans when necessary).

b.  HRO.  Provide administrative and technical support to
management officials in support of the VRA program.  

     c.  HRSC-SE.  Administer VRA recruitment actions, provide assistance in job restructuring and provide reports.
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[bookmark: provappt]Provisional Appointment of 30% or More Disabled Veterans  
                                
1.  References.  5 U.S.C. 3112; 5 CFR 315.707; 5 CFR 316.402;  OPM VetGuide 

2.  Purpose.  Federal agencies have the responsibility to provide maximum employment opportunities to eligible disabled veterans who are qualified for such employment and advancement.

3.  Policy.  Department of the Navy activities will consider the use of the 30% (or Higher) Disabled Veteran authority codified in 5 USC 3112 to provide provisional employment opportunities to covered veterans.  These appointments should be made in support of the Navy's overall mission and in support of its total EEO program.

4.  Definitions.

     a. Covered veterans, as defined in 5 USC 3112, means any of the following: 
	(1) retired from active military service with a disability
rating of 30 percent or more; or 
 	(2) rated by the Department of Veterans Affairs (VA) since 1991 or later to include disability determinations from a branch of the Armed Forces at any time, as having a compensable service-connected disability of 30 percent or more. 

b. Provisional Appointment of 30% or More Disabled Veterans as defined in 5 USC 3112, means a noncompetitive temporary appointment of more than 60 days or a term appointment. Unlike VRA appointments, there is no grade level limitation for this authority, but the appointee must meet all qualification requirements, including any written test requirement. The agency may convert the employee, without a break in service, to a career or career-conditional appointment at any time during the employee's temporary or term appointment.

5. Procedures.
a. Management identifies a vacancy which may be filled through the use of a provisional appointment under 5 USC 3112. 
b. Management contacts the Wounded Warrior Program Manager at HRO to receive the names of applicants eligible for a provisional appointment under 5 USC 3112. Alternatively, if management is aware of an individual who would qualify for a 
12307.1
provisional appointment under 5 USC 3112, they can discuss the possible placement with their HRO representative.
c. If management decides to fill the position via this authority, they will create a RPA and annotate the applicant’s name and that it is a provisional appointment under 5 USC 3112 in the notepad. The applicants resume, a copy of the position description for the vacant position, as well as the applicants DD-214, SF-15, and disability letter from the Department of Veterans affairs will be attached to the RPA. This RPA will be submitted by management to the HRO, who will verify the information in the RPA is correct and forward to the HRSC for processing.
d. At any time during the tenure of an individual hired under this authority, the appointment can be made permanent. If it is decided that it is in the best interest of the government to convert to provisional appointment to a permanent appointment, management will create a conversion RPA requesting that the individual be converted to a career-conditional appointment. NOTE: THE CONVERSION TO CAREER-CONDITIONAL MUST OCCUR PRIOR TO THE TERMINATION OF THE TEMPORARY APPOINTMENT. 
6.  Responsibilities.

a.  Management.  Responsible for providing opportunities to disabled veterans for employment in support of this program.  Examples include:

   (1) Expanded areas of consideration; 

   (2) Job restructuring where feasible; or 

   (3) Other actions deemed appropriate in support of this Program 

b.  HRO.  
    (1)Provide administrative and technical support to management officials in support of the 30% or More Disabled Veterans program.  

    (2) Maintain the Wounded Warrior Program database to ensure eligibility and qualifications are current.  Resumes will be shared with Management upon request.


12307.1
     c.  HRSC-SE.  Process 30% or More Disabled Veterans recruitment actions, provide assistance in job restructuring and provide reports.
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[bookmark: EoR]EMPLOYMENT OF RELATIVES 

1.  References.  5 CFR 310; 5 USC 3110

2.  Purpose.  To provide information concerning restrictions on
the employment of relatives.

3.  Policy.  In addition to the restrictions in paragraph 5, it is recommended that each activity adopt a policy that relatives not be allowed to work in any superior-subordinate relationship or the same organizational unit or element except in rare or unusual circumstances.

4.  Definitions.

   a.  Relative - father, mother, son, daughter, brother,
sister, uncle, aunt, first cousin, nephew, niece, husband, wife, father-in-law, mother-in-law, son-in-law, daughter-in-law, stepfather, stepmother, stepson, stepdaughter, stepbrother, stepsister, half-brother, or half-sister.

   b.  Public Official - an officer, a member of the
uniformed services, an employee, and any other individual in
whom is vested or delegated the authority by law, rule, or regulation, to appoint, employ, promote, or advance individuals, or to recommend individuals for appointment, employment, promotion, or advancement.

   c.  Chain of Command - the line of supervisory authority
that runs from a public official to the head of his or her agency.

[bookmark: _Hlt484497999]5.  Restrictions.

   a.  Public officials shall not advocate their relatives for appointment, employment, promotion, or advancement to a position in their agency or in an agency over which they exercise jurisdiction or control.

   b.  Public officials shall not appoint, employ, promote, or
advance to a position in their agency or in an agency over
which they exercise jurisdiction or control: (1) One of their relatives; or (2) The relative of a public official of their agency, or of a public official who exercises jurisdiction or control over their agency, if the public official has advocated
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the appointment, employment, promotion, or advancement of that relative.

   c.  For the purpose of this section, a public official who
recommends a relative, or refers a relative for consideration by
a public official standing lower in the chain of command, for
appointment, employment, promotion, or advancement is deemed to
have advocated the appointment, employment, promotion, or
advancement of the relative.

6.  Exceptions.  This section does not prohibit the appointment
in the competitive service of a preference eligible if (1) his or her name is within reach for selection from an appropriate
certificate of eligibles and (2) an alternative selection cannot
be made from the certificate without passing over the preference
eligible and selecting an individual who is not a preference
eligible.  Exceptions can also be granted to meet urgent needs
resulting from an emergency posing an immediate threat to life or property, or a national emergency as defined in 5 CFR
230.402(a)(1).

7.  Remedies and Penalties.

   	a. Termination of Payments. An individual appointed,
employed, promoted, or advanced in violation of this section is
not entitled to pay and money may not be paid.

   	b. Recovery of Funds.  Payments in violation of this section are subject to recovery.

   	c. Disciplinary Remedies and Legal Penalties. Public
Officials that violate the law and regulations governing
employment of relatives are subject to administrative remedies
and legal penalties.

8.  Records. Activities should document all situations where
superior-subordinate relationships of relatives exist and
rationale supporting why other options such as reassignment of
one or the other could not be effected.
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[bookmark: prob]Termination of Probationary Employees

1.  References. 5 CFR 315; MSPB Publication: “The Probationary Period: A Critical Assessment Period”

2.  Purpose.  To provide guidance and procedures concerning the separation of employees serving a probationary or trial period.

3.  Background.  The probationary period of one year is the final step in the examination process and provides an indispensable test of actual job performance.  During the probationary period, the supervisor is expected to closely observe the probationer’s conduct, general character traits and work performance; provide the probationer with proper guidance; and determine whether the probationer is suited for continued Federal employment.  When it becomes apparent, after a full and fair trial, that the probationer’s conduct, general character traits, or capacity are not fit for satisfactory service, the supervisor must initiate action to separate the employee.  This kind of action should be taken as soon as these facts become apparent and should, in any event, be taken in sufficient time for the employee to be notified, prior to the expiration of the probationary period that he or she will not be retained.

4.  Delegation of Authority.  Authority to separate probationary employees is delegated to the department/office head or organizational equivalent.  Prior to initiating any action under the provisions of this Section, the official to whom authority is delegated will contact the servicing Human Resources Office (HRO) for advice and assistance.

5.  Separation of Probationers.  To separate a probationary employee under the procedures contained in this Section, a SF 52 will be initiated by the activity and processed as a “Termination During Probationary/Trial Period.”

    a.  Discharge for Deficiency in Performance or Conduct After Entrance on Duty.  Deficiencies in the employee’s conduct or work performance should be discussed with the employee by the official taking action.  The employee shall normally be advised of the reasons for the contemplated action and shall be given the opportunity to explain his/her performance or conduct.  If the decision is made to discharge the employee, a written notice should be issued to the employee prior to the effective date.  The notice of termination will reference the discussion, state the reasons for the action, and specify the effective date.  
12315

	  b.  Discharge for Conduct which Occurred before Appointment.  If it is proposed to separate a probationer for reasons based in whole or part on conduct before appointment (for example, intentional falsification of application), a discussion will be held by the official taking action.  An advance notice must be issued to the employee stating the specific reasons for the proposed action in sufficient detail to enable the employee to understand and reply.  The notice must inform the employee of the right to reply in writing and submit affidavits in support of such reply.  The notice must identify the person to receive the answer and specify the date by which it must be received.  Consideration must be given to any reply made by the employee, and the employee must be furnished with a written decision.  If the decision is to separate the employee, a final notice must be delivered to the employee in advance of the termination date.  The notice must state the reasons for the discharge, clearly identifying which charges are substantiated, the effective discharge date, and include a statement of the employee’s right to appeal to the Merit Systems Protection Board.  The employee will be requested to sign and date a copy of the notice to acknowledge receipt.  One copy of the signed notice of termination must be forwarded to the servicing HRO.

6. Timing of Separation.  If a separation is not effected before the completion of the probationary period, the employee will have, in fact, completed his/her probation and cannot be discharged under the procedures set forth in 5 C.F.R. 315.804.  The probationary period is completed at the end of a tour of duty while separation actions are effective at midnight.  Therefore, if a probationer is to be separated, the effective date should be no later than the day before the probationary period is completed.  It is advisable to deliver the notice at least one week prior to the effective date to ensure timely delivery.  An employee’s absence from work may preclude delivery of the notice before the effective date.

7.  Responsibilities.

    a. Managers and Supervisors. Communicate expectations
concerning appropriate conduct and performance expectations, set examples in the workplace, provide guidance and assistance to probationary employees, and take appropriate action in a timely manner to correct unacceptable performance/behavior.
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    b. Employees. Perform assignments in a satisfactory manner and conduct themselves in accordance with applicable regulations and laws, including the Standards of Conduct and workplace policies.

    c. HRO.  Provide advice and guidance to supervisors and employees concerning requirements for initiating and effecting termination of probationary employees. Maintain files and records of probationary terminations.
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[bookmark: PAP]PLACEMENT ASSISTANCE PROGRAMS

1.  References. 5 CFR 330; DOD Manual 1400.25-M, SC 1800

2.  Purpose. To define policy and outline responsibilities in the operation of mandatory placement programs including the Interagency Career Transition Assistance Plan (ICTAP), the Reemployment Priority List (RPL), and the Department of Defense (DOD) Program for Stability of Civilian Employment.

3.  Background. The filling of vacancies may be subject to requirements of Federal or DOD mandated placement assistance programs.

     a. The ICTAP and RPL are Federal programs.  ICTAP requires that well-qualified, displaced applicants from non-DOD agencies in the commuting area be afforded selection priority in certain instances.  The RPL requires those qualified, separated DOD employees in the commuting area of a vacancy be given consideration and restricts filling of a position from sources outside DOD.    

     b.  The DOD Program for Stability of Civilian Employment is part of the Civilian Assistance and Reemployment (CARE) Program and serves as the primary placement tool for displaced DOD employees. It consists of a number of different programs designed to enhance the placement of DOD employees or their spouses who are affected by base closures, reorganizations, downsizing, relocations, etc.  These programs are administered via the Automated Stopper and Referral System (ASARS).

 c.  Accurate and timely handling of eligibles in these programs is essential to maximize employee placement opportunities and to meet management needs in downsizing or filling of positions.

4.  Responsibilities.

     a. Activity Heads: Responsible for ensuring that managers, supervisors, and staff officials comply with the policies and procedures of these programs.

     b. HRO.  Responsible for ensuring Activity Heads and key managers are kept informed of and comply with program requirements.
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     c. HRSC-SE.  Responsible for maintenance of the RPL and administration of the ASARS system for the PPP. 

5.  Documentation/Record Keeping.  The HRSC-SE will maintain a record of each ICTAP, RPL and PPP action in accordance with OPM, DOD and Navy policy.
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[bookmark: PPP]PRIORITY PLACEMENT PROGRAM (PPP)
     
1.  Reference.  DOD Manual 1400.25-M SC 1800

2.  Purpose.  The policy of the Department of Defense (DOD) is to promote stability of employment for civilian employees affected by changing manpower requirements and to provide maximum opportunity for placement in other DOD positions.  Consistent with this policy, the DOD administers the Priority Placement Program (PPP) to minimize adverse effects on employees caused by actions required for the effective management of the DOD such as, but not limited to, reductions-in-force, base closures, consolidations, contracting out, position classification decisions, rotation from overseas and transfer-of-function.

3.  Policy.  Department of the Navy activities will support the
DOD Priority Placement Program and ensure that all managers,
supervisors, and staff officials comply with the policies and
procedures of this program.  

4.  Responsibilities.

    a. Management:

      (1) Prepare and distribute an Activity Statement of
Priority Placement Program support upon change of command, enclosure (1).

      (2) Review and select in priority order from PPP resumes
forwarded by the HRO.

	     (3) Review determinations of registrants found “well qualified” and discuss with HRO qualification disputes (if any) within 48 hours of receipt of resume(s).

    b. HRO:

      (1) Keep management advised of all requirements and
policies affecting personnel actions that are subject to mandatory placement programs (PPP, RPL and ICTAP).

      (2) Notify HRSC-SE when former employees returning from Workers Compensation are to be placed on the RPL.

      (3) Assist HRSC-SE in maintaining repromotion eligible
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lists as needed.  Coordinate referrals to management when required.

      (4) Forward Requests for Personnel Action (RPA) to HRSC-
SE citing any valid exception to mandatory placement procedures, as appropriate.

      (5) Upon receipt of multiple PPP resumes from HRSC-SE
for covered personnel requests, assist/advise management to identify the order of offers.  Notify HRSC-SE of management's decisions.

      (6) Provide documentation as necessary to facilitate
HRSC-SE's PPP qualification determinations and/or to support qualification disputes, when appropriate.

      (7) Refer employees eligible for mandatory Automated Stopper and Referral System (ASARS) registration to HRSC-SE for counseling and registration.

     (8) Refer military spouses seeking ASARS registration to
HRSC-SE for counseling and registration.

      (9) Advise management regarding eligibility for early
PPP registration when the activity plans to undergo a Reduction-in-Force or Transfer-of-Function.  Obtain required authorization from the Activity Head and forward to HRSC-SE RIF team for action.

     (10) For requests that involve Expanded Voluntary
Separation Incentive Pay (VSIP) registrations more than 120 days prior to expected separation(s), assist management with drafting the appropriate request for early registration.  Forward request to HRSC-SE for appropriate action.

     (11) Assist activities in preparing a statement of PPP
support upon change of command and forward to HRSC-SE for retention.

    c. HRSC-SE:

      (1) Register individuals and execute outplacement
program requirements.

      (2) Maintain official records regarding subject
programs.
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      (3) Notify the HRO of all tentative matches, confirmed
matches, and employees found eligible for VSIP registration.

    d. Employee:

      (1) Provide updated application and requested
documentation to the HRSC-SE for registration into these outplacement programs.

      (2) Reply to an offer under the PPP within 48 hours.




Encl (1) 
							     12330.2
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[bookmark: VSIP]VOLUNTARY SEPARATION INCENTIVE PAY (VSIP) PHASE II

1.  Reference.  5 CFR 576; 5 USC 3521; DoDI 1400.25V1702; OPM Guidance on VSIP; VSIP Reference Guide (CPMS)

2.  Purpose.  Voluntary Separation Incentive Pay (VSIP), under Phase II, is offered to encourage civilian employees to separate voluntarily from the Federal government thereby creating a vacancy for a Department of Defense employee scheduled for separation. Employees have no entitlement to VSIP.  DOD currently has Voluntary Early Retirement Authority (VERA) approved for use with this program.  The VSIP Phase II program is in effect until further notice.

3.  Policy.  All activities serviced by the CNRSE Human Resources Office are participating in the VSIP Phase II Program.  The VSIP Phase II Program will be administered by activity, CNRSE HRO and HRSC-SE officials in a fair and equitable manner.

4.  Responsibilities.

   a. Activity Heads.  Ensure their activities participate in the VSIP program as mandated by DOD.  Responsible for implementation of program policies to ensure the program is administered in a fair and equitable manner.

   b. Managers and Supervisors.  Maintain accurate position descriptions, review resumes on Priority Placement Program (PPP) registrants in a timely manner, and ensure fair and equitable VSIP actions are taken for their activities.

   c. HRO.  Provides program oversight, information and guidance to management officials and employees.  Assists the HRSC-SE in accomplishing VSIP matches.

   d. HRSC-SE.  Administers the VSIP Phase II program for serviced activities to include: 

      (1) Maintaining a master listing of all employees volunteering for the VSIP Phase II program. 

      (2) Querying the Priority Placement Program (PPP) for a match. 
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      (3) Receiving resumes of PPP registrants and reviewing 
qualifications with management officials.  Concurrently notifying employee of VSIP match; employee has four calendar days from the date notified to file a VSIP application.
								  
      (4) Obtaining a VSIP application from employees authorizing the HRSC-SE to offer the employee's position to the PPP registrant.

      (5) Contacting the PPP registrant's servicing personnel office to offer the position.

      (6) Notifying the employee if the VSIP match was successful or not.

      (7) Negotiating release dates for the PPP registrant to report for duty.

      (8) Notifying appropriate officials of action taken and
completing paperwork.

      (9) Computing VSIP payment to be received by employee.

      (10) Obtaining funds cite for VSIP payments from losing activity.

   e. Employee.  File a VSIP application within four days from the date notified.

5.  Documentation/Record Keeping.  The HRSC-SE maintains records and documentation on the VSIP program.
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[bookmark: Merit]MERIT PROMOTION
                                
1.  References.  5 CFR 335; 5 CFR 300; 5 CFR 310; 5 CFR 308; CPI 335

2.  Purpose.  To provide guidance for promotion and internal
placement of civilian employees through the Merit Promotion
Program.

3.  Coverage.  This instruction covers Navy activities serviced by CNRSE HRO except those activities that elect to issue their own internal policy.  Provisions of collective bargaining agreements must be followed in effecting actions under the Merit Promotion Program.  

   a. The following are subject to the Merit Promotion Program:

      (1) Promotion to a higher grade level (based on comparison of representative rates) than that held or previously held on a
permanent basis.

      (2) Temporary promotion of more than 120 days and detail in excess of 120 days to a higher grade or to a position with
promotion potential (or a cumulative 120 days of details and/or
temporary promotions in a 12-month period).

      (3) Time Limited Promotion up to five years.

      (4) Transfer to a higher grade position.

      (5) Reinstatement to a permanent or temporary position at a grade higher than that last held on a permanent basis in the 
competitive service.

      (6) Reassignment, demotion, or transfer to a position with 
higher promotion potential than that held or previously held on a permanent basis.

      (7) Selection for training which is part of an authorized
training agreement, part of a promotion program, or required 
before an employee may be considered for a position.

   b. The following are exceptions to the Merit Promotion Program:

      (1) Promotion resulting from the upgrading of a position
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without significant change in duties due to issuance of a new
classification standard or correction of a classification error.	      

      (2) Position change permitted by reduction-in-force regulations.

      (3) Career-ladder promotion without current competition when an employee was previously selected from a civil service register or under competitive promotion procedures when the fact that the position had promotion potential was made known to all
candidates.  Professional and Administrative Career positions are career-ladder positions, along with other positions designated by activities.

      (4) Promotion resulting from an employee's position being
upgraded because of additional duties and responsibilities when:

         (a) The major duties of the old position are absorbed
into the new position and the former position is canceled;

         (b) The new position has no known promotion potential;
and

         (c) The additional duties do not result in 
reclassification of another encumbered position to a lower grade.

      (5) Career-ladder promotion following noncompetitive
conversion of a cooperative education student in accordance with
the provisions of the cooperative agreement.

      (6) Promotion, demotion, reassignment, or transfer to a
position having no higher promotion potential than that held or
previously held on a permanent basis in the competitive service
(except when demoted for cause).

      (7) Temporary promotion or detail to a higher grade position, or one with known promotion potential, for not more than 120 days.

      (8) Temporary promotion or detail for more than 120 days to a grade level previously held on a permanent basis (except when the employee was demoted from that grade for cause).

      (9) Repromotion of a current Federal employee in the
competitive service to a grade (or equivalent level in another
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pay system or intervening grade) previously held on a permanent
basis in the competitive service, except when demoted from that
grade for cause. 

      (10) Promotion of a candidate who was not given proper consideration in a previous Merit Promotion action.

4.  Policy.  Promotions will be based on fair and open competition and selections will be made based upon merit factors without regard to race, national origin, age, sex, marital status, ethnic group, non-disqualifying physical disability, nepotism, personal relationships, or favoritism.  The Merit Promotion Program is but one means of filling vacancies.  Any staffing source may be used concurrently with or in lieu of this program.

5.  Definitions.

   a.  Promotion.  Assignment to a higher grade level (based on
comparison of representative rates) than that held or previously
held on a permanent basis.

   b.  Reassignment.  Assignment to a position with the same
representative rate as the employee's existing pay plan and 
grade.

   c.  Demotion.  Assignment to a position with a representative
rate lower than the employee's existing pay plan and grade.

   d.  Reinstatement.  Reemployment of a former career/career-conditional employee in the competitive service.

   e.  Non-Competitive Eligibles.  Those applicants not required
by law or regulation to compete for a vacancy, e.g., Veterans
Recruitment Appointment Eligibles, 30% Compensable Disabled Veterans, Schedule A Eligibles, applicants having attained the same grade level or equivalent on a non-temporary basis.

   f.  Priority Consideration Eligibles.  Individuals who are
entitled to a special placement priority when determined that they were previously denied consideration due to an administrative error or a violation of law or regulation.

   g.  Area of Consideration.  The geographic and/or
organizational area from which applicants are being sought to fill a job.  
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   h.  Certificate.  A referral listing of eligible candidates. Certificates must be returned within 15 days of issue. Management may request a one-time 30 day extension.

6.  Responsibilities.

   a.  Management Officials.  Managers and supervisors are responsible for ensuring the success of the Navy's Merit Promotion Program in meeting its goals, both in terms of high quality employee selections and Equal Employment Opportunity.  
Managers must ensure that areas of consideration are broad enough to allow for competition, and that selections are based on meaningful, job-related criteria.  If a relative of a selecting official applies for a vacancy, nepotism provisions apply and assistance should be sought from the servicing personnel specialist.

   b.  HRO.  The Director and staff of HRO provide advice and assistance to managers regarding the administration of activity 
Merit Promotion Programs.  Additionally, HRO/HRSC-SE provides program oversight and effect mandatory placements where applicable. CNRSE HRO will maintain documentation for MIC actions.

   c. HRSC-SE.  The HRSC-SE maintains records to allow for reconstruction of Merit Promotion actions in accordance with 5 CFR 335, Department of Defense and Navy policy. The HRSC-SE will provide reports regarding the Merit Promotion Programs for the activities serviced as requested.  The HRSC-SE will announce jobs, rate applicants and issue certificates.

7.  Priority Consideration.  Individuals who are entitled to
consideration as a result of a legal, regulatory, procedural or
collective bargaining agreement provision will be referred before other competitive or noncompetitive actions are taken to fill the position under merit promotion procedures.  Such actions are exempt from clearing PPP under para. 4C(i)(7) of the PPP Operations Manual. If an employee is selected under the provisions of “Priority Consideration”, the notepad of the SF-52 requesting the action should annotate that the action is exempt from PPP under para. 4C(i)(7) of the PPP Operations Manual. 
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8.  Administration.  When Merit Promotion procedures are utilized, the following guidelines will be followed.

   a.  Vacancies may be filled through the use of an automated referral system, published vacancy announcements, or through Management Identification of Candidates (MIC).  The area of consideration should be broad enough to provide for a sufficient number of well-qualified candidates. This can range from a Division of a Department within an activity to Appointable Applicants Worldwide.  When the AOC is small enough that all candidates in the AOC may be evaluated and considered for the  position without formal advertising, the use of MIC procedures may be utilized. 

NOTE: Regardless of the area of consideration specified in an announcement, resumes will be accepted from/maintained for appointable spouses of relocating active duty military members and DOD civilian employees during the period beginning 30 days prior to and six months following their sponsor's relocation to the commuting area where the vacancy is located. This function is handled by the Human Resources Service Center Southeast under the auspices of the Priority Placement Program “S”.

   b.  When MIC procedures are to be used, activities must (1) provide the servicing HRO Specialist with advance written notification of the MIC action; and (2) develop procedures to 
document the evaluation and consideration process to be used.  This will allow HRO officials to conduct a cursory review of the proposed action to ensure program compliance.  If the MIC action proceeds, the activity submits a MIC recruitment RPA to the HRSC-SE to access the DOD Priority Placement Program (PPP) in a timely manner.  Failure to provide advance written notification can result in a requirement to reconstruct the MIC action and delay filling of the vacancy.
							  
   c.  Resumes are required when applying for vacancies advertised under this program.  For bargaining unit positions only, the provisions of any negotiated agreements must be followed.  Applicants must ensure they provide the information required in the announcement or they may lose consideration.
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   d.  When applicable, deadlines for submitting resumes will be specified on the vacancy announcement, e.g. Must be received by Application Manager by the closing date specified on the announcement OR Must be postmarked by the closing date on the 
announcement.  Resumes received in government-franked envelopes will not receive consideration.  Electronic submission 
of resumes is acceptable and encouraged.  Resumes received under this program are retained for audit purposes.

   e.  Qualification standards prescribed by the Office of
Personnel Management and activity evaluation criteria will be
used to evaluate applicants' qualifications.  All qualification
and eligibility requirements, including time-in-grade, must be
met by either: (1) the closing date of the announcement when used; OR (2) the date of issuance of an automated referral 
listing.  For open-continuous announcements, qualifications must be met at the time of filing.

   f.  Candidates will be evaluated against job-related criteria.  Evaluation may be conducted by either a personnel 
specialist, a subject-matter expert, a rating panel, or automated processes. 

   g.  An appropriate number of qualified promotion-eligible candidates will be certified to selecting officials on a certificate.  Non-competitive eligibles may be referred at any time in the recruitment process.  Merit Promotion referral listings are valid for 15 days from the date of issuance and may be used to fill similar vacancies during that period.  If interviews or selection panels are to be conducted, assistance may be obtained from the servicing personnel specialist.

   h.  Employees selected for promotion should be released at the end of the pay period following the one in which they are selected or within 30 days of selection if the position is not a promotion.
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[bookmark: Temp]TEMPORARY PROMOTION

1.  Reference. 5 CFR 335

2.  Purpose.   Managers may use temporary promotions to meet temporary needs generated by an abnormal workload, special projects, change in mission or organization, or unanticipated absences.  Temporary promotions can allow employees an opportunity to try new work experiences in a related career field or in a supervisory position.  These experiences not only enhance an employee's qualifications and opportunities for promotion, but also allow managers an opportunity to increase the skills needed to meet future mission requirements and to improve the representation of minorities, women, and disabled individuals in all job categories.

3.  Policy. 

    a.  Employees assigned to perform higher level duties for more than thirty days will be either detailed or temporarily promoted, as appropriate, or as specified in a collective bargaining agreement.  Temporary promotions should be rotated among qualified employees where practical.
                      
    b.  Employees must be given written notice of the conditions of the time-limited promotion, including the time limit of the promotion; the reason for a time limit;  the requirement for competition for promotion beyond 120 days, where applicable; and that the employee may be returned at any time to the position from which temporarily promoted, or to a different position of equivalent grade and pay.

4.  Definition.  A temporary promotion is the temporary assignment of an employee to a higher graded position with pay for a specified period.  The employee returns to his/her regularly assigned position at the conclusion of the temporary promotion.

5.  Responsibilities.

     a.  Managers and Supervisors.  Assign work, including effecting and terminating temporary promotions.  They also have responsibility for complying with negotiated agreement provisions concerning temporary promotions and ensuring fair and equitable distribution of temporary promotions.  Managers and 
supervisors are to submit a RPA in a timely manner to ensure 
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that appropriate processes can be completed prior to effecting any temporary promotions.

     b.  HRO.  Provide advice and assistance to managers regarding temporary promotions.

     c. HRSC-SE.  Ensure that employees meet all legal and regulatory requirements for the temporary promotion. Process RPAs in a timely manner to effect the action.

6.  Restrictions and Time Limits.
        
     a.  Time After Competitive Appointment.  Except for emergency situations, an employee may not be temporarily promoted to a different position for at least 90 days after a competitive appointment from an Office of Personnel Management register (this will normally be the employee's first career-conditional appointment to the government).
     
     b.  Noncompetitive Temporary Promotions.  Limited to 120 days or less during any twelve month period.

     c.  Competitive Temporary Promotions.  Temporary promotions scheduled for more than 120 days will normally be filled through competitive procedures.  Employees eligible for noncompetitive promotion to the higher grade can be temporarily promoted without using competitive procedures.

7.  Documentation.  The Request for Personnel Action (RPA) will be used to effect temporary promotions.
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[bookmark: CFDE]COMPETENCY FOR DUTY EXAMINATIONS

1.  References. 5 CFR 339; DoN CHRM 752; DoN CHRM 792.3

2.  Purpose. To establish procedures for handling situations involving employees who report to work under the influence of alcohol or other drugs, or are not mentally or emotionally competent to perform the duties of their position. 

3.  Definitions. 
 
    a.  Medical standard. A written description of the medical requirements for a particular occupation based on a determination that a certain level of fitness or health status is required for successful performance. 

    b.  Physical requirement. A written description of job-related physical abilities normally considered essential for successful performance in a specific position. 

    c.  Physician. Licensed doctor of medicine or doctor of osteopathy, or a physician who is serving on active duty in the uniformed services and is designated by the uniformed services to conduct examinations. 

    d.  Practitioner. A person providing health services who is not a medical doctor, but is certified by a national organization and licensed by a state to provide the service in question. 

4.  Policy.  Competency for duty examinations will be offered or ordered, as appropriate, when an employee is apparently under the influence of alcohol or other drugs, or is not mentally or emotionally competent to perform the duties of his/her position. Such examination is different from a fitness for duty examination in that a competency for duty examination results from temporary, short-term incapacitation. 

5.  Procedures

    a.  Management Responsibilities

       (1) Summon another supervisor or responsible employee to witness the behavior, physical appearance, and response to 
questions and/or instructions of an employee who is suspected to be under the influence of alcohol or drugs while on the job. 
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       (2) Complete enclosure (1) and give it to the employee if the employee occupies a position having physical or medical requirements. If the employee does not occupy a position having physical or medical requirements, complete enclosure (2) and give it to the employee. If possible, contact a Labor Relations Specialist before ordering or offering such an examination. 

       (3) Notify the appropriate Naval medical facility that the employee will be arriving. 

       (4) Escort or make arrangements to have the employee escorted to the medical facility.

       (5) If the supervisor does not accompany the employee, inform the medical facility that the employee is to be returned to the supervisor following the examination. 

       (6) If the employee refuses a competency for duty examination, document the employee’s behavior and make a determination of the employee’s competency for duty based on your own observation. 

       (7) If the employee is under the influence of intoxicants and/or unfit for duty, based on your observations or medical information supplied by the physician or practitioner, place the employee on sick leave (or leave without pay if no sick leave is available) for the remainder of the shift for failing to be “ready, willing, and able” to work, unless the employee requests annual leave or leave without pay. 

	(8) If the employee is to be sent home, attempt to arrange for a member of the employee’s family to provide transportation. If unable to reach a family member, send the employee home in a taxi at the employee’s expense, or request a fellow employee to provide transportation while in an annual leave or administrative leave status, as appropriate. DO NOT ALLOW THE EMPLOYEE TO LEAVE THE ACTIVITY DRIVING A MOTOR VEHICLE. If the employee attempts to leave the base driving a motor vehicle, notify Base Security.

	(9) Contact a Labor Relations Specialist for additional guidance on appropriate action to take when an employee has been found to be under the influence, and/or the employee refused to undergo a directed examination. 
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Encl (1)                          Encl (2)
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[bookmark: PSMDCE]PLACEMENT OR SEPARATION OF MEDICALLY DISQUALIFIED 
CIVILIAN EMPLOYEES

1.  Reference. 5 CFR 339; DoN Civilian Human Resources Manual Subchapter 1606
	  
2.  Purpose. To establish guidance and procedures for accommodation and placement of physically and mentally impaired civilian employees. When accommodation or placement is not possible, to provide procedures for disability-separation of employees. 

3.  Background. 5 CFR 339 provides the regulatory framework for seeking medical documentation from an employee when there is a question about his/her ability to perform the duties of his/her position. 

4.  Policy. It is Navy’s policy to retain employees who become physically and mentally disqualified for their positions whenever possible regardless of whether the impairment is a result of an on-the-job injury or occurred off the job. Reasonable accommodation of an employee’s disability is required unless the accommodation would be an undue hardship on the operation of the activity. Reasonable accommodation includes job restructuring when an employee is unable to perform an essential function of his/her position. When an employee is temporarily disabled (less than 120 days) from performing the duties of his/her job, the employee will provide a written statement from his/her physician indicating the nature of the limitations and the expected duration of the disability. The activity will assign limited duty, if available. The need to provide temporary duty does not require an activity to create work for an employee. If a limited duty assignment is not available, the employee should request leave.

5.  Responsibilities.

   a.  Management.

      (1) When an employee’s impairment is expected to last more than 120 days, management should contact the Region Disability Program Manager (RDPM) or local HRO to discuss the reasonable accommodation process outlined in the DoN Civilian Human Resources Manual Subchapter 1606. In addition to contacting the RDPM or HRO, management should submit a request for a job search to the servicing HRO. A sample job search request letter is 
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attached as enclosure (1). The request should include relevant medical documentation along with an explanation of what duties 
the employee can no longer perform due to the medical condition. Management should describe what actions have been 
taken to restructure the employee’s position to accommodate 
the employee’s medical condition. 	

      (2) If possible, obtain an updated application or résumé from the employee and submit it with the job search request.  

      (3) If a continuing job search is necessary, monitor activity recruitment requests for potential positions to which the employee may be assigned.  This may be accomplished through the use of the tracking system in the Navy’s automated personnel system (PPI). If a position is identified to which placement may be possible contact the servicing CNRSE HRO for assistance.

      (4) Maintain documentation of job searches conducted, reasonable accommodation attempts, and job restructuring efforts to support placement offer or to support separation of the employee if reasonable accommodation/placement of the employee is not possible.

      (5) If the employee cannot be placed, initiate a 
disability-separation action by contacting the servicing Labor/Employee Relations Specialist for assistance.   

   b.  HRO.

      (1) Assist management in preparing the request for job search. 
	
      (2) Review the employee’s résumé/application, official personnel folder, and medical documentation to identify positions the employee may qualify for and can perform. Conduct an initial job search of the activity’s current recruitment actions to identify vacant position(s) to which the employee may be placed.   

      (3) Provide a synopsis of the job search results to the activity manager who requested the job search. A sample letter is attached as enclosure (2). If a suitable position is not available, notify the activity of its obligation to continue the job search until either: (1) a disability-separation is 
effected; or (2) other accommodations or avenues are utilized that negate the need for continuing the job search. 
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	 (4) Assist management in preparing a job offer letter if a suitable vacant position is available.

      (5) Assist management in effecting disability-separation if the job search/placement efforts fail to identify a reasonable accommodation/position for the employee.

   c.  HRSC-SE.

      (1) Process placement or a separation action as appropriate.											




    
Encl (1)		Encl (2)
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[bookmark: RIF]REDUCTION-IN-FORCE (RIF)

1. References.  5 CFR 351; OPM Workforce Reshaping Operations Handbook; SECNAVINST 12351; HRSC-SE Memorandum of Agreement; Navy Guidance Advisory Memo (GAM) #70, Navy Career Transition Assistance Plan
                          
2.  Purpose.  Agencies are required to establish procedures for the release of civilian employees.  Actions which may necessitate the use of RIF procedures are reorganizations, consolidation of functions, shortage of funds, lack of work, or when the authorized number of personnel has been reduced.  

3.  Coverage.  

   a. RIF procedures must be used when both the action to be taken and the cause of the action meet the criteria below:

      (1) The action to be taken will release an employee from a competitive level by:

         (a) Separation;

         (b) Furlough for more than 30 days;

         (c) Demotion; or

         (d) Reassignment requiring displacement of another employee.

      (2) The cause of the action is:

         (a) Lack of work;

         (b) Shortage of funds;

         (c) Insufficient personnel ceiling;

         (d) Reorganization;	

         (e) An individual's exercise of reemployment or restoration rights; or

         (f) Reclassification of an employee's position due to erosion of duties when the action will take effect after an activity has formally announced a RIF in the employee's 
								  
								12351

competitive area and when the RIF will take place within 180 days.

   b. The following actions are not covered by RIF procedures.

      (1) The termination of a temporary promotion;

      (2) A change to lower grade based on the reclassification of an employee's position due to the application of new classification standards or the correction of a classification error;

      (3) A change to lower grade based on reclassification of an employee's position due to erosion of duties except that this exclusion does not apply to such reclassification actions that will take effect after an agency has formally announced a reduction in force in the employee’s competitive area and when the reduction in force will take effect within 180 days; and

      (4) Placement of an employee serving on an intermittent, part-time, on-call or seasonal basis, in a nonpay, non-duty status in accordance with conditions established at the time of appointment.

4.  Policy.  The policy of the Department of the Navy is to accomplish required civilian personnel reductions through attrition whenever possible.  The involuntary separation of civilian employees through RIF occurs only when attrition, reassignments or the use of incentives will not accomplish the required results.  The need to apply RIF procedures does not suspend management’s authority and responsibility to remove, demote, reassign, or relocate any employee.

5.  Responsibilities.

   a.  Management Officials.  Responsible for determining when a RIF is necessary.  Specific management responsibilities include:

	(1) Notifying CNRSE HRO and HRSC-SE when they first become aware that downsizing or RIF may be necessary.

(2) Participating in developing a RIF strategy and options with HRO and HRSC-SE.

(3) Requesting VSIP, VERA and RIF approval, as
necessary.
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        (4) Conducting VERA/VSIP interest survey and providing results to CNRSE HRO.  Upon receipt of approved VSIP offers, issuing acceptance/non acceptance letters.

        (5) Submitting appropriate Request for Personnel Actions (RPA’s) to effect RIF actions to the HRSC-SE via CNRSE HRO.

(6) Delivering RIF notices.
											
   b.  HRO.  Provides advice and assistance to activities by performing the following:

		(1) Ensures the HRSC-SE is notified of any downsizing or impending RIF situations.

       (2) Provides initial consultation services to management regarding downsizing options and potential RIF.  Ensures management has information on the mechanics of the RIF process to include: Voluntary Separation Incentive Payment (VSIP) requirements; required authorizations for VSIP, Voluntary Early Retirement Authority (VERA), RIF; notification to labor organizations; estimated timelines; mock RIF; and possible alternatives.  Assists management in identifying positions to be abolished.

       (3) Participates in the development of RIF strategies and options with management, HRSC-SE RIF Team and appropriate labor organizations.  Issues to be addressed normally include: timeline for RIF; applicable classification issues; use of vacancies for placement; waiver/modification of qualifications; incentives/buyouts; Priority Placement Program; and performance appraisal issues.

       (4) Reviews competitive levels and retention registers for commands having Managing to Payroll Authority to ensure correct assignment of the positions.

       (5) Assists management in requesting major claimant approval for RIF, SIP, and VERA and monitors receipt of authorizations.  Forwards copies of authorizations to HRSC-SE RIF Team.

       (6) Assists the HRSC-SE in conducting employee briefings 
regarding the various processes involved in conducting a RIF 
and associated entitlements.  These include: VSIP (and survey 
process); verification of DCPDS data sheets; updated 
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applications; RIF mechanics; grade/pay retention; Priority Placement Program (PPP); Reemployment Priority List (RPL); 
severance pay; and benefits (including Discontinued Service Retirement), etc.

       (7) Prior to issuance of specific RIF notices, ensures HRSC-SE RIF Team has accurate information regarding signature authority, appropriate letterhead, serialization, etc.  Ensures receipt copies of acceptance/declination letters to RIF job offers are returned to HRSC-SE.							

        (8) Forwards RPA’s to effect RIF to the HRSC-SE RIF Team.

        (9) Ensures management completes necessary reports and forward copies to HRSC-SE.

       (10) Assists the activity in responding to RIF related grievances, appeals and congressional inquiries with the assistance of the HRSC-SE.

       (11) Assists the activity in administering VSIP and VERA offers.

	c. HRSC-SE.

        (1) 	Designates an HRSC-SE action officer.

        (2) Participates in developing RIF/downsizing POA&M.
	
       (3) Distributes and collects employee data sheets verifying RIF retention factors.  Assists employees in resolving any discrepancies cited in review of their SF-50’s or employee data sheets and forwards any required corrections to the HRSC-SE RIF Team.

       (4) Reviews competitive levels and retention registers for commands that have delegated classification authority to the HRSC-SE to ensure correct assignment of positions.

	(5) Notifies outside parties (OPM, DOD, unemployment offices, etc.).

         (6) Executes the RIF process.

         (7) Provides reports to HRO on status of RIF action.
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  (8) Prepares and delivers RIF notices electronically for downloading and activity signature.

(9) Briefs affected employees, management and unions on the RIF results.
  
(10) Registers employees in PPP according to POA&M.

(11) Effects RIF, VSIP and VERA actions and completes final RIF/VSIP/VERA reports as required.							

(12) Provides documents, data and processing information as appropriate to assist in responding to grievances, appeals and congressional inquiries.

      (13) Discusses RIF results with management, employees and union officials.

       (14) Advises employees of grievance/appeal rights.

6.  Documentation.  The HRSC-SE will maintain records of all RIF actions in accordance with applicable laws and regulations.
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[bookmark: ATP]ACTIVITY TRAINING PLAN 
                                
1. Reference.  5 CFR 410

2. Purpose.  The Activity Training Plan is the process employees, managers and supervisors use to review and document their training requirements.  Activity training plans (ATP) are designed to include all authorized activity-wide training and development needs and requirements.

3. Policy.  5 CFR 410 requires supervisors and managers to, at least annually, determine their organization’s training needs and anticipate costs necessary to accomplish organizational objectives.

4. Responsibilities.

a. HRO. HRO provides technical advice to activities.

b. HRSC-SE. HRSC-SE conducts an annual needs survey of its customers and publishes a training schedule based on the input it receives as well as historical usage. Activities are encouraged to respond to the survey so that individual needs of one activity can be combined with needs of other activities in the local commuting area. 

c. Activities.  Activities establish a system for collecting and consolidating the training needs of their departments and develop strategies to meet those needs.  Activities may develop and use annual activity training plan formats that meet the needs of the activity.

d. Supervisors.  Supervisors review the knowledge, skills, and abilities required to accomplish each job; the performance standards; and the degree to which these requirements are being accomplished.  While this should be a continuous process throughout the year, the mid-year and year-end performance appraisal discussions are an excellent forum to involve employees in the process and gain valuable input. Supervisors should encourage employees to make self-evaluations and consider those needs and goals with those of the organization.  Based on their review of the organization, supervisors develop training strategies and identify, prioritize and budget for required courses.  
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     e. Employees.  Employees discuss with the supervisor their strengths, weaknesses, major interests, short-range and long-range career goals, and their training needs.  This may occur 
throughout the year; however, employees are encouraged to discuss these issues in their mid-year and year-end performance appraisal discussions with their supervisors.

5. Documentation.  A copy of the plan and the method of developing the plan are to be maintained by the activity for three years.

											12410.1
[image: upbtn_thm]
[bookmark: TAAHC]TUITION ASSISTANCE FOR AFTER HOURS COURSES
                                               
1. Reference.  5 CFR 410

2. Purpose.  Career and Career Conditional employees may be reimbursed for up to 100% of tuition and related training expenses for approved courses satisfactorily completed in colleges, universities and technical institutions.  Courses must be mission-related to qualify.

3. Policy. 

a. Assistance may be granted for the following expenses when the activity has funding available:

		(1) Tuition and matriculation fees;

		(2) Laboratory and library fees (not miscellaneous supplies);

		(3) Purchase or rental of textbooks;

		(4) Membership fees when directly related to, and as a condition for, undertaking the training;

		(5) Other services such as those required for training disabled employees; and

		(6) Professional licensing fees and examination fees when they are included in flat-rate training costs.

b. An employee may claim reimbursement or request advance payment provided that all of the following are met:

		(1) The proposed course and related expenses have been approved by the activity on SF 182 prior to the commencement of the training. 

		(2) The employee satisfactorily completes the course. Normally, a grade of "C" or better for undergraduate and "B" or better for graduate-level courses indicates satisfactory completion; however, this determination is at the discretion of each command.

		(3) The employee provides proof of course completion and copies of receipts for employee-paid expenses.
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		(4) If an advance is requested, activities should require the employee to sign an agreement indicating he/she understands the conditions for advance payment and attach the agreement to the SF 182.

4. Responsibilities. 

a. HRO. HRO provides technical assistance and advice to activities on tuition assistance.

     b. HRSC-SE. HRSC-SE inputs data from completed SF 182s into official training records. 

     c. Activities.

         (1) Consider requests for after-hours education and courses, evaluate in terms of mission or job-relatedness of the course requested, and make approval determinations.

         (2) Provide guidance to employees on conditions and requirements for successful completion of the course and any required repayment to the government in the event of unsatisfactory completion.

         (3) Ensure a SF 182 is complete to authorize funding.

         (4) Use the government-wide purchase card to make payment based on the signed SF 182 whenever possible.

         (5) Forward records of completed courses to HRSC-SE for input to the employee's official training record. 

     d. Employees.

         (1) Request tuition aid via the SF 182 process, submit a brief course description from the appropriate catalog or announcement, and provide a statement giving reasons why the course is considered mission-related.

         (2) Arrange course enrollment with the school when request is approved.

    (3) Make themselves aware of the activity's policy and conditions for providing tuition assistance and requirements for successful completion of the course.
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         (4) Provide documentation to certify successful course completion.

         (5) Take the appropriate steps to make any required repayments to the government in the event of unsatisfactory completion or failure.
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[bookmark: NPMP]NAVY PERFORMANCE MANAGEMENT PROGRAM

1.  References.  5 CFR 430; DoD Manual 1400.25-M, SC 430; DON CHRM 432.1; DON CHRM 432.2; SECNAVINST 12430; Navy Guide 430-01
	  
2.  Purpose.  To provide basic information for establishing a performance plan and evaluating employee performance under the Department of the Navy’s two-level summary rating system, known as Performance Appraisal Review System (PARS).

3.  Coverage.  The Department of the Navy’s Performance Management Program covers most appropriated fund employees (including senior-level and scientific and professional employees paid under Section 5376 of Title 5, United States Code). Non-bargaining unit employees that are in positions that transferred out of NSPS are not covered by PARS, but are covered by a similar program, Interim Performance Management System (IPMS). In the future it is envisioned that employees covered by both IPMS and PARS will transition to a new performance management system.

4.  Policy. It is Navy’s policy to use performance management as a tool to involve employees, as individuals and as members of a group, in improving organizational effectiveness. In achieving this objective, performance management is designed to communicate and clarify mission and organizational goals and 
objectives; identify employee, team, and managerial accountability for the accomplishment of goals and objectives; involve employees in improving organizational effectiveness; recognize and reward employees; and encourage employees to take responsibility to continuously improve, support team endeavors, develop professionally, and perform at their full potential.

5.  Definitions.

    a.  Critical element. A work assignment or responsibility of such importance that unacceptable performance on the element would result in a determination that an employee’s overall performance is unacceptable. 

    b.  Day. Calendar day.

    c.  Performance management. The process of observing an employee’s performance over a specific period of time; comparing the performance to the standards contained in the performance appraisal plan; and then evaluating the employee’s performance by assigning the employee a rating. 
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    d.  Performance plan. All critical elements and their related performance standards that describe the expected performance of an employee. 

    e.  Performance standard. A management-approved expression of performance thresholds, requirements, or expectations that must be met to be appraised at a particular level of 
acceptability. A performance standard may include, but is not limited to, quality, quantity, timeliness, and manner of performance. 

6.  Procedures.

    a.  Performance Plan (Critical Elements and Performance Standards). Employee participation in the development of the performance plan is encouraged. Changes should be made as necessary to keep the plan accurate and relevant. Employees should be given a copy of their performance plan within 30 days after the beginning of each appraisal period, permanent assignment to a new position, or each detail or temporary promotion expected to last 120 days or longer. 

    b.  Progress Reviews. Supervisors should conduct at least one progress review during the appraisal period. Employees should be informed of their level of performance as compared to the standards. The performance appraisal form should be signed and dated by the employee and first level supervisor to document the progress review. 

    c.  Close-out Rating 

       (1) A close-out rating should be conducted when any of the following occur: (a) the employee completes a detail or temporary promotion of 120 days or longer under established performance standards; (b) the employee is on “loan” from another activity/agency for 120 days or longer; (c) the employee changes positions, is promoted, or moves to a new activity/agency, after being under established performance standards for a minimum of 90 days; or (d) the first level supervisor leaves after the employee is under established performance standards for a minimum of 90 days. In situation (d), the employee may continue under the same performance standards unless changed by the new supervisor. 
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	(2) A close-out rating may become a rating of record if the following criteria are met: (a) there is insufficient time (90 days) to establish a new performance plan and rate the 
covered employee in the assigned position before the end of the 
appraisal period; and (b) the first level supervisor takes into 
consideration any other close-out ratings given during the appraisal period. 

d.  Rating of Record

	(1) A rating of record is developed over the course of an annual appraisal period and is based on comparison of performance against written standards for each critical element. Critical elements are rated at the level described in the performance plan. Element ratings are converted into one of two summary rating levels: acceptable or unacceptable. An unacceptable summary rating level is assigned if performance is unacceptable in one or more of the critical elements. 

	(2) A rating of record should be completed within 30 days of the end of the appraisal cycle unless an employee has spent less than 90 days under the approved performance plan. If such is the case, the rating period should be extended to allow the employee to be under the performance plan for 90 days. 

	(3) A rating of record should be signed and dated by the employee and the first level supervisor. If the rating is unacceptable, it must be reviewed and approved by a higher-level management official. Employees should be given a signed copy of their rating of record. 

7.  Unacceptable Performance. If at any time during the appraisal period an employee’s performance falls below the acceptable level in one or more critical elements, the employee must be formally notified in writing. The formal notice of unacceptable performance must include:

    a. The critical element(s) in which performance is determined to be unacceptable;

    b. The performance requirement(s) and acceptable standard that must be attained to demonstrate acceptable performance;

    c. An established, reasonable opportunity period to demonstrate acceptable performance;
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    d. Assistance in improving performance which may include, but is not limited to, formal training, on-the-job training, 
counseling, close supervision, and/or other appropriate measures; and

    e. Notice to the employee that, unless performance in the critical element(s) improves to (and is sustained at) the 
acceptable level, the employee will be reassigned, reduced in grade, or removed from federal service.  An unacceptable rating 
of record may not be assigned until the above requirement has been met. If, at the conclusion of the opportunity period, the employee’s performance continues to be unacceptable, the activity must initiate reassignment, reduction in grade, or removal action against the employee. 

8.  Documentation/Record Keeping. Employee performance ratings of record and performance plans are maintained in performance files at the Human Resources Office or at the activity for a period of four years. 

9.  Additional Information. For additional guidance on addressing and resolving poor performance, you may want to visit OPM’s website at: http://www.opm.gov/er/poor/index.asp. For regional guidance on the Department of Navy’s Interim Performance Management System (IPMS), you may want to visit the CNRSE HRO IMPS website. For Navy-wide guidance on IPMS you may want to visit the DONHR NSPS Transition website.
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[bookmark: PPARA]PROCESSING PERFORMANCE APPRAISAL RATINGS AND AWARDS

1.  References.  5 CFR 430; 5 CFR 451; DON CHRM 430-1;  
DON CHRM 451-1; DON CHRM 451-2	

2.  Purpose.  To establish procedures for processing performance appraisal ratings and awards and maintaining performance files. 

3.  Background.  5 CFR 430 and 5 CFR 451 provide the regulatory framework in which the performance appraisal and awards programs will operate. Procedures set forth herein address the processing of performance ratings and awards and the maintenance of performance files.  

4.  Responsibilities.

    a. HRSC-SE.

      (1) Provide a listing to the HRO or the activity that contains the names of all employees on the rolls at the end of the activity’s performance cycle. (The activity may determine the sorting of the list.) The listing will have an open field where the performance rating for each employee can be inserted. 

	(2) Process performance ratings and awards based on information provided by the activity and HRO.

    b. HRO.

  (1) Provide the HRSC-SE with a list containing the performance cycle ending dates for serviced activities. Advise the HRSC-SE of any changes in performance rating cycles. 
	
	(2) Forward the listing of employees from the HRSC-SE to the activity for recording of employee performance ratings. Provide a reminder that any end-of-cycle performance awards, time-off awards, or Quality Step Increases (QSIs) must be initiated through DCPDS. (DCPDS allows for processing a particular type of award, such as a time-off award, for a number of employees using a single Personnel Action Request.) 

      (3) Maintain the original appraisal form for each employee in an Employee Performance File (EPF) unless the activity has elected to maintain the EPF.

      (4) Forward the EPF to the HRSC-SE when an employee separates from service or transfers to another federal agency.
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      (5) Request the EPF from the activity for separating or transferring employees if the activity maintains the EPF.

    c. Management.

      (1) Keep the HRO advised of any changes in performance rating cycles.

 	 (2) Advise the HRO how the employee listing should be sorted (e.g., alphabetically, by department, division, shop, code).

 	 (3) Record performance ratings on the listing. Return the listing along with the original performance appraisals to the HRO if the HRO is maintaining the EPF. If the activity is maintaining the EPF, the activity should file the original appraisals in the EPF.

	(4) Initiate any awards through DCPDS. 
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[bookmark: IA]INCENTIVE AWARDS

1.  References. 5 CFR 451; DON CHRM 451-1; DON CHRM 451-2

2.  Policy.  DON recognizes the use of incentive awards to motivate, recognize and reward eligible employees for outstanding contributions, increased productivity, creativity, efficiency, economy and/or other appropriate improvements or contributions. 

3.  Additional Information.  For additional information on types of awards, criteria for granting awards, and levels of approval, see Navy’s Implementation Guidance (Guide No. 451-01), Enclosure (1) 

4.  Procedures.  Awards should be requested in writing (RPA) from the HRSC-SE.  The requests do not have to go through the HRO.



Encl (1)
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[bookmark: LOS]CIVILIAN LENGTH OF SERVICE (LOS) AWARDS

1.  Reference. DON CHRM 451-2

2.  Purpose. Provide guidance and procedures for purchasing and presenting LOS awards.

3.  Background. Career service pins and certificates are presented to Navy civilian employees to recognize total Federal service.  LOS awards include all honorable military service and civilian service with any agency in the Federal government.  These items are available to acknowledge attainment of service through 50 years of service (in five-year increments).  This reference provides general guidance on career service recognition.  Enclosure (1) provides more specific guidance on how activities may order these LOS awards for their employees.

4.  Responsibilities.

   a. Management.

     (1) Identify employees eligible for awards and periodically present awards in an appropriate manner.

     (2) For those employees with military service, ensure that both military and civilian service is considered in determining LOS award entitlement.

     (3) Order awards in sufficient quantity to have on hand, as needed, for presentation.

   b. HRO. Provide advice as needed.

   c. HRSC-SE. Provide periodic reports to commands that identify employee eligibility for LOS awards based upon civilian service only.  Employees with military service will be identified but not the actual number of years in the military service.

   d. Employee.

(1) Employees with military service should provide documentation of their total military time to their supervisors
or other activity-designated person so that the service time can be included in determining LOS award eligibility.
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(2) Employees that are overdue for their LOS awards should let their supervisor know so that appropriate arrangements can be made.



Encl (1)
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[bookmark: PositClass]POSITION CLASSIFICATION   

1.  References.  5 CFR 511

2.  Purpose.  To provide basic information and to establish the position classification program procedures for activities serviced.

3.  Background. The classification program was established on the principle of providing equal pay for substantially equal work.  It provides a definition of each grade and standards, which define terms of duties, responsibilities and qualification requirements. Classification of positions is accomplished either by activity officials exercising Managing to Payroll (MTP) authority, or by the HRSC-SE for those activities not exercising MTP authority.  Therefore, classification procedures and responsibilities for both MTP and non-MTP activities must be clarified.  Article 12511.1 describes the classification function for non-MTP activities and Article 12511.2 describes the classification function for MTP activities.


											12511.1
[image: upbtn_thm]
[bookmark: PCNMPA]POSITION CLASSIFICATION FOR NON-MANAGING TO PAYROLL  ACTIVITIES

1.  References.  5 CFR 511; HRSC-SE Memorandum of Agreement

2.  Purpose. To establish the classification program procedures for non-MTP activities.

3.  Responsibilities.

    a. Management.

  (1) Identify a primary point of contact (POC) on each
classification action.  In addition to the PD/JD, the POC is responsible for providing additional information requested by the HRO or HRSC-SE regarding the position, organization, memoranda of agreements (MOAs), grievance/settlement decisions, FECA accommodations, etc.

   (2) Provide complete information on the OF-8 (PD cover sheet) relevant to the position and annotate any other appropriate information such as financial disclosure requirement statement, requirement for drug testing, bargaining unit status code, DAWIA, etc.

   (3) Ensure classification request is submitted for any classification action (includes amendments, pen and ink changes and redescriptions).  Any information relative to the classification request, e.g. updated organization charts, advisory classification determinations will be attached. Preference is to attach information to the RPA electronically.  If this is not done information can be submitted via email or fax.

   (4) Ensure copies of completed classified descriptions are distributed pursuant to local instructions or bargaining agreements.

   (5) Advise the HRO and HRSC-SE of any changes in organization mission, structure, major claimant instructions or policies, etc., affecting classification decisions.

    b.  HRO.

	   (1) Provide advisory services to managers and ensure that any barriers to classification are resolved prior to submission to the HRSC-SE.
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   (2) Coordinate with the HRSC-SE to ensure they are kept informed of significant classification issues.  Provide any background information required.

	   (3) Assist managers in ensuring complete classification request packages are submitted.

       (4) Provide advice and assistance concerning
classification issues such as classification appeals, desk
audits, position management, etc.

    c.  HRSC-SE.

  (1) Designate a Point of Contact (POC) who will ensure timely, accurate classification and processing.

       (2) Review the submission package to see if all information needed to classify the position is provided. Requests which cannot be processed will be returned.  Requests will not be returned for omissions that do not impede classification or processing.

       (3) Upon accepting the request for processing, classify the position, make pen and ink change, or determine amendment impact.

       (4) Assign description numbers, determine FLSA coverage,
and complete the OF-8, Cover Sheet.

       (5) Return a copy of the classified position description to the activity.
        
       (6) Maintain official descriptions for all active and cancelled positions, as required.

       (7) Review and complete all coding on OF-8.  

       (8) Provide advice and assistance to managers and supervisors to classify positions in a timely manner.  

       (9) Serve as advisory resource to activity managers concerning the application of standards, classification interpretation, appeals, precedents, position management, etc.  

       (10) Process classification appeals.
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       (11) Apply new and draft classification standards to existing positions.  Participate in consistency reviews.

12511. 2
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[bookmark: MTP]POSITION CLASSIFICATION FOR MANAGING TO PAYROLL (MTP) ACTIVITIES

1.  References.  5 CFR 511; SECNAVINST 12511.1

2.  Purpose. To establish the classification program procedures
for activities with delegated managing to payroll authority.

3.  Responsibilities.

a. Management.

       (1) Develop and classify position/job descriptions.  Document standards used and include a written evaluation when appropriate.

       (2) Identify a primary point of contact on each classification action.  The point of contact is responsible for providing additional information requested by the HRO or HRSC-SE regarding the position, organization, memorandum of agreements, grievance/settlement decisions, FECA accommodations, etc.

       (3) Provide complete information on the PD cover sheet relevant to the position and annotate any other appropriate information such as financial disclosure requirements, drug testing, bargaining unit status, DAWIA, FLSA, competitive level codes, etc.

       (4) Ensure classification advisory/request is submitted for any classification action (includes amendments, pen and ink changes and redescriptions).  Any information relative to the classification request is submitted, e.g. updated organization charts, advisory classification determinations, etc. and attached to the RPA.  Preference is to attach information to the RPA electronically.  If this is not done, information can be submitted via email or fax.  Submit hard copy updates to organization charts or manuals as they occur.

       (5) Ensure copies of completed classified descriptions are distributed pursuant to local instructions or bargaining agreements.

       (6) Advise the HRO of any changes in organization, mission, structure, major claimant instructions or policies, etc., that affect classification decisions.
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       (7) Process classification appeals.  Complete the administrative portion of the appeal package and forward the complete package to the appropriate office.

       (8) Apply new and draft classification standards to existing PD/JD’s.  Participate in consistency reviews.

    b.  HRO.

       (1) Ensure advisory services to managers have been completed and any barriers to classification resolved prior to submission to the HRSC-SE.

       (2) Coordinate with the HRSC-SE to ensure they are kept informed of significant issues.  Provide any background information requested.   

       (3) Perform cursory review of classification, e.g. proper format, correct organization information, proper classification and codes.

       (4) Review Fair Labor Standards Act (FLSA) determination.

       (5) Conduct a desk audit if necessary.

       (6) Prepare classification advisory in unique and unusual circumstances.

       (7) Forward RPA with appropriate documentation to HRSC-SE for processing.

c.	HRSC-SE.

       (1) Process requests to establish positions.  

       (2) Serve as an advisory resource concerning the application of standards, classification interpretation, appeals and precedents, position management, etc.

       (3) Review competitive levels, FLSA, and BUS codes.
	
       (4) Assign position description numbers.

       (5) Process actions associated with MTP.
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       (6) Distribute completed position descriptions and Notification of Personnel Actions.
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[bookmark: DOP]DEVELOPMENT OF POSITION DESCRIPTIONS FOR MTP AND NON-MTP ACTIVITIES

1.  Purpose. To establish a standard procedure covering the development of position descriptions (PD) and job descriptions (JD) for appropriated-fund General Schedule (GS) and Federal Wage System (FWS) jobs.

2.  Background. 

	(a) Activity managers are responsible for determining how a position will be structured and for the specific duties and responsibilities to be assigned to positions under their cognizance.  PD/JDs do not control assignments.  Instead they report the current assignment at the time it is described.  Line managers may add, remove, or change assignments at any time and are responsible for ensuring that PD/JDs reflect current work assignments.  It is important to note that PD/JDs describe major duties and responsibilities of a position.  They do not necessarily describe each individual task associated with those duties and responsibilities.

	(b)	It is essential that PD/JDs are kept current and accurate since they serve not only to document the current assignment of duties and responsibilities, but also serve as the basis for payment of public funds, recruitment and placement, reduction-in-force and transfer-of-function, performance evaluation, and identifying training requirements.  PD/JDs should reflect the special requirements of the position including any physical requirements.  Special requirements identified in the PD/JD must be supportable by the duties and responsibilities described therein.  Military and civilian management officials and supervisors are tasked with ensuring that the PD/JDs in their organizations are current and accurate.  As a minimum, PD/JD reviews are required during annual performance evaluations.

3.  Responsibility.  Basic responsibility for the development of PD/JDs rests with activity line management.  Actual development of PD/JDs may be accomplished in accordance with mutual agreement between the activity and the servicing HRO.  Identification, assignment, and documentation of duties to be performed are the responsibility of the manager or supervisor.  The PD/JD may be prepared by the immediate supervisor, the 
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incumbent, or any competent individual who has knowledge of the 
position.  Position descriptions must be prepared in one of the following formats:

a. Nonsupervisory General Schedule positions: Factor Evaluation System (FES) format.  Guidance on writing PDs in FES format is contained in enclosure (1).

b. Supervisory General Schedule positions: FES format.  PDs for supervisory positions must adequately address supervisory duties and responsibilities.  At a minimum, supervisory GS Positions must address the specific factors identified in enclosure (2).

   c. Nonsupervisory FWS jobs: FWS format.  Guidance on writing FWS job descriptions in FWS format is contained in enclosure (3).

   d. Supervisory FWS jobs: FWS format.  Guidance on writing supervisory FWS job descriptions in FWS format is contained in enclosure (4).

4.  Special provisions. Enclosure (5) provides guidance on shortcut methods for writing PDs or JDs that may be used in some cases.  All PDs and JDs must include special conditions applicable to the position.  

5.  Unique Conditions. Examples of unique conditions which must be documented include security clearance requirements, licensing/certification requirements, identification as a Testing Designated Position (TDP) under the Drug Free Workplace Program, and designation as an Acquisition Workforce Program (AWP) position under the Defense Acquisition Workforce Improvement Act (DAWIA).  DAWIA PDs must include the certification level and the specific acquisition position category.

6.  Tools for PD/JD preparation. The HRO has resources available to assist in preparing PDs and JDs. COREDOC is a user friendly automated system which can prepare PD/JDs for a wide variety of occupational series.  Also, benchmark position descriptions are available in some classification standards.  These tools will significantly reduce the time required to prepare PD/JDs.
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Furthermore, Department of the Army has a centralized database of position descriptions which can be accessed to assist in preparing PDs and JDs. This database is located at: https://acpol2.army.mil/fasclass/search_fs/search_fasclass.asp







 
     Encl (1)               Encl (2)             Encl (3)            Encl (4)              Encl (5)
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[bookmark: OF8COVER]PREPARATION OF OPTIONAL FORM 8, POSITION DESCRIPTION COVER SHEET

1.  Purpose. The OF-8, enclosure (1), is a formal document used as the cover sheet for position descriptions (PD) and job descriptions (JD).  It specifies the current position data such as location, organizational structure, supervisory certification and approval signatures, the classifier's signature, and other significant position data.  The organization information on the OF-8 must agree with the organization information on the RPA and in the PD/JD.  The supervisor certification contained on the OF-8 is the formal official certification that the attached PD/JD is an accurate statement of the major duties and organizational relationships.  

2.	Procedures. The OF-8 will be completed by the activity and submitted as follows:

    a. Positions to be classified by HRSC-SE.  Enclosure
(1) is a sample OF-8 with information to depict the required contents of the form and the list of required blocks to be completed prior to submission with the PD/JD.  In situations where the PD/JD is prepared using COREDOC, a COREDOC-generated OF-8 must be used instead of the traditional OF-8 form. Submit the original OF-8 with a copy of the PD/JD, together with a RPA.  The RPA may also request subsequent recruitment/staffing action.  Following classification action, HRSC-SE will forward a copy to the activity.

    b.	Positions classified by the activity under Managing To Payroll authority.  The activity is responsible for completing the following blocks of the OF-8:

          Block 2    Reason for Submission

	  Block 3    Service

          Block 4    Employing Office Location

          Block 5    Duty Station 

Block 7	FLSA

Block 8    Financial Statement Required
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Block 9	Subject to IA Action
	
Block 10   Position Status

Block 11	Supervisory/Managerial Designation

          Block 12   Sensitivity

Block 15d	Officially classified title, series and grade of the position; the classifier's initials; and date of classification.

          Block 18   Organization Title

          Block 20   Supervisory Certification
Block 21   Classification/Job Grading Certification
Block 22   Position Classification Standards used

Block 24   Remarks: Enter the Bargaining Unit Status 
		 Code

The HRSC-SE establishes positions and assigns PD/JD numbers.  The completed OF-8 must be attached to the PD and submitted via HRO to the HRSC-SE. In situations where the PD is prepared using COREDOC, the COREDOC generated OF-8 must be used. The activity is responsible for establishing and maintaining command PD files and providing copies of the PD/JD to the employee or others in accordance with internal policies and/or negotiated agreements.



Encl (1)
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[bookmark: Pen_Ink]PEN AND INK CHANGES/AMENDMENTS

1.  Reference.  5 CFR 511

2.  Purpose. To establish procedures for making pen and ink changes and amending position/job descriptions.

3.  Definitions.

     a. Pen and Ink Changes.  This procedure includes pen and ink changes and amendments to existing position/job descriptions (PD/JDs).  Pen and ink changes do not affect title, series or grade levels.  Pen and ink changes are minor changes involving the addition, deletion, or revision of a few words such as identification of the supervisor or other limited information.

b.	Amendments.  An amendment is a major change in a PD/JD. 
Extensive changes must be processed as a PD/JD rewrite.  When the major duties of a position have undergone changes which are material but not sufficient to warrant a complete rewriting of the PD/JDs, i.e., one or two paragraphs, the changes are reported by the preparation of an amendment explaining the changes to the position.  This requires a separate sheet describing the desired additions, deletions, and/or replacement information to be attached to the PD/JD and annotation to the existing OF-8 in the remarks.

4.  Procedure for Pen and Ink Changes for Managing to Payroll Activities.

a.	Management Responsibilities.

       (1) Make pen and ink changes in the position/job description.

       (2) Initial and date changes in the margin next to the change.

       (3) Satisfy union contract requirements.

       (4) Provide employee a copy of the changes.

b.	HRO Responsibilities.  Advise managers on processing pen and ink changes.
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5.  Procedures for Amendments for Managing to Payroll Activities.

a.	Management Responsibilities.

(1) Compare classification standards against PD/JD and amendment to determine if there is impact on title, series, grade and pay plan.

(a) If no changes to the official classification are required, attach the amendment to the PD behind the cover sheet and annotate the coversheet in the remarks section with the date, classifiers initials, and the number of the amendment.

(b) If the amendment changes the official classification (i.e., title, series or grade), re-write the position description and submit it for classification. Once it is classified, submit it with a RPA via the HRO to the HRSC-SE.

        (2) Satisfy union contract requirements.

        (3) Provide employee a copy of the changes.

b.	HRO Responsibilities.

    (1) Cursory review of managers classification, e.g., proper format, correct organization, properly classified and coded.

(2) Contact manager if classification is improper, explaining problem area.

6.  Procedures for Pen and Ink Changes for Non-Managing to Payroll Activities.

a.	Management Responsibilities.

(1) Prepare Pen and Ink memo, identifying PD and the changes required.  Submit memo and RPA to HRSC-SE via the HRO.

        (2) Satisfy union contract requirements.

b.	HRO Responsibilities. Advisory only.
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7.  Procedures for Amendments for Non-Managing to Payroll Activities.

a.	Management Responsibilities.

(1) Prepare a memo requesting an Amendment.  Specify the PD, the location in the PD where the amendment should be made, and what changes need to be made to the PD.  Submit memo with RPA to HRSC-SE via the HRO.

(2) Satisfy union contract requirements.

b.	HRO Responsibilities.

(1) Cursory review of amendment request.  Forward to
HRSC-SE.

c.  HRSC-SE Responsibilities.

(1) Take appropriate classification action and notify
activity.
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[bookmark: PRR]PROCESSING REORGANIZATIONS AND/OR REALIGNMENTS

1.  Reference.	5 CFR 300

2.  Purpose. To establish a standard procedure for reviewing and processing actions resulting from reorganizations and/or realignments.

3.  Background. Reorganization is the planned elimination, addition, or redistribution of functions or duties within an organization. Reorganizations often occur as the result of line management's efforts to streamline work in order to manage increasing workload or diminishing resources.  Reorganizations can have significant position management, classification and staffing implications and may result in revised organizational structures, position upgrades or downgrades, transfer of function (TOF) and/or reductions in force (RIF).  Accordingly, it is important that line managers consult their HRO for advice on the effects, options, and alternatives associated with proposed reorganizations in advance of submitting reorganization packages for processing.  Classification and/or staffing options may exist which would make implementation of the reorganization less difficult.

4.	Responsibilities.

    a. Management:

	(1) As soon as management begins to consider a possible reorganization, involve the HRO in the preplanning efforts to assess the effects of the movement of work on organizational structures, positions and employees.

	(2) In cases where work may be moved across activity lines, consult in advance with the HRO as to whether the reorganization constitutes a Transfer of Function or a Transfer of Work.

	(3) In cases where a RIF is a likely result of the reorganization, consult with the HRO in advance as to viable alternatives and, if necessary, request RIF, VSIP, and/or Voluntary Early Retirement Authority (VERA) approval from the major claimant in accordance with downsizing operating procedures.  
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    	(4) Consult with labor organizations as appropriate.

    	(5) Prepare the reorganization package, to include
organizational charts/manual, functional statements, proposed reclassification actions, proposed organizational and position changes, projected staffing actions, proposed PPP exceptions, etc.

	(6) Following completion of preplanning efforts, develop revised/new position descriptions reflecting mission changes.
NOTE:	MTP activities will classify PD/JDs.

		(7) Transmit PD/JDs with appropriate RPA’s electronically through the HRO to the HRSC-SE for processing.

NOTE: Organizational changes must be completed in DCPDS before electronic RPAs can be processed.

    b. HRO.

		(1) Provide advice and guidance.

		(2) Review reorganization package.

		(3) Review classifications.

		(4) Forward to HRSC-SE.

    c. HRSC-SE.

(1) Process all actions associated with the reorganization, e.g., create organizational changes in DCPDS, establish PDs, forward to staffing any recruit, change to lower grade, reassign, or realign actions.

(2) Distribute completed PD/JDs and RPAs to the activities.
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[bookmark: AoD]ACCRETION OF DUTIES

1.  References.  5 USC 2301(b)(1); 5 CFR Part 335.103; OCPM Guidance/Advice Memorandum #63

2.  Purpose.  To ensure competitive procedures are used to the maximum extent possible and that accretion promotions occur only when an appropriate basis exist for an exception to competitive procedures.

3.  Policy.  Accretion of duty promotions historically have been utilized in those circumstances where a position naturally has evolved over time based on the unique abilities and qualifications of the individual and/or the gradual increase in the complexity and range of responsibility associated with the specific program/duty area which is already under the cognizance of the incumbent.  Accretions are non-competitive promotions resulting from an employee's position being classified at a higher grade because of additional duties and responsibilities.  Accretions are exceptions to competitive procedures and are expected to occur infrequently.  Proposed accretion actions must follow guidance which is stated in the references cited.  Specifically, the following criteria must be satisfied:

    a. The major duties of the employee's old position are absorbed into the new position, and the former is canceled.  Major duties are those which represent the primary reason for the position's existence and which govern the qualification requirements.  Typically, they occupy most of the employee's time.  Non-competitive promotions are appropriate when the new position is classified at a higher grade due to the addition of higher grade duties directly related to the primary purpose of the former position and the former major duties are absorbed into the new position.  The employee's position is redescribed incorporating the additional duties and responsibilities and the former position description is canceled.

   b. The new position has no known promotion potential.  The new position should not be identified in any way as having potential for a higher grade level.  In determining this, one should examine: (1) the organization's career ladder or journeyman level for similarly classified positions, and (2) prior promotion pattern for similar positions in the organization.


											12511.7

   c. The additional duties do not adversely affect another encumbered position.  There is an adverse effect when higher level duties are taken from an encumbered position resulting in a downgrade of that position or a reduction-in-force.

A non-competitive promotion of an individual, based on assignment of additional duties and responsibilities, is not appropriate if it conflicts with the principles of open and fair competition as required by 5 USC 2301.  If there are other employees in the same unit, under the same supervisor, who are officially assigned the same duties, before the addition of higher graded duties, special care is required to ensure compliance with 5 USC 2301.  When generic or standard position descriptions are used, there must be sufficient documentation to differentiate among seemingly identical positions.  Examples of such documentation may include position description addendum, different performance standards, assignment to different competitive levels with rationale to support such assignment.  Accretions from identical additional positions are strictly prohibited.

4.  Procedures.  The following processes are required for preparation of accretion actions:

a. Enclosure (1) identifies information for managers and supervisors to propose and certify accretion situations.  Enclosure (2) provides documentation that regulatory criteria has been satisfied and must be completed and approved by the HRO before an accretion promotion is affected.  

b. Position management and high grade billet approval must be obtained per applicable guidelines.  Approval documentation should be forwarded to HRO with the RPA.

c. The servicing personnel advisor must review all documentation supporting a proposed accretion of duties promotion.  This review will include the position description, management justification (enclosure (1)), classification standards, organizational structure and past practices, and practices in parallel organizations, both inside and outside the immediate organization, as appropriate.  Fact-finding should include desk audits with the supervisor and/or the incumbent under most circumstances.  The servicing personnel advisor will document findings using enclosure (2).
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d. All proposed accretion of duty promotions must be submitted in writing to, and approved by, the Director or designee of the servicing Human Resources Office.

   e. The position description that was superseded by the new position description will be abolished and will not be available for activation for at least one year from the date it was abolished.

5.	Responsibilities.

	a. Management.

		(1) Develops accretion of duties package using enclosures (1) and (2), a copy of the old and new position descriptions and any other supporting documentation:

       (a) MTP activities submit classified PD;

       (b) Non-MTP activities submit their PD for classification to the HRSC-SE after HRO approval.  

	(2) All proposed accretion of duty promotions must be approved by the Commanding Officer or his/her designee.

	(3) Submit accretion of duties package to the HRO for approval.

	(4) After HRO approves the accretion action, submit the RPA. 




  
Encl (1)       Encl (2)
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[bookmark: PCA]PROCESSING CLASSIFICATION APPEALS

1.  References.  5 CFR 511; DoD 1400.25-M, SC 511; 5 USC 5101

2.  Purpose. To establish procedures and identify responsibilities for processing classification appeals.

3.  Procedures. 

    a. General Schedule employees may file a classification appeal with the Department of Defense (DOD) or directly to the Office of Personnel Management (OPM).  They are encouraged to file within DOD since a decision by OPM is final. Should the employee file his/her appeal through DOD and receive an unfavorable decision, he/she may still file a classification appeal with OPM.

   b. Federal Wage System employees must first file his/her appeal with DOD prior to filing with OPM.  Instructions on filing appeal may be found at the following site: http://www.cpms.osd.mil/fas/classification/class_filing_appeal.aspx. DOD will adjudicate the appeal and issue a decision.  If the decision is unfavorable, the employee may exercise his/her rights to appeal to OPM.

   c.  Appealable Issues. The employee may seek a change in the following matters:

(1) Grade

(2) Occupational Series

    (3) Position Title – appealable only when the standard does not prescribe a title.

(4) Inclusion in or exclusion from the General Schedule

   d.  Non-Appealable Issues. The following issues are among those that may not be appealed by an employee.  However, they may be reviewed under agency administrative or negotiated grievance procedures, if applicable.

(1) The accuracy of the official position description or
job description (PD/JD) including the inclusion or exclusion of a major duty in the official PD/JD.
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(2) An assignment or detail outside the scope of normally
performed duties outlined in the official position description.

(3) The accuracy, consistency, or use of agency
supplemental classification guides.

(4) The title of the position when a specific title is
authorized in a published OPM classification standard or guide, or the title reflects a qualification requirement or authorized area of specialization.

(5) The series, grade, pay system, or title of a position
to which the employee is not officially assigned by an official personnel action.

(6) An agency's proposed classification decision.

(7) The series, grade, pay system, or title of a position
to which the employee is detailed or promoted on a time-limited basis, except that employees serving under time-limited promotions for 2 years or more may appeal.

(8) The classification of the employee's position based on
position-to-position comparisons and not standards published by OPM.

(9) The accuracy of grade level criteria contained in an
OPM classification guide or standard.

 (10) A classification appeal decision previously issued by
OPM unless there has been a subsequent change in the government classification standards or the major duties of the position.

   e. For additional information on classification appeals visit the following website http://www.cpms.osd.mil/fas/classification/class_filing_appeal.aspx.

6.	Responsibilities.  A classification appeal package is
divided into two (2) parts.  Part 1 is provided by the employee who is initiating the appeal with DOD/OPM and must include all of the information listed below.  Part 2 is provided by Management, the servicing HRO and the HRSC-SE.
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  a. Employee.

(1)	Include in the appeals package:
											
(a) Employee's name, mailing address and office phone number.
   
            (b) Location of the employee's installation, activity, and office.

            (c) Exact location of the employee's position in the organization.
                               
	(d) A copy of the employee's official position description, along with a statement concerning its accuracy.
                                
            (e) Employee’s “present" title, series, and grade.

            (f) Employee’s “requested" title, series and grade
                                
            (g) Arguments supporting the "requested" title, series, and grade.  Employee should refer to the applicable Position Classification Standard.
                                
            (h) Statement directing the appeal to DOD or OPM.

  (2)	 Forward Part I of the appeal package to the HRO via the Activity Head.

   b. HRO.

(1)	Advise the employee of appeal rights.

(2)	Review Part I of the appeal package submitted by
     the employee for completeness.

(3)  Should the employee disagree with the accuracy of his/her PD/JD of record, management will take the necessary steps to resolve any differences.

(4)  Forward Part I of the appeals package to the HRSC- SE.
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   c. Management.

      (1) Non-Managing to Payroll
	 
(a) Provide the following information required to complete the appeals package:
												
1.  The exact location of the position with the component, including accurate organization charts and mission and function statements.

2.  A current (no older than 90 days) signed statement from the immediate supervisor or higher management official certifying that the official position description is complete and accurate.

3.  Performance standards for the position (not
 the performance of the employee).

(b) Forward information to the HRSC-SE via the HRO.

      (2) Managing to Payroll:

          (a) Obtain or prepare the following information required to complete the appeals package:

              1.  A complete evaluation statement for the                                    appealed position description with a response to any classification issues presented in the employee's appeal.

             2.  If the appealed position is supervisory, review and provide complete evaluation statements for the subordinate's position descriptions used for determining the base level of work.  If subordinate positions include military or contract employees determine and include the equivalent GS/FWS grades.  If the GS supervisor has subordinate FWS employees determine and include the equivalent GS grades.

          (b) Forward information to the HRSC-SE via the HRO.
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[bookmark: ADNCS]APPLICATION OF DRAFT AND NEW CLASSIFICATION STANDARDS

1.  Reference.  5 CFR 511
 
2.  Purpose. To establish policy and identify responsibilities for the timely application of draft and newly issued Office of Personnel Management (OPM) Position Classification and Job Grading Standards.

3.  Background. Draft classification standards originate at the Office of Personnel Management (OPM). The purpose of the review is to test the application of the standard in order to determine the probable impact and consequences of its application.  This is also a time in which further comments/suggestions are forwarded to OPM for consideration.  New classification standards must be reviewed and applied to positions as appropriate within six (6) months after receipt, or as determined by DOD/OPM.

4.  Responsibilities.

   a. Draft Standards.  The HRSC-SE will develop a summary of changes found in the draft standard, then forward the standard and summary along with a list of applicable positions and specific information requested by Navy, DOD, and/or OPM to the CNRSE HRO.  Upon receipt of this information, CNRSE HRO will provide information and assistance relevant to the application of the standard to activity officials as appropriate.  Information requested may include the accuracy/relevance of the standard to the actual types of work performed, improvements if needed, the overall impact of its application and other comments/concerns that the standard may raise.

      (1) MTP Management.
 
         (a) Review position descriptions.

         (b) Conduct trial application of draft standards.

         (c) Forward potential impact information to HRO.

      (2) HRO.

         (a) Provide advice and assistance.


											12511.9

         (b)Gather information and provide input from both MTP and non-MTP commands.

         (c)Consolidate results and comments and forward to HRSC-SE.

   b. New Standards. The HRSC-SE will notify the HRO of the receipt of a new classification standard, the time frame for review and revision of position descriptions, and a summary of the significant changes contained in the new standard.  There will be no action for Non-MTP activities.

      (1) MTP Management.

         (a) Review position descriptions for accuracy.
         (b) Rewrite descriptions as necessary.

         (c) Apply the new standard within the required timeframes.

         (d) Prepare a Request for Personnel Action to implement required changes, attach classified position descriptions and forward to the HRSC-SE through the HRO.

         (e) Satisfy union and EEO notification requirements.

         (f) After the application of a new standard, the OF-8 must be annotated with the date of application, standard number, and initials of classifier.

      (2) HRO.

         (a) Coordinate information with activity managers in MTP commands.

         (b) Provide activity advice and assistance.

         (c) Follow-up on delinquent requests for rewritten PDs.

         (d) Review Request for Personnel Action for accuracy and completeness and forward to HRSC-SE.
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[bookmark: paysetting]PAY SETTING

1.  References.  5 CFR 531; 5 CFR 532; OPM Operating Manual for
the Federal Wage System (Appropriated Fund); 5 CFR 575; 5 CFR
536; DoDI 1400-25, Vol 530; DoDI 1400-25, Vol 531; DoDI 1400-25,
Vol 536; DoDI 1400-25,Vol 550;  DASD (CPP) memos of 2 Nov 90 and
13 Feb 87

2.  Purpose. To establish a standard procedure covering the setting of pay for civilian employees.  The standard procedure outlines basic responsibilities for submission of actions requiring pay determinations to HRSE-SE for processing.

3.  Background.  Unless controlled by law, regulations, or negotiated agreement, the setting of pay is a line management responsibility.  The actual pay setting process will be accomplished in accordance with local policy between the activity, the servicing HRO and the HRSC-SE.  Whenever a personnel action requires a pay determination, the appropriate pay will be identified and communicated to the employee by the HRSC-SE.  The determination of the appropriate rate of pay will be based on controlling law, regulation, or negotiated agreement and/or line management decision/activity policy where flexibility exits.

4.	Responsibilities.

		a. Management.  The activity's pay setting determination will be included with the Request for Personnel Action (RPA) or completed selection certificate when it is submitted to the HRSC-SE via the HRO for processing.  When the pay determination is known at the time the RPA is prepared, the rate of pay, as well as any special pay requests, such as a recruitment bonus or supervisory differential, will be documented in the remarks section (Part D).  When the pay determination has not been made at the time the RPA is prepared, i.e. when recruitment action is requested, the pay determination will be attached to the completed selection certificate.  Any required or appropriate documentation to support the pay determination must be attached to the RPA or selection certificate.  Specifically, the activity will inform HRSC-SE (via the HRO) whenever:
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(1)	Pay will be set above the minimum required by law or regulation, i.e., whenever pay will be based on highest previous rate in accordance with applicable regulations.  If the activity wishes to offer a rate above the minimum allowable, but does not know what the employee's highest previous rate is (i.e., it is not identified until HRSC-SE receives the SF-75, Request for Preliminary Employment Data), the activity may request in advance that HRSC-SE offer the highest previous rate once it has been determined.  Use enclosure (1) for this purpose.

(2) The activity wishes to offer a superior qualifications appointment.  Enclosure (2) should be used for this purpose.

      (3) The activity wishes to offer a recruitment bonus, relocation bonus, retention allowance, or supervisory differential in accordance with regulation and their own written policy.  Enclosures (3) or (4) may be used to authorize Recruitment/Relocation Bonus and Retention Allowance, as appropriate.  Enclosure(s) (5) and/or (6) will be signed by the employee.

(4) The activity wishes to offer grade and/or pay retention for a change to lower grade action which is voluntary but influenced by a management action.

(5)	Other situations that involve setting pay above the minimum rate required by law, regulations, or negotiated agreement.

b. HRO. Provide advice and guidance as requested regarding
the setting of pay.  Ensure proper documentation on RPA before forwarding to the HRSC-SE.

c. HRSC-SE.

         (1) Prior to extending an official offer to a selectee, HRSC-SE will set pay in accordance with the activity determination as documented on the RPA or attached to the completed selection certificate.  If no instructions regarding the setting of pay are provided by the activity, pay will be set at the minimum rate permitted by law, regulation, activity policy or negotiated agreement.  The HRSC-SE will notify the
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activity if the selectee requests HPR, a higher rate of pay than initially offered, or any other salary/incentives.  Requests for 
pay actions must be received by the HRSC-SE prior to the proposed effective date; there will be no backdated actions.

   (2) Pay adjustments for current employees, including within-grade increases, comparability increases, locality pay increases and special salary rate increases will be processed as required.




Encl (1) Encl (2) Encl (3)  



Encl (4) Encl (5) Encl (6)
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[bookmark: EBA]ESTABLISHING BONUSES AND ALLOWANCES FOR CURRENT 
AND PROSPECTIVE CIVILIAN EMPLOYEES

1.  References.  5 USC 5753; 5 USC 5754; 5 CFR 531; 5 CFR 572; 5
CFR 575; DoDI 1400.25, Vol 575; USD Memo Re: Incentive
Implementation of 21 Sep 06

2.  Purpose.  To implement parts of the Federal Employees Pay Comparability Act of 1990 that pertains to the use of recruitment bonuses, relocation bonuses, retention allowances and superior qualifications appointments.  This policy is being issued in accordance with the provisions of the references above. This policy pertains to individuals being considered for their first employment with Federal Civil Service; returning to Federal employment after a break in service of 90 days or more; and current employees with one year or more of continuous service. Activities may use these authorities as management recruitment and retention tools.  Maintaining the principle of internal alignment founded on the concept of equal pay for equal work is the mainstay of pay administration.  However, the requirement for specialized skills or abilities, educational requirements of some occupations, as well as geographic considerations may necessitate these bonuses and allowances in carrying out an activity’s mission. 

3.  Procedures.

    a.  Recruitment Bonuses are to be used only for candidates not previously employed by Federal Civil Service or for former Federal employee with at least a 90-day break in service.  They may be used to pay the candidate a bonus up to 25% of the total salary (i.e. base pay and locality pay or special rate) that has been offered and is paid in a lump sum.  The bonus is used for positions determined to be hard to fill. Using the criteria listed in paragraph 4(a)(2), management officials can propose these bonuses/allowances and the Activity Head has final authority for authorization.

    b.  Relocation Bonuses are to be used for current Federal Civil Service employees as an incentive to accept a position in a different commuting area.  They may be used to pay a bonus of up to 25% of the total salary (i.e. base pay and locality pay or special rate) that has been offered and is paid in a lump sum.  The bonus is used for positions determined to be hard to fill. Using the criteria listed in paragraph 4(a)(2),
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management officials are authorized to propose these bonuses and the Activity Head has final authority for authorization.

    c.  Retention allowances are to be used for current Federal Civil Service employees with one or more years of continuous service as an incentive to remain at the activity.  They may be used to pay an allowance of up to 25% of the employee's total salary (i.e. base pay and locality pay or special rate); the allowance will not be a lump sum, but will be paid at the same time as basic pay and is not considered part of the basic pay for any purpose.  It must be certified in writing that, absent the allowance, the employee would be likely to leave Federal Civil Service.  The employee must occupy a position requiring unusually high or unique qualifications or there is a special need for the employee's services which makes it essential to retain the employee.  The retention allowance can be paid for as long as the conditions warranting the allowance continue to exist.  At least annually, the determination for payment of the retention allowance must be reviewed and certified in writing by the Activity that payment is still warranted. 

    d.  Recruitment/Relocation Bonus Service Agreement is an agreement to remain in the specific organization's employ for a period of at least 6 months and is required for recruitment and relocation bonuses.

	(1) If the employee terminates the service agreement by separation, transfer to another organization, or because of misconduct the employee will be required to refund the bonus amount on a pro rata basis (i.e., credit is given for each full month of employment completed under the agreement).

	(2) If the employee is involuntarily separated due to no fault of their own during the period of the agreement, there will be no requirement for the employee to refund the bonus.

4.  Responsibilities.

   a.  Managers and Supervisors:

     (1) When proposing the use of a Recruitment or Relocation Bonus or a Retention Allowance, the proposal must be in writing and on a case-by-case basis and must state the reasons for the proposed appointment, bonus, or allowance.
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[bookmark: Pay_Setting][bookmark: aaaaaa]     (2) In determining whether these authorities should be utilized, managers and supervisors shall consider the following factors:

            (a) The success of recent efforts to recruit high quality candidates for similar positions, including indicators such as offer acceptance rates, the proportion of positions filled, the length of time to fill similar positions, etc.  This 
assessment should include information not more than two years old and provide statistical data to support the determination.

            (b) Recent turnover in similar positions.  This assessment should include information not more than two years old and provide statistical data to support the determination.

            (c) Labor market factors that may affect the ability of the organization to recruit high quality candidates for similar positions now or in the future.

		  (d) Special qualifications needed for the position.
            
            (e) The urgency of filling the position.

(f) The extent of the individual’s past training and experience that serves to qualify him/her for the position.

(g) The specialized skills that the individual possesses that will benefit the agency and are additional to basic position requirements.

(h) The average salary reported in published salary surveys for comparable private sector positions (if available).

(i) The length of the service agreement proposed, (i.e., a higher bonus amount may be appropriate in cases where 
service agreements beyond the minimum period are being considered).

        (3) Maintain all individual service agreements and all documentation and records of the individual bonuses or allowances.

(4) Submit to the Office of the DASN (DP2), 321 Somers Court, Suite 40101, Nebraska Avenue Complex, Washington, DC  20393-5451 by 1 November each year, for the preceding Fiscal
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Year the following information:

            (a) The number of employees offered/accepting a recruiting/relocation bonus,

(b) The percentage of salary offered/accepted in each individual case,

(c) A summary statement assessing the effect of bonus authority on the activity's ability to fill key positions with high quality candidates in a timely fashion,

(d) The number of employees offered/accepting a retention allowance,

(e) The percentage of salary offered/accepted in each individual case, and

(f) A summary statement assessing the effect of allowance authority on the activity's ability to retain quality employees in key positions.

        (5) Annually, after the implementation of the general pay increase for GS employees, conduct a survey of retention allowances to determine whether there continues to be a need for them.  A determination will also be made as to whether the allowance should be recomputed based on the higher salary resulting from the pay increase.

   b. HRO: Advise managers and supervisors concerning information necessary for the establishment of a bonus or allowance and determine the eligibility of candidates to receive a bonus or allowance.
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Environmental Differential Pay (EDP)

1.       References 5 CFR 532.511; 5 CFR 532, Sub part E, App A; DOD FMR Vol 8, Chap 3, Para 030308     

2.       Purpose.  To provide guidance on and establish procedures for payment of environmental differential pay (EDP) to Federal Wage System (FWS) employees. 

3.  Background.  Each activity will have as its objective the elimination or reduction to the lowest level possible of all hazards, physical hardships, and working conditions of an unusual nature.  Where such action does not overcome the unusual nature of the hazard, physical hardship, or working condition, an EDP is warranted. EDP is paid to wage grade employees (full-time, part-time, or intermittent) who are exposed to a hazard, physical hardship, or working condition of an unusually severe nature.  The payment of EDP does not apply to general schedule employees.  The references above provide the basis for determining when an EDP is paid, and lists categories of situations for which payment is authorized.  

4.  Responsibilities

    a.  Activities will:

        (1) Serve as the program focal point for dissemination of information affecting EDP payments;

        (2) Designate authorizing officials for payment of approved EDP work situations;

        (3) Review periodically whether payment made under approved situations are proper;

        (4) Ensure payment for EDP is for approved work situations;

        (5) Determine that new work situations for which EDP payments are requested are appropriate for assigned functions 
and work methods, and/or procedures cannot be changed to eliminate the requirement;
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        (6) Submit any new work situation not covered by the schedule of wages or changes to existing work conditions affecting EDP payment authorization to HRO;

        (7) Approve/disapprove request for environmental pay for new or changed work situations.

    b.  HRO will:

        (1) Determine whether work situations qualify for EDP payment under applicable program guidelines;

        (2) Provide guidance and assistance to activities;

        (3) Review and advise activities submitting new work situations or changes to existing working conditions for which EDP payments may be authorized.  Upon request, review or assist in establishing activity internal instructions regarding supplemental schedule of wages for Environmental Differentials.

5.  Procedures/Action

    a.  Requesting Approval for a New or Changed EDP work Situation

        (1) The activity Department Head or equivalent will submit a request to HRO via the designated activity chain containing the following information:

            (a) Description of the situation for which payment is requested;

            (b) Number and type of personnel involved (include official title, series, and grade);

            (c) Frequency and length of exposure;

            (d) Description of the protective devices available;

            (e) Discussion of the safety measures taken to reduce the severity of the hazard, physical hardship, or unusual working condition and the effectiveness of these measures;

            (f) Name and telephone number of the supervisor from whom additional information may be obtained.
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        (2) The activity Position Management Officer or designee will:

            (a) Validate the requirements of the work situation from an organization and functional standpoint ensuring that the function is properly assigned and organizational alignment is in conformance with current standards;

            (b) Validate that work methods and/or procedures cannot be changed to eliminate the requirements;

            (c) Obtain an evaluation from a safety standpoint of the work situation.  (This applies only to those activities with a Safety Office/Officer.);

            (d) Forward all documentation to HRO.

        (3) HRO will:

            (a) Review the work situation documentation and obtain additional information as required through discussion with the supervisor, ensure evaluation by a subject matter expert.  

            (b) Obtain an evaluation of the EDP work situation from an activity with a safety/health office for those activities without a Safety Office/Officer.

            (c) Determine whether the local work situation meets the program qualification requirements of one or more of the categories of 5 CFR 532, Sub part E, App A.

            (d) Forward the findings with a recommendation to the activity Position Management Officer or designee.

        (4) An activity-designated official will review and approve/disapprove the work situation; and return the request to the originator with a copy to HRO. 

        (5) For approved work situation, the activity will:

            (a) Provide the appropriate payroll office the following information:  basis of payment, i.e., actual exposure or hours in pay status; brief description of the work situation; 

12532

rate at which payable; applicable payroll code; authorization official; and effective date.

            (b) Incorporate the change into the next revision of their Schedule of Wages instruction.

    b.  Payments for Approved Work Situations.  The amount of the EDP which is payable is determined by multiplying the percentage rate authorized for the category by the second step rate for Grade WG-10 on the current regular non-supervisory schedule of wages.  The amount is paid uniformly to each wage grade employee who qualifies for the authorized EDP, regardless of the grade level of the wage employee.  An employee subjected at the same time to more than one hazard, physical hardship, or working condition is paid for that exposure which results in the highest differential but is not paid for more than one differential for the same hours of work.  EDPs are paid for actual exposure, with a minimum of one hour differential pay for the exposure or on the basis of hours in pay status.  Designated authorizing officials for payment of EDP will indicate, for individuals work situations, whether EDP work is involved and will, by certification of the time card, certify that the employee was exposed to a hazard, physical hardship, or unusual work condition. 
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[bookmark: HDP]Hazard Differential Pay (HDP)

1.  References. 5 CFR 550, Subpart I; OPM Frequently Asked Question on Hazardous Duty Pay; DOD FMR Vol 8, Chap 3, Para 030308  
	
2.  Purpose.  To provide guidance on and establish procedures for the payment of pay differentials to General Schedule employees for irregular or intermittent physical hardships or hazardous duties.

3.  Background.  5 CFR 550, Subpart I authorizes the use of hazard differentials for graded (General Schedule) employees, including full-time, part-time, and intermittent employees.  They do not apply to ungraded (i.e. Federal Wage System/Wage Grade) employees who are covered by a separate schedule or authority.  Enclosure (1) lists the categories/pay differentials for which this additional compensation is permitted.

4.  Coverage/Eligibility.  The differentials are payable only if the following conditions are met:

    a.  The duty meets the criteria/definition contained in reference 5 CFR 550, Subpart I, for any one of the categories listed in enclosure (1).

    b.  The duty, which may or may not be embraced in the position description, is irregular or intermittent and is not an element/factor in fixing or establishing the position’s classification/grade level.

    c.  The duty is undertaken by an employee only with proper authorization.

The hazard differential is payable “for the hours in a pay status” on the day (a calendar day or a 24-hour period when designated by proper authority) on which the duty is performed.  This means that the employee will be paid for the full day, including paid leave status and overtime, even if he is exposed for only a few minutes.  Such compensable work performed during a continuous period extending over two days shall be considered to have been performed on the day on which the work began.  The approving authority for such payments should be the department head or equivalent.
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5.  Responsibilities

    a.  Commands will serve as the program focal point for dissemination of information affecting hazard pay.  Designate authorizing officials for payment of hazard differentials.  Ensure that the work situation is authorized and accurately described, and that efforts are made to minimize physical hardships and hazards.  Submit any new paperwork situations affecting hazard pay to HRO for review.  Commands will approve/disapprove request for hazard pay.

    b.  HRO will provide assistance to commands in determining whether situations qualify or do not qualify for hazard pay.

6.  Procedures/Action

    a.  Requesting Approval for a New Hazard Pay Work Situation

        (1) The designated authorizing official will submit a request to HRO via the designated activity chain containing the following information: description of the situation for which payment is requested; name, position description number, title, series, and grade of employee(s) involved; name and telephone number of individual from whom additional information may be obtained.

        (2) HRO will determine whether the work situation meets program qualifications for payment and notify the activity head or designated official.

        (3) The activity head, or designated official, will review and approve/disapprove the work situation for hazard pay and return the request to the originator with a copy to the HRO Advisor and command payroll customer service representative.

        (4) If the request is approved, the activity will ensure that payroll is notified in writing of the new hazard pay work situation.

    b. Payments for Approved Situations.  Designated authorizing officials for payment of hazard pay will, by the certification of time cards, certify that the employee performed work of irregular or intermittent hazardous pay or duty involving physical hardship.
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[bookmark: AL]ANNUAL LEAVE

1.  References. 5 USC 63, subchapter I; 5 CFR 630, subparts B and C; 38 COMP. GEN. 354

2.  Leave Requests. Employees should schedule leave as far in advance as possible, especially if extended time off is desired. Employees are responsible for requesting leave using OPM Form 71, Application for Leave or electronic equivalent (i.e. request leave through SLDCADA). The OPM Form 71 must be given to the designated management official authorized to approve leave. Requests for advance leave must follow procedures developed within the activity, including negotiated agreements where applicable. 

3.  Required Use of Leave. Employees may be directed to use leave in unusual cases such as reduced operations or equipment breakdown. When 24 hours notice is given, employees must use annual leave or request leave without pay. If less than 24 hours notice is given, employees must be told of the situation before the end of their last work shift in order for them to be required to use annual leave or leave without pay. If neither 24 hours notice nor notice immediately before the end of their last work shift is possible, employees shall be placed on excused absence for a period not to exceed eight hours and then required to take annual leave or leave without pay for any subsequent continuous absence required beyond the eight hours, so long as the 24-hour notice is given. 

4.  Annual Leave in Lieu of Sick Leave. Annual leave may be used in lieu of sick leave if the employee requests annual leave be charged in lieu of sick leave; if the request does not substitute annual leave for sick leave previously taken and approved (excluding specific circumstances involving the liquidation of a sick leave indebtedness); and the request for leave substitution would otherwise meet the requirements for an approved absence. 

5.  Record Keeping. The OPM Form 71, whether approved or disapproved, should be maintained for audit purposes. If disapproved, a copy of the disapproved OPM Form 71 should be provided to the affected employee. Alternately, if leave is requested electronically, the automated system will store the record in an electronic format.

12630

6.  Additional Information. Additional information on annual leave including accrual rates, advance annual leave, restoration of annual leave, and lump-sum payments may be found by referring to the OPM Fact Sheet on Annual Leave.
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[bookmark: SL]SICK LEAVE

1.  References. 5 USC 63, subchapter I; 5 CFR 630, subparts B and D; Reference Guide Regarding Adequacy of Sick Leave Requests (CPMS); OCPMINST 12630.1 (Supplement 990-2) 

2.  General.

    a. Employees may use sick leave when they (1) are incapacitated for duty by physical or mental illness, injury, pregnancy or childbirth; (2) are receiving medical, dental, or optical examination or treatment; (3) would jeopardize the health of others because of their exposure to a communicable disease; (4) must be absent from duty for purposes relating to the adoption of a child, including appointments with adoption agencies, social workers and attorneys; court proceedings; required travel and any other activities necessary to allow adoption to proceed; and (5) are providing care for a family member with a serious health condition. 

    b. Under the provisions of “Sick Leave for Family Care or Bereavement Purposes” (5 CFR 630.401) employees may also use sick leave to (a) provide care for a family member as a result of physical or mental illness, injury, pregnancy, childbirth, or medical, dental or optical examination or treatment; and (b) make arrangements necessitated by the death of a family member or attend the funeral of a family member.  

3.  Sick Leave for Family Care or Bereavement Purposes. Full-time employees may not use more than 104 hours of sick leave during a leave year under 5 CFR 630.401 

4. Caring for a Family Member with a Serious Health Condition. 
Federal employees may use a total of up to 12 weeks (480 hours) of sick leave each leave year to care for a family member with a serious health condition under the provisions of the Family and Medical Leave Act of 1993 (FMLA). Any sick leave used under Sick Leave for Family Care or Bereavement Purposes must be deducted from the 12-week entitlement. For more detailed information on FMLA, see section 12630.8 of this guide. 

5.  Requesting Sick Leave. Requests for sick leave should be made using the OPM Form 71 or electronic equivalent. 
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6. Advancing Sick Leave.  Employees may be advanced up to 240 hours of sick leave for a medical emergency or for purposes related to the adoption of a child.  A maximum of 40 hours may be advanced to full-time employees for family care or bereavement purposes.  Advances may be limited to employees who provide adequate medical certification, have exhausted all available sick leave, and have provided reasonable assurance that they will return to duty and repay the advance.  Employees under a time-limited appointment can only be advanced the amount of sick they would earn subsequent to the termination of the appointment.  Employees may also be required to exhaust all annual leave before being advanced sick leave.  

7.  Additional Information. Additional information may be found by referring to the OPM Fact Sheet on Sick Leave. 
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[bookmark: LWOP]LEAVE WITHOUT PAY (LWOP)

1.  References. P.L. 103-3; P.L. 103-353; E.O. 5396; OCPMINST 12630.1

2.  Definitions. 

    a. Leave Without Pay (LWOP). A temporary nonpay status and absence from duty granted upon an employee’s request. LWOP may be granted only for those hours of duty which comprise an employee’s basic workweek. 

    b. Absence Without Leave (AWOL). An absence from duty that is not authorized or approved (including leave not approved until required documentation is submitted), or for which a leave request has been denied. 

    c. Extended Leave Without Pay. A period of LWOP exceeding 30 days. 

3.  Additional Information. Additional information on LWOP, including the effects of LWOP on entitlements to or eligibility for certain Federal benefits, may be found in the OPM Fact Sheet on LWOP	

4.  Navy’s Guidance on Granting LWOP. In addition to the uses of LWOP mentioned by OPM, the Department of the Navy has approved granting of extended LWOP for the following:

    a. Compensation cases. LWOP will be granted to an injured employee for at least the first year the employee is receiving injury compensation under 5 USC 8101. Extensions of such leave may be granted based on a review of the individual case. 

    b. Military and Federal employee dependents. Up to 90 days of LWOP will be granted to employed dependents of transferring military personnel and to employees who are dependents of Federal employees who are required to move on rotation assignments or in a transfer of function or relocation of an activity, under certain conditions. 

    c. Examples of other proper cases for extended LWOP: 

(1) For educational purposes when the course of study or research is in line with a type of work which is being performed 
											12630.2

by the activity and would contribute to the activity’s best interests. 

      (2) Recovery from illness or disability not of a permanent or disqualifying nature, when continued employment or immediate return to employment would threaten impairment of the employee’s health or health of other employees. 

      (3) While awaiting adjudication from the Office of Personnel Management on a claim for disability retirement, after all sick and annual leave have been exhausted. 

5.  Procedures for Requesting LWOP. Employees should request LWOP on OPM Form 71 (or electronic equivalent) and attach any supporting documents via their chain of command. Authority for the approval/disapproval of requested LWOP of 80 hours or less is usually vested with the first-level or second-level supervisor. Requests for extended LWOP in excess of 80 hours may require higher-level approval. 

6.  Documentation/Record Keeping 

    a. An OPM Form 71 or electronic equivalent will be used for LWOP periods of 30 calendar days or less. 

    b. An SF-52 will be used for LWOP periods of more than 30 calendar days, and for more than 80 hours when granted while the employee is receiving workers’ compensation benefits. 

    c. Each OPM Form 71 and SF-52 should contain or have attached the reason for LWOP and an endorsement by the appropriate approving official. 

											12630.3
[image: upbtn_thm]
[bookmark: ML]MILITARY LEAVE

1.  References. 5 USC 6323; 5 USC 5519; OPM Fact Sheet on Military Leave
2.  Military Leave.  An eligible full-time employee accrues 15 days (120 hours) of military leave each fiscal year.  In addition, an employee may carry over up to 15 days (120 hours) of unused military leave from one fiscal year to the next. Any unused military leave in excess of 15 days will be forfeited at the beginning of the next fiscal year. Part-time career employees accrue military leave on a prorated basis. Charges to military leave are made on an hour for hour basis for all hours the employee would have worked.

3.  Charges for Leave to Provide Aid (Law Enforcement Leave). Employees may use 22 workdays per calendar year to perform military duties in support of civil authorities in the protection of life and property or who perform full-time military service as a result of a call or order to active duty in support of a contingency operation. Alternatively, employees may elect to use annual leave or other approved paid absences (i.e., compensatory time or time off as an incentive award) or LWOP to cover the absence due to the military commitment. If employees do not elect leave following the 22 workdays, they are placed in a nonpay status. 

4.  Excused Absence Upon Return to Civilian Duty.  Employees called to active duty in the Global War on Terrorism (GWOT) shall be given 5 days of excused absence upon return to their civilian position.  The 5-days excused absence applies to all employees activated for at least 42 days for service in connection with Operation Noble Eagle, Operation Enduring Freedom, Operation Iraqi Freedom, or any other operation established under Executive Order 13223. This excused absence should be granted immediately upon return to duty. This benefit should be granted no more than once (i.e. one 5 day excused absence) in a 12 month period.  

5.   Reservist Differential.  Employees who are (1) absent from employment with the Federal Government because they are ordered under involuntary authority (i.e. 10 USC 12302) to perform active duty in the uniformed services under a provision of law 
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specifically referenced in 10 U.S.C. 101(a)(13)(B) and (2) entitled to reemployment rights under 38 U.S.C. chapter 43 based 
on such absence are entitled to a "reservist differential" during the period they are orders to active duty. The receipt of a reservist differential does not affect an employee’s civilian pay and leave status.  While absent from the civilian job, the employee is considered to be on leave without pay—unless the employee takes civilian paid leave or other paid time off. The reservist differential is not basic pay for any purpose and considered taxable for Federal income tax purposes. The employee is to submit a copy of his mobilization orders (outlining his mobilization authority) with his request for Leave Without Pay, to initiate his entitlement to Reservist Differential. More detailed guidance can be found at: http://www.public.navy.mil/donhr/compensation/policymemos/Documents/Implementation%20of%20Reservist%20Differential%20under%205%20U.S.C.%205538.pdf  

5.  Offset Provisions.

    a. Employees on military leave for active duty, mentioned in para. 2, may keep both their military and civilian pay. 

    b. Employees on law enforcement leave, mentioned in para. 3, and invoking reservist differential, mentioned in para. 5, may not keep both their military pay and civilian pay (except as provided below under the waiver provisions). Military pay received under para. 3 and para. 5 (excluding travel, transportation and per diem allowances) is credited against their civilian pay. Employees keep the greatest pay entitlement. 

6.  Waiver Provisions 

    a. Employees entitled to law enforcement leave and/or reservist differential may request to use annual leave and may receive both the civilian and military pay. 

    b. Employees are responsible for notifying their employing activity of the military pay received. DFAS or the servicing payroll office will determine the offset entitlement. 

7.  Forms. Employees should submit requests for military leave on an OPM Form 71 (or electronic equivalent) along with accompanying orders. 
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[bookmark: CL]COURT LEAVE

1.  Reference.  5 USC 6322; 26 COMP. GEN. 413  

2.  Definitions.

    a. Court Leave. Leave granted to an employee when summoned as a juror or witness to a judicial proceeding.

    b. Judicial Proceeding. Any action, suit, or other proceeding of a judicial nature when the Federal, state or local government is a party, but does not include an administrative proceeding.

    c. Summons. Written notification ordering an employee to appear at a judicial proceeding.

3.  Employee Eligibility. Permanent and temporary employees, both full-time and part-time, who work a regularly scheduled tour of duty are entitled to court leave if otherwise in a duty status. See encl (1) for specifics on Employee Absences for Court or Court-Related Services

4. Return to Duty after Jury Service. Employees will normally return to duty the following day after completion of jury service, as in most cases the jury service performed encompasses a substantial part of the scheduled work day. In the event that the employee is released early (i.e. more than three hour prior to the end of their normal workday) from jury service, the employee shall request annual leave to cover the timeframe or return to their official duty location to complete their tour of duty unless this possess an undue hardship on the employee (i.e. distance of the court form the employee’s residence or place of duty).

5.  Entitlement to Overtime. Employees who are absent on court leave on a day when overtime is worked are entitled to compensation if the overtime is regular or scheduled overtime, and the employee would have been required to perform overtime work.

6.  Additional Information. Additional information on court leave may be found in the OPM Fact Sheet on Court Leave 
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7.  Forms.  Employees requesting court leave should use the OPM Form 71, Application for Leave, indicating in Block 6 "Court Leave" along with appropriate supporting documentation.

             
              Encl(1)  
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[bookmark: EAAL]EXCUSED ABSENCE AND ADMINISTRATIVE LEAVE

1.  References. 5 CFR 610, Subpart C; DODM 1400.25-M, Subchapter 630; DODM 1400.25-M, Subchapter 630, Change 2; 5 USC 6321; DOD Supplement 990-2, Book 610 and Book 630; GAM #72

2.  Definitions.

    a. Excused absence. Authorized time off without loss of pay or charge to leave for absences deemed to be in the best interest of the Government. Periods of excused absence are normally authorized on an individual case basis and are considered part of an employee’s basic workday even though the employee does not perform his/her regular duties.

    b. Administrative leave. Authorized time off without loss of pay or charge to leave to cover situations in which an activity head closes all or part of an activity and excuses the non-emergency employees.

3.  Guidance. The following are situations where granting excused absence is appropriate:

    a. Tardiness and brief absences. Excusal for tardiness and brief absences is normally limited to periods of less than one hour and should be considered and granted on an individual basis.

    b. Voting. Excused absence may be granted to permit an employee to report to work 3 hours after the polls open or leave work 3 hours before the polls close, whichever involves less time away from work. For example, if polls are open from 0700 to 1900, an employee with duty hours of 0900 to 1730 may report to work at 1000. The hour of excused absence would permit the employee to report to work 3 hours after the polls open.

    c. Blood donation. Employees who donate blood may be granted excused absence to cover travel to and from the donation site, the actual donation of blood, and recovery. This provision does not cover an employee who gives blood for his/her own use or receives compensation for giving blood. 

    d. Permanent change of duty station (PCS). Employees authorized PCS within the Department of Defense may be granted 
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excused absence before departing the old duty station and 
following arrival at the new duty station to accomplish personal tasks resulting from the move (e.g., to close or open personal bank accounts; obtain a driver’s license or car tags). In similar situations, employees coming to the Department of Defense from other federal agencies may also be granted excused absence after the employee is placed on DoD’s employment roll. This provision does not cover time involved in complying with PCS requirements such as obtaining passport and vaccinations, adhering to Government housing authority requirements, or being present for packing and receiving of household goods. The accomplishment of these tasks is conditional to the PCS and is considered to be an official duty.

    e. Employment interviews. Employees under notice of separation or change to lower grade for any reason except personal cause may be granted excused absence for searches and interviews. Employees competing for positions within the Department of Defense may also be granted excused absence for merit placement interviews. This provision does not cover travel time to job searches and interviews outside the commuting area.
 
    f. Counseling. Excused absence may be granted to permit an employee to attend the initial counseling session resulting from a self-referral under the Civilian Employee Assistance Program (CEAP). Employees may elect to use sick leave, annual leave, or request leave without pay for subsequent visits. An initial management referral to CEAP is considered to be an official duty and is therefore not covered by this provision. 

    g. Certification. An employee may be granted excused absence to take an examination (e.g., certified public accountant examination or professional engineer) in his/her functional area if securing the certification or license would enhance the employee’s professional stature, thereby benefiting the Department of Defense. This provision does not cover the time spent preparing for such examinations. 

    h. Volunteer activities. Excused absence may be granted to employees participating in management-sponsored volunteer projects (e.g., adopt a school). This provision does not cover volunteerism in general. Such activity should be promoted through established leave programs and the flexibility offered through alternative work schedules.
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    i. Emergency situations. Excused absence may be granted to employees to assist in emergency situations. This provision does not cover employees who respond to emergencies in National Guard/Reserve status. 

    j. Physical examinations for enlistment or induction. Excused absence may be granted to an employee to undergo medical examinations required by appropriate military authorities for enlistment or induction into the United States Armed Forces. This provision does not cover travel time outside the commuting area or situations in which the employee receives military compensation; can use military leave; or undergoes additional tests, examinations, or treatment for conditions discovered or suspected as a result of the examinations.

    k. Attendance at conferences or conventions. Excused absence may be granted to allow employees to attend conferences or conventions of professional organizations when it is determined that attendance will serve the interests of the Government. Such excusals are limited to 5 workdays per calendar year. Excused absences should be limited to those employees who are official representatives of the organization or are scheduled participants in the program of the conference or convention. Excusal is not authorized for attendance at conferences or conventions of political parties or partisan political groups. Excused absence to attend union-sponsored training or conventions is governed by terms of the applicable collective bargaining agreement.

    l. After prolonged overtime or travel. When it is not possible or reasonable to reschedule an employee’s duty or travel time and regular scheduling would require the employee to travel and/or serve in a duty status for more than 16 hours, the employee may be excused without charge to leave or loss of pay for a reasonable time to recuperate from fatigue or loss of sleep. In determining the time to be allowed, the adverse effect on work performance, health, or well being, and any safety hazard which might result from working while fatigued, should be considered. Excusal under this authority will not normally exceed 4 hours. 

    m. Employee representational functions. Union officials are authorized excused absence (normally referred to as official time) to perform representational functions in accordance with 
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the provisions of the Federal Service Labor-Management Relations Statute and the applicable collective bargaining agreement.
 
    n. Organ/bone marrow donation. An employee may be excused up to 7 workdays to serve as an organ/bone marrow donor. Excused absence beyond the 7 workdays may be granted if medical procedures and recuperation require more time off.

    o. Adverse actions. When retention of an employee in an active duty status may pose a threat to the employee or others, result in loss of or damage to Government property, or otherwise jeopardize Government interests, excused absence may be granted.

    p. Funerals. Excused absence may be granted to an employee who is a veteran of a war, or of a campaign or expedition for which a campaign badge has been authorized, or a member of an honor or ceremonial group of an organization of those veterans to participate as an active pallbearer or as a member of a firing squad or a guard of honor in a funeral ceremony for a member of the armed forces whose remains are returned from abroad for final internment in the United States. Excused absence will not exceed 4 hours in any one day. 

    q. Congressional Medal of Honor holders. Invited Congressional Medal of Honor holders may be granted excused absence to attend or participate in events such as inauguration of the President of the United States; Congressional Medal of Honor Society conventions; and services on Memorial Day or Veterans’ Day.

    r. EEO Complaints.  Employees are allowed a reasonable amount of time to meet with their representatives and gather information related to their complaint.

4.  Excused Absences.  Excused absences that exceed 59 minutes should be used sparingly and are not appropriate unless they are in connection with furthering a function of the Department of Defense. Quality of work life, family friendly initiatives, etc., are programs, not functions. Excused absences in excess of 59 minutes should not be used to create or extend a holiday. The use of excused absences is subject to review by the Inspector General.

5.  Administrative Leave.  Administrative leave covers situations in which the head of an activity uses his/her 
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authority to close all or part of an activity and administratively excuses non-emergency employees. This includes unanticipated curtailment of operations based on extreme 
weather, natural disasters, and unforeseen interruptions of transportation or building services which pose potential health 
or safety risks. This authority is not intended to cover extended periods of interrupted or suspended operations that can 
be anticipated sufficiently in advance. Administrative leave, regardless of its duration, should not be used to create or extend a holiday. The use of administrative leave is subject to review by the Inspector General.

6. Forms. Employees may request excused absence using an Application for Leave, OPM Form 71 or electronic equivalent. The OPM Form 71 is then submitted to the management official who has delegated authority to approve or disapprove the request.
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[bookmark: VLTP]VOLUNTARY LEAVE TRANSFER PROGRAM

1.  References. 5 USC 6331; 5 CFR 630, Subpart I 

2.  Definitions.

    a. Available Paid Leave. Any annual or sick leave in an employee’s regular or restored leave account but does not include advanced annual or sick leave. 

    b. Family Members. Employees’ parents; spouse and their parents; children, including adopted children, and their spouses; brothers and sisters, and their spouses; and any individual related by blood or affinity whose close association with the employee is the equivalent of a family relationship. 

    c. Leave Donor. An employee who has voluntarily requested to transfer his/her annual leave to the annual leave account of a leave recipient. There are minimum and maximum limitations on the amount of leave donated.  

    d. Leave Recipient. An employee who has been approved to receive annual leave from the annual leave accounts of leave donors. 

    e. Medical Emergency. A medical condition of an employee or a family member of such employee that may require an employee’s absence from duty for a prolonged period of time (24 work hours or more) resulting in a substantial loss of income to the employee. 

3.  Eligibility. Written application to become a leave recipient or donor must be submitted through the appropriate management officials to the activity head or designee for approval. A leave recipient must have exhausted or be expected to exhaust all available paid leave to be eligible for this program. In the case of a family member, a leave recipient is only required to exhaust all annual leave. 

4.  Usage. Annual leave donated may be substituted retroactively for periods of leave without pay or used to liquidate an indebtedness for advance annual or sick leave granted on or after the date the medical emergency began. 
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5.  Termination of Medical Emergency. A leave recipient’s medical emergency ends when: 

    a. The leave recipient’s Federal service is terminated; 

    b. At the end of the bi-weekly pay period in which the agency receives notice from the leave recipient; 

    c. At the end of the bi-weekly pay period in which the leave recipient’s activity head or designee determines that the leave recipient is no longer affected by the medical emergency; and/or 

    d. Receives notice that the Office of Personnel Management has approved an application for disability retirement. The activity head or designee must submit written notification to the servicing personnel and payroll offices when one of the above situations occurs. 

6.  Forms 

    a. Employees requesting to become a leave recipient must use Optional Form 630 and include all supporting medical documentation. 

    b. Employees requesting to donate leave to a leave recipient within the same Federal agency must use Optional Form 630-A. 

    c. Employees requesting to donate leave to a leave recipient outside the agency must use Optional Form 630-B. 

    d. OF 630, 630-A, and 630-B can be obtained from the CNRSE HRO homepage .
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[bookmark: FFLA]Sick Leave for Family Care or Bereavement Purposes 

1.  References.  5 USC 6307(d); 5 CFR 630, Subpart D 

2.  Purpose. Allows employees to use sick leave to care for the medical needs of a family member, for bereavement, or for
adoption of a child. 

3.  Definitions.

   a. Family Members. Employees’ parents; spouse and his/her
parents; children, including adopted children, and their spouses; brothers and sisters, and their spouses; and any individual related by blood or affinity whose close association with the employee is the equivalent of a family relationship.  

   b.  Care. That which is required for physical or mental
illness; injury; pregnancy; childbirth; medical, dental, or
optical examinations or treatments; and to arrange for or attend
funerals of family members. 

3. Usage.  In the case of illness, the general rule is that
employees can use sick leave to care for family members who have
conditions for which an employee could use sick leave. 

   a.  Full-Time Employees. May not use more than 104 hours (13 days) during a leave year. 

   b.  Part-Time Employees or Employees With Uncommon Tours of
Duty may use hours which are pro-rated in proportion to the average number of hours of work in the employee's scheduled tour of duty each week.

4.  Forms.  Employees requesting Sick Leave for Family Care or Bereavement Purposes may use the OPM Form 71 (or electronic equivalent) indicating in Block 6: "This leave is requested for Family Care or Bereavement Purposes."

5.  Additional Information. Additional information on Sick Leave
for Family Care or Bereavement Purposes can be found at the OPM Fact Sheet on Sick Leave for Family Care or Bereavement Purposes  
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[bookmark: FMLA]FAMILY AND MEDICAL LEAVE ACT (FMLA)
                                
1.  References.  5 USC 6381-6387; 5 CFR 630, Subpart L

2.  Purpose. Most Federal employees are entitled to a total of up to 12 workweeks of unpaid leave during any 12-month period for the following purposes: 

· the birth of a son or daughter of the employee and the care of such son or daughter; 
· the placement of a son or daughter with the employee for adoption or foster care; 
· the care of spouse, son, daughter, or parent of the employee who has a serious health condition; or 
· a serious health condition of the employee that makes the employee unable to perform the essential functions of his or her positions. 
· a qualifying exigency arising out of the fact that the employee's spouse, son, daughter, or parent is a covered military member on covered active duty (or has been notified of an impending call or order to covered active duty) in the Armed Forces.

3.  Definitions.

    a. Spouse. Husband, wife, or common-law spouse, if state recognized. 

    b. Son or Daughter. Biological, adopted, foster, stepchild, legal ward, or child of a person acting in the place of a parent. The child must be under age 18, or over 18 and physically or mentally incapable of self-care.

    c. Parent. Biological parent or a person acting in the place of a parent. This term does not mean "in-laws."
   
    d. Serious Health Condition. Includes an illness, injury, impairment, or physical or mental condition that involves inpatient care in a hospital, hospice, or residential care facility and any subsequent treatment or care in connection with inpatient care. It also includes continuing treatment by a health care provider or examinations and evaluations to determine if a serious health condition exists. It may include a 
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period of incapacity of more than 3 consecutive calendar days or any period of incapacity due to pregnancy or childbirth or for prenatal care even if the affected individual does not receive active treatment from a health care provider during the period of incapacity or the period of incapacity does not last more than 3 consecutive calendar days. It also includes any period of
incapacity or treatment due to a chronic condition or a period of incapacity which is permanent or long-term due to a condition for which treatment may not be effective. 

e. Covered active duty or Call to Covered Active Duty Status. (1) In the case of a member of a regular component of the Armed Forces, duty during the deployment of the member with the Armed Forces to a foreign country under a call or order to active duty (or notification of an impending call or order to active duty); or (2) In the case of a member of a reserve component of the Armed Forces, duty during the deployment of the member with the Armed Forces to a foreign country under a call or order to active duty (or notification of an impending call or order to active duty) in support of a contingency operation pursuant to 10 USC 688, 10 USC 12301(a),10 USC 12301(a), 10 USC 12305, 10 USC 12305,  10 USC 12406,  10 USC Chapter 15, or any other provision of law during a war or during a national emergency declared by the President or Congress
4.  Eligibility. Employees must have completed at least twelve months of service to be eligible for family and medical leave. The service need not be recent or consecutive.

5.  Usage.

    a. Intermittent Leave. Employees may take FMLA leave in blocks of time or by reducing their normal weekly or daily work schedule. When FMLA is for birth or placement for adoption or foster care, use of intermittent leave requires approval of a management official. 

    b. Substitution of Paid Leave. Employees may choose to use accrued paid leave (such as sick or annual) to cover some or all of the otherwise unpaid FMLA leave. Substitution of paid leave must be requested and approved in advance. 

    c. Documentation. Supervisors should request medical documentation to substantiate a request for FMLA. If employee 
								12630.8

requests FMLA for self, DoL Form WH-380-E should be submitted by the employee. If employee requests FMLA for a family member, DoL Form WH-380-F should be submitted by the employee. If the employee requests leave for a qualifying exigency arising out of the fact that the employee's family member is a covered military member called to active duty or on covered active duty, DoL Form WH-384 should be submitted by the employee. Call your servicing labor relations specialist as required.

6.  Forms. Employees requesting Family and Medical Leave use the
OPM Form 71 (or electronic equivalent) indicating in Block 6 whether the leave is for family medical, or exigency reasons. This leave usage should be documented on the time and attendance record.

7.  Additional Information. For additional information on FMLA, see the OPM Fact Sheet on FMLA
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[bookmark: ULP]PROCESSING OF UNFAIR LABOR PRACTICE (ULP) CHARGES

1.  Reference.  5 CFR 2423; DON CHRM 711

2.  Purpose.  To establish procedures for processing intents to file ULPs and ULP charges. 

3.  Background.  5 CFR 2423 provides the regulatory framework for processing unfair labor practice (ULP) charges filed by labor organizations. This procedure addresses how ULPs and intents to file ULPs will be handled within the agency.   

4.  Responsibilities.

     a.  Management.

          (1) Provide a copy of intents to file ULPs to the servicing labor relations specialist. 

		(2) Upon request from the assigned labor relations specialist, provide written information in response to the charge.

		(3) Cooperate with the labor relations specialist in gathering pertinent documents. 

		(4) Meet with the labor relations specialist to discuss strategies for resolving ULPs. 

		(5) Appoint a management representative to serve as chief spokesperson to discuss resolution with the union or to negotiate with the union on the matter. 

     b.  HRO.

		(1) Assign a labor relations specialist to serve as the local HRO point of contact on intents to file a ULP or ULP charges. 
	
		(2) Contact the appropriate manager or supervisor in writing and obtain from him/her a written response to the charge.  

		(3) Gather any documents that may be available that pertain to the issue.
											12711

(4) Arrange a meeting with the CO or designee to discuss options or possible resolution.

(5) Serve as team member on any negotiations or resolution discussions.

(6) Notify the HRSC-SE if resolution is reached on any ULP charge.

(7) Forward pertinent documents to HRSC-SE if resolution is not reached.
		
	c.  HRSC-SE.

		(1) Act as the agency’s designated representative on ULP charges. 

		(2) Participate actively in resolution/settlement attempts if the Federal Labor Relations Authority (FLRA) issues a complaint.

		(3) Represent the agency at hearings on ULP matters before the FLRA.
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[bookmark: EEO]EEO COMPLAINTS PROCESSING

1.  References.  DON Complaints Processing Manual; EEO Management Directive (EEO MD-110); 29 CFR 1614

2.  Purpose.  To provide basic information regarding the processing of EEO Complaints under 29 CFR Part 1614.

3.  Coverage.  These procedures apply to current and former civilian employees paid with appropriated and non-appropriated funds, reemployed annuitants, and applicants for employment who believe they have been discriminated against on the basis of race, color, religion, sex (including sexual harassment), national origin, age (40 and over), physical and mental disability or reprisal for prior EEO activity.

4.  Responsibilities.

    a.  Activity Head.  Designated as the Equal Employment Opportunity Officer (EEOO) and is responsible for Command implementation of the EEO discrimination complaints process.

    b.  Military and Civilian Managers and Supervisors.  Responsible for cooperating with EEO program officials, Counselors, Investigators, and management representatives at every step of the complaints process; communicating discrimination complaint procedures to employees; and seeking resolution of informal and formal complaints.

    c.  HRO.  Responsible for providing Counselors for all serviced activities and processing formal complaints.  The Director of EEO is the Deputy Equal Employment Opportunity Officer (DEEOO) for HRO serviced activities.

    d.  HRSC-SE.  Responsible for processing class action complaints and coordinating Alternative Dispute Resolution.

    e.  Employees.  Individuals who believe they have been discriminated against in an employment related matter must contact an EEO Specialist within 45 calendar days of the date the alleged act occurred, the effective date of the alleged 
discriminatory personnel action, or the date they knew or reasonably should have known that it occurred.  
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    f.  EEO Counselors.   Advise individuals orally and in writing of their rights and responsibilities, gather and analyze information relevant to the dispute, and work closely with appropriate management officials to achieve resolution of the complaint at every stage of the process.

5.  Precomplaint Processing

    a.  Counseling.  Employees will be assigned a Counselor who will determine the basis(es) and claims. The counselor will conduct a limited inquiry into the facts surrounding the allegation(s) within 30 days of assignment.  Prior to the end of the 30-day period, the aggrieved person may agree in writing to extend the counseling period for an additional period of no more than 60 days. 

    b.  Alternative Dispute Resolution (ADR).  Employees may chose ADR in lieu of the counseling procedure.  The Counselor will inform the aggrieved employee of ADR and the procedures.  The ADR process allows up to 90 days to complete the precomplaint phase. 

    c.  Right to File Formal Complaint.  If the matter is not resolved, the individual will be informed in writing of his/her right to file a formal discrimination complaint within 15 calendar days of receipt of the final interview notice.  The notice will advise the individual of names and addresses of officials designated to receive formal complaints.

6.  Formal Complaint Processing

    a. Accept/Dismiss.  When the EEOO accepts or dismisses the complaint, it will be processed in accordance with procedures and time frames established by the Equal Employment Opportunity 
Commission (EEOC).  If the EEOO dismisses the complaint, the complainant will be advised in writing of the right to appeal.
 
    b.  Investigations.  The Department of Defense, Civilian Personnel Management Service, Investigations and Resolutions Division will conduct an investigation and a written Report of Investigation (ROI) will be provided to the complainant and the activity. 
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    c.  EEOC Hearing.  Upon receipt of the ROI, the complainant has 30 days to request either an EEOC Hearing before an Administrative Law Judge or an immediate decision on the 
complaint by the Secretary of the Navy.  If the complainant desires a hearing s/he must submit the hearing request directly to the EEOC office and provide a copy of the request to the agency. The Administrative Judge (AJ) may dismiss the complaint, issue a decision from the bench after the conclusion of the hearing, or issue a written decision.  

    d.  Agency Final Order. The Secretary of the Navy takes final action on the complaint by issuing a Final Order. Should the decision be unacceptable to the complainant, the final order will contain notice of the right to appeal the final action to the EEOC, the right to file a civil action in Federal district court, and applicable time limits for appeals and lawsuits.

7.  Representation.

    a. The complainant has the right to be accompanied, represented, and advised by a representative at every stage of the complaint process.  The EEOO may deny a particular
representative when there is a conflict of interest or position such as an EEO counselor, DEEOO, certain HRO employees, or complainant’s supervisor.  Denial of a representative must be in writing to explain the reason for the denial.

    b. The complainant must provide written notification to the EEO Office or the EEOO of the representative’s name, address, and telephone number.

    c.  Witnesses have the right to be accompanied and advised by a representative at every stage of the complaint process.

8.   Relationship to Other Appellate Procedures.

    a.  If an allegation of discrimination is raised at any stage of the administrative grievance procedure, the employee will be notified in writing that introduction of the allegation will terminate the administrative grievance process.

    b.  An employee, covered by a collective bargaining agreement with a negotiated grievance procedure that does not exclude an allegation or complaint of discrimination, may use 
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either the negotiated grievance procedure or the discrimination complaint procedure.  The employee may not use both procedures.

    c.  An employee who elects to use the negotiated grievance procedure or the discrimination complaint procedure to resolve an EEO matter must indicate the election by filing a written grievance or a formal discrimination complaint.  Use of precomplaint counseling does not constitute such an election.

    d.  An employee covered under a negotiated grievance procedure who files a grievance in writing may not then file a discrimination complaint on the same matter regardless of whether the grievance raised an allegation of discrimination.  Any such complaint filed after a grievance has been filed under a negotiated grievance procedure on the same issue shall be dismissed without prejudice to the complainant’s right to proceed through the negotiated grievance procedure.

    e.  For employees not covered by a collective bargaining agreement or whose collective bargaining agreement excludes allegations of discrimination, this procedure is the exclusive procedure available for addressing allegations of discrimination.
											
    f.  If a discrimination complaint is dismissed based on an employee’s prior election to use the negotiated grievance procedure, the letter dismissing the complaint will include rights and procedures concerning appeal of the dismissal.


9.  Class Complaints.

    a.  A class constitutes a group of employees, former employees, or applicants for employment whom, it is alleged, have been or are being adversely affected by an agency personnel management policy or practice that discriminates against the 
group on the basis of their common race, color, religion, sex (including sexual harassment), national origin, age (40 or over) or physical or mental disability.

    b.  A class complaint is a written complaint of discrimination filed on behalf of a class by the agent of the class alleging that:
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	(1) the class is so numerous that a consolidated complaint of members of the class is impractical;

	(2)  there are questions of fact common to the class;

	(3) the claims of the agent of the class are typical of the claims of the class; and/or

	(4) the agent of the class, and the representative, if any, will fairly and adequately protect the interest of the class.

    c.  An agent is a class member who acts for the class.  Anyone who wishes to act as an agent in pursuing a class complaint and who believes they have been discriminated against, shall consult with an EEO specialist or class complaint counselor within 45 days of the matter giving rise to the allegation of individual discrimination, the effective date of a personnel action, or the date they knew or reasonably should have known of the discriminatory event or personnel action.

    d.  A class complaint counselor is an EEO counselor who has received training to counsel class complaints.  
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[bookmark: ESHIDV]EMPLOYMENT OF DISABLED INDIVIDUALS AND DISABLED VETERANS

1.  References. 5 CFR 213; 5 CFR 720

2.  Purpose. To provide information, policies, procedures and
responsibilities applicable for administering the employment
program for individuals with severe disabilities and disabled 
veterans.

3.  Policy.  Selecting officials and appointing officials and all others in a position to influence appointments or advancement will give full consideration to the employment and advancement of individuals with disabilities and disabled veterans. The Department of the Navy has established a goal of employing individuals with targeted disabilities in at least two percent of civil service jobs.

4.  Definitions.

   a.  A person with disabilities is any individual who (1) has a physical, mental, or emotional impairment which substantially
limits one or more of such person's major life activities, (2)
has a record of such an impairment, or (3) is regarded as having
such an impairment.

   b.  A disabled veteran is one who is entitled to compensation
administered by the Veterans Administration or who was discharged or released from active duty because of a service-connected disability.

5.  Reasonable Accommodation.   Organizations must make
reasonable accommodations to enable qualified employees with disabilities to perform their work.  Reasonable accommodation is a logical adjustment made to a job and/or the work environment that enables a qualified individual to perform the duties of the position in question.
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[bookmark: DA]DISCIPLINE ADMINISTRATION

1.  References.  DON CHRM 752; SECNAV INST 12752.1; 5 CFR 752; 5 USC 75

2.  Definitions.

    a. Grievable Actions. A letter of reprimand or a suspension from duty without pay for fourteen days or less.

    b. Appealable Actions. A suspension from duty for fifteen
days or more, reduction in grade or pay for reasons of conduct,
furlough of thirty days or more, or removal from Federal service.

    c. Days. Calendar days.

3. Procedures.

    a.  When the supervisor becomes aware of alleged misconduct by a subordinate, the supervisor or other appropriate official should conduct preliminary fact-finding to gather relevant information. The extent of the fact-finding will be contingent upon the seriousness of the alleged misconduct. Collective bargaining agreements may also specify procedures to be followed when conducting the inquiry.

    b. Once the supervisor determines that disciplinary action is warranted, the supervisor should refer to the schedule of offenses and recommended remedies outlined in appendix (b) and “Douglas Factors” outlined in appendix (c) of DoN CHRM 752 as a guide in determining the appropriate corrective action. Your servicing labor relations specialist can provide assistance in determining the appropriate remedy for employee misconduct and ensuring that the action meets procedural requirements. The specialist may suggest alternatives to disciplinary action.

4.  Responsibilities.

    a. Managers and Supervisors. Communicate expectations
concerning appropriate conduct, set examples in the workplace,
and take appropriate action in a timely manner to correct
unacceptable behavior.

    b. Employees. Perform assignments and conduct themselves in
accordance with applicable regulations and laws, including the
								12752

Standards of Conduct and workplace policies.

    c. HRO.  Provide advice and guidance to supervisors and employees concerning requirements for initiating
and effecting disciplinary actions. Maintain files and records
of disciplinary actions.
								  
5.  Grievances and Appeals

    a. Employees may challenge grievable actions through the negotiated grievance procedure if they are represented by a labor organization.  Employees not represented by a labor organization must use the administrative grievance procedure.

    b. The Merit Systems Protection Board may review appealable actions.  Employees represented by a labor organization must refer to their negotiated grievance procedure to determine if they have an option of challenging the action either through the negotiated grievance procedure or as a Merit Systems Protection
Board appeal.
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[bookmark: AGP]ADMINISTRATIVE GRIEVANCE PROCEDURE

1.  References. SECNAVINST 12771.2; DODI 1400.25 Subchapter 771

2.  Purpose.  To describe the process employees use to ask for review of personal concerns including letters of reprimand and suspensions of 14 days or less.

3.  Policy.  Employees and supervisors are encouraged to resolve work related problems informally and at the lowest level possible. Employees can expect careful, fair, objective and timely review of grievances. Employees may designate in writing a representative to advise them in the presentation of their grievance as long as there is no conflict of interest or position. The employee and the designated representative are authorized a reasonable amount of official time to prepare and present a grievance.

4.  Definitions.

    a.  Bargaining Unit Employee. An employee included in a unit represented by a union.

    b.  Deciding Official. The official designated by an activity head to make final decisions on grievances. This official is at an organizational level higher than an employee involved in the grievance. 

    c.  Employee. A current non-bargaining unit employee; an employee in a bargaining unit when a matter grievable under this procedure cannot be grieved under the negotiated grievance procedure either because a negotiated grievance procedure is not in effect at the time or because it does not cover the matter being grieved; a former employee for whom a remedy can be provided. 

    d.  Grievance. A request for relief by an employee or group
of employees on a matter of concern or dissatisfaction under the
control of the activity head.

5.  Procedure.  An employee may elect to begin the grievance process at the informal/problem solving stage or the formal stage. In either case, the employee must file the grievance within 15 calendar days following the date the event occurred or the date the employee became aware of the event.
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    a.  Informal/Problem Solving Stage

        (1) If the employee elects to begin at the informal/ problem solving stage, the employee presents the grievance to the immediate supervisor or, in the case of a disciplinary action, to the supervisor who took the action. This presentation may be made orally or in writing. 

        (2) If the employee presents the grievance orally, the supervisor may respond orally or in writing. If the employee presents the grievance in writing, the supervisor must respond in writing. 

        (3) The supervisor considers the problem and all pertinent facts. The supervisor attempts to resolve it within 15 calendar days but in no case later than 30 calendar days unless an extension is mutually agreeable. 

        (4) Where appropriate, alternative dispute resolution methods are encouraged.

        (5) The informal/problem solving stage concludes when the problem is resolved; the employee receives the supervisor’s decision; or 30 calendar days have expired from the date the grievance was filed and there is no agreement to extend the 30 calendar day time limit. 

        (6) If the problem is not resolved, the supervisor informs the employee of the time limit for filing a formal grievance. If the supervisor believes the grievance process does not cover the matter, the supervisor will advise the employee of the appropriate process, if any, for resolving the problem. 

    b.  Formal Stage

        (1) If the employee used the informal/problem solving stage, the employee must file a grievance no later than 15 calendar days from the conclusion of that stage. The grievance must be in writing and should include a clear statement of the issues and the specific relief desired. The employee or the designated representative should sign the grievance. 

        (2) The deciding official decides whether to accept or reject all or part of the grievance; whether to join similar or 	
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identical grievances; whether to require an investigation and how it shall be conducted; whether to allow the representative; 
and how much official time shall be given to the employee and 	 
the representative. The deciding official may also designate an individual to investigate a grievance and, when authorized, to make recommendations concerning its disposition. 

        (3) The deciding official issues a written decision no later than 60 calendar days from the date the grievance was filed, whether at the informal/problem solving or formal stage.
The deciding official may extend time frames by 30 calendar days when warranted to insure proper consideration is given to resolution of the grievance. The employee and the deciding official must mutually agree to any further extensions beyond 90 calendar days. 

        (4) The deciding official’s decision on the merits of a grievance is final and not subject to review. However, if the deciding official fails to issue a decision within 90 calendar days or denies the grievance for reasons of untimeliness or exclusion from coverage, the employee may request a review of the grievance. An individual at the next higher level of authority above that of the deciding official conducts the review.
 
    c.  General Information

        (1) The deciding official establishes a grievance file and forwards it to the servicing labor relations specialist at the conclusion of the grievance process. The grievance file will be maintained by HRO for 4 years. Supervisors and managers should ensure that information relative to a grievance is revealed only to those who have a need to know. 

        (2) Employees may consult personnel or EEO specialists during the grievance process. Employees should coordinate the use of official time for such purposes with the immediate supervisor.

        (3) Grievances can be canceled at any time at the employee’s request, when the employee terminates employment and relief can no longer be granted, in the event of the death of 
the employee when pay is not an issue, and when the employee fails to furnish required information or proceed with the grievance. 
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        (4) An employee may file a discrimination complaint or a grievance but not both. If an employee raises an allegation of 
discrimination during the processing of a grievance, management notifies the employee in writing that introduction of the 
allegation will serve to terminate processing of the matter 
under this process. The grievant will be given an opportunity to
withdraw the allegation of discrimination and continue under the administrative grievance process or proceed under the 
discrimination complaint procedure beginning with the counseling stage. If the employee decides to use the discrimination 
complaint procedure, the grievance will be canceled and the employee will be notified in writing. 

        (5) An employee may grieve an action taken by management at another command. The employee addresses the grievance to the head of the responsible activity. Travel and per diem are not authorized. 

        (6) Identical grievances may be joined for processing. 

6. Merit Promotion Grievances. Employees may grieve an ineligible determination, the ranking or rating of their applications for merit promotion, or other merit promotion matters (excluding nonselection) under the control of the HRSC-SE using the following process:

    a. Informal Process. The employee and/or the employee’s representative may, at his or her option, informally present his/her concerns to the responsible HRSC-SE staffing specialist within 15 calendar days after receipt of the notice of rating or within 15 calendar days of becoming aware of a problem. The employee may present the issue verbally, via telephone, or in writing, and will reference the announcement number for the position. If the grievance is presented orally, the staffing specialist will review pertinent facts with the employee and/or representative and will make adjustments if warranted. If the grievance is submitted in writing, the staffing specialist will respond within 15 calendar days. 

    b. Formal Process. The employee and/or the employee’s representative must serve HRSC-SE, Code 50, in writing, within 15 calendar days after receipt of the notice of rating or within 15 calendar days of becoming aware of a problem, with a grievance concerning a merit promotion matter under the control of the HRSC-SE. If the employee elected to utilize the informal process described above, then notification to Code 50 must be 
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within 15 calendar days after receipt of a response under that process. The grievance must be dated and signed, state the 
personal relief requested, and include copies of any documents in the employee’s possession that are relevant to the grievance. 
Code 50 or his/her designee will issue a written decision within 
15 calendar days after Code 50’s receipt of the grievance.

7. Exclusions.  The following matters are specifically excluded
from this grievance procedure:

    a.  The content of published agency regulations and policy.

    b.  A decision which is appealable to the Merit Systems
Protection Board or subject to final administrative review by the Office of Personnel Management, the Federal Labor Relations
Authority, or the Equal Employment Opportunity Commission under
law or regulations of the Office, Authority, or the Commission. 

    c.  Nonselection for promotion from a group of properly ranked and certified candidates or failure to receive a non-competitive promotion.

    d.  A proposed action that has not been effected.

    e.  The substance of performance elements, standards or work objectives.

    f.  Performance awards and incentive awards.

    g.  Termination of an employee during a probationary or trial period.

    h.  Return of a probationary supervisor to a nonsupervisory
position for failure to satisfactorily complete the probationary
period. 

    i.  Termination or expiration of a term or temporary
appointment or promotion in accordance with the conditions of the appointment or promotion provided the employee is returned to his or her former or equivalent position. 

    j.  Oral admonishments and letters of caution.
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[bookmark: CEAP]Civilian Employee Assistance Program (CEAP)

1.  References. DON CHRM 792.1; DON CHRM 792.3; DON CHRM 792.4

2.  Purpose.  To establish policy and assign responsibility for the Civilian Employee Assistance Program (CEAP) for activities serviced by CNRSE HRO

3.  Policy.  It is the policy of the Department of the Navy (DON):

  	a. To offer help to those employees with personal problems that have or will have an adverse impact on job performance and/or conduct. Personal problems may be related to family matters, misuse of drugs and/or alcohol, surviving natural disasters, etc. When feasible, the CEAP may also be extended to family members of civilian employees.

b. In accordance with DON CHRM 792.1, the CEAP offers professional help with assessing a problem, providing short-term counseling, and referring civilian employees to other specialized professionals. Other types of personal problems that can adversely impact employee performance and/or conduct that would benefit from a CEAP referral include adoption, aging, anxiety, child care, depression, eating disorders, elder care, financial concerns, gambling, grief and loss, legal concerns, marital issues, medical problems, money management, parenting, psychiatric disorders, relationship difficulties, stress, etc.

  c. Employees who are infected with Human Immunodeficiency
Virus-1 (HIV-1), or have the Acquired Immune Deficiency Syndrome
(AIDS) and/or related medical conditions will be treated with dignity and in the same manner as any individual with a serious and/or potentially life threatening condition 

4.  Definitions.  These definitions are only for the administration of the CEAP.  They are not intended to modify or influence definitions applicable to statutory provisions and regulations which relate to disability benefits, criminal or civil responsibility for an individual’s acts or omissions, or other statutes.

	  a.  Alcohol Abuse. The use of alcohol to an extent that it has an adverse effect on performance, conduct, mission effectiveness, and/or the user’s health, behavior, family, or community.
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b.  Alcohol and Drug Dependency. The use of alcohol or drugs on a regular or continuing basis. Dependence may be both physical and psychological. Dependency must be determined by a licensed physician, medical officer, clinical psychologist, a chemical dependency professional, or by state-approved agencies that have been trained in chemical dependency assessment.

	  c.  Civilian Employee Assistance Program (CEAP).  A program offering assistance to employees who have problems involving alcoholism, drug abuse or other serious personal problems which result or may result in or contribute to deficiencies in job performance or conduct.

	  d.  CEAP Administrator.  The individual responsible to ensure that the provisions of DON CHRM 792.3 are met.

	  e.  CEAP Counselor.  The individual responsible for conducting the initial interview with an employee, explaining the provisions of this program, determining the nature of the personal problem, and referring the employee to a source of assistance located within the local community.

	  g.  Treatment. A process of alleviating the physical and
psychological effects of substance abuse, including withdrawal
symptoms, and medical conditions resulting from substance abuse
performed under medical supervision. It is a prelude to, and
should not be confused with rehabilitation.

	  h.  Rehabilitation. The rehabilitation process restores employees who have been impaired by alcoholism, drug addiction, or other dependencies back to effectively functioning employees.
Rehabilitation occurs after treatment has been completed and may
be in either a clinical or non-clinical setting. Rehabilitation
may include individual or group counseling, or participation in
self-help organizations such as Alcoholics Anonymous.

5.  Procedures.  

	  a.  When an individual’s job performance, attendance or conduct is unsatisfactory and the person is unable or unwilling to correct the situation, either alone or with normal supervisory assistance, this may be an indication of an emotional or alcohol/drug related problem which may be compounding the problem of poor attendance, job performance or conduct.  Supervisors will not attempt to make medical diagnoses 
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of employee personal problems; rather, supervisors should observe employee actions for signs of a problem which is 
impacting on performance or conduct and take appropriate action.  If a personal problem of a type covered under CEAP appears to be present, the supervisor should advise the employee of CEAP services. In certain situations the supervisor should consider directing the employee, in writing, to a CEAP counselor for counseling or referral assistance, enclosure (1).  If the employee refuses help and/or the performance, conduct or attendance continues to be unsatisfactory, management will take other corrective action.

	  b.  No employee’s job security or promotional opportunities will be jeopardized as a result of either the individual’s voluntary request for counseling or referral assistance or the supervisor’s directed contact for such assistance, except as limited by regulations relating to sensitive positions.

	  c.  The confidential nature of medical records of individuals with alcohol, drug, or other personal and/or emotional problems will be preserved in the same manner as all other medical records.

	  d.  Sick leave, annual leave and/or leave without pay may be granted for the purpose of treatment or rehabilitation as with any other illness.

6.  Responsibilities.

	  a.  Activity Heads.

	(1) Ensure that the provisions of the CEAP are made available to employees. 

	(2) Ensure that all supervisors of civilian personnel be apprised of CEAP. 

       	(3) Ensure that all employees receive prompt referrals to a CEAP counselor.

       	(4) Ensure that the CEAP services are advertised to workforce.

    b.  Supervisors.  
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 	   (1) Refer employees to CEAP in situations where they believe alcohol, drugs, or other personal problems are adversely 
impacting job performance and/or conduct. See enclosure (1) for a sample referral memorandum

(2) Provide referral to CEAP in writing for employees with reported positive drug tests.

	   (3) Grant official time to see a CEAP counselor for initial appointment.  Sick leave, annual leave, or leave-without-pay may be granted for future sessions and treatment or rehabilitation subsequent to counseling.		

(4) Give appropriate consideration to employee efforts to resolve such personal problems, which may include their failure or refusal to participate in counseling, when determining corrective actions for performance and/or conduct deficiencies.

(5) Refrain from diagnosing the employee's problems, and refrain from ordering an employee to undergo a medical examination for the purpose of determining his or her fitness for duty.

(6) Consult with activity/command HRO and CEAP officials.

	   (7) Give the employee a reasonable opportunity to improve performance or conduct following any CEAP referral.  If the employee’s performance or conduct does not improve within a reasonable time after being referred to a CEAP counselor, the supervisor should consult with a HRO Human Resources Specialist for further guidance.

	  c.  Employees.  

(1) Not report for duty under the influence of alcohol and/or illegal drugs.

(2) Correct performance and/or conduct problems, and
keep all referral appointments made by CEAP Counselors for
overcoming alcohol abuse, drug misuse, and /or other personal
problems.

(3) Be prepared to use personal leave and pay for costs
incurred from CEAP referral appointments.	
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	  d.  HRO.  

(1) Advise and assist activities/commands with contractual or cooperative agreements to provide counseling, referral, and/or educational services.

 (2) Disseminate policy and guidance issued by a higher authority.

 (3) Notify to all new employees about CEAP service availability.

       (4) Provide CEAP advice and assistance to all levels of management and program information to civilian employees.  

7.  Relationship to Disciplinary Action.  The CEAP supplements, but does not replace disciplinary action for dealing with employees who have drug or alcohol abuse problems.  The Americans With Disabilities Act of 1990 provides that management may hold an employee who engages in the illegal use of drugs or who is an alcoholic, to the same job performance and behavior standards as other employees, even if any unsatisfactory performance or unacceptable behavior is related to the drug use or alcoholism of the employee.  
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[bookmark: WC]WORKERS' COMPENSATION
                                
1. References.  20 CFR 1-25; SECNAVINST 12810.2

2. Purpose.  To explain how to report an on-the-job injury.

3. Coverage.  Appropriated-fund civilian employees of activities
serviced by the Commander Navy Region Southeast Human Resources Office.

4. Policy.  All DON activities strive to maintain safe working
environments, minimize injuries, administer the program within
the spirit of the law, prevent fraud/abuse and provide employment for injured workers.

5. Definition.  An on-the-job injury is an injury which occurs
while performing official duties; a recurrence of an injury; or an occupational disease related to official employment, but not a specific event.

6. Responsibilities.

   a.  Employee.

       (1) Reports an on-the-job injury immediately to the
supervisor and should complete form CA-1, Federal Employee's Notice of Traumatic Injury and Claim for Continuation of Pay/Compensation.

  (2) Responsible for submitting, or arranging for
submittal, medical reports from the treating physician for every medical service provided resulting from the job-related injury.

       (3) Keeps the supervisor informed regarding his/her
condition and any medical restrictions at all times.

   b.  Supervisor.

       (1) Sends the employee for medical treatment with a
Medical Referral Chit (OPNAV 5100/9, REV FEB 2005).  Day-shift
employees go to their Occupational Health Clinic.  Night-shift
employees go to the Naval Hospital Emergency Room at their
installation.  If DON facilities are not available or an employee prefers, he/she may go to a local facility or private 
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physician. The employee may contact the HRO or the activity Workers' Compensation Office for an authorization form. 

       (2) On the date of notice (CA-1) received, the supervisor completes the supervisory section of the claim form and forwards
to HRO or the activity Workers' Compensation Office; and reports the mishap to the activity Safety Office.  The activity head will be notified if claims are received late.

       (3) Provides light duty as necessary.

   c.  HRO or Activity Workers Compensation Office.  Processes claims to Department of Labor; provides information to employees and supervisors; tracks costs; coordinates the efforts of care providers and claims examiners, as appropriate; assists in fraud prevention; and manages the return to duty program.

   d.  Department of Labor.  Administers the Workers'
Compensation Program and has sole adjudicative authority for federal workers’ compensation claims.

7. Documentation/Record Keeping.  Official records are maintained by the Department of Labor.  HRO maintains activity
compensation records.
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[bookmark: Retirement]RETIREMENT

1.  References. 5 CFR 831; CSRS and FERS Handbook for Personnel
                and Payroll Offices

2.  Purpose.  To establish the procedures for determining benefits under the Civil Service Retirement System (CSRS) and the Federal Employees Retirement System (FERS), and processing of retirement benefits as outlined in above reference.

3.  Background.  CSRS and FERS are contributory retirement plans administered by the Office of Personnel Management (OPM).  Employees and the government each contribute to funds from which benefits are paid.  The nature of an employee's appointment determines the retirement system under which he/she is covered.  Eligibility for retirement benefits (other than disability) is based on a combination of an employee's age and creditable service.  Under certain circumstances, employees may enhance their eligibility for retirement benefits by making service credit payments (deposit/redeposit, military service deposit, voluntary contributions).  Basic benefits depend primarily upon an employee's length of service and "high-3" average pay.  CSRS and FERS also provide for disability retirement benefits if an employee is unable to perform useful and efficient service in his/her position because of disease or injury.  While the CSRS is considered a standalone retirement plan, FERS is a three-tiered retirement plan which consists of Social Security benefits, Thrift Savings Plan (TSP) benefits, and a Basic Benefit Plan.  Numerous publications/fact sheets are available from the HRSC-SE that explains benefits available.  More information and forms can be found at the OPM website: http://www.opm.gov/retire/index.aspx.

4.  Coverage/Eligibility.  CSRS employees must have at least five years of civilian service and must have at least one year of civilian service under the retirement system within the two year period preceding the separation upon which the retirement is based.  For optional CSRS retirement, the employee must meet minimum age and length of service requirements to be eligible.  Requirements are age 62/5 years, age 60/20 years, or age 55/30 years.  The requirement for an immediate annuity under FERS is age 62/5 years, age 60/20 years, minimum retirement age/30 years or minimum retirement age/10 years with reduced benefits.  The minimum retirement age (MRA) is 55 for employees born before 1948 and increases by two months each year for those born 
											12831

between 1948 and 1969.  The MRA for those born in 1970 and after is 57 years old.  Employees in firefighting, law enforcement, 
and air traffic control functions have mandatory retirement at age 50 and 20 years of service.

5.  Responsibilities. Retirement information and assistance will be provided as follows:

a.	Employee:

        (1) Request by telephone/fax/mail retirement benefits information and forms from HRSC-SE or review online at the DONHR EBIS website: 

        (2) Request retirement estimate by completing request form and returning it via mail or fax to HRSC-SE.

        (3) Complete forms and mail to the HRSC-SE.

        (4) Advise supervisor of intent to retire and effective date.

        (5) Forward request for special retirement coverage if eligible along with supporting documentation to the HRO.

        (6) Forward requests for exemption from mandatory retirement provisions to HRO.

b.	Management:

 (1) Submit a Request for Personnel Action (RPA) upon notification from the employee of intent to retire.

 (2) For special retirement coverage, provide a statement describing any official duties and responsibilities not listed in the employee's position description.

        (3) If warranted, request an exemption from mandatory retirement age, by submitting a request with supporting data to the HRSC-SE via HRO.
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c.	HRO:

(1) Refer employees to HRSC-SE for information on retirement and forms.

        (2) Notify the HRSC-SE of the retirement of an employee.

        (3) Coordinate job accommodations/searches with the HRSC-SE when an employee applies for disability retirement.

        (4) Receive special retirement coverage requests.  Attach a copy of the employee's position description and a statement from the supervisor describing any other official duties and/or qualifications.  Forward the package to HRSC-SE.

d. HRSC-SE:

(1) Respond to employee inquiries on retirement benefits.

(2) Validate eligibility/entitlement and prepare retirement estimates.  Estimates can be requested by faxing or mailing request form to the number or address on the form.

(3) Mail appropriate forms/information concerning retirement benefits to employees upon request.

(4) Counsel and provide assistance to employees in completing forms.

(5) Receive completed retirement/disability packages and other forms.  Review for accuracy and completeness.  Return incomplete forms to employee by mail.  Forward forms to appropriate office for processing.

        (6) Process Request for Personnel Action (RPA) and complete Federal Employee Group Life Insurance (FEGLI) and Federal Employees Health Benefits (FEHB) program forms. Forward completed forms to the Defense Finance and Accounting Service (DFAS) Office and file copies of the forms in the employee's Official Personnel Folder (OPF).

(7) Coordinate with the HRO in the certification of reassignment and accommodation efforts and conduct a job search, if necessary, in the case of disability retirements.
												12831

(8) Receive notification of disability retirement approval/disapproval from OPM.  If disability retirement is approved, determine effective date.

 (9) Mail benefits information package to employee.  Counsel employee and employee’s spouse if requested.  Mail appropriate forms to OPM.

(10) Initiate any action to correct employee’s retirement coverage/status error.

(11) Receive requests for special retirement coverage for Firefighters and Law Enforcement Officers from the HRO.  Ensure appropriate supporting documentation is included and mail the package to the Deputy Assistant Secretary of the Navy/Department of Defense (DASN/DOD) for determination.  Receive approval notices and process a Notification of Personnel Action (SF-50) documenting the new retirement coverage.  Forward copies of the approval/disapproval notice to HRO.

(12) Monitor mandatory retirement ages of employees in special retirement groups and notify employees approaching mandatory retirement of their options in writing, with a copy to HRO.  Notify management of upcoming retirement for planning and processing of personnel actions.  Coordinate requests for exemption from mandatory retirement and forward package to DASN/DOD.  Receive decision and forward to HRO.
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[bookmark: DIS]DEATH IN SERVICE

References:  5 CFR 831; Joint Travel Regulations (JTR), Volume 
             2,Chapter 6; Death in Service Processing 
   Guide (CPMS)  
 
1.  Purpose.  To establish procedures to be followed in the event of the death of a civilian employee while at work or on official travel for all commands serviced by CNRSE HRO.

2.  Background.  5 CFR 831 provides the regulatory framework within which the death in service of a civilian employee should be handled with regards to survivor annuities and benefits entitlements. The following information and procedures are provided to ensure that all efforts are made to provide immediate medical care to the affected employee and proper notification of family and authorities.

3.  Responsibilities.

    a. Management.

      (1) Call emergency number 911 in the event of serious illness, injury or death of an employee who is in a duty status.  At most bases, the 911 coordinator will dispatch both medical and base security personnel to the scene, but the caller should ensure that medical and security personnel will be dispatched.   

	 (2) Call the base quarterdeck to ensure that the Command Duty Officer is advised of the situation.  

	 (3) Activities should ensure that a procedure is established to ensure that employees provide current names and telephone numbers of persons to be contacted in case of a personal emergency.  Enclosure (1) may be used for this purpose.  Activities will maintain this information in a confidential manner for release to the appropriate authority making the contact only in the event of illness or death.

	 (4) The appropriate department head or other designated representative will advise the next of kin or designated point of contact that the employee has been taken to the hospital or died and offer assistance as necessary. Every effort will be made to deliver this information in person; however, circumstances may dictate using telephone or other means of
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communication, particularly if next of kin live outside the commuting area.  
		
	 (5) In the event the employee dies on the way to the hospital or immediately thereafter, the next of kin will be advised by appropriate personnel at the receiving hospital.  The department head or other designated representative will proceed to the hospital to offer assistance to the family.  

	 (6) If the death occurs on base, the employee’s supervisor or designated activity representative will inventory and collect all personal effects including valuables left on the body.  In addition, the supervisor/ representative will inventory and collect the deceased’s personal effects (work site items, car, etc.).  The supervisor/activity representative will release items to next of kin at the earliest practical date.

	 (7) If the employee dies while on temporary duty assignment (TDY), the government will bear the cost of transportation for the return of the body.  It is the family’s responsibility to make transportation arrangements.  Per Joint Travel Regulations, transportation costs will be reimbursed to the family.  The local medical facility may be contacted for  assistance.  

	 (8) Notify the Human Resources Office and the major claimant, and be prepared to initiate a Situation Summary Report if required.  Determine if the major claimant will notify BUMED or if that will be done locally. 
	 (9) Contact the Benefits Line at 888-320-2917 to report the death, complete form CBC 12830-45, Notification of Civilian Employee Death and fax to 757-396-7826, and prepare the final time card for the employee.  The employee will be paid through the close of business on the date of death.
      (10) Advise the family to contact the Benefits Line at 888-320-2917 for counseling regarding survivor annuity and benefits/entitlements.  Explain that the family will need to provide legal documents such as four certified copies of the death certificate, copy of marriage license, if applicable, and copy of children’s birth certificates/adoption papers/medical documentation for children under 22, if applicable.
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	 (11) Prepare a condolence letter from the CO. Sample attached as enclosure (2)
		
    b. HRO.

	  (1) Notify the HRSC SE Processing and Benefits Group immediately upon receipt of notification of illness/death to ensure prompt initiation of counseling, processing, and preparation of claims.

	  (2) Provide advice and assistance on claims for compensation for occupational injury/death.

	  (3) Provide advice as needed.

    c. HRSC-SE.

	  (1) Provide assistance to survivors on death benefits,  survivor annuities, payment of undelivered salary checks and bonds, life insurance, etc.
	
       (2) Code and input death information into DCPDS and process final SF-50.

	  (3) Help family or representatives prepare and process benefit and entitlement forms.   




     
Encl (1)                      Encl (2)
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[bookmark: FEGLI]FEDERAL EMPLOYEES' GROUP LIFE INSURANCE

1.  Reference.  FEGLI Handbook For Employees, Annuitants, Compensationers, and Employing Offices
		   	 	
2.  Purpose. To establish procedures and assign responsibility for administering the Federal Employees' Group Life Insurance (FEGLI).

3.  Background. FEGLI is term insurance and, as such, builds no cash or loan value, or paid-up or extended insurance.  Employees have limited opportunities to elect or increase FEGLI coverage.  However, employees may reduce FEGLI coverage or cancel enrollment at any time.

4.  Eligibility. All federal appropriated-fund employees, except those excluded by law or regulation, are eligible to participate in FEGLI. New employees have 60 days from date of appointment to register in FEGLI. Employees can enroll in Option B and/or Option C or increase current Option B and/or Option C coverage upon marriage, divorce, death of spouse or acquisition of eligible children, within 60 days after the life event.   Employees serving in an appointment limited to one year or less and employees on intermittent appointments are among the type of appointments that are generally excluded from FEGLI coverage.

5.  Responsibilities.  Life insurance information and assistance will be provided as outlined below: 

a.	Employee.

        (1) Request an SF-2817, SF-2822 and booklets, brochures and other forms from HRSC-SE.  These forms are also available on the HRO CNRSE website.

(2) Direct questions concerning FEGLI coverage to the Benefits Line at 888-320-2917.

(3) Contact the Benefits Line at 888-320-2917 or visit https://www.civilianbenefits.hroc.navy.mil/EBIS/to enroll or change/cancel FEGLI coverage.

(4) Review appointment Notification of Personnel Action (NPA) and any subsequent NPA’s received after a change has been 
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made to ensure FEGLI is correct.  Notify the Benefits Line at 888-320-2917 of incorrect FEGLI information.												

b.	Management.

        (1) In the event an employee enters an extended LWOP status (over 30 days), submit an extended LWOP Request for Personnel Action (RPA) to the HRSC-SE via HRO so that appropriate arrangements can be made as to not affect coverage. 
	
c.	HRO.

        (1) Provide general information regarding entitlements and refer employees to the Benefits Line for information on FEGLI and forms.

(2) Forward the Request for Personnel Action (RPA) from
the manager to the HRSC-SE when an employee enters an extended leave without pay status.

d.	HRSC-SE.

        (1) Respond to employee inquiries on FEGLI benefits, including the Living Benefits provision and Assignment of Life Insurance.

(2) Mail Life Insurance Election Form (SF-2817), Request for Insurance Form (SF-2822), and booklets, brochures, or other forms to employees at their mailing address of record.

(3) Notify employee, in writing, of approval/disapproval of FEGLI coverage after SF-2822 is received from the Office of Federal Employees' Group Life Insurance.  If approved, advise employee of the window for election of FEGLI coverage.

(4) Review FEGLI forms for accuracy and completeness.  Return incomplete forms to employee for completion.  Certify completed FEGLI forms and record date of receipt.

        (5) Determine effective date of coverage.

        (6) Process Notification of Personnel Action (NPA) to reflect FEGLI coverage.
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	     (7) Mail completed copies of the NPA and SF-2817 to employees at their mailing address of record.  Forward copies of the SF-2817 to the appropriate Defense Finance and Accounting Service (DFAS) Office.  File a copy in the employee’s official personnel folder (OPF).

 (8) Make determinations on belated FEGLI elections.  The HRSC-SE may accept and make belated FEGLI election 
determinations, if in the judgment of an HRSC-SE official an employee was prevented from making an election within the 

prescribed time limits due to circumstances beyond the employee's control.

        (9) Notify employees in writing of a denial of belated election, giving a reason for the denial and including a statement of the employees' right to request reconsideration from the Department of Defense (DOD).

        (10) Mail an information packet to employees on extended leave without pay (LWOP) which explains LWOP and its impact on their FEGLI deductions.  Extended LWOP is defined as LWOP for eighty (80) hours or more due to an on-the-job injury or LWOP which is scheduled for thirty (30) calendar days or more for other reasons.

(11) Assist employees in the preparation of forms to elect Living Benefits or the Assignment of Life Insurance.
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[bookmark: FEHB]Federal Employees' Health Benefits (FEHB) Program

1.  References. FEHB  Handbook For Employees, Annuitants, Compensationers, and Employing Offices
     

2.  Purpose. To establish and assign responsibility for administration of benefits under the Federal Employees' Health Benefit (FEHB) Program.

3.  Background. The FEHB program is administered by the Office of Personnel Management.  The FEHB program provides federal employees the opportunity to enroll or change plans each year during an open season.  Typically FEHB open season occurs during the months of November and December with any election made effective the following January.  Other opportunities to enroll or change enrollment are limited.  

The FEHB program also offers continued FEHB coverage for: an employee and his/her family when he/she retires from Federal service; the employee's former spouse if he/she divorces and has a qualifying court order; the employee's family if the employee dies; or for an employee and his/her family when the employee moves, transfers, goes on leave without pay (LWOP), or enters military service.  

Under certain circumstances, employees, their children, and/or former spouses may be eligible for FEHB Temporary Continuation of Coverage (TCC) for up to 36 months.

4.  Coverage/Eligibility.  All federal appropriated-fund employees except those excluded by law or regulation are eligible to participate in the FEHB.  Temporary employees who have worked less than one year and employees on intermittent appointments are among those who are generally excluded.

5.  Responsibilities.  Health insurance information and assistance will be provided as outlined below:

a.	Employee.

        (1) Employees should elect FEHB coverage by contacting the Benefits Line at 888-320-2917 or visiting https://www.civilianbenefits.hroc.navy.mil/EBIS/.
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(2) Telephone questions concerning FEHB or TCC to the Benefits Line at 888-320-2917.

(3) Contact the Benefits Line at 888-320-2917 or visit https://www.civilianbenefits.hroc.navy.mil/EBIS/to enroll or change/cancel FEHB coverage.

(4) Review Leave and Earnings Statements to ensure that the FEHB code and deductions are correct and immediately notify the HRSC-SE of any incorrect deductions.

        (5) Notify insurance carrier of any additions or deletions of family members.
 
b. Management:

(1) Submit a Request for Personnel Action (RPA) to the
HRSC-SE via the HRO when an employee enters an extended LWOP status stating the reason for the LWOP.  Extended LWOP is defined as LWOP of eighty (80) hours or more for an on-the-job injury or LWOP which is scheduled for thirty (30) calendar days or more for other reasons.

        (2) Publicize Open Seasons and assist with distribution of materials.

        (3) Coordinate Health Fair activities, if desired.

    c.  HRO.

        (1) Provide general information and direct managers and employees to the Benefits Line for information on FEHB.

(2) Assist HRSC-SE in notifying customers of program changes and publicizing Open Season.  Forward HRSC-SE announcements to activities for publication.

(3) Forward requests for transfer of FEHB received from OWCP to the HRSC-SE for action.

        (4) Assist employees and managers in accessing federal internet sites (http://www.opm.gov/insure/) concerning benefits. 
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   d. HRSC-SE.

        (1) Respond to employee inquiries on FEHB and FEHB TCC concerns.

        (2) Provide counseling on health insurance benefits.

        (3) Provide FEHB forms to new employees as part of the pre-employment package.  Upon request, mail Health Benefits Registration Forms (SF-2809) to employees.

        (4) Coordinate open season with the Human Resources Office (HRO).  Publicize the open season through established communications networks.  Arrange for direct delivery of FEHB materials to the activity.

        (5) Determine eligibility for coverage.

        (6) Review SF-2809 for completeness and accuracy. Return SF-2809 and record date of receipt.

        (7) Determine effective date of change.  In all cases, the SF-2809 must be received by the last day of the eligibility period.  In open season, the changes must be postmarked by the final day of the open season.  Open season changes are generally effective on the first day of the first pay period beginning on or after 1 January.  Mail completed copies of the SF-2809 to employees at their address of record.  Forward copies of the SF-2809 to the appropriate carrier headquarters and file a copy in the employee's Official Personnel Folder (OPF).

        (8) Enter FEHB information into the automated personnel data system.

[bookmark: HIA]Helpful Internet Addresses 
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	SUBJECTS 
AND TYPES OF INFORMATION
	SOURCE
	WEBSITE

	Full range of personnel related information with links to Office of Personnel Management and Navy Human Resources Service Centers
	Department of Navy 
Human Resources Community (HRM)
	http://www.public.navy.mil/donhr/Pages/Default.aspx 

	Full range of personnel information; links to OPM and Navy
	Human Resources Office, Commander Navy Region Southeast
	https://www.cnic.navy.mil/cnrse/RegionOperationsandServices/OperationsandManagement/Manpower/index.htm

	Full range of personnel information: information linked by topical index
	Office of Personnel Management
	http://www.opm.gov/topics.asp

	DOD personnel information; DOD regulations, reference guides, information on benefits and entitlements, classification, labor relations, pay and hours of work
	Defense Civilian Personnel Management Service
	http://www.cpms.osd.mil/fas


	Workers’ Compensation
	Department of Labor
	http://www.dol.gov/owcp/dfec/index.htm

	Scholarships for federal employees,  their spouses and dependents 
	Federal Employees Educational Assistance (FEEA)
	http://www.feea.org/

	Navy EEO instructions, policies and directives 
	Department of Navy 
Human Resources Community (HRM)
	http://www.public.navy.mil/DONHR/EEO/RESOURCELIBRARY/Pages/InstructionsandGuidance.aspx 

	Navy guide for processing reasonable accommodation requests
	Department of Navy 
Human Resources Community (HRM)
	http://www.public.navy.mil/donhr/Pages/ReasonAccom.aspx 

	Information of Navy's workplace safety and health program and initiatives, links to other federal agencies and Department of Labor/FECA website.
	Naval Occupational Health and Safety
	http://www.safetycenter.navy.mil/




image12.wmf
451-01.pdf


451-01.pdf
awards.htm

DEPARTMENT OF THE NAVY

HUVAN RESOURCES

| MPLENMVENTATI ON GUI DANCE

GUI DE NO. 451-01
| SSUE DATE: 2 June 1998

EFFECTI VE DATE: 3 June 1998

RELEASER Betty S. Wl ch, DASN(CP/ EEOQ)

SUBJECT: @ui dance on | nplenmenting Awards Prograns
in the Departnent of the Navy

REFERENCES: SECNAVI NST 12451. 3, Departnent of the Navy Incentive Awards
Pr ogr ans

FEATURES OF TH S GUI DE:

1. Provides procedures for establishing and inpl enenti ng awards prograns
t hr oughout the Departnent of the Navy.

2. Defines program objectives, assigns responsibilities, outlines awards
program requirenents, etc.

3. Provides guidance for recomendi ng and granting awards.

http://www.hrojax.navy.mil/awards.htm (1 of 30)2/23/2009 12:00:08





awards.htm

DASN( CP/ EEOQ) STAFF OFFI CER: Ann Mari e Khi noo, Program Devel opnent and
Direction D vision (DP2)

(703) 696-0398, DSN 426- 0398

TABLE OF CONTENTS
Page
1. Purpose 1
2. Policy and Program Qbjectives 1
3. Program Requirenents 1
4. Definitions 2
5. Eligibility 3
a. Enpl oyees 3
b. Fornmer Enpl oyees 4
c. Non- Appropriated Fund Enpl oyees 4
d. Foreign National Enployees 4
e. Private Ctizens and O ganizations 4
f. O her Agency or DoD Personnel 4
6. Responsibilities 5
a. Secretary of the Navy 5
b. Deputy Assistant Secretary of the Navy 5

(G vilian Personnel/Equal Enpl oynent

http://www.hrojax.navy.mil/awards.htm (2 of 30)2/23/2009 12:00:08





awards.htm
Qpportunity)
c. Department of the Navy Awards Review 5
Panel ( DARP)
d. Echelon 1 and 2 Commands 6
e. Activity Heads 6
f. Managers, Supervisors, and Team Leaders 7
g. Human Resources O fices 7
h. Human Resources Service Centers 7
7. Award Restrictions 7
8. Funding Levels 7
9. Monetary Awards 8
a. Special Act Awards 8
b. On-the-Spot Awards 8
c. Performance Awards 8
d. Quality Step Increases 9
e. Suggestions 9

f. Inventions 10

Page

10. Honorary Awards 10
a. DON Honorary Awards 11
b. Informal Recognition Awards 12

c. Career Service Recognition 12

http://www.hrojax.navy.mil/awards.htm (3 of 30)2/23/2009 12:00:08





awards.htm

d. Awards for Private Ctizens and 13
Or gani zati ons

11. Tinme-Of Awards 15

a. Criteria 15

b. Limtations on Tinme-Of Awards 16

c. Portability 17

Appendi xes
A. Delegation of Authority to Approve 18
DON Honorary and Monetary Awards
B. Awards to be Reviewed by the DARP 20
C. Scale of Award Anpbunts Based on 21
| nt angi bl e Benefits
D. Scale of Award Anounts Based on 22
Tangi bl e Benefits

E. Tinme-Of Awards Scal e 23

http://www.hrojax.navy.mil/awards.htm (4 of 30)2/23/2009 12:00:08





awards.htm

GUIDANCE ON IMPLEMENTING

AWARDS PROGRAMS | N

THE DEPARTMENT OF THE NAVY

1. Purpose

Thi s Qui de provides procedures for establishing and inpl enenti ng awards
prograns throughout the Departnent of the Navy (DON), as required by
SECNAVI NST 12451.3, consistent with the requirenents of 5 CFR 451 and the
Depart nent of Defense (DoD) Directive 1400.25-M Givilian Personnel Mnual,
Subchapt er 451, "Awards".

2. Policy and Program Obj ectives

In the DON, awards are used to notivate enpl oyees to increase productivity by
recogni zing creativity in the workpl ace, and by rewardi ng enpl oyees and groups
of enpl oyees when contributions are made. I n achieving these objectives, award
prograns shoul d be designed to:

a. Encourage full participation of all DON personnel at all levels in
I nprovi ng DON and Gover nment operations;

b. Pay cash awards, grant tinme-off, or incur necessary expenses for the
honorary and informal recognition of DON personnel, either individually or as
a nenber of group, on the basis of:

(1) A suggestion, invention, superior acconplishnent, or other personal effort
that contributes to the efficiency, econony, or other inprovenent of

Gover nment operations or achieves a significant reduction in paperwork; (5 CFR
451.104(a) (1))

(2) A special act or service in the public interest in connection with or
related to official enploynment; (5 CFR 451.104(a)(2))

(3) Exceptional performance as reflected in the enpl oyee's nbst recent rating
of record, as defined by 5 CFR 430.203. (5 CFR 451.104(a)(3))

3. Program Requirenents

Al l award prograns devel oped and inplenented in DON shall provide for:

a. Reviewi ng award recommendations for which approval authority has not been
del egated to officials at lower |evels within the organization. (DoD 1400. 25-
M Subchapter 451, G 1)
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b. Communi cating the relevant parts of award prograns to nanagers,
supervi sors, and enpl oyees. (DoD 1400.25-M Subchapter 451, G 2)

c. Evaluating and assessi ng awards and awards prograns to ensure that they
are:

(1) Used to notivate, recognize, and reward eligible personnel; (DoD 1400. 25-
M Subchapter 451, G 3.)

(2) Exhibit a close, denonstrable |ink between perfornmance, acconplishnment, or
contribution to the organi zation's goals and objectives and the recei pt of the
awar d;

(DoD 1400. 25-M Subchapter 451, G 3.)

(3) Ganted commensurate with the val ue of the enpl oyee's contri bution or
acconpl i shnent. (DoD 1400.25-M Subchapter 451, G 3.)

d. Docunenting all cash and tine-off awards required by 5 CFR 451. 106(e). (DoD
1400. 25-M Subchapter 451, G 4.)

e. Followi ng appropriate DoD financial managenent regul ations on civilian pay
policies for additional requirenments on the processing of awards. (DoD 1400. 25-
M Subchapter 451, G 4.)

f. Ganting Quality Step Increases ((QSlI's) consistent with the provisions of 5
CFR 531, Subpart E. (DoD 1400.25-M Subchapter 451, J.)

g. Docunenting the justification for awards that are not based on a rating of
record under 5 CFR 451.103(c)(2).

4. Definitions

a. Activity. Afield installation, headquarters comrand or office.

b. Award. Recognition for individual or team achievenent that contributes to
nmeeti ng organi zati onal goals or inproving the efficiency, effectiveness, and
econony of the CGovernnment or is otherwise in the public interest. Such awards
include, but are not |limted to, enployee incentives which are based on
predeterm ned criteria such as productivity standards, performance goals,
nmeasur enent systens, award fornulas, or payout schedules. (5 CFR 451.102 and
DoD 1400. 25-M Subchapter 451, C 1.)

c. Contribution. An acconplishnment achi eved through an individual, group, or
teameffort which contributes to the efficiency, econony, cost avoi dance or
ot her beneficial inpact to the general workplace, public welfare or the
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overall DON m ssi on.
d. Initial Award. An initial formof recognition for a suggestion or invention

that may be followed by other forns of recognition at a | ater date. These
awar ds can be nonetary or non-nonetary.

e. Intangi ble Benefit. Savings to the Governnent that cannot be neasured in
terms of dollars and will be eval uated

using the scale of award anounts based on intangi ble benefits, Appendix C.
(DoD 1400. 25-M Subchapter 451, C. 7.)

f. Monetary Award. An award in which the recognition device is a cash paynent
t hat does not increase the enployee's rate of basic pay. (DoD 1400. 25- M
Subchapter 451, C 3.)

g. Non-nonetary Award. An award in which the recognition device is not a cash
paynent or tinme-off but is an award of a honorific value, e.g. a letter,
certificate, nedal, plaque or itemof nom nal value. (DoD 1400.25-M
Subchapter 451, C 4.)

h. Rating of Record. The performance rating prepared at the end of an
apprai sal period for performance over the entire period including the
assignment of a sunmary level. The rating of record is the official rating
used for pay, performance award, and retention purposes. (5 CFR 430.203, DoD
1400. 25- M Subchapt er 430, Appendix A, C 13., and Qi dance on | npl enenti ng
Per f or mance Managenent Progranms in the DON, Gui de No. 430-01)

i. Tangible Benefit. Savings to the Governnent that can be neasured in terns
of dollars and will be evaluated using the scale of award anounts based on
t angi bl e benefits, Appendix D.

(DoD 1400. 25-M Subchapter 451, C. 6.)

j. Tine-Of Award. An award in which tine-off fromduty is granted w t hout

| oss of pay or charge to | eave and for which the nunber of hours granted is
commensurate with the enpl oyee's contribution or acconplishnment. (DoD 1400. 25-
M Subchapter 451, C.5.)

5. Eligibility

a. Enpl oyees

All DON civilian enpl oyees who neet the definition of Title 5, USC 2105, are
eligible to receive awards under the DON Awards Program Performance awards
may be paid to Seni or Executive Service enpl oyees only under 5 CFR 534. 403 and
not on the basis of this guidance. (5 CFR 451.101(c) and (d) and DoD 1400. 25-
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M Subchapter 451, E.1.)

b. Forner Enpl oyees

Awards for contributions nmade by an individual when enpl oyed by the DON may be
paid to a forner enployee or to the estate or

| egal heirs of a deceased enpl oyee, under 5 CFR 451.104(e).
(DoD 1400. 25-M Subchapter 451, E.2.)

c. Non-Appropri ated Fund Enpl oyees

Enpl oyees paid with non-appropriated funds (NAF) are not eligible to receive
nonetary awards paid from appropriated funds but may recei ve non-nonetary
awards under this program DON s NAF enpl oyees are eligible for the foll ow ng
honorary awar ds:

(1) DON s Distinguished Gvilian Service Award,
(2) DON s Superior Civilian Service Award, and
(3) DON' s Meritorious Cvilian Service Award.
(DoD 1400. 25-M Subchapter 451, E.3.)

d. Foreign National Enpl oyees

A direct hire foreign national enployee paid with appropriated funds is
eligible to receive awards under this program Restrictions on enpl oyees paid
wi th non-appropriated funds are covered in paragraph 5.c. An indirect hire
foreign national enployee is not eligible to receive nonetary awards under
this program but nay receive non-nonetary awards. This does not preclude
paynent of nonetary awards under any other locally devel oped awards program
(DoD 1400. 25-M Subchapter 451, E.4.a. and b.)

e. Private Ctizens and O gani zations

Private citizens and organi zati ons may be recogni zed for significant
contributions to the DON with non-nonetary awards only, i.e., DON s Public
Servi ce Awards. Persons or organizations having a commercial or profit nmaking
relationship with DoD or DON shall not be granted recognition, unless the
contribution is substantially beyond that specified or inplied within the
ternms of the contract establishing the relationship, or the recognition is
clearly in the public interest. (See paragraph 10.d. below. ) (DoD 1400.25-M
Subchapter 451, O 1. and 2.)
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f. Oher Agency or DoD Personnel

Awar ds may be approved for enpl oyees of other Governnent agencies or other DoD
conponents and paynent will be made by transferring funds to the individual's
enpl oyi ng conponent or agency. If the administrative costs of transferring
funds exceed the anmobunt of the award, the organization enploying the

i ndi vi dual shall absorb the costs and pay the award. (5 CFR 451.104(d)(1) and
DoD 1400. 25-M Subchapter 451, H 2.)

Non- DON federal enpl oyees are eligible for DON s Public Service Awards as
descri bed in paragraph 10.d.

6. Responsibilities

a. The Secretary of the Navy (SECNAV) or designee wll:

(1) Approve individual awards from $7,501 to $10, 000, and ot her awards, as
shown in Appendi xes A and B. (Title 5, USC, Chapter 45, Subchapter 4502(a))

(2) Make recommendati ons to ot her governnent agencies and the Ofice of

Per sonnel Managenent (OPM on honorary awards and nonetary awards over
$10,000. (Title 5, USC, Chapter 45, Subchapter 4502(b), 5 CFR 451.106(b) and
DoD 1400. 25-M Subchapter 451, E. 4.e.)

(3) Forward individual awards exceedi ng $10,000 to OPM via the Ofice of the
Secretary of Defense, for approval. Presidential approval is required for
awar ds over $25, 000.

(Title 5, USC, Chapter 45, Subchapter 4502(b))

b. Deputy Assistant Secretary of the Navy (G vilian Personnel / Equal Enpl oynent
OQpportunity) will chair the Departnent of the Navy Awards Revi ew Panel .
( SECNAVI NST 12451. 3)

1. The Departnment of the Navy Awards Revi ew Panel (DARP)is

a panel of nine high-1level Senior Executives chartered to review and nake
recommendati ons to the SECNAV on certain top-level DON, DoD, Presidential, and
ot her selected prestigious awards that are normally approved and/or endorsed
by the Secretary, the Under Secretary, or one of the Assistant Secretaries of
the Navy. Each of the followi ng has a representative on the DARP

(1) Assistant Secretary of the Navy (Financial Managenent
and Conptroller)

(2) Assistant Secretary of the Navy (lInstallations and
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Envi ronnent )

(3) Assistant Secretary of the Navy (Manpower and Reserve Affairs)

(4) Assistant Secretary of the Navy (Research, Devel opnent and Acqui sition)
(5) General Counsel of the Navy

(6) Vice Chief of Naval Operations

(7) Assistant Commandant of the Marine Corps

(8) The Navy Research Conmunity

(9) The Systens Conmands

d. Echelon 1 and 2 Commands nmay i ssue gui dance and procedures to their

subordi nate activities for internal program managenent as needed. Maxi mum
flexibility is provided to permt the design of program structure and content
whi ch neet organi zati onal needs. Prograns devel oped for Command-w de

i npl enent ati on shoul d be broad enough to allow | abor- nanagenent partnership

i nvol venent at the |ocal activity. (DoD 1400.25-M Subchapter 451, F.4.a. and
SECNAVI NST 12451. 3)

In addition, Echelon 1 and 2 commands are expected to:

(1) Approve awards for individuals from$5,001 to $7,500, per Appendix A
( SECNAVI NST 12451. 3)

(2) Review and endorse awards that require SECNAV or hi gher approval .
( SECNAVI NST 12451. 3)

e. Activity heads are expected to:

(1) Establish activity organi zati onal goal s and objectives. (SECNAVI NST
12451. 3)

(2) Ensure coverage of enpl oyees under an inplenenting instruction consistent
with the policies and procedures. (SECNAVI NST 12451. 3)

(3) Ensure that an activity awards programis in place and working
effectively. (SECNAVI NST 12451. 3)

(4) Assign financial and award pl anning responsibilities, ensure that adequate
funds are avail able to assure pronpt action on awards, and ensure that awards
are paid within the budgetary limts set by |aw and regul ati on. (DoD 1400. 25-
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M Subchapter 451, F.4.b. and SECNAVI NST 12451. 3)

(5) Determine the review and/ or approval |evels and requirenents for awards.
( SECNAVI NST 12451. 3)

(6) Establish honorary and informal recognition awards. (SECNAVI NST 12451. 3)

(7) Establish awards criteria, such as productivity standards, performance
goal s, neasurenent systens, etc., for granting nonetary or non-nonetary awards
for individual, team or organi zational achievenents or contributions and
ensure that criteria for awards does not discrimnate against individuals on
the basis of race, color, religion, age, sex, national origin, or disability.
(DoD 1400. 25-M Subchapter 451, E. 4.d., G 3, and SECNAVI NST 12451. 3)

(8) Approve individual awards up to $5,000, per Appendi x A. ( SECNAVI NST
12451. 3)

f. Managers, Supervisors, and Team Leaders (where applicable) should notivate,
recogni ze, and reward eli gi bl e enpl oyees' acconplishnments and contri buti ons
t hrough t he awards program

g. Human Resource O fices (HROs) currently served by an operational Human
Resources Service Center (HRSC) are responsible for

(1) Advising managers, supervisors, team | eaders, and covered enpl oyees on
program requirenents and rel ated awards i ssues.

(2) Forwarding approved awards to the HRSC for processing and input to the
DCPDS.

(3) Maintaining award docunentation in the Enpl oyee Performance File (EPF).

h. Additionally, operational HRSCs and HROs not currently served by an
operational HRSC are responsible for

(1) Processing awards and Quality Step Increases accurately and tinely. (5 CFR
531. 506)

(2) Inputting enpl oyee awards data to the Defense G vilian Personnel Data
System (DCPDS). (5 CFR 451. 106(Qq))

(3) Maintaining award records and maki ng them avail able to HROs and
activities. (5 CFR 451.106(f))

7. Award Restrictions

Monetary and tine-off awards will not be granted during a Presidenti al
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el ection period to political appointees or enployees in excepted service
positions of a confidential or policy-determning nature (Schedule C
appoi nt nents). Non-nonetary awards such as certificates, plaques and itens of
simlar nature are permtted provided that the form of the non-nonetary award
avoi ds the appearance of replacing cash. Recognition by non-nonetary award
shoul d create the inherent inpression of synbolic value (an honor being

best owed) rather than nonetary worth (cash value). (5 CFR 451. 105 and DoD
1400. 25-M Subchapter 451, D.1.)

8. Funding Levels

Echelon 1 and 2 Conmands are expected to budget for awards using sound
fi nanci al managenment controls consistent with budgetary limts set by |aw and
regul ati on. The m ni mum f undi ng

level for all awards is 1.5 percent of aggregate base salaries of covered
enpl oyees. The aggregate base salary should be cal cul at ed based on the nunber
of covered enpl oyees as of 1 October of each year. Conmands are responsible
for deciding the award expenditures for their activities and targets may be
set at different levels. (5 CFR 451.103(c)(1), DoD 1400.25-M Subchapter 451,
F.4.b. and SECNAVI NST 12451. 3)

9. Monetary Awards

a. Special Act Awards

These awards may be used to recognize a group or individual effort that goes
beyond expected job performance. Special Act Awards are used to recogni ze
excepti onal acconplishnents, such as an outstandi ng achi evenent, and nay be
given at any tine. The appropriate award anount is based on the tangi ble and
i ntangi bl e benefits scales in Appendixes C and D. (5 CFR 451.104(a)(2) and
SECNAVI NST 12451. 3)

b. On-the-Spot Awards

On-t he- Spot awards are "Special Act or Service" awards designed to quickly
recogni ze and provide i nmedi ate reinforcenent of one-tine achi evenents by

enpl oyees that have resulted in service of an exceptionally high quality or
quantity. This award is particularly appropriate for rewardi ng enpl oyee
efforts that might go unrecogni zed. On-the-Spot awards range from $25 to $750,
commensurate with the nature of the service or act being recogni zed.

( SECNAVI NST 12451. 3)

c. Performance Awards

Awards may be granted to enpl oyees for denonstrated sustai ned perfornmance for
i ndi vidual, team or organizational achievenents of high quality,
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significantly above that expected at the "Acceptable" |evel. This type of
recognition is appropriate when an enpl oyee perforns substantially beyond
expectations on a regular or continuing basis. Acconplishnents may incl ude,
but are not limted to:

(1) Exceptional programor project nmanagenent;
(2) Individual or teamwork that results in a high
qual ity product or service to a custoner; or,

(3) Oher high quality perfornmance significantly above what is expected at the
"Accept abl e" | evel and consistently sustained over a period of tine.

Cash awards may be determ ned using a specific dollar

anount or a percentage of basic pay. Awards granted as a percentage of basic
pay nmay not exceed 10 percent of the enployee's annual rate of basic pay and
are subject to the approval authorities of Appendi xes A and B. The rate of
basi c pay shall be determ ned without taking into account any |ocality-based
conparability, special |aw enforcenent adjustnent, or interim geographic

adj ustnent. Awards between 10 and 20 percent of an enpl oyee's annual rate of
basi ¢ pay nust be approved by the Secretary of the Navy. (5 CFR 451.104(q),
DoD 1400. 25-M Subchapter 451, 1.2. and SECNAVI NST 12451. 3)

d. Quality Step |Increases

The purpose of Quality Step Increases (QSI) is to provide appropriate

i ncentives and recognition for excellence in performance by granting faster
than normal step increases; therefore, careful consideration should be given
before granting a QSI. An enployee is eligible for only one quality step
increase wthin any 52-week period. To be eligible for a @I, General Schedule
enpl oyees nust neet the following criteria required by 5 CFR 531.504(b) (2):

(1) Received a rating of record of "Acceptable";

(2) Denpbnstrated sustained perfornmance of high quality significantly above
t hat expected at the "Acceptable” level (i.e., exceeded the "Acceptable"
criteria depicting unusually good or excellent quality or high quantity of
wor k provided ahead of schedule and wth | ess than normal supervision); and

(3) Made a significant contribution to the organi zation's m ssion; and

(4) There nust be an expectation that the high quality performance wl |
continue in the future. (DoD 1400.25-M Subchapter 451, J.2.)

e. Suggestions
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To be considered for an award, a suggestion nust:

(1) lIdentify an inprovenent in the quality of operations, a cost reduction
opportunity or an inprovenent in the tineliness of service delivery that
results in tangible or intangi ble benefits to the U S. Governnent;

(2) Be adopted in whole or in part for inplenentation. The suggestion should
identify a specific proposed course of action to achieve the inprovenent or
cost reduction; and

(3) Be based upon tangible or intangible benefits, as provided in Appendi xes C
and D, or a conbi nation thereof.

| deas or suggestions that identify the need for routine nmaintenance work,
reconmend enforcenent of an existing rule, propose changes in housekeepi ng
practices, call attention to errors or alleged violations of regulations, or
result in intangible benefits of "good will" are not eligible for
consi der ati on.

When a suggestion is adopted by anot her organi zation, the benefiting

organi zation shall share in the cost of the total award conmensurate with the
benefit. The suggestor's organization will notify the benefiting organization
(s) of the ampbunt due and the benefiting organi zation(s) shall take pronpt
action to transfer the funds. (DoD 1400.25-M Subchapter 451, K and

SECNAVI NST 12451. 3)

1. | nventi ons

To be considered for an award, an invention nust:
(1) Identify an inprovenent in the quality of

operations, a cost reduction opportunity, or an inprovenent in the tineliness
of service delivery that results in tangible or intangible benefits to the U
S. Governnent; and,

(2) Be adopted in whole or in part for inplenentation.

The i nvention should set forth a specific proposed course of action to achi eve
i nprovenent or cost reduction.

|f the conditions above are not net, but the invention is determ ned to be of
value to the DON or DoD and the i nventor consents to consideration of an
award, the inventor will be required to sign a claimwaiver agreenent to be
paid an awar d.
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An initial nonetary award nay be paid and an additional nonetary award i ssued
when the patent covering the invention is granted. If an application for a
patent is placed under a secrecy order, the additional award will be paid when
a Notice of Allowability of the application is issued by the U S. Patent
Ofice instead of a patent.

Awar ds under this section are not authorized if a nonetary award has been paid
for the sane contribution as a suggestion. (DoD 1400.25-M Subchapter 451, L.)

10. Honorary Awards

Honor ary awards provide a neans to recogni ze an enpl oyee's overall value to an
organi zati on. They provide an opportunity to acknow edge val uabl e
contributions nade, and nmay refl ect contributions nade over a period of nonths
or years.

There are nunerous honorary awards avail able. These awards can take the form
of a letter of commendation to a nedal, tie tack, coffee mug, belt buckle,

pl aque, etc. Activities are to use discretion on the value of this type of
recognition, as these awards are to be nodest in cost, usually |less than $50,
and are normal |y displayed rather than used. Gven their nature as synbolic
formal recognition, itens presented as honorary awards nust neet all the
following criteri a:

The item nust be sonething that the recipient could reasonably be expected to
val ue, but not sonething that conveys a sense of nonetary val ue.

The item nust have a |lasting trophy val ue.

The itemnust clearly synbolize the enpl oyer-enpl oyee relationship in sone
f ashi on.

The item nust take an appropriate formto be used in the public sector and to
be purchased with public funds.

a. DON Honorary Awards

(1) DON Distinguished Cvilian Service Award

The DON Di stingui shed Civilian Service Award (DCSA) is the highest honorary
award the SECNAV can confer on a DON civilian enployee. The DCSA is to be
granted only to those enpl oyees who have given distingui shed and/ or
extraordinary service to the DON. The achi evenents or service nust be truly
exceptional when neasured agai nst the position requirenents of the individual,
and should far exceed the contributions and service of others with conparable
responsi bilities. Further, the DCSA should be reserved for contributions which
are so unusual and/or significant that recognition at the Secretary of the

http://www.hrojax.navy.mil/awards.htm (15 of 30)2/23/2009 12:00:08





awards.htm

Navy | evel is deserved. Additional indicators include using:

(a) A pattern of long-term sustained high performnce as evi denced by the
nom nee havi ng previously received high honorary awards (e.g., DON Superi or
Cvilian Service Award (SCSA) and/or DON Meritorious Civilian Service Award
(MCSA), or simlar awards or honors).

(b) Career achievenents that are recogni zed t hroughout the DON

(c) Indications of innovative |eadership of highly successful prograns or
proj ects which have i npacted beyond the nonminee's activity or command.

(d) Acconplishnents/achi evenents whi ch have had, as a m ni rum DON w de i npact.
(e) Scientific or technical advances, or suggestions of significant val ue.

(f) Acconplishnents which show unusual managenent abilities, innovative
t hi nki ng, and/ or outstandi ng | eadership which benefit the DON

(g) Responsibility for major cost savings/ reductions/avoi dance.
(h) Unusual acts of heroism

(i) Exceptional cooperative efforts with other Navy offices, Federal agencies,
or the private sector.

(2) DON Superior Cvilian Service Award

The DON Superior Civilian Service Award (SCSA) is the second hi ghest honorary
award in the DON. It is intended that the same DCSA criteria will be used for
awardi ng the SCSA. However, for the SCSA, the contribution, while exceptional
in value, would be narrower in scope or inmpact (e.g., Acconplishnment that is

significant and has far-reaching maj or command-w de i npact).

(3) DON Meritorious Civilian Service Award

The DON Meritorious Civilian Service Award (MCSA) is the third hi ghest
honorary award in the DON. As in the SCSA, the same DCSA criteria will be used
for awarding the MCSA. For the MCSA, the contributions, while high in val ue,
are nore limted in scope/inpact (e.g., Acconplishnment should be significant
and have far reaching inpact, but |less than the SCSA). This award shoul d not
be used as a retirenent award. However, if a significant acconplishnment occurs
close to retirenent, it nmay be acceptable to present it at retirenent.

b. Infornal Recognition Awards

I nformal recognition awards are intended to recogni ze contri buti ons of |esser
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scope that m ght otherw se go unrecognized. |In addition, informal recognition
awards typically have nore i nformal approval procedures and presentation
settings than honorary awards. G ven this conbi nation of |ess-scope
contributions and infornmality, nonnonetary itens presented as i nfornal
recogniti on awards nmust neet the followng criteria:

(1) The item nust be of nom nal val ue.

(2) The item nmust take an appropriate formto be used in the public sector and
to be purchased with public funds.

1. Career Service Recognition

(1) Length of Service (LOS) Certificates

These awards recogni ze significant m | estones in

enpl oyees' careers and enphasi ze that service to the Governnment, rather than
service to a particular Departnent or Agency is being recognized. Wen
eligibility for LOS recognition is conputed, enployees should receive credit
for total Federal service, including civilian and all honorable mlitary
service. The nobst commonly used LOS certificates are printed by the Gover nment
Printing Ofice and obtai ned through the U S. Ofice of Personnel Mnagenent
(OPM "Rider" systemon an annual basis. These certificates can only be
ordered once a year, usually in August. The OPM LCS certificates are avail abl e
in five-year increnents and recogni ze service fromfive to fifty years.
Commands and activities nmay al so develop and print their own LCS certificates.
This type of recognition of enployees is strongly encouraged but not required.

(2) Career Service and Retirenment Certificates

Standard career service and retirenent certificates may be ordered in packages
of 25 fromthe Defense Printing Service in Phil adel phia, Pennsyl vani a. For
career service, the Secretary of the Navy Career Service Award certificate
(NAVSO 12453/1 (4-77)) is available and for retirenent, the Secretary of the
Navy Certificate of Retirenment (NAVSO 12450/11 (9-83)) is avail abl e.

The signature of the Secretary of the Navy may be

obtai ned on career service and retirenent awards for forty or nore years of
service. To obtain the Secretary's signature the follow ng guidelines should
be foll owed:

(a) A nmeno requesting the Secretary's signature shoul d acconpany the
appropriate certificate with the honoree's nane and nunber of years of service
already printed on it. A return envel ope should al so be provided. The
certificate should not be dated, as it will be dated when signed. Certificates
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shoul d be carefully packaged to avoid danage in transit.
(b) Requests should be submtted as far ahead of the needed date as possi bl e.
The requesting neno, certificate, and the return envel ope should be addressed

to: SECRETARY OF THE NAVY, ADM NI STRATIVE DI VI SI ON, THE PENTAGON, ROOM 4D680,
WASHI NGTQN, DC 20350.

1. Awards for Private G tizens and O gani zati ons

Departnent of the Navy Public Service Awards are

avai l abl e for private citizens and/or organi zations for outstandi ng
contributions to the m ssion and best interests of the DON. They are designed
to provide formal recognition for individuals or groups who are not enpl oyed
by the DON, or who were not so enployed during the period for which a public
service award is recomended. They may al so be used for senior DON officials

i n non-career or appointive positions. To qualify for a Navy Public Service
Award, the contribution(s) nust have occurred wthin the five-year period
precedi ng the date of nom nation. Persons or organizations having a comerci al
or profit-making relationship with DoD or wwith a DoD conponent are ineligible
for recognition unless it is shown that the contribution is substantially
beyond that specified or inplied within the terns of the contract establishing
the relationship and/or unless the recognition is clearly in the public

i nterest.

DON enpl oyees who are eligible for the honorary awards described in paragraph
10.a. above are not eligible for the public service awards.

(1) DON Distinguished Public Service Award (DPSA)

This award is the highest formof public service

recognition which nmay be approved by the Secretary of the Navy. DPSA

nom nations are limted to those extraordi nary cases where individuals have
denonstrat ed exceptional ly outstandi ng service of substantial and | ong-term
benefit to the Navy, Marine Corps, or DON as a whole. The award may al so be
approved for specific courageous or heroic acts bearing directly on the
acconpl i shnent of the DON m ssion. Since this award may only be approved and
signed by the Secretary, all nom nations for the DPSA nust be forwarded to the
Secretary via the DARP which is managed by the O fice of the Assistant
Secretary of the Navy (Manpower and Reserve Affairs).

(2) DON Superior Public Service Award (SPSA)

The SPSA is the second highest civilian honorary award

and recogni zes significant contributions that have broad inpact. Such
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contributions, while not necessarily affecting the entire DON, nust have
substantially benefited a maj or organi zati onal el enent or | arge geographi cal
area. The SPSA may be signed by the Secretary or by any Echelon 2 or above
Commander. For signature by the Secretary, nom nations nust be sent to the
DARP as in the case of the Distinguished Ievel award. If it is to be signed at
a lower |evel, DARP approval and recommendation is not required.

(3) DON Meritorious Public Service Award (MPSA)
The MPSA is the third highest public service recognition

and is awarded for significant contributions with substantial inpact upon a
specific activity or geographical |ocation. The Secretary rarely signs MPSAs;
t hey may be approved and signed by Echel on 2 or above Conmmanders.

(4) DON Award of Merit for G oup Achi evenent (AMGA)

Ganted by the Secretary of the Navy, the AMA is

presented to corporations, associations, or other groups for outstanding
services to the DON in connection with a single project, program or other
effort which was significantly beneficial to the acconplishnment of the overal
m ssion of the DON. It will be granted for conpany, group, or association

achi evenent only and not for the outstanding contributions of a single nenber.
The award consists of one certificate signed by the Secretary. Nom nations for
t hese awards nmust be forwarded to the Secretary via the DARP.

(5) DoD and Presidential Awards

The follow ng DoD and Presidential honorary awards nust

be submtted to the Secretary of the Navy for approval and endorsenent via the
DARP:

(a) DoD Distinguished Cvilian Service Award
(b) Secretary of Defense Meritorious G vilian
Service Award

(c) DoD Distinguished Public Service Award

(d) Secretary of Defense Award for Qutstanding
Publ ic Service

(e) President's Award for Distingui shed Federal
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Cvilian Service

(f) Presidential Medal of Freedom
(g) Presidential Citizens Meda
(h) National Security Medal

Descriptions and criteria for these awards are available in the DoD Cvilian
Per sonnel Manual (DoD 1400.25-M Subchapter 451, Appendi x A and B)

11. Tine-Of Awards

a. Criteria

Ti me-of f awards are an alternate and/or additional neans of recognizing the
superior acconplishnents or achi evenents of enployees with other than nonetary
or non-nonetary awards. Decisions to grant tine-off awards shall be based upon
the sane criteria or circunstances as for any other award. Exanples of

achi evenents which nay be considered for a tine-off award:

(1) High-1evel performance.

(2) Making a high quality contribution involving a difficult or inportant
proj ect or assignnent.

(3) Displaying special initiative and skill in conpleting an assignnment or
proj ect before the deadline.

(4) Using initiative and creativity in naking inprovenents in a product,
activity, program or service.

(5) Ensuring the mssion of the unit is acconplished during a difficult period
by successfully conpleting additional work or a project assignnent while
mai nt ai ni ng t he enpl oyee's own wor kl oad.

(6) Acconplishing a specific, one-tine, or special assignnent that required
extra effort or resulted in the organi zation receiving recognition for
responsi veness to unprogranmred requirenents.

Supervi sors and managers shall consider fully wage costs and productivity | oss
when granting tinme-off awards and shall ensure that the anount of tine-off
granted as an award is conmensurate with the individual's contribution or
acconpl i shnent. Appendi x E contains a recommended award scal e for detern ning
ti me-of f awards. (DoD 1400. 25-M Subchapter 451, N. 1. and SECNAVI NST 12451. 3)

http://www.hrojax.navy.mil/awards.htm (20 of 30)2/23/2009 12:00:08





awards.htm

b. Limtations on Tine-off Awards

(1) The total ampunt of tinme-off that may be granted to any one individual in
any one |eave year is 80 hours. For part-tine enpl oyees or those with an
uncommon tour of duty, the total tinme that nmay be granted during any cal endar
year is the average nunber of hours of work generally worked during a pay
period. (DoD 1400.25-M Subchapter 451, N. 2.a.)

(2) The rmaxi mum anount of time-off which nmay be granted

to an individual for a single contribution is 40 hours. For part-time
enpl oyees or those with an uncommon tour of duty, the

maxi mrum award for any single contribution is one-half the maxi num anount of
time that would be granted during the year

(DoD 1400. 25-M Subchapter 451, N.2.b.)

(3) Time-off granted as an award nust be schedul ed and used within one year
after the effective date of the award. Any unused anount remmaining after that
time will be forfeited without further conpensation to the enployee. (DoD
1400. 25-M Subchapter 451, N. 3.)

(4) Atinme-off award does not convert to cash under any circunstances. (5 CFR
451.104(f) and DoD 1400. 25-M Subchapter 451, N.4.)

(5) Tinme-off awards shall not be granted to create the effect of a holiday or
treated as adm nistrative excusals or | eave. (DoD 1400.25-M Subchapter 451,
N 1.)

(6) Atine-off award for a period in excess of one workday nust be revi ewed
and approved by an official at an organi zational |evel higher than the
i ndi vi dual nmaking the initial award determ nation. (SECNAVINST 12451. 3)

c. Portability

A tinme-off award shall not be transferred between DoD conponents. If an

enpl oyee is transferring to another DoD activity or outside DoD, the enpl oyee
should be allowed to use the award prior to the transfer. Mnagers and

supervi sors shoul d nake every effort to ensure that the enployee is able to
use the tine-off award before he or she | eaves the conponent. A tine-off award
can be transferred within DON;, however, it nust be schedul ed and used wthin
one year after the effective date of the award. (DoD 1400.25-M subchapter
451, N. 5. and SECNAVI NST 12451. 3)

APPENDI X A
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DELEGATI ON OF AUTHORI TY TO APPROVE DEPARTMENT OF THE NAVY
HONORARY AND MONETARY AWARDS

LONER LEVEL AWARDS

Honorary Awards:

Navy Meritorious Cvilian Service Awards (MCSA)

Monet ary Awar ds:

Speci al Act Awards, Suggestion Awards, etc.; to a nmaxi mum of $5, 000 per individua
Approval Authorities:

Conmander s

Activity Heads

M DDLE LEVEL AWARDS

Honorary Awards:
Navy Superior Civilian Service Awards (SCSA) and/or MCSAs

Navy Superior Public Service Awards (SPSA) (only if not requesting approval/signature

of SECNAV)

Monet ary Awar ds:

Speci al Act Awards, Suggestion Awards, etc., totaling $5,001 to $7,500 per i ndividual
Approval Authorities:

Al'l Echelon 1 and 2 Conmands

Commandant of the Marine Corps

Chi ef of Naval Operations

Chi ef of Naval Research

Commander in Chief, U S. Atlantic Fleet
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Conmander in Chief, U S. Pacific Fleet

Commander in Chief, U S. Naval Forces, Europe

I mredi ate OfFfice of the Secretary of the Navy
Director, Human Resources Operations Center
Uni fi ed Commands (Cl NCPAC and Cl NCLANT onl y)
Commander, Naval Reserve Force

Chi ef, Naval Education and Trai ni ng

Commander, Naval Air Systens Command

Commander, Naval Facilities Engineering Conmand
Conmander, Naval Sea Systens Command

Chi ef, Bureau of Medicine and Surgery

Commander, Space and Naval Warfare Systens Conmmand
Heads of | ndependent O fices

Chi ef of Naval Personnel

Commander, Mlitary Sealift Conmmand

Commander, Naval Conputer and Tel ecommuni cati ons Comand
Director, Naval Crimnal Investigative Service
Commander, Naval Security G oup

Director, Ofice of Naval Intelligence

Conmander, Naval Meteorol ogy and Cceanographi ¢ Comand
Director, Strategic Systens Prograns

Commander, Naval Recruiting Command

H GHEST LEVEL AWARDS
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Honorary Awar ds:
Navy Distinguished Civilian Service Awards (DCSA); and/or SCSAs and MCSAs
Navy Di stingui shed Public Service Awards (DPSA); and/or SPSAs and MPSAs
Monet ary Awar ds:
Speci al Act Awards, Suggestion Awards, etc., totaling $7,501 to $10, 000

Al l nonetary awards exceedi ng $10, 000 nust al so go to SECNAV for approval / endor senent
before being sent on to the Departnent of Defense (DoD) and/or the U S. Ofice of
Per sonnel Managenent (OPM

Approval Authorities:
Secretary of the Navy or Acting Secretary of the Navy only

All of the awards at this |level nmust be forwarded to the SECNAV via the Departnent of
t he Navy Awards Revi ew Panel (DARP), O fice of the Deputy Assistant Secretary of the
Navy (Civilian Personnel/Equal Enploynment OCpportunity) (DASNCP/EEO) ), Executive
Personnel and Leadershi p Devel opnent Division (DP6)

APPENDI X B
AVWARDS TO BE REVI EVED BY THE DARP

The foll ow ng awards require Departnent of the Navy Awards Revi ew Panel (DARP)
revi ew and recommendati ons before they are forwarded to the respective

http://www.hrojax.navy.mil/awards.htm (24 of 30)2/23/2009 12:00:08





awards.htm

sSponsors.

Awar ds whi ch require the endorsenent and/or signature of the Secretary of the
Navy:

DON Di stingui shed Gvilian Service Award (DCSA)

DON Di sti ngui shed Public Service Award ( DPSA)

DON Superior Public Service Award (SPSA) (NOTE: If to be
signed at | ower | evel (see Appendi x A), does not require DARP review.)
DON Di sti ngui shed Achi evenent in Science Award ( DASA)

DoD Di stingui shed Gvilian Service Award ( DoDDCSA)

Secretary of Defense (SECDEF) Meritorious Civilian Service
Awar d

DoD Di sti ngui shed Public Service Award

SECDEF Award for Qutstandi ng Public Service

Speci al Act, Suggestion, Invention, etc., awards of $7,501
To $10, 000 per i ndividual

President's Award for Distingui shed Federal Ci vilian Service
Presi dential Medal of Freedom

Presidential Ctizens Medal

Seni or Executives Associ ati on/ Prof essi onal Devel opnent
League (SEA/ PDL) Executive Excel |l ence Awards

Federal Executive Institute Alumi Association (FElIAA)
Executive of the Year Award

Awards to be reviewed by DARP for approval by cogni zant Assistant Secretaries
of the Navy: (NOTE: All signed by ASN(M&RA)/ DASN( CP/ EEO) unl ess i ndi cat ed
ot herw se.)
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CQut st andi ng Navy Enployee with Disabilities (ONED)

Arthur S. Flem ng Awards to Honor Qutstanding Men and Wnen

I n the Feder al

Eugene G Fubi ni

Gover nnent

Awar d

GEl CO Public Service Awards

Roger W Jones Award for Executive Leadership

WIlliamA. Junp Menori al
Service in Public Adm nistration
Donald L. Scantl ebury Menori al

Leader shi p in Fi nanci al

Si gned by ASN( FM&C) )

Awar d f or

Award for

Managenent

Wonen in Science and Engi neering (W SE) Awards

APPENDIX C

SCALE OF AWARD AMOUNTS BASED ON

Di stingui shed Career

Di st i ngui shed

| mprovenent (to be

| NTANG BLE BENEFI TS

VALUE

OF

BENEFIT

EXTENT OF APPLICATION
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LIMITED

Affects functions, mission,
or personnel of onefacility,
installation, regional area, or
an organizational element of
headquarters. Affects small
area of science or

technology.

EXTENDED

Affects functions, mission,
or personnel of an entire
regional area, command, or
bureau. Affects an important
area of science or

technol ogy.

BROAD

Affects functions, mission,
or personnel of severa
regional areas or commands,
or an entire department or
agency. Affects an extensive
area of science or

technol ogy.

GENERAL

Affects functions, mission,
or personnel of more than
one department or agency,
or isin the public interest
throughout the Nation and

beyond.
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MODERATE

Change or modification of D $501 - $750 $751 - $1,000
an operating principle or
procedure with limited use

or impact.

$1,001 - $1500

SUBSTANTIAL

Substantial change or
modification of procedures. $501 - $750 $751 - $1,000 $1,001 - 1,500
Important improvements to
the value of a product,
activity, program, or service

to the public.

$1,501 - $3,150

HIGH

Complete revision of abasic

highly significant
improvement to the value of
aproduct or service.

$3,151 - $6,300

EXCEPTIONAL

Initiation of anew principle
or mgjor procedure; a $1,001 - $1,500 $1,501 - $3,150 $3,151 - $6,300
superior improvement to the
quality of acritical product,

activity, program, or service
to the public.

$6,301 - $10,000

APPENDI X D

SCALE OF AWARD AMOUNTS BASED ON

TANG BLE BENEFI TS

BENEFI TS AVWARD

Estimated First-Year Benefits Anpunt of Award to Enpl oyee

Up to $10,000 in benefits 10% of benefits
Bet ween $10, 000 and $100, 000 $1, 000 plus 3% to 10% of

in benefits benefits over $10, 000
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More than $100, 000 in benefits $3, 700 to $10,000 for the first $100,000 in
benefits,

plus 0.5%to 1.0% of benefits

above $100, 000 up to $25, 000,

with the approval of the

O fice of Personnel Managenent via the Ofice of
t he Secretary of Defense.

Presi denti al approval is

required for all awards of

nore than $25, 000.

APPENDI X E
TI ME- OFF AWARDS SCALE

Val ue to Organi zati on Nunber of Hours

Mbderate: 1 to 10
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(1) Acontribution to a product,
activity, program or service to the
public, which is of sufficient value
to nerit formal recognition

(2) Beneficial change or nodification
of operating principles or procedures.
Substantial: 11 to 20

(1) An inportant contribution to the
val ue of a product, activity, program
or service to the public.

(2) Significant change or nodification
of operating principles or procedures.
High: 21 to 30

(1) A highly significant contribution
to the value of a product, activity,
program or service to the public.

(2) Conplete revision of operating
princi pl es or procedures, with
consi der abl e i npact.

Exceptional : 31 to 40

(1) A superior contribution to the
quality of a critical product, activity,

program or service to the public.
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Cereer Service Certs


Cereer Service Certs
Procedure for Ordering Career Service Certificates

The most commonly used LOS certificates are provided by the Government Printing Office and obtained through the U.S. Office of Personnel Management (OPM) "Rider" system on an annual basis, usually in August.  OPM certificates are available in five-year increments and recognize service from five to fifty years.


Activities desiring to order career service certificates should contact their claimancies in May of each year for procedures and guidance.  Career service certificates are available in two sizes: 8" x 10" and 81/2" x 11".


In placing orders, activities are encouraged to anticipate their needs over a 12-month period and order accordingly.


Procedure for Ordering Career Service Emblems/Pins

The source for buying LOS pins is GSA.  The easiest way of accessing stock number and cost information is electronically.  If Internet access is not available, the GSA catalog has the same information.


1. Go to the GSA web address www.fss.gsa.gov

2. Select @'GSA Advantage!"
'


3. Use purchase card number or use the "browse" option.


4. Search by stock number or the item (i.e., service pin)


The cost is generally less than $1.20 per pin and the order can be placed directly with GSA.
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FES Classification
GUIDE FOR WRITING POSITION DESCRIPTIONS IN THE FACTOR


EVALUATION SYSTEM (FES) FORMAT

All new supervisory and nonsupervisory General Schedule position descriptions not in COREDOC should be written in FES format as described below.  Supervisory General Schedule positions must also address the supervisory factors described in enclosure (2).


1.  Introduction. Give the complete organizational location of the position, as well as the purpose of the position. (Note: If the location involves a reorganization or change in title of the organization, so state in an attached memo).


2.  Major Duties. Describe the nonsupervisory duties assigned to the position.  Approximate the percentage of time required for each major duty described.


3.  Factors

   a.
Factor 1 - Knowledge Required by the Position.  Kind or nature of knowledge and skills needed.  How these knowledge and skills are used in doing the work.


   b.
Factor 2 - Supervisory Controls.  Specify how the work is assigned, the employee's responsibility for carrying out the work, and how the work is reviewed.


   c.   Factor 3 - Guidelines.  The nature of guidelines 


        for performing the work and judgment needed to  


        apply the references or develop guides.


   d.   Factor 4 - Complexity.  Nature of the assignment, 


        difficulty in identifying what needs to be done, 


        and difficulty and originality involved in


        performing the work.


   e.
Factor 5 - Scope and Effect.  Purpose of the work and impact of the work product or service.


   f.   Factor 6 - Personal Contacts.  People with whom and


        conditions under which contacts are made.


   g.   Factor 7 - Purpose of Contacts.  Reasons for  


        contacts described in Factor 6 and level of skill 


        needed to accomplish work through person-to-person 


        activities.


   h.  Factor 8 - Physical Demands.  If there are unusual 


       physical requirements identify the nature,frequency, 


       and intensity of physical activity.


   i.  Factor 9 - Work Environment.  The kind of 


       environments in which the work is performed, e.g., 


       office setting, warehouse, aboard ship, etc.


4.  Special Demands. Any special requirements of the position, such as the need for other than incidental travel, a motor vehicle operator's license, etc., should be identified in this section.  Position sensitivity, clearance requirements, requirement for drug testing, and designation as a Acquisition Workforce Program position should also be documented here.
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SUPV FES
GUIDE FOR WRITING SUPERVISORY GENERAL SCHEDULE POSITION


DESCRIPTIONS IN THE FACTOR EVALUATION SYSTEM (FES) FORMAT


All new supervisory General Schedule (GS) position descriptions should be written in FES format as described below, if the series is not in COREDOC.


1.
Introduction.  Give the complete organizational location of the position, as well as the purpose of the organization and position. (Note: if the location involves a reorganization or change in title of the organization, so state in an attached memo).


2.
Major Duties. Describe the specific supervisory duties assigned to the position.  Identify all subordinates (military and civilian).  Specify the percentage of time required for supervisory duties.  Describe the nonsupervisory duties assigned to the position.  Approximate the percentage of time required for each major duty described.


3.
Supervisory Factors

a. Factor I - Scope and Effect. The general complexity, breadth, and impact of the program areas and work directed, including organizational and geographic coverage.  The impact of the work, the products and/or programs on the mission and programs of the customer, the activity, or other activities in or out of government, the agency, other agencies, the general public or others.


b. Factor 2 - Organizational Setting.  The organizational situation of the supervisory position in relation to higher levels of management.


c. Factor 3 - Supervisory and Managerial Authority Exercised. The delegated supervisory and managerial authorities which are exercised on a recurring basis.




d. Factor 4 - Personal Contacts.  The nature and the   


 purpose of personal contacts related to supervisory and 


 managerial responsibilities.  Nature of contacts and 


 purpose of those contacts must be based on the same 


 contacts.


 e. Factor 5 - Difficulty of Typical Work directed.   


Measures the difficulty and complexity of the basic work most typical of the organization (s) directed, as well as .'other line, staff, or contracted work for which the supervisor has technical or oversight responsibility.


 f. Factor 6 - Other Conditions.  Conditions affecting work for which the supervisor is responsible if they increase the difficulty or complexity of carrying out assigned supervisory or managerial duties and authorities.
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FWS JD
FEDERAL WAGE SYSTEM (FWS) JOB DESCRIPTION (JD) FORMAT


Supervisory and non-supervisory FWS job descriptions are to be written in the standardized format described below if the series is not available in COREDOC.  Supervisory FWS jobs must also address the supervisory factors described in enclosure (4)


Part I
Job Summary


Part II
Typical Work Performed


Part III
Factor Statements


Part IV
Working conditions


Guidance for developing each part of the JD is as follows:


Part I.  Job Summary. The job summary typically is no more than one or two sentences long and covers the scope of the work performed, the principle work methods used, and the purpose of the work.


Part II.  Typical Work Performed.  This part of the JD gives a brief list of the major duties which are typical of the job.  This part should identify what task(s) the employee performs, how he/she performs them, and why the work is done.  Describe only those duties which will be expected of all employees who will be covered by the JD.  Exclude assignments made only to specifically qualified employees, or assignments of a temporary or emergency nature outside the normal scope of the job being described.


Part III. Factor Statements. To adequately describe each factor, information included in Part II, Typical Work Performed is often expanded when describing the factors.  It is important, however, to ensure that the factor statements are directly related to the duties described.


Factor 1. Knowledge and Skills. This factor contains two elements.



a. Knowledge.  Under FWS, knowledge is described as the extent of information or facts employees must know to do acceptable work.  Knowledge includes procedures, processes, rules, regulations, theories, concepts, and/or principles.

b. Skills.  Under FWS, skill is described as the level of ability required to perform a task and meet acceptable work standards.


Factor 2. Responsibility. This factor contains three elements:


a. Level of Supervision or Instruction Required.  Includes the level of supervision or instruction an employee receives in performing the work, or the level/type of supervision or instruction the employee gives other employees including:


(1)
Who the employee supervises or instructs 


    (i.e., coworkers, subordinates, etc.)


          (2)
How many employees or other persons the employee supervises or instructs.


          (3)
Under what conditions the employee supervises or gives instruction.


b. Guidelines.  Describes the type or level of guidelines available and the extent to which the employee uses them to successfully accomplish work.  While some guidelines specifically delegate the method to accomplish a task, other guidelines provide general instructions and require the employee to use judgment to accomplish a task.


c.
Accountability.  Describes the extent of responsibility the employee assumes as well as the type and extent of work review the employee performs.


Factor 3. Physical Demands.  This factor contains two elements.


a. Strenuous Bodily Exertion.  Describes the amount and type of strenuous bodily exertion required by the employee to successfully accomplish work, including:


(1)
Average and heaviest weights handled


(2)
How the weight is handled (i.e., by dollies or cranes)




   (3)  If the work is an individual or group effort


(4)
Type of work pace


(5)
Strenuous work positions or conditions (i.e., stooping, kneeling, holding vibrating tools, etc.)


(6)  Special physical attributes required (i.e., 


     color vision, dexterity)


b. Hazards.  Describes the specific or unique dangers 


   to which the employee is exposed, including:


(1)
How often the employee is exposed to danger.


(2)
How long the employee is exposed to danger.


(3)
What type of potential injuries can result from exposure to danger (i.e., cuts, bruises, occupational diseases, etc.)


Part IV.  Working Conditions. This part describes the actual work environment where the employee works.  Briefly describe the actual or typical work sites (i.e., indoors, outdoors, all weather conditions).  Also describe any unusual work situations (i.e., extreme temperature, smoke, poor ventilation) and how often the employee is exposed to such situations.
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FWS SPV JD
GUIDE FOR WRITING FEDERAL WAGE SYSTEM (FWS) SUPERVISORY JOB


DESCRIPTIONS (JDs)


Supervisory FWS job descriptions are to be written in this standardized format.


Part I. Introduction. Give the complete organization location of the position, as well as the purpose of the organization and position.


Part II.  Description of Duties:


a.
Planning (Emphasize a few points)


(1) Day to day or project-by-project basis.


(2)
Week-to-week or month-to-month basis.


(3)
On a quarterly or longer basis.


(4)
Allocate resources and distribute work.


(5) Provide advice to higher level officials on


long range plans.


b.
Work Direction


(1)
Assign work, provide technical direction.


(2) Investigate work related problems and


Implement corrective action.


 (3)  Assign and explain work assignments and operating instructions to subordinate supervisors.


 (4)
Help develop work standards.


 (5)
Coordinate work operations with supervisors of other organizations.


 (6) Evaluate completed work to ensure standards


are met.


    c.  Administration


(1)
Support and explain programs to subordinates


          (2) Recommend performance ratings, training, disciplinary actions.


  (3) Set performance standards, evaluate performance, and initiate recommendations for promotion, etc.


  (4) Act as management representative at hearings, meetings, etc.


  (5) Recommend promotion and reassignment, schedule leave, and evaluate performance of subordinate supervisors.


Part III. Level and Scope of Work Supervised.  Describe the level and complexity of the work operations supervised and their effect on the difficulty and responsibility of the supervisor's job.


Part IV.  Qualifications Required.  Describe the knowledge, skill and ability requirements.
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Classification Shortcuts
GUIDANCE ON USING SHORTCUT METHODS IN POSITION DESCRIPTION PREPARATION

The following methods of position description preparation may be used to reduce the amount of time required to prepare and review PD/JDs.  Line managers are encouraged to utilize these methods whenever possible.


1.  Identical-Additional (IA) Position.  When a new position is identical to another position in the same activity, and the workload warrants, it can be established as an IA.  An IA position is usually established when workload increases and additional personnel are required to perform the function.  For positions classified by the HRSC-SE, a request for the establishment of an IA position may be made by completing a Request for Personnel Action (RPA).  The same RPA may also be used to request recruitment action to fill the IA.  Attach a copy of the basic PD to which the IA is identical and indicate the PD number on the RPA (Refer to Standard Operating Procedure 12296 for Preparation and Submission of the (RPA).


2.  Statement of Difference Position.  When a new position is substantially similar, but not identical, to another position in the same activity, only the differences need be described on a single sheet and attached to a completed PD cover sheet (OF-8).  Use the following statement: "This position is substantially similar to PD No. , except for the following differences: (i.e., location, or additional duties or fewer duties)." Describe what those differences are and make sure you adjust Factor information if appropriate.  Note: It is not necessary to develop a statement of difference to describe the different levels of a developmental position.  Simply indicate in the remarks section of the OF-8 that the position is at the entry level, intermediate level, or full performance level.  OF-8s for developmental levels must also indicate the PD numbers for positions to which they have progression.
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OPF Request


.................................................................................................................................................................................................................................................              REQUEST FOR AN OPF/OPF INFORMATION FROM THE HRSC SOUTHEAST.............................    .



...........................................................FAX THIS REQUEST TO (228) 813-1027 or DSN 446-1027.................................................     .



............................................... OR E-MAIL TO � HYPERLINK "mailto:HRSCSE_RECORDS_BRANCH@navy.mil" �HRSCSE_RECORDS_BRANCH@navy.mil�.........................................................    ..



///////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////// //////    //////



Date of request:			Time of Request:



REQUESTER’S INFORMATION........................................................................................................................................ ...............    .



Requester Name:		Telephone No.:		E-mail Address:







TYPE OF REQUEST & TRANSMISSION......................................................................................................................... ................    .



( Information Request (check ONE of the following):







		( FAX to Ph: (    ) 	_____________________________ DSN: ________________________________________



	( MAIL to:         	__________________________________________________________________________



			__________________________________________________________________________







( OPF Request (entire OPF to be mailed to HRO address below)







OPF INFORMATION............................................................................................................................................. ...........................    ...



	Last name:	First name:	MI:  



	SSN:	DOB:







CUSTODIAL SITE FOR RECEIPT OF OPF................................................................................................... ...........................    .........







	(	HRO Jacksonville	 ( MCLB Albany	( HRO NAVOCEANO



		( Charleston



		( Gulfport/Pascagoula



		( Key West



		( Kings Bay



		( Mayport



( Roosevelt Roads PR



( GTMO



	



	(	HRO New Orleans	 ( HRO Orlando	( HRO Panama City











	(	HRO Pensacola	 ( SPAWARS











	(	Other	(Specify):







REMARKS/REASON FOR REQUEST............................................................................................................... .......................     .........







(Check one-)	 		Specific information needed/explanation:



(	HRO Review 		________________________________________________



( 	Employee Review 		________________________________________________



	( Agency Official Review 	________________________________________________







HRSC SOUTHEAST USE ONLY...............................................................................................................................   ....................    ...







	          OPF assigned to: 		________________________________________________







Date OPF due back to HRSC Southeast:			        ________________________________________________



















�



































                                      REQUEST FOR OPF/OPF INFORMATIONHRSC SOUTHEAST Form 12293/1 (10/98)


                                                                                                                                                             Encl (1) 12293-3
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RPA
SUBMISSION GUIDE

e Included in this package is
information for the submission of a
Request for Personnel Action (RPA)

through Modern DCPDS

e Amendments will be disseminated
when applicable.

e Reference Material:

DCPDS 11i Information

hitos://iwww . donhr.navy. mil/DCPDS/Default.asp

Guide to Processing Personnel Actions

http://www o v/ feddata/ .S






Information
to be
Completed
by the
Requesting
Office






Information Required for Electronic RPA's
Requirements of all RPA's:

o Select the Type of Request for Personnel Action from the Navigator's List.

i Do Al ot iores e

Appaintinant
Award/One.Thne Payment

Cancallaten/Conwction
BOD Carrection Process

+ CAOITransfer

+ Change Actions
Detalls
Convorsion fo Appob

+ Conversion w Demo Profect
Camversion to NSPS
Extnnsion af NTE

s Fill in SSN and/or name on Page 1.

» Block 3 - Complete Point of Contact Information to include name and phone
number,

» Block 4 - Complete proposed effective date on Page 1.

¢ Block 5 ~ Complete Action Requested By on Page 1.

» Block 6 - Complete Action Authorized By on Page 1.

e Do not use Block D, Remarks by Requesting
Office. Include all additional information in the
Notepad.

Information on pages 2 and 3 will be required depending on the type of action
requested. (This will be further explained below.)






When all information has been completed and routed through the
appropriate chain of command, go to page 1 and make sure to authorize or
obtain authorization before routing to the HRO in Black 6.

For NOAC requests, all RPAs must be submitted to the HRSC SE no less
than ten (10) days prior to the effective date of the action. A copy of
the Position Description (PD) must be attached to the RPA if not on file with
HRSC SE

Managing To Payroll (MTP) activities must attach a copy of the PD.
Indicate on the notepad applicable pay setting information {i.e., HPR info,
etfc))

When transmitting hard copy documents not sent electronically, eg.,
applications, DD-214's, Position Description, etc., Enclosure 1, "RPA
DOCUMENT TRANSMITTAL" must be completed and accompany any
documents provided to the HRSC-SE.

The following information must be provided in the NOTEPAD regarding the
position:

» Position Title

« Position Number (Core PD and Sequence Number)

» Pay Plan, Series, and Grade

» Organizational Information (Activity, Department, Division, Branch,
Section)

s  Work Schedule

» Part Time Hours o

» Bargaining Unit Status

» Duty Location, including Duty Station Code

« UIC

e Organizational Code

s Payroll Organization Code (i.e., Cost Center Code)

» Payroll Office

o Is the position of a continuing nature or temporary?

e If the position is temporary, identify NTE date and reason for
temporary appointment

e Indicate if position is military to civilian conversion






» Line of progression on the hotepad

» Include DAWTA information

» For Advisory Classification include Requested Title, Pay Plan, Series,
Grade

» BIN/TFMMS

Note: Do not complete NOAC, Legal Authority, or effective date. These will
be completed at the HRSC. This information should be completely documented
in the notepad of the RPA; otherwise, the RPA will be returned to the
originator.






Types
of
Personnel
Actions






Awards

Change
Actions

Change to
Lower Grade
(cLe)

Used for individual employee awards (monetary or time off). Do not use
for:

Quality Step Increase - use "Salary Change” (below).
Mass Awards -- See Type of Personnel Action "Mass Awards”

Include the following information on the RPA:

Identify the type of award in the Notepad.
Identify the amount of award and UoM (unit of measure - money or
hours) (page 2).

Includes Change in Hours, Change in Work Schedule, Name Change and
Change in Veterans’ Preference.

Change in hours: Include the new biweekly hours (decimals can be
used) (page 3, block 33).

Change in work schedule: Include the new work schedule (page 3,
block 32). If the change is to other than a full-time schedule,
include the biweekly hours {decimals can be used) (page 3, block 33).
Name change: Fill in SSN on Page 1. Once the record has been
retrieved (via 5SN), change the name on the RPA to reflect
employee’s NEW name in the name block. In the Notepad, indicate
Name Change From . The HRO must certify in the
Notepad that they have seen the paper work to support the name
change (e.g., social security card, divorce decree, marriage license).
Please do not forward the supporting documentation to the HRSC.
Change in Veterans Preference: The HRO would initiate this type of
action by selecting Change in Veterans Preference from the
Navigator's window. Attach documentation to support the action
(e.g., DD-214, SF-15, VA letter).

See Salary Change






Conversions
To Appts

Death

Details

Use to convert non-competitive excepted appointments to competitive

service appointments, convert gppointment NTEs, convert to

reinstatement career.

« In the Notepad, identify the basis for the conversion (i.e., VRA
appointment, handicap appointment, reinstatement, etc.),

If converting a VRA employee to competitive service appointment,

identify if the training plan was completed in the Notepad. If no RPA

for VRA conversion is received within 30 days of when conversion

date is due, an RPA will be generated by HRSC and processed.

e See Separations.

» TIdentify the NOAC in the Notepad.

» Indicate NTE Date on Page 1.

» Note: Ensure the position description or set of duties is attached,
unless it is retained at the HRSC.

» Details are documented with an RPA in all cases except those dealing
with bargaining unit agreements, including past practice, where the
command has always documented certain detaiis with a NPA or in
cases where commands specifically requests that a detail be
documented with an NPA for financial reasons or otherwise.
Commands must indicate in the Notepad if they want a detail
documented with an NPA. Otherwise, the RPA is the only
documentation.






Extension of
NTE

Living
Quarter
Allowance

LQA)

Most commonly used for:

Extension of a temporary appointment;
Extension of a term appointment;
Extension of a temporary promotion;
Extension of a position change;

Extension of furlough;

Extension of LWOP;

Extension of temporary reassignment; and
Extension of Details

Enter the type of extension and the new not-to-exceed date in the
Notepad.

NOTE: RPA's to terminate actions upon expiration of the not-to-exceed
(NTE) date are not required. For actions such as promotion NTE,
appointment NTE, reassignment NTE, will be automatically terminated
by the NTE date. All others require submission of an RPA to extend,
return or resign/ferminate.

There are cases in which a manager may wish to terminate a
temporary action PRIOR to the NTE date or to extend a tfemporary
action beyond the original NTE date. To effect early Termination or
to extend a temporary action, the activity manager must submit an
RPA to reach HRSC SE at least 10 days prior to the requested
effective date. Once the NTE date is reached, automatic
termination occurs and extensions are no longer possible.

In the Notepad, identify the following information: Country, Post
Allowance Percentage - for that country, number of family members,
LQA entitlement for that country, the amount for rent and the
amount for utilities must be documented separately; indicate if there
is or is not a separate maintenance allowance for someone remaining
in CONUS:; indicate if there is or is not danger pay entitlements; the
effective date of the LQA and the amount of money. Note: Foreign
Allowances should be indicated in the currency of the country.
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Mass Awards

Non Pay /
Non Duty
Status

Note: Activities and HROs cannot initiate an RPA. Select Individual
Award under Mass Award family.

A mass award is a collection of individual awards processed en masse to
save Modern DCPDS users time, effort, and keystrokes. The mass award
can be processed only if the following conditions are the same for the
group:

» Effective date
» Nature of Action
» Authority Code.

Mass awards are processed if you have 25 or more awards that meet the
above conditions, Less than 25 require individual RPAs.

An alpha listing by last name on an EXCEL spreadsheet with the following
data fields must be attached to the RPA:

NOA Code

Effective date of award

Award amount or Award percentage
Individual or Group Award type
Tangible Benefit Dollars (if applicable)
Social Security Number of Employee

ocw s wn

Most commonly used for:

« Placement in nonpay status (usually for seasonal employees);

Suspensions (placement in nonpay and nonduty status for disciplinary

reasons);

= Leave without pay (LWOP);

« Furloughs (resulting from lack of work or funds):

e LWOP-US (leave without pay to serve in the uniformed services).

« Inthe Notepad, indicate the type of action, the reason for LWOP or
suspension, and the employee's forwarding address.

= For extensions of LWOP or furloughs, see "Extension of NTE,” above.

* For return to duty actions, see "Return to Duty,” below.

NOTE: You must submit an RPA on a Return To Duty (RTD) for
indefinite suspensions only. RTD RPAs cre system generated for all
other suspensions

11






Position
actions

Promotion

Quality

Increase
(Irregular
Performance

Pay)

Establish position:
¢ Provide details regarding the pesition in the Notepad.

e Attach supporting documentation (updated organization charts, any
historical data, etc.) and completed OF-8 to the RPA.

e If advisory classification has been previously completed, include
complete RPA # of that advisory in the NOTEPAD.

o If establishment of position is for an accretion of duties promotion, a
completed Accretion of Duties checklist (Enclosure 5) must be
attached for classification purposes.

s Use DoN Recruit/Fill Request form and ensure information required
under "PD Data” is completed on the OF-8.

Review:

e Used to initiate a classification ADVISQORY only, no OF-8 needed.
Please review the above information for the supporting
documentation.

See Reassignment

e If promeotion is temporary in nature, be sure to obtain a signed/dated
copy of "Condition of Temporary Promotion” (Enclosure 6) from
employee accepting temporary promotion.

See Salary Change
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Realignment

Reassignment

Recruit / Fill

Return to
Duty

Select Realignment from the Navigator's List.

In the notepad, fill in the necessary information to reflect the
organizational change (e.g., the memo and the date of the memo that
authorizes the movement of the person and the position to the new
organization or code.

Follow instructions identified in the Realignment Checklist
(Enclosure 7).

If you are requesting an individual realignment action, the following applies:

Attach the necessary documentation to support the realignment,
including position information. If the realignment is due to the
establishment of a new organization, the HRO must consult with the
HRSC NOAC team POC to coordinate the process of building the new
organization at least 30 days prior to the effective date. If thereis
establishment of a new UIC, the HRO must contact Code 20 at least
60 days prior to the effective date. HRO must establish new UIC
and organization, via OCHR, prior to submission of RPA to HRSC.

Mass realignments are processed only if you have 25 or more individuals
meet the above conditions. Less than 25 require individual RPAs. Attach
the necessary documentation (employee's name, positions, old/new org code
and cost center code) to the RPA in alpha order by last name.

Identify Name and/or SSN on Page 1.

Identify position in the notepad.

Follow instructions identified in the Reassignment Checklist
(Enclosure 3).

Identify position information on the Notepad per page 5 of this guide.
Complete and attach the Recruitment Supplement (Enclosure 1).

Attach signed & dated job analysis and crediting plan {include signature,
name, title, PP, series, grade, name, and location of position
organization).

Identify date of Return to Duty in Notepad.

Individual may only be returned to the positions they left. If movement
iS required, a separate RPA must be submitted.

13






Salary Change

Used most commonly for the following types of actions:
» Promotion

« Promotion NTE (temporary promotion);

s Change to Lower (CLG);

e Denial of Within-rate Increase (WRI);

¢ Quality Increase (Irregular Performance Pay);

» Pay Adjustment (Demo commands only); and

¢ Locality Payment

Salary change may be used for other types of actions, but these are
generally done at the HRSC or in special situations.

* Indicate the position description number and the pay plan, series and
grade in the Notepad.

o Enter the type of action in the Notepad.

« For other types of award payments (other that QSI), see "Award /
One-Time Payment,” above.

« For actions that involve noncompetitive temporary promotions, follow
instructions identified in the Noncompetitive Promotion Checklist
(Enclosure 4).

« For actions that involve accretion of duties, please complete
"Accretion of Duties Questionnaire” (Enclosure 5).

» For actions that involve a change o lower grade, enter the remarks
as appropriate; i.e., results in RIF, notes if the CLG is a result of
expiration of temporary promotion or statements from an employee
requesting a CLG (for personal or medical reasons) in the Notepad.
Provide most current resume/application for qualification
determinations and voluntary CLG agreement statement. NOTE:
Ensure the position description is attached unless retained at the
HRSC SE.

« If the Change in Level or Band is a RIF action, attach both signed
copies of the RIF notice and acceptance form to the RPA,
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Separation

Termination
Appointment
In

Used for all types of separations: retirements, resignations, removals,

terminations, and deaths.

¢ Enter the type of action in the Notepad.

» For most separations, you need to complete additional information on
page 4. First, click the "Yes” or "No” button to indicate whether you
know of additional or conflicting information about the separation:

» If you check "Yes," the Remarks section of Part D is grayed out.
You must attach a separate explanation to the RPA using the
Attachment button on the Toolbar, If you check "No," you will be
able to type information into the Remarks section of Part D.

» Enter the employee's reason for resigning or retiring, and the
forwarding address, in Part E.

» If separation is due to RIF, attach both signed copies of the RIF
notice and the severance pay designation form to the RPA.

Please do not submit an RPA far this type of action. The HRSC SE will
create and process an RPA after receiving a pickup NPA from the gaining
activity/command.
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Coordination

Of

RPAs






Coordinate all RPA’s to the Groupbox identified

NAME OF GROUPBOX TYPE OF REQUEST

NOAC Actions

SE_R_AWD_INCENTIVE Mass Awards
. " Individual Cash Awards

Retention Incentive
Group Cash Awards Change in Career Tenure Group
Suggestion/Invention Awards Change in Data
Elements
Time Off Awards
Quality Increase (Irregular performance Pay)

SE_R_REALIGN_REASSIGN Realignments
Reassignments
Reassignment NTE
Details NTE
Extension of Detail NTE
Details NTE

SE_R_PROMO _CLG Accretion of Duties Promotion
Career Promotions
Non-Competitive Promotions
Change to Lower Grade (CLG)
Position Change Actions NOT associated with RIF
Extension of Position Change NTE
Non-Competitive Promotion NTE
Extension of Promotion NTE

SE_R_CHNG_ACTIONS Name Change
Data Element change
Veteran Preference change requests
Change in Duty Station
Change in Work Schedule
Ceonversion to Career Conditional
Change in Service Computation Date (SCD)
Change in Hours
Change in Allowance
SES Performance Award
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NAME OF GROUPBOX

SE_R_EXTENSIONS

SE_R_NONPAY_NONDUTY

SE_R_SEPARATIONS

SE_R_DISC SETTLEMENT

SE_R _CORRECTIONS

SE_R CLASSIFICATION
{(Non MTP only)

SE_R_CLASSIFICATION

SE_R_ RECRUVIT

SE_R_RECRUIT

TYPE OF REQUEST

Extension of Appt NTE
Extension of TERM Appt

LWOP NTE

LWOP US

Furlough

Furlough NTE

Suspension NTE and Indefinite
Return to Duty

Sabbatical

Placement in a Nor-pay status
Extension of LWOP NTE
Extension of Furlough NTE

Removals
Resighations
Separations - US
Terminations

All actions dealing with Settlement Agreements

Correction requests - please generate RPA as the
NOA you are requesting correction to. Da NOT use
the Correction on the RPA Selection list.

Accretion of Duties

Position Description Advisaries

Newly established positions

Re-description of Duties

Establish/Fill Actions that require classification.

Coordinate any actions associated with RIF to this
Groupbox.

1. All recruit actions that do not need classification.
Those RPAs requiring classification, coordinate RPA
to Classification Groupbox

2. Relocation bonus

3. Recruitment bonus

Mancgement Identification of Candidates (MIC)
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NAME OF 6ROUPBOX

SE_R_RECRUIT

NV_R_RETIRE_DEATH
(Benefits)

TYPE OF REQUEST

Name Request for:
Noncompetitive Transfers
Persons with Disabilities
Reinstatements

Voluntary Change Yo Lower Grades
VRA eligibles

Retirement - Mandatory
Retirement - Disability
Retirement - Voluntary
Retirement - Special Option
Retirement - ILTA

Death

Separation Incentive/VERA
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Enclosures
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RPA

DOCUMENT

TRANSMITTAL

FORM






REASSIGNMENT CHECKLIST

1, Does the position require classification?
YES NO

a. If YES, please complete this section. If no, proceed fo (b).
NOTE: PDs requiring classification should be forwarded directly o HRSC SE "Classification” Groupbox.

_______ braft PD forwarded/attached

_____OF-8/cover sheet included and completely filled in
______ Sensitivity identified on OF-8/cover sheet
____ Bargaining Unit Status (BUS) cade identified
—_____Org Code identified
—__ Target Grade identified
______ Supervisory/non-supervisory identified
—___Position Status identified
— FLSA,if mTP
_____ DAWTA Cedes as appropriate

b. IF DAWIA, include the following information as required:
- Acquisition Career Level Required
___ Acquisition Contractar Job Site
_____Acquisition Critical Position Identifier
______Acquisition Job Specialty 1

Acquisition Job Specialty 2

Acquisition Position Career Category
Acquisition Program Indicator

Acquisition Special Assignment

Enclosure 3






¢. If classification is not required, please indicate:

PD subject to IA action (yes or no)

is the position being reactivated?
__ certify reactivated PD accurate - new OF-8 is required
copy of PD included/attached (if not on file at HRSC-SE)

2. Verify that "reassignment” is the correct nature of action and select "Reassignment” from the Navigator's
window,

3. Are there multiple actions associated with this action?
YES NO

If YES: Please note the Request for Personnel Action (RPA) numbers and sequence for processing each
RPA in the notes section of each of the RPAs.

4. Inaddition to the basic requirements for completing an RPA from the RPA Submission Guide, a reassignment
must also include:

Select "Reassignment” from the Navigator's window.
—_Fillin SSN and/or Name on page 1.
On the "TO" side of page 2 fill in the CPCN (if known).

Review information on page 3 to make any necessary changes.

Remarks entered as necessary under Notepad.
Position Description {OF-8/cover sheet required) attached (unless PD is maintained at HRSC-SE),
5. Is the Reassignment a RIF action?

YES NO

If YES: attach signed copy of RIF notice along with acceptance form.
6. Qualifications:
a. If the HRO is determining qualifications, complete the following:

Employee meets qualifications. Annotate RPA that employee meets qualifications. Provide the name
of the Subject Matter Expert (SME) or HRO specialist making the determination. OR,






Employee not fully qualified; in-service placement used. Annotate RPA that experience
requirements are modified under OPM Qualification Standards Operating Manual special in-service
placement provisions.

b, If opting for the HRSC-5E to determine qualifications, prepare and forward a complete
application/resume (including transcripts, if necessary) to HRSC-SE,

7. Highest Previous Rate (HPR) (if applicable)

HPR is approved. Authorization is annctated on the RPA. NOTE: Approval must be granted PRIOR
to effective date of action.

HPR is not approved. Statement on RPA that HPR is not authorized.

8. Isthe actiona Priority Placement Program (PPP) exception?
YES NO

a, If YES, please cite on the RPA the specific exception used.

Maintain any documentation supporting the exception for 2 years as required by the PPP Operations Manual,
Provide the decumentation to HRSC-SE upon request,

b. If the reassignment is within the activity and a position at the same grade is subjected to PPP or abalished,
provide the position information in the RPA.

Submit PD# (Title/Series/Grade)
for PPP clearance.

RPA# NOA

Abolish PD#. , (Title/ Series/Grade)

Maintain this checklist for your records.

Persannel Specialist's Signature Date






NON-COMPETITIVE PROMOTION CHECKLIST

1. Does the position being promoted to require classification?
YES NO

a. If YES: please complete section (a). If no, proceed to (b).
NOTE: PD’s requiring classification should be forwarded directly to the
SE_R_CLASSIFICATION Groupbox

_____Draft PD forwarded/attached

____ OF-8/cover sheet included and completely filled in
_____ Sensitivity identified on OF-8/cover sheet
_____Bargaining Unit Status (BUS) Code identified
____Org Code identified
__ Target Grode identified
—_ Supervisory/non-supervisory identified
_____ Position Status identified
__FLSA,if MTP
__ DAWIA Codes as appropriate

b. If DAWIA, include the persor's DAWIA qualification documentation from the
activity. Also, include the following information as required:

____Acquisition Career Level Required

__Acquisition Contractor Job Site

___Acquisition Critical Position Identifier

____ Acquisition Job Specialty 1

— Acquisition Job Speciaity 2

___ Acquisition Pesition Career Category

___ Acquisition Program Indicatar

Acquisition Special Assignment

c. If classification is not required, please indicate:
____ PD subject to IA action (yes or nc)

is the position being reactivated?

Enclosure 4






certify reactivated PD accurate - new OF-B is required
copy of PD included/attached (if not on file at HRSC SE)

2. Verify that “non-competitive promotion” is the correct nature of action,
then select “promotion” from the Navigator's window.

3. Are there multiple actions associated with this action?
YES NO

If YES: Please note the Request for Personnel Action (RPA) numbers and sequence for processing each RFA
in the notes section of each of the RPA's,

4. Inaddition to the basic requirements for completing an RPA from the RPA Submission Guide, a non-competitive
promotion RPA must alse include:

_____Select “Salary Change” from the Navigator's window.
_____Select "Promotion” or "Promotion NTE” as NOAC.
__ Fill in $5N and/or Name on page 1.

On the "TQ" side of page 2 fill in the CPCN (if known).

Review information on page 3 to make any necessary changes.
Remarks entered as necessary under Notepad.
____Position Description (OF-8/cover sheet required) attached (unless
PD is maintained at HRSC SE).
6. ACCRETIONS
Annotate RPA that action meets DOD/DON requirements for accretion of duties promotion. Provide
name of specialist making the determination per certification checklist. Provide supporting documentation (old

and new PDs, org charts, etc.) o HRSC-SE upon request.

Attach completed new OF-8 cover sheet and PD on MTP actions

b. CAREER LADDER PROMOTIONS
. Annotate RPA with a statement regarding satisfactory performance
- Annotate in RPA:
—_Position is ot full performance level, or;
__Pasition has non-competitive promation potential to (grade)

Arnotate RPA with certificate number selected from and dote
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¢. TEMPORARY PROMOTION
_____.PD being assigned is subject to LA action
If there is a person currently assigned to the PD and IA is "no" - annotate the reason for using a PD that does not
allow multiple personnel assignments (shreds).
Attach the following to the temporary promotion RPA
___ Copy of signed/dated “Condition of Temporary Promotion”

For RPAs requiring HRSCSE qualification determinations:

Copy of classified PD with OF-8 attached {unless PD is maintained at HRSC-SE)
Updated resume/application attached

5, Is the action a Priority Placement Program (PPP) exception?
YES NO

a. If YES, please cite on the RPA the specific exception used.

Maintain any documentation supporting the exception for 2 years as required by the PPP Operations Manual,
Provide the documentation to HRSC SE upon request,

b. If NO, please annctate RPA that PPP clearance is required.

6. Qualifications,
a, If the HRO is determining qualifications, complete the following:

Employee meets qualifications. Annotate RPA that employee meets qualifications. Include the name
of the Subject Matter Expert (SME) or HRO specialist making the determination and the date. OR,

b. If opting for HRSC-SE to determine qualifications, prepare and forward a complete qualification package
1o HRSCSE, (which includes an updated resume or application if necessary to document qualifications).

FOR NUMBERS 7 & 8: Not required if HRSC-SE coordinates testing. The following applies if the HRO has
responsibility for scheduling physical and/or drug testing.

If the new position has a physical or drug test as a condition of employment, please annotate when the physical or
drug test was successfully completed.

NOTE: RPAs should not be coordinated to HRSC-SE if the test(s) are not complete. The RPA is incomplete and
cannot be processed.






7. Physical Requirements:

a. New physical satisfactorily completed (annotate date of SF-78 medical officer approval on RPA;
mail page 2 of the SF-78 to HRSC-SE)

b. Physical not required.
8. Drug Test Requirements:
a. Drug test requirements satisfactorily met. Annotate date on RPA.

b. Drug test not required.

Personnel Specialist's Signature Date
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ACCRETION OF DUTIES QUESTIONNAIRE

RPA #:

Current title, series, grade:

Requested title, series, grade:

Ref. (a) CFR 335.103
(b} OCPM Eastern Region Meeting Notes: Accretions of Duty Promotions
(c) OCPM Eastern Region Guidance/Advice Memorandum #63

1. Where did the new duties come from?

2. What was the reason for assignment of new duties?

3. Did the additional duties adversely affect another encumbered position?

4. Ts the accretion from a one-grade interval position to a two-grade interval position?

5. Does the accretion change the occupational series? If yes, how closely related are
the occupational series?

6. Is the accretion to a vacant higher level position (if so, it is not an accretion)?

7. Is the accretion from an Identical Addition (IA) position? If so, how are the other
positions affected?

8. Is the accretion from a non-supervisory position to a supervisory position?
9. Is the accretion from a non-leader position to a leader position?

10. Does the promotion result from application of new classification standards?
11. Does the accretion result in a move across organizational lines?

12. What was The basis for the classification (grade/series) of the replaced position
description?

Enclosure 5
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13. Were the major duties of the old position absorbed in the new pasition,
and the former position cancelled?

14. Could management have reasonably known that the new duties were
higher level before they were assigned?

15. Does the new position have known promotion potential?
16. Is there a career ladder in the organization for the work performed?
17. Has the incumbent received other accretion promotions?

18. Are there other eligible candidates for the position within the typical
merit promotion area of consideration?

19. Is there a substantial number of accretion of duty promotions in the
organization?

20. Does the action have the appearance of fairness?

Recommendation to Approve/Disapprove.

/
Signature of manager/date

(ONLY ACTIONS APPROVED AS ACCRETION OF DUTIES PROMOTIONS
ARE TO BE FORWARDED. NON-COMPETITIVE PROMOTIONS ACTIONS
NOT APPROVED ARE TO BE FORWARDED UNDER THE STANDARD
RECRUITMENT PROCESS)

/
Signature of Specialist/date.

This checklist and supporting documentation are maintained at the
HRO/Activity and must be immediately available to the HRSC upon verbal
request.






TEMPORARY PROMOTIONS

(To be completed by employees accepting offer of Temporary Promotion)

CONDITIONS OF TEMPORARY PROMOTION:

1. Promotion will be temporary for o specified period (not to exceed
).

2. Reason for temporary promotion:

3. When no lenger needed in the higher grade, employee will be returned to his regular
position, whether or not the expected period has expired, If terminated early, the
employee will be notified at least seven days in advance.

4. The promotion will automatically terminate on the specified date, with no advance notice
to the employee.

5. The employee will have no appeal or reduction-in-force rights in connection with the
change to lower grade if the temporary promotion is terminated within a maximum five-year

period,

6. If a reduction-in-force occurs during the period of temporary promotion, the employee’s
rights will be at his permanent grade level.

7. When the temporary promotion is terminated, the employee will return to his former
position, or equivalent with his consent.

8. Employee will get pay increases as earned.
9. Employee will have no saved pay rights when the temporary promotion is terminated.
10. Upon termination of the temporary promotion, employee will return fo the pay rate and

be given waiting period credit he/she would be entitled to if he/she had remained in the
lower grade.

(PRINTED NAME OF EMPLOYEE) (RPA Number)

(STGNATURE OF EMPLOYEE) (DATE)

Enclosure 6
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REALIGNMENT/REORGANIZATION CHECKLIST

REQUIREMENT -- In the notepad of all RPAs, fill in the necessary information to
reflect the organizational change (e.g., the memo and the date of the memo that
authorizes the movement of the person and the position to the new organization or
code

1 Will the realignment result in a change to HRO and/or HRSC servicing?

YES NO

If YES, has a Fact and Justification (F&J) Sheet requesting these changes been
submitted and approved by OCHR?

YES NO

If NO, Command via major claimant needs to submit servicing change request to
OCHR as soon as possible. Failure to obtain the required approval will result in RPA
being returned with no action taken.

2. Is the realignment due to the establishment of a new organization?

YES NG

If YES. the HRO must consult with the HRSC NOAC team POC to coordinate the
process of building the new organization at least 30 days prior to the effective date.

3. Is there establishment of a new UIC?

YES NO

If YES, the HRO or command must contact Code 20 at least 60 days prior to the
effective date so the UIC can be built by HRSD.

4. Does the realignment/reorganization require positions to be classified?

YES NO

If YES, is command non-MTP and serviced by HRSC SE?

YES NO

If YES, the HRO and command must contact HRSC SE Classification, as the
classification authority, so classification workload can be coordinated and
completed PRIOR to effective date of realignment/rearganization.

Enclosure 7
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NOTE: For realignments of positions from non-MTP organizations serviced by
HRSC SE, HRO and command need to provide complete POC information for the
transmittal of position descriptions o new servicing classification auvthority, i.e.
another HRSC, MTP activity, eftc. The same applies If HRSC SE becomes the
classification authority for positions realigning info a non-MTP organization serviced
by HRSC SE.

5. Does reclignment or reorganization require DFAS information to be built,
i.e. cost center codes, UIC, etc.?

YES NO

If YES, the Command must contact DFAS for guidance on the timeframes required
to build the information PRIOR the effective date.

Note: HRQ must establish and verify NEW UIC and organization, via OCHR,
prior to submission of RPA to HRSC. Failure fo do so will result in RPA being
returned with no action taken by HRSC.

6. How many individuals and RPAs are involved?

Less than 25 individuals require individual RPAs, Attach the
necessary documentation to support the realignment, including position information
or memorandums.

If more than 25 individuals, a Mass Realignment can be processed

using ore (1) RPA. Attach the necessary documentation (employee's name, positions,
old/new org code and cost center cade) to the RPA in alpha order by last name.
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National Security Personnel System

(NSPS)

This section is an addendum to the RPA Submission Guide for positions covered
by NSPS.

o ADDITIONAL POSITION INFORMATION

If the position being filled is covered by NSPS, the following information
is needed in addition to information provided on all other RPA submissions:

» NSPS Spiral Indicator
» Position Hierarchy Information
o Vice information - Name, PD number and sequence number
(Example: vice Joe Sample PO# 12345.0001.
e Rating official information - Name, PD number and sequence
number

o DOCUMENTING PAY DECISIONS

An NSPS Pay Setting Worksheet is REQUIRED for ALL actions, regardless of
whether or not there is a change in pay and regardless of the percentage
increase,

For actions that do not require the generation of a certificate, e.g. NOAC, Non-
CERT, etc., failure to attach the required pay setting worksheet will result in
your RPA being returned as "incomplete”.

For actions filled from a certificate, a completed pay setting worksheet must be
received BEFORE a FINAL job offer is extended.

A fill able copy of the NSPS Pay Setting Worksheet is provided with this
enclosure.

*Special Note* -- On “reassignment” actions make sure the pay set is equal to
at least the lower end of the pay band that an individual is moving into. An






example would be a YA-2's new pay that does not meet the lower pay band limit
of the YC-2 pay band to which they are being reassigned (movement between
same pay band, i.e. "2"). In such a circumstance, the individual's pay must be set
at the lower limit of the YC-2 pay band.

Users should refer to NSPS Implementing Issuance S€1930.10 which can be
found on the CPMS website at

http://www.cpms.osd.mil/nsps/docs/implementing_issuances/1930depsec.pdf






OCHR PAY SETTING WORKSHEET

Candidate Information NSPS Job Information (To Be Fifled)
| I

h—

New Hire New-Hire pay may be set no higher than Step 1 of the former GS-grade equivalent plus
30.0% (up to the pay band maximum rate of pay) alary Range: 18,630-37,130

i

Promotion Between 6.0% and 20.0%, not to exceod the NSPS Pay Band maximum

0 [

Reassignment/Reduction in Pay Band

- Voluntary Elther 1)} Any decrease amount but no iess than the NSPS Pay Band minimum OR
2) Any increase between 0% and 5.0% but not to exceed the NSPS Pay Band maximum
{employee cannof receive more than 5% increase in & 12 month period)}

- Management-Directad Between 0% and 5.0% for gach action, not to exceed the NSPS Pay Band
maximum {reassignment only)

- Involuntary Decrsase between 10.0% and 0%, but no less than the NSPS Pay Band minimum
{employee cannot receive more than 10% reduction m pay in a 12 month period)

Date of last reassignment: (if applicable)} % of Decrease:

SALARY INFORMATION: Candidate’s Current Salary, Internal Salary Analyses, Proposed Salary

Use the Pay-Setting Guidance above {See Manager's Guide for more detailed information). Compiete the entire Worksheet before
determining the approgriate “Proposed Salary” to ensure a thorough comparison with all relevant pay-setting factors.

—— |, | —
" Total Annual Salary: New NSPS (Total) Salary:
Base Salary: BASE PAY DATA
Locality Pay: New Base Salary:
Exclude Bonuses, Awards, Avg. Salary: New Locality Pay:
Lump-Sums Amounts)
Number of
incumbents: Offer Within:
Years of Relevant Experiance: ts Salary in:
Highest Salary: - Unit/Org/Dept Salary Budget? Yos
Avg. Years in Position: - Pay-Setting Guidance? yes
For External, Non-Federal, New-Hire Candidates Only Was the “Totel R Pergpective” Considered and

Emphasized, Especially the Value of FEHB, Leave
Prior to Committing to a Proposaed Salary, Factor in the “Total R Programs, otc? Yes

Perspective” andior the use of any Recruitment Bonus or
Relocation Bonus. if This Salary Offer Includes any Recruitment or
Refocation Bonus, Indicate the Amount{s):

- Recruitment Bonus: NVA

- Relocation Bonus: N/A

= Total Bonus: N/A

(1) Unit or Organization Average Salary - Obtain from your Admin, if needed.
(2} Ifthe “Proposed Salary™ is not within the Pay-Seiting Guidelines, complete the “Fay Factors Justification™ section on page 2.





ASSESS the CANDIDATE’S JOB-RELATED EXPERIENCE, TRAINING, AND SKILL/ICOMPETENCY

Indicete the Candidate's:
Education Level and/or Dagrees:

List Relevant Training (Licenses, Cetifications, efc):

Years of Relevant Experience:

Place an "X in the Appropriate Leval of Job-Related Experence, Training, and Skill Laveis/Competencies of the Candidate. Consgider the ful-
range of the Candidate’s breadth, depth, and scope of relevant job duties, responsibikities, and complexity.

Candidate’'s Employment History Indicates

Experisncs

Competoncies
Training {Knowledge, Skills,
Abilltias)

Breadth, Depth, and
Scope of Relevant
Job Experience

Meets Minimum Position Levels

Exceeds Minimum Posttion Lovas

Prior Direct Experience, Can “Hit the ground
running”

Possesses Unique Skills Critical to
UnithgencyIDepaltmam (ldentify)

IF PROPOSED SALARY [S NOT WITHIN GUIDELINES
Check only those pay factors that were considened in reaching this pay decision and provide appropriate justification.

Pay Factors

Critical Agency Business Need

Current Salary / Salary History

Relevant Work Experience

Education Leveis

Training

Competencies

Use of Any/All of the “3 R's"

Other (Describe)

Recommending Official:

Printed Name

Signature

Budget Approval:

Disapproved (please specify reason):

] Concur
]

Printed Name

Signature

Approving Official:

0 a0

Concur with racommended salary package
Alternate salary package approved {please specify below)

Altermate salary package requested for higher lave! raviewfapproval (Pisase specify below)
ALTERNATE SALARY PACKAGE:

New NSPS Salary +

Incentive (If applicable)

= Total Salary package

Printed Name

Signature

Higher level approval (H required):
Concur

] Disapproved (pleasa specify reason)

Printed Name

Signature
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QUESTIONAIRE/CHECKLIST (please fill ont completely)

RPA# Incentive RPA # EOD:
NAME: 8SN: DATE OF BIRTH: / /
MM/DD/YYYY

CURRENT ADDRESS:
PLACE OF BIRTH: COUNTRY OF BIRTH:

CITY STATE (NAURALIZATION CERTIFICATE # }
1. CIVIL SERVICE:
1A) HAVE YOU EVER WORKED FOR, CIVIL SERVICE? [JYES [INO (IF “NO”, SKIP TO #2)
1B) TYPE OF CIVIL SERVICE:  [] GENERAL SCHEDULE/WAGE GRADE [0 NaF [ TEMPORARY

] POSTAL SERVICE [ OTHER
10y DATE OF SEPARATION FROM LAST COMMAND: i / ({DDMMYYYY)
D) NAME AND LOCATION OF LAST COMMAND: (PLEASE SUPPLY LAST 5F50)
1E) HAVE YOU EVER BEEN COVERED BY A GOV'T RETIRMENT PLAN? [(JCSR. [JFERS [JOTHER
IF WERE YOU EVER UNDER 18P [[INO [CIYES
1G) DO YOU NOW HAVE A TSP LOAN? [ONO [JYES (IF “YES™ SEE TSP — 19 WHEN REPORTING)
2. MILITARY SERVICE:
24) DID YOU SERVE IN THE US ARMED SERVICE? [INO (IF “NO”, SKIP TO #3)
[JYES (IF YES, THEN /| - DD214 REQUIRED SHOWING DISCHARGE
date of discharge (DD/MM/YY)

2B) TYPE OF DISCHARGE : [[] HONORABLE [] OTHER THAN HONORABLE

2C) ARE YOU IN THE RESERVES OR HAVE POSSIBILITY OF RECALL? [] NO [1 YES ( BRANCH OR RESERVES:
)

2D) DII)YOURETIREFRDMTI-IEWII‘ARY? ] NO(F*NO”, SKIP TO # 3) (] YES
2E) DATERETIRED: __/___/_ _ (MM/DI¥YY)

pi 3] BRANCH OF SERVICE:
2G) RANK AT RETIREMENT:

3. EPUCATION:
34) GRADUATED HIGH SCHOOL: [ YES [JNO
3B) DID YOU ATTEND: [0 COLLEGE [ JR COLLEGE [0 TRADE SCHOOL (IF YOU DID NOT ATTEND, SKIP TO #4)

30) NAME OF INSTITUTION: ADDRESS:

D MAJOR FIELD OF STUDY

3E) NUMBER OF HOURS OF CREDIT EARNED: ] SEMESTER ] QUARTER
3F) DID YOU RECEIVE A DEGREE: [] YES [INO

3G) TYPE OF DEGREE: [[] ASSOCIATES [ BACHELORS [[1 MASTERS [ DOCTORATE
3H) YEAR OF DEGREE;

IF AN ITEM IN 3B IS CHECKED, YOU MUST PROVIDE THE INFORMATON REQUESTED IN ITEMS 3C THROUGH 3H.
IF COMPLETE INFRORMATION IS NOT PROVIDED, EMPLOYEE EDUCATION WILL BE CODED AT THE HIGH SCHOOL GRADUATE LEVE]L

4 HANDICAP STATUS? []NO,IDONOTHAVE A HANDICAP [] YES (SEE FORM #256 WHEN REPORTING)
I CERTIFY THAT THE INFORMATION ABOVE IS TRUE AND

COMPLETE TO THE BEST OF MY ENOWLEDGE: (SIGNATURE OF
APPLICANT)
FOR HRO USE ONLY
SEX [IMALE RACE: CHECK AS MANY AS APPLY CJAMERICAN INDIAN ot ALASKA NATIVE [JASIAN
CIFEMALE [JBLACK or AFRICAN AMERICAN [CIWHITE (NOT OF HISPANIC ORIGIN)
[ HISPANIC or LATINO O NATIVE HAWAHAN or DTHER PACIFIC ISLANDER
DOCUMENT CHECKLIST: (BOLD ITEMS MUST BE RECIEVED INORDER TO INPUT ACTIO
{1 OF-366 (DECLARATION OF PRIOR FEDERAL SERVICE) ] SF-256 (SELF-ID OF HANDICAP)
[ SF-61(APPOINTMENT AFFADAVIT) C1 DD-214 (SEP/ACTIVE DUTY)
{0 19 EMPLOYMENT VERIFICATION FORM) [ SF-813 (MILITARY RETIREES ONLY)
[0 E-VERIFY FORM (EMPLOYMENT VERIFICATION) (I SF-144 (STATEMENT OF PRIOR FEDERAL SERVICE)
] SF-181 (RACE & NATIONAL ORIGIN) [] RESERVE STATUS ID FORM
[0 SELECTIVE SERVICE VERIFCATION FORM C] TsP-19
[ SF-75 GF APPLICABLE) [0 STANDARDS OF CONDUCT FOR DOD PERSONNEL
J PRIOR SF-50 O DRUG-FREE WORKPLACE PROGRAM

I CERTIFY THAT THE ABOVE DOCUMENTS WERE RECEIVED, VERIFIED AND COMPLETED:

I o
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WORK CATEGORIES AUTHORIZED FOR IRREGULAR


OR INTERMITTENT HAZARDOUS DUTY


1.   Exposure to Hazardous Weather or Terrain


2.   Exposure to Physiological Hazards


3.   Exposure to Hazardous Agents


4.   Participating in Liquid Missile Propulsion Tests and          Certain Solid Propulsion Operations


5.   Work in Fuel Storage Tanks


6.   Firefighting


7.   Work in Open Trenches


8.   Underground Work


9.   Underwater Duty


10.  Sea Duty Aboard Deep Research Vessels


11.  Collection of Aircraft Approach and Landing Environmental


     Data


12.  Experimental Landing/Recovery Equipment Tests


13.  Land Impact or Pad Abort of Space Vehicle


14.  Height Work


15.  Flying


16.  Experimental Parachute Jumps


17.  Ground Work Beneath Hovering Helicopter


2
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DON Recruit-Fill Form


                                                             DON RECRUIT/FILL REQUEST FORM                                     


Please provide this information either on the RPA or attach this form to your Request for Personnel Action (RPA) along with a complete PD.  This information is essential to proceed with your recruit. Drop down menus in many fields have been added to assist you in your selections.  Double click on an item to open the menu. If you need assistance, please contact your HRO Advisor.


		POSITION TO BE FILLED

		RPA#

		



		Title, PP/Ser/Gr

		     

		PD#

		



		POINT OF CONTACT INFORMATION



		Sel. Official Name

		

		Phone

		

		Email

		



		Alt. Sel. Of. Name

		

		Phone

		     

		Email

		



		HR Liaison Name

		

		Phone

		     

		Email

		



		PD INFORMATION: Verify that the following data, as applicable, is documented on the PD coversheet or within the body of the PD.  Add to PD coversheet or PD if missing. 



		Data

		 FORMCHECKBOX 


		Position Title, PP, Ser, Gr

		 FORMCHECKBOX 


		Activity Name     



		

		 FORMCHECKBOX 


		FLSA Code

		 FORMCHECKBOX 


		Supervisory Certification



		

		 FORMCHECKBOX 


		Financial Statement Req.

		 FORMCHECKBOX 


		Classification Certification     



		

		 FORMCHECKBOX 


		Position Status

		 FORMCHECKBOX 


		Date PD Classified



		

		 FORMCHECKBOX 


		Supervisory Status

		 FORMCHECKBOX 


		Statement of Difference



		

		 FORMCHECKBOX 


		Position Sensitivity

		 FORMCHECKBOX 


		Security Requirements



		

		 FORMCHECKBOX 


		Competitive Level     

		 FORMCHECKBOX 


		EE Designation



		

		 FORMCHECKBOX 


		Competitive Area     

		 FORMCHECKBOX 


		Mobility Indicator Stmt.



		Required Statements

		 FORMCHECKBOX 


		Bargaining Unit Status

		 FORMCHECKBOX 


		Functional Class Code



		

		 FORMCHECKBOX 


		UIC

		 FORMCHECKBOX 


		Pay Table ID



		

		 FORMCHECKBOX 


		Crime Control Act Stmt.

		 FORMCHECKBOX 


		Special Retirement Provision



		

		 FORMCHECKBOX 


		Lautenberg Statement

		 FORMCHECKBOX 


		Interdisciplinary Pos. Series



		

		 FORMCHECKBOX 


		Drug Testing Desig. Position

		 FORMCHECKBOX 


		Certification/Licensure Req.



		Acquisition


Data

		 FORMCHECKBOX 


		Certification Level Code

		 FORMCHECKBOX 


		Critical Acquis. Pos. Code



		

		 FORMCHECKBOX 


		Career Category Code



		RECRUITMENT INFORMATION:  Complete those fields that are applicable to your vacancy.



		Position

		Target PP, Ser, Grade

		

		Due to In sourcing

		     



		

		Organizational Code

		     

		Obligated Position

		 FORMDROPDOWN 




		

		Major Claimant

		     

		Due to Mil/Civ Conversion

		 FORMDROPDOWN 


		FY Authorized

		



		

		Payroll Code (Cost Center)

		          

		Function Under CA Study

		 FORMDROPDOWN 




		

		Work Schedule

		 FORMDROPDOWN 


		Base Closure

		 FORMDROPDOWN 




		

		Appointment Type

		 FORMDROPDOWN 


		TDY Required

		 FORMDROPDOWN 


		Days/Month

		



		

		Duration of Appt/Action

		 FORMDROPDOWN 


		Temp/Term Justification on RPA

		 FORMDROPDOWN 




		

		Number of Hours per Week

		 FORMDROPDOWN 


		PD attached to RPA

		 FORMDROPDOWN 




		

		Payroll Office ID

		          

		BRAC Identifier

		     



		

		Duty Station

		     

		TDA Para #(Army)

		     



		

		Geolocation Code

		

		TDA Line # (Army)

		



		

		BIN Number

		     

		AMSD (Army)

		     



		Special Position Considerations

		Physical Requirements (OF-178, Certificate of Medical Exam, is attached)

		 FORMDROPDOWN 




		

		Overtime/Shift/Weekend/Holiday Work 

		 FORMDROPDOWN 


		If yes, what type?

		     



		

		Certification or Licensing Req

		 FORMDROPDOWN 


		If yes, what type?

		     



		

		Credentialing Required

		 FORMDROPDOWN 


		If yes, what type?

		     



		

		Law Enforcement Officer Position

		 FORMDROPDOWN 


		Mobility Agreement Required

		 FORMDROPDOWN 




		

		Firefighter Schedule

		 FORMDROPDOWN 


		Other Requirements 

		     



		Other


Recruitment 


Information

		Grade Level(s) to recruit for & PD#s:

		     



		

		Number of Vacancies

		     

		Potential Candidate Name(s)


(Merit System Principles and Prohibited Personnel Practices still apply.)

		1

		     



		

		PCS Authorized

		 FORMDROPDOWN 


		

		2

		     



		

		Vice (Employee Name)

		     

		

		3

		     



		

		Hiring Incentive Being Offered?

		 FORMDROPDOWN 


		RPA #’s if filled win Last  Year

		     



		

		Duration of Announcement (if applicable)

		     

		Special Salary/Premium Pay Entitlements

		     

 FORMTEXT 
     



		

		Activity Web Site for announcement

		     





DON RECRUIT/FILL REQUEST FORM, continued                               RPA#

		RECRUITMENT SOURCES 

		Identify those recruitment sources you would like to utilize to fill your vacancy. 



		Area of Consideration

		 FORMCHECKBOX 


		Permanent Employees Only

		 FORMCHECKBOX 


		Include Appointable Term/Temp Employees



		

		 FORMCHECKBOX 


		VRA and Veterans with 30% or more Disability

		 FORMCHECKBOX 


		NAFI / Interchange Eligibles



		

		 FORMCHECKBOX 


		Current DON (Navy and Marine Corps)

		 FORMCHECKBOX 


		Individuals with Disabilities (Schedule A)



		

		 FORMCHECKBOX 


		Current Navy

		 FORMCHECKBOX 


		E. O. 12721 (Returning Overseas Family Member)



		

		 FORMCHECKBOX 


		Current USMC

		 FORMCHECKBOX 


		Military Spouse / Family Member (Overseas)



		

		 FORMCHECKBOX 


		Current Department of Defense (DOD)

		 FORMCHECKBOX 


		Student Educational Employment Program



		

		 FORMCHECKBOX 


		Current Federal

		 FORMCHECKBOX 


		Local Hire (Overseas)



		

		 FORMCHECKBOX 


		Reinstatement Eligibles

		 FORMCHECKBOX 


		All Qualified Candidates (Excepted Service)



		

		 FORMCHECKBOX 


		VEOA

		 FORMCHECKBOX 


		Current Dept of Army



		

		 FORMCHECKBOX 


		Military Spouse Executive Order 13473

		 FORMCHECKBOX 


		Other (confer w/HRO; define and specify)



		

		 FORMCHECKBOX 


		DE –U.S. Citizen

		

		



		

		 FORMCHECKBOX 


		Activity Only - List UIC/Org

		



		JOB ANALYSIS/CREDITING PLAN INFORMATION:  Provide the below information if normally completed in consultation with the HRO prior to submission of the recruitment action to the HRSC. 



		All Skills, QRF and SF’s must be supported by duties in the PD

		1. Provide a short description identifying specialized experience for the position. 


     

2.  For Merit, list 4-8 specific technical skills that would differentiate best qualified candidates from qualified candidates.       

     List in order of importance:


-                                                                                                 -       

-                                                                                                 -       

-                                                                                                 -       

-                                                                                                 -       

3.  List any Required (Quality Ranking Factor) Skill(s) and a justification for the QRF. 


     

4.  List any Selective Factor(s):  and a justification for the SF. 

     

5.  For Delegated or Competitive Examining (DE), attach a complete job analysis, crediting plan and SF-39A (if used).  Please see your HRO or HRSC advisor for assistance in developing these ranking tools.    FORMCHECKBOX 
 



		Certification

		Certification of Crediting Plan Skills, SF and Job Analysis


                                                                                                                                                                   

Name of SME                                                             Title, PP/Grade                                                             Date



		DOD PRIORITY PLACEMENT PROGRAM (PPP) INFORMATION:  To be completed by HRO or HRSC as applicable.



		PPP Clearance

		PPP Option Code(s), if any

		     

		Remote Activity Code, if any

		     



		

		PPP Exception, if any (cite)

		     



		

		Is Reemployment Priority List (RPL) cleared?

		Date Cleared

		     



		

		Is the activity’s Priority Consideration List (PCL) cleared?

		Date Cleared

		     



		

		Is Re-Promotion Eligible List cleared?

		Date Cleared

		     



		

		HRO Guam ASARSs #:       

		Date Cleared

		



		OVERSEAS VACANCIES:



		Sponsor Information

		Name

		     

		Phone

		     

		Fax

		     



		

		Mailing Address

		     



		

		Email Address

		     



		Tour Information

		Country

		     

		Tour Length

		 FORMDROPDOWN 




		

		Overseas Entitlements/Allowances:

		     



		Please enter any additional comments or instructions for your recruitment.       





		Form Completed by (name)

		     

		Phone

		     

		Email
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Employee Absences for Court or Court-Related Services


		    Nature of


      Service

		               Type of Absence

		                            Fees

		  Government


Travel Expenses



		

		Court


Leave

		Official


  Duty

		  Annual


Leave or 


 LWOP

		No

		                  Yes

		



		

		

		

		

		

		

		  No

		Yes*



		

		

		

		

		

		   Retain

		   Turn


    in to 


 Agency

		

		



		I  JURY SERVICE


   A- US or DC 


         Court

		   x

		

		

		 x

		

		

		   x

		



		   B- State or local 


        Court

		   x

		

		

		

		

		        X

		   x

		



		II WITNESS SVC


   A- On behalf of


        US or DC


        Government

		

		    x

		

		  x

		

		

		

		   x



		   B- On behalf of


        state or local


        government


   1- In official


        capacity

		

		    x

		

		

		

		       X

		

		   x



		   2- Not in


       official capacity

		   x

		

		

		

		

		       X

		    x

		



		   C- On behalf of


         private party


    1- In official


        capacity

		

		    x

		

		

		

		      X

		

		   x



		    2- Not in official


         capacity


         a-when a 


            party is US,


            DC or State


            Government

		   x

		

		

		

		

		       X

		    x

		



		         b-when a 


            party is not


            US, DC or


            State or 


            Local


            Government

		

		

		        x

		

		       x

		

		    x

		





 *Offset to the extent paid by the court, authority, or party which caused the employee to be summoned.
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(CODE)













(DATE)


MEMORANDUM


From:   (SUPERVISOR TITLE, ACTIVITY, LOCATION) 


To:
  (EMPLOYEE NAME, TITLE, PP, SERIES, GRADE)


Subj:
  MANDATORY CIVILIAN EMPLOYEE ASSISTANCE PROGRAM (CEAP)



  COUNSELING


Encl:
(1) Directions to CEAP location


1.  You are hereby directed to attend a mandatory appointment with (CEAP COUNSELOR’S NAME), CEAP Counselor, on (DATE) at (TIME). Your appointment will be at the CEAP office located at (LOCATION).  Enclosure (1) provides specific directions to the appointment location. Your appointment will last approximately one hour. 


2.  You are being directed to attend this appointment which has been scheduled because of (CITE REASONS). The Counselor will complete an assessment of all presenting problems and may make recommendations to help resolve any concerns based on the results of the assessment. The Counselor will ask you to sign a Release of Information to allow the Counselor to communicate with me about your compliance with this work assignment. The CEAP Counselor must notify me if you do not show for the appointment.  


3.  This mandatory appointment is considered a work assignment. Refusal or failure to attend the appointment may result in disciplinary action being taken against you for failure to follow a direct order. Since this appointment is a work assignment, you will be excused from work to attend the appointment with no charge to leave. You must request leave for any subsequent CEAP appointments occurring during working hours. There is no cost to you for the CEAP Counselor’s services; however, if the Counselor refers you to another provider for consultation or treatment, you will be responsible for fees imposed by that provider. You may file with your insurance company or make other arrangements with the provider for such fees.  


4.  Please acknowledge receipt of this memorandum by signing and dating in the space provided below.









SUPERVISORS SIGNATURE


ACKNOWLEDGMENT: Your signature below only acknowledges receipt of this memorandum and does not indicate agreement or disagreement the memorandum’s contents.  Failure to sign will not void the contents of this memorandum.


Received by:






Date:
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Emergency Contact


Emergency Contact
PLEASE PRINT ALL INFORMATION CLEARLY


EMERGENCY NOTIFICATION


Employee:  ______________________________ SSN#: ________________


Current Address:  ____________________________________________


                       
     ____________________________________________


I hereby authorize my activity __________________ to notify any one of the following persons in case of a personal emergency. 


People to Contact in case of emergency:


Contact’s Name

Phone Number/Address
Relationship to 










Employee 


Primary Contact


________________
            ____________________
   ___________________






____________________







____________________


Alternate Contact (in case of inability to contact primary)


________________
            ____________________
___________________






____________________







____________________








__________________________________ 








EMPLOYEE SIGNATURE

DATE


NOTE





The information being provided to you in the normal course of the performance of your duties is subject to the provisions of the Privacy Act of 1974.  Under no circumstance may you disclose any personal or privileged information contained therein, except as authorized by the Privacy Act or SECNAVINST 5211.5D.


Section 3(i) of the Privacy Act of 1974 (Public law 93-579, 5 U.S.C. 552a(i)), provides that any public employee who willfully discloses information in violation of the act, or any person who uses false pretenses to obtain information covered by the act, shall be guilty of a misdemeanor and fined not more than $5,000.    
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Date


Jane Doe


123 Any Street


Jacksonville, FL 32212


Dear Ms. Doe,


I was deeply saddened to learn of the recent loss of your ________. Words have little meaning at a time of personal tragedy, but I do want to express my sincere sympathy and concern.  


All of us here at ___________________ join in sending our condolences and letting you know our thoughts are with you in this time of sadness.  


The Human Resources Office is available to answer questions and direct you to the necessary contacts for counseling. Please let me know personally if I can be of any assistance 









Sincerely,









R. S. JONES









Commanding Officer    
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DETAIL CHART











   COMPETITIVE












    PROCEDURES


DETAIL TO:               DOCUMENTATION            REQUIRED   


___________________________________________________________


Lower grade, same grade or unclassified duties


Less than 120 days             NO                     NO


120 days or more,


consecutive 120-day


increments up to one year      YES (RPA)              NO


Higher grade or position with more promotion potential


30 days or less                NO                     NO


31 - 120 days                  YES (RPA)              NO


In excess of 120 days,


consecutive 120-day


increments up to 1 year        YES (NPA)              YES


Details in an organization undergoing a contracting-out study or closure may be extended for up to two years.


NOTE:  Many negotiated agreements require that an employee be temporarily promoted if he/she is assigned, for a period in excess of 30 calendar days, to unit positions classified at a grade level higher than his/her regular position.  Check your negotiated agreement and contact your Staffing Specialist if you have questions.
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From: Commanding Officer, (Naval Activity)


To:   All Activity Managers and Supervisors


Subj: POLICY STATEMENT ON DOD PROGRAM FOR STABILITY OF CIVILIAN 


      EMPLOYMENT


Ref:  (a) PPP Operations Manual


1.  The DOD Priority Placement Program (PPP) for Stability of Civilian Employment provides the primary avenue for placement of DOD employees affected by base closure, reduction-in-force, and transfers of function outside the commuting area; employees completing overseas tours; and employees on grade retention.


2.  The program seeks to provide stability in civilian employment and simultaneously offers a prime recruiting source for available vacancies.  Referrals from the system are registrants who satisfy qualification requirements for the particular position to be filled.


3.  This activity, along with other Navy activities serviced by the CNRSE HRO, has established a commendable record of selection, placement, and the smooth assimilation of program registrants into the workforce.


4.  The policies and objectives of the DOD Priority Placement Program, as set forth in reference (a), have my personal support and commitment.  I expect all supervisors and managers involved in the personnel selection process, as well as those employees involved in its administration, to support the program, as fully and as positively in the future, as they have in the past.


                               I. M. SKIPPER


Copy to:


Director, CNRSE HRO 
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 Date:


MEMORANDUM                                                       


From:


To:


Subj:  COMPETENCY FOR DUTY EXAMINATION


Encl:  (1) JD/PD#


1.  You are hereby directed to report for a competency for duty examination to determine whether you are able to perform the duties of your position without harm to yourself or others. The examination will be conducted immediately at the appropriate Naval medical facility.


2.  Your behavior indicates you are under the influence of drugs or alcohol or are mentally or emotionally incompetent to perform your assigned duties. Specifically, the following conditions have been observed:


a.  ________________________________________________________________


b.  ________________________________________________________________


c. _________________________________________________________________


d. _________________________________________________________________


3.  The results of your examination will be considered in determining whether you should remain in a duty status for the remainder of your shift. If the examination indicates such action is appropriate, you will be placed on sick leave for the remainder of your shift. Should that occur, you may request annual leave or leave without pay if you so desire.


4.  By copy of this letter, the appropriate Naval medical facility is requested to perform the competency for duty examination to evaluate your ability to perform the duties of your position as described in enclosure (1).


5.  This action is necessary to ensure your safety and the safety of others in the work environment and to maintain the efficiency of this command. Failure to comply with this order may result in disciplinary action.


____________________________________


Supervisor' s Signature


Received by:______________________________     Date:________________


Copy to:


Naval Medical Facility


Servicing Labor Relations Specialist
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Date:


MEMORANDUM


From:


To:


Subj:  OFFER OF COMPETENCY FOR DUTY EXAMINATION


Encl:  (1) JD/PD#


1.  Based on my observation of your behavior/performance, I feel that you are not “ready, willing, and able” to perform the full duties of your position. Specifically, the following conditions have been observed: 


________________________________________________________________________


________________________________________________________________________


________________________________________________________________________


Without medical evidence stating that you are fit for work, you will be placed in a sick leave status for the remainder of your shift. You may request annual leave or leave without pay (LWOP) if you so desire.


2.  You are hereby offered the opportunity to report to the appropriate Naval medical facility immediately for a competency for duty examination to determine whether you are able to perform the duties of your position without harm to yourself or others.  Should you decide to have such an examination, I will use the results in making my decision concerning your ability to perform your job. Should you choose not to undergo the examination, I will make a determination without it.


3.  By copy of this letter, the appropriate Naval medical facility is requested to perform the competency for duty examination to evaluate your ability to perform the duties of your position as described in enclosure (1).








_____________________________


Supervisor’s Signature                                                      


_________________________________________________________________


Please complete the following indicating whether you wish to accept or decline a medical examination.


______I voluntarily accept the offer of a competency for duty examination


______I do not wish to undergo a competency for duty examination


Employee's Signature:__________________________    Date:_________________


Copy to:


Appropriate Naval Medical Facility







Servicing Labor Relations Specialist
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(Date)


From:  Activity Manager


To:      Director, Operations Department, CNRSE HRO (or) 



Director, CNRSE HRO (Servicing Office)

Subj:   REQUEST FOR JOB SEARCH


Encl:   (1) Medical Documentation


           (2) Updated Application/Résumé from Employee


1.  The employee identified below has been medically disqualified from performing the duties of his/her position. Enclosure (1) is the physician’s statement that clearly shows that the employee is unable to perform the essential functions of his/her job. In addition, there are no reasonable accommodations that can be made which would allow the employee to perform the essential functions. Please initiate a job search to determine whether or not positions are available in the commuting area in which the employee may be permanently placed. Enclosure (2) is provided to assist you in making your review. 



Employee:  (NAME)          


     
Current Position:  (POSITION TITLE)/(PAY PLAN/SERIES/GRADE) 

2.  Please advise me as soon as possible whether or not there are vacant position(s) available for which the employee is qualified and capable of performing.


3.  By the signature below, I certify that restructuring the employee’s position to accommodate his/her disability is not possible. (Explain what attempts have been made to restructure employee’s job or what attempts were made to accommodate the employee such as modifying work schedule which were not successful in alleviating or overcoming the medical situation. 


If no attempts were made or there is no way to reasonably accommodate the employee, explain why.) 


Activity Manager


Copy to:


Labor Relations Specialist
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(Date)


From:  Director, Operations Department, CNRSE HRO (or) 



Director, CNRSE HRO, Servicing Office  



To:   
Activity Manager


Subj: 
RESULTS OF JOB SEARCH


Ref:  
(a) Request for Job Search of (Date)


1.  By reference (a), you requested that a job search be conducted for (employee name, employee’s position title, pay plan, series and grade). 


2.  A review of (employee’s name) employment history indicates that (he/she) is (either (a) not qualified for any position based on (his/her) medical limitations or (b) qualified for the following positions based on (his/her) experience, knowledge, skills, and abilities:



 (POSITION TITLE, PAY PLAN, SERIES, GRADE)



 (POSITION TITLE, PAY PLAN, SERIES, GRADE)


3.  (CHOOSE (a) or (b)):


(a) This office conducted a review of your current recruitment actions and found no positions as identified above for which (employee) is qualified and could be placed. Your activity must continue to monitor its vacancies for placement opportunities until either a disability-separation is effected or other accommodations or avenues negate the need for continuing the job search. Documentation of completed job searches, attempts at job restructuring, etc., should be maintained to support a placement offer or a disability-separation action if job restructuring/ placement is not possible.



(b) A review of vacancies at your activity has shown the following position(s) for which (employee) is qualified and could be placed:



 (POSITION TITLE, PAY PLAN, SERIES, GRADE)



 (POSITION TITLE, PAY PLAN, SERIES, GRADE)


4.  This office will coordinate (employee’s) placement in the aforementioned vacancies. This effort will involve you, the employee, and (his/her) physician(s), and the supervisor or appointing official(s) of the matching position.


5.  If you have questions, you may contact (CNRSE HRO representative) at (telephone number).









HRO Manager


Copy to:


Labor Relations Specialist



