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3. Definitions
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| nt roducti on

Thi s docunent inplenents the Departnent of Interior
(Departnent) Merit Pronotion Plan (Exhibit 1) (370 DM 335)
within the Ofice of Surface M ning.
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Section 1.

Purposeand Scope.  The purpose of this guidance is to establish a
Merit Promotion Plan for the Office of Surface Mning (OSM,
Departnment of the Interior (DO). It is used in conjunction
with 5 Code of Federal Regul ations (CFR) Parts 300 and 335 and
the Departnment of the Interior Merit Promotion Plan (Exhibit

1) and other relevant guidance as listed in Section 10. This
Merit Pronmotion Plan applies to nerit pronotion and pl acenent
actions and procedures for positions in the conpetitive
service.

Section 2.

Rights and Respong hilities

Servi ci ng Personnel / Hunan Resource Professi onals (OSM
Personnel ). Human resource professionals will be held
account abl e for inplenmenting the Departnent:zs Pl an and
this OSM Merit Pronotion Pl an.

Managenent . OSM managenent is responsible for abiding
by the Departnent:s Plan, Merit Principles, this OSM Merit
Pronmoti on Pl an, and ot her applicable |aws. Managenent
has the right to fill or not fill a vacancy. Managenent
has the right to select from properly ranked and
certified candi dates or from ot her appropriate sources,
such as reassignment, reinstatenent, Veterans

Readj ustment Act eligible, student career experience
program applicants, etc. Managenent also has the right
to pronote or not to pronote an enpl oyee based on nerit
factors.

Empl oyees. OSM enpl oyees are responsi ble for submtting
the required application nmaterials for placenment
opportunities in a tinmely manner; becomng famliar with
the Departnment:s Plan and specific OSM policies; and

avai ling thensel ves of self devel opnment and job training
opportunities. Enployees are responsible for the content
of their applications; which nust be conplete and
accur at e.

Director, OSM The Director, OSMis responsible for
i npl enenting the Departnent:s Plan and for issuing any

1



i ndi vi dual OSM gui dance that ensures sel ections based on
merit after fair and open conpetition.

Section 3.

Definitions of Conmonly Used Terns.

Accretion of Duties. Pronoti on of an enpl oyee whose

position is reclassified at a higher grade because of the

performance of additional duties and responsibilities.

(See Section 8. Accretion of Duties).

Agency. For this Plan, the term Aagency(@ refers to the
Depart nent.

Area of Consideration. The organizational and/or

geogr aphi ¢ boundaries within which a search is made for
eligible candidates to be considered for a specific nerit
pronmoti on and placenment action. All areas of

consi deration nust be set to pronote fair and open
conpetition and to provide a diverse pool of candi dates.
Appropriate areas of consideration my be as small as an
i ndi vi dual office.

Basic Qualification Standards. The position

qual ifications standards set by the O fice of personnel
Managenment (OPM as described in the OPM Qualification
St andar ds Handbook.

Best Qualified Candi dates. Those applicants determ ned
by a rating and ranking process to possess the job-

rel ated knowl edge, skills, and abilities required and
desired in applicants for a particular position to a
greater degree than other qualified applicants being
consi der ed.

Career Ladder. Grade range fromthe entry level through
and including the established full perfornmance |evel of a
position.

Career Pronotion. Pronotions w thout conpetition when
t he enpl oyee conpeted earlier for an assignment intended
to prepare the enployee for the position being filled,




and the intent was made a nmatter of record and made known
to all potential candi dates.

Certificate. A docunment referred to the selecting
official containing the nanmes of eligible candi dates.

Change to Lower Grade. For this Plan, the term Achange to
| ower grade(l refers to a voluntary reduction in an
enpl oyee=s current grade |evel or representative rate.

Conpetitive Service. All civilian positions that are:

(a) in the executive branch of the Federal governnment not
specifically excepted fromcivil service | aws by or
pursuant to statute, by the President, or by OPM and not
in the Senior Executive Service; and (b) all positions in
the legislative and judicial branches of the Federal
government and in the governnment of the District of

Col unmbi a specifically nmade subject to the civil service

| aws by statute.

Crediting Plan. A manual tool that may be used to rate
and rank qualified applicants for a position based on job
related criteria.

Detail. A tenporary assignnent of an enployee to a

di fferent position for a specified period, with the
enpl oyee returning to his or her regular duties at the
end of the assignment. While on detail the enpl oyee
continues to hold his/her official position from which
detail ed and keeps the sane status and pay.

Eval uati on Panel. Evaluation panels are established to
rate and rank pronotion eligible candi dates only, using
the established crediting plan, and consi st of

i ndividuals at the same or higher grade |evel than the
full performance |evel of the position to be filled who
are famliar with the requirenents of the job and
occupati on.

Ful | Performance Level. The highest grade |evel to which
an enpl oyee may be pronoted through successive
nonconpetitive career pronotions.

Job Anal ysis. The analysis of a position to identify the
know edge, skills, abilities, conpetencies and other
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essential characteristics required to performthe duties
and responsibilities of the position; and the devel opnent
of factors to eval uate applicants.

Knowl edge, Skills, and Abilities (KSA:s). Also referred
to as Know edge, Abilities, Skills, and Conpetencies
(KSACs) (and sonetinmes referred to as Quality Ranking
Factors) these are the attributes identified through job
analysis required to performa job and are an addition to
the m ni mum basic qualification standard. Know edge is a
body of information applied directly to the performance
of a function. Skill is a present, observabl e conpetence
to performa task with ease and proficiency. Ability is
a present conpetence to perform an observabl e behavi or or
a behavior that results in an observabl e product.

Conpet encies are those qualitative characteristics that
make sone one a good enpl oyee.

Priority Consideration. Wen certain candi dates are
consi dered for vacanci es before other candi dates due to
their being affected by something such as a reduction-in-
force (RIF).

Pronoti on. The change of an enpl oyee to a higher grade
or to a position with a higher representative rate.

Qual i fied Candi dates. Those applicants who neet both the
basic qualifications standards outlined in the OPM
Qualification Standards Handbook (the former X-118) and
any job related selective placenent factors identified in
t he vacancy announcenent.

Rati ng and Ranking. The review and eval uati on of each
candidate to deternmi ne the best qualified candi dates (by
a personnel specialist, subject matter expert, or an

eval uati on panel) based on the degree to which each

candi date neets the job related criteria of the position.

Reassi gnnment. A change of an enployee from one position
to another in the sane grade in the sane agency. A non-
conpetitive reassignment or the referral of a

reassi gnment eligible can take place only when the
pronotion potential is the sane fromjob to job.




Re- enpl oynment Priority List (RPL). A list of DA
enpl oyees who have been separated from Federal service
and nmeet the eligibility requirenments for re-enploynent.
It is designed in accordance with 5 CFR 330, Subpart B
and provides priority consideration to qualified DO
enpl oyees who have received a RIF separation notice or a
Certification of Expected Separation or who have been
separated through RIF. Enployees who are fully recovered
from a conpensable injury after nore than one (1) year
are also entitled to register for the RPL. The RPL nust
be cleared prior to recruiting outside of the Departnment
to fill a vacancy and then again prior to making an
enpl oynent offer.

Rei nstatenment. The re-enployment of a former enployee
conpetitive status.

Re- pronoti on. Nonconpetitive pronotion or placenent,
per manent or tenporary, of an enployee to a grade or
full performance | evel previously held on a permanent
basis in the conpetitive service.

Sel ective Placenent Factor. Mandatory job related

know edge, skill, ability or conpetency that is essenti al
for successful performance in the position to be filled,
in addition to the basic qualifications outlined in OPMs
Qual ification Standards Handbook. Applicants not neeting
this factor are ineligible for further consideration.

Special Selection Priority (SSP) Candi dates. A well -
qualified (as described on the vacancy announcenent)
eligible surplus and di spl aced DO enpl oyee who applies
for a vacancy within the | ocal commuting area and within
the prescribed tinme frames indicated on the vacancy
announcenment . If the SSP candi date is determ ned to be
wel | qualified, he/she nust be sel ected.

Tenporary Pronpotion. A pronotion to a higher graded
position for a specified period of tinme. Tenporary
pronotions for nmore than 120 days are subject to
conpetitive procedures. Service during the previous 12
nont hs i n higher graded positions either by
nonconpetitive tenporary pronotion or detail counts
toward the 120-day |limt. Tenporary pronotions can be
made in any increnent up to a maxi nmum period of 5 years.




Tenporary pronotions may be made per nanent when such a
possibility was publicized in the original conpetition
notice.

Transfer. A change of an enpl oyee, without a break in
service of one full workday, froma position in one
agency to a position in another agency.

Well Qualified. Candidates who possess the know edge,
skills, and abilities which clearly exceed the m ni num
qualifications requirements for the position. Wat is
Awel | qualified@ nmust be determ ned prior to issuing and
stated on the vacancy announcenent.

Section 4.

Rel ati onship of Merit Staffing Programto the Departnent:s
Career Transition Assistance Plan The Departnent:s Career
Transition Assistance Plan (CTAP), dated 9/8/97, is a program
t hat provi des assistance to individuals who have been or are
likely to be separated by RIF in finding other enploynment.
The CTAP has four conponents: 1) Career Transition Training
and Support Services, 2) Special Selection Priority (SSP), 3)
Re-enpl oynment Priority List (RPL), and 4) Interagency Career
Transition Assistance Plan (I CTAP).

CTAP wi ||l have varying effects on staffing activities and
there is an order of selection when filling conpetitive

servi ce vacanci es that exceed 120 days, as noted in the
Department CTAP. All vacanci es nust be advertised unless the
personnel action being taken is an exception (such as
tenporary appointnents |less than 121 days, details,

reassi gnments, career |adder promotions, accretion of duties,
et. al.), or a determ nation has been made by the servicing
personnel office (through contact with other bureaus in the

| ocal commuting area of the vacancy) that there are no

Special Selection Priority (SSP) candi dates avail abl e. CTAP
and | CTAP requi renments nmust be stated in all vacancy
announcenents. The personnel specialist based on established
criteria determnes well qualified candidates. The selecting
official must select a well-qualified eligible applicant under
t he SSP conmponent of CTAP before selecting any other candidate
fromw thin or outside the Departnent, unless doing so would
cause anot her enployee to be separated by RIF. [In addition,
the re-enploynent priority list (RPL) nust be cleared before



filling any conpetitive service position fromoutside the
Departnent, regardless of whether the organization plans to
make a tenporary, term or permanent appointnment. Pl ease
refer to the Department CTAP Plan for conpl ete guidance.

Section 5.

Vacancy Notification and Announcenents.

Areas of Consideration. OSM managers, in consultation
with their servicing personnel/human resources office,
determ ne the area of consideration from which

applications will be accepted and the Ilength of tinme a
vacancy announcenment will remain open (See 370 DM 335, 2-
B). CTAP nay affect the area of consideration and open

peri od of the vacancy announcenent.

Consi derati on During Absences. OSM supervisors shoul d
make every reasonable effort to ensure that enployees
under their direct supervision receive appropriate
consi deration for vacancies which occur under the
supervisor:zs imediate jurisdiction while the enpl oyee is
on an approved, extended absence. Additionally, each
enpl oyee is responsible for informng his or her
supervi sor of those pronotional opportunities for which
he/ she wi shes to be considered during periods of

| egiti mat e absence and for providing his/her supervisor
with an updated witten application and other required
forms for those vacanci es.

Preparati on of Vacancy Announcenent. As a m ni mum
vacancy announcenments nust contain the foll ow ng
information: a nunber that identifies the vacancy;

i ssuing office; opening and cl osing dates; an explanation
of how to apply; position title, series, and grade; pay
range; duty location; duties of the job; qualifications
required, including selective placenent factors;

eval uati on met hods to be used; the full perfornmance | evel
of the job; area of consideration; equal enpl oynment
opportunity nondi scrim nation statenent; veterans
preference information; CTAP | anguage including the
definition of well-qualified and a statenent that it is
illegal to use Governnent franked envel opes and mail
services. Applications submtted in violation of this
requi rement will not be considered.




Paynent of Rel ocation Expenses. The decision to pay or
not pay nmoving and rel ated expenses nmust be made prior to
i ssuing the vacancy announcenent. A statenment addressing
t he paynent or nonpaynent nust be included in the vacancy
announcement .

Di stribution of Vacancy Announcenent. OSM Vacancy
announcenents are at a m nimum adverti sed on OPMs USA
JOBS web site when the area of consideration is
Departnent-wi de or greater. For |limted areas of
consideration within OSM |ocal nmethods of announcing a
vacancy may be enpl oyed.

Accepting Applications. Applications received through
facsimles, online, or through electronic neans will be
accepted no later than cl ose of business of the closing
date. Applications will be accepted if post marked by the
closing date and received in the Personnel Ofice within
five cal endar days of the closing date.

Section 6.

Eval uati ng Candi dat es

M ni mum Qual ifications. Applicants nust nmeet m ni mum
qualification requirenments including all selective

pl acement factors and tine-in-grade by the closing date
of the announcenent. Applications not containing
sufficient information to determ ne qualifications or
nmeeting other requirenments will not receive

consi deration. The personnel specialist is not
responsi ble for following up with applicants to make sure
applications are conplete.

Rati ng and Ranking. There must be a qualitative,
job-related distinction made anong pronotion and ot her
conpetitive candidates in terns of relative nmerit and
ability and docunented through the use of a crediting
pl an or other rating nethodol ogy.

Section 7.

Referral and Sel ection




Referral s. The follow ng applicants are referred to OSM
selecting officials: Pronotion candidates that are

consi dered best qualified; qualified reassi gnnent
eligibles when their pronotion potential does not change;
candi dates eligible for non-conpetitive appoi ntment such
as the Veteranss Readj ustnment Act or appointnments for
persons with disabilities.

Sel ection Certificates. Selection certificates are
issued for an initial 60-day period w th extensions
possi bl e, at the request of the selecting official, in 30
day increments up to a total of 120 days.

Interviews. Selecting officials nust ensure that al
candi dates are treated fairly and equitably. If one
candidate froma particular certificate is interviewed,
all other candidates fromthat same certificate nust be
interviewed. The selecting official is responsible for
ensuring that interviews are equitable, that all
questions are job-related, and that every effort is mde
to obtain the same information from each candi date. The
i nterviewer may not ask about or discuss a candi date:=s
race or ethnic background, col or, sex, age, disability,
religious beliefs, marital or famly status, political
affiliation, sexual orientation, or |abor organization
affiliation or activity. |If distance precludes a
personal interview, a telephone interview my be
conducted. The paynent of expenses for preenpl oynent
interviews is authorized in certain situations (refer to
5 CFR 572).

Section 8.

Accretion of Duties. Pronotion resulting fromthe upgrading
of an enpl oyee:s position because of additional duties and
responsibilities is an accretion of duties. For all cases in
whi ch the reclassification of a position would result in the
pronoti on of the incunmbent, the supervisor over the position
must identify the specific changes in the duties and
responsibilities between the old and the new positions and the
cause of the changes.

The Personnel Specialist will analyze the job, evaluate the
changes, and nake sure the new position is a clear successor
to the incunmbent:zs prior job and that the previous position was



absorbed by the new one. The Personnel Specialist nust also
determ ne that these new duties could only have been assi gned
to this particular incunmbent and this particular position in

t he organi zation. Thus, accretion of duties pronotions are
unlikely in an office with multiple like positions. A
supervi sor cannot single out an individual to assign the nore
conpl ex or higher graded duties to when there are other

enpl oyees in conparable positions in the organi zati on. Al so,
a nonconpetitive pronotion is not appropriate when supervisory
duties are added to a non-supervisory position causing it to
be classified to a higher grade.

Docunent ati on of accretion of duties pronotion rust include
evidence that (1) the enployee is continuing to performthe
same basic function in the new position; (2) the fornmer
position is absorbed into the new one; and (3) the pronotion
does not directly affect other enployees in the unit who
report to the same i medi ate supervi sor

Section 9.

Conpl ai nts and Rel ease of I nformation.

Gri evance Procedures. Non-selection froma certificate
of properly ranked and certified applicants is not
grievable. The OSM Personnel / Human Resource O fice wi |
respond pronptly to questions or conplaints about the
program or about a specific selection action. An

enpl oyee of OSM may submt a conpl ai nt under the
grievance procedure or under a negotiated grievance
procedure as appropriate.

EEO Procedures. An enployee cannot use the grievance
procedures and the EEO conpl ai nt process at the sane tine
for the same issue. If a candidate feels that he/she has
been discrimnated against in the nerit process on the
basis of race, color, religion, sex, national origin,
physi cal or nental disability, sexual orientation, or

age, every effort will be made to handle the matter on an
informal basis with the assistance of an EEO counsel or.

|f the matter cannot be resolved informally, the
candidate may submt a formal conplaint according to the
procedures for handling equal enploynment opportunity
conpl ai nts.
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Corrective Actions. If it is found that a nmerit
pronoti on case was not processed correctly to the
detrinment of an applicant, OSM Managenent and Personnel
will work with the Solicitors Ofice to determ ne an
equi tabl e settlenment and conply with the applicable OPM
and Departnmental requirenents under the DO grievance
program as outlined in 370 DM 771.

Rel ease of Information. | n accordance with 5 U S.C.

552, the Freedom of Information Act, and 5 U S.C. 552a,
the Privacy Act of 1974, the followi ng information may be
rel eased to an applicant or his/her designee when
request ed:

Whet her the requesting applicant was qualified and/or
referred for selection; who was sel ected; the requesting
applicant=s own supervisory appraisal and rating on the
ranki ng el ements; procedures used to arrive at the final
scores, and cut off scores; or any other infornmation

al l owed by the Freedom of Information Act and the Privacy
Act of 1974.

Section 10.

Rel at ed Docunents. This section provides a |listing of
references to other related docunents, |aws, and policies.

Code of Federal Regul ations

5 CFR 300 Enmpl oynent ( General)
5 CFR 310 Empl oynent of Rel atives
5 CFR 315 Career and Career-Conditional Enploynment
5 CFR 316 Tenporary and Term Enpl oynent
5 CFR 330 Recrui t ment, Sel ection, and
Pl acenent (General)
5 CFR 335 Pronoti on and Interna
Pl acement
5 CFR 340 Ot her Than Ful | -Ti me Career
Enmpl oynent (Part Time, Seasonal,
On-Call, Intermttent)
5 CFR 720 Affirmative Enpl oynment Prograns

Depart nental Manual
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370 DM 315
Enpl oynent

370 DM 300

370 DM 335

370 DM 338

370 DM 339

O her

Car eer and Career-Condi ti onal

Enmpl oynent ( General)

Pronmoti on and Internal Placenment
Qual i fication Requirenents
Qualification Requirenents (Medical)

Departnment of the Interior Career Transition Assistance

Pl an
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Exhibit 1

Departnent of the Interior

Depart nent al Manual

Effective Date: 6/9/99

Series: Personnel Managenent

Part 370: Departnental Personnel Program
Chapter 335: Pronotion and Internal Placenent
Originating Ofice: Ofice of Personnel Policy

370 DM 335

1. Purpose and Authority. This chapter establishes the
Departnment of the Interior's Merit Promotion Plan (Plan) for
filling positions covered by nerit pronotion and inplenments 5
U.S.C. Chapter 33 and 5 CFR 335.

2. Merit Pronotion Policy. Recruitnment nethods and sel ection
procedures will be based solely on nerit after fair and open
conpetition, and will be made wi thout regard to political,
religious, or |abor organization affiliation or non-
affiliation, marital status, race, color, sex, national
origin, non-disqualifying physical handicap, sexual
orientation or age.

A. Scope. The Plan applies to all conpetitive service
positions in the Departnent. This chapter nust be used in
conjunction with the current Departnental Career Transition
Assi stance Pl an.

B. Areas of Consideration. Managers will determ ne and
extend areas of consideration to ensure the attraction of a
di verse pool of highly qualified applicants in accordance with
the Departnent Strategic Plan for Inproving Diversity.
Managers shoul d ensure that their enployees on approved
ext ended absence receive appropriate consideration for
vacanci es under their immediate jurisdiction. An approved
announcenent system as determ ned by the Departnment, will be
used to advertise all conpetitive service vacancies with an
area of consideration of Departnment wi de or greater. For
limted areas of consideration within a Bureau, |ocal nethods
of announcing a vacancy may be enpl oyed.
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C. Factors to be Considered in Pronotion or Placenent.

Al'l applicants will be evaluated to ensure that they neet the
appropriate OPM qualification standards and tine-in-grade
requi renents. Bureaus will establish, and publicize in the

appropriate vacancy announcenent, cut off dates for applicants
to neet qualification standards and tinme-in-grade requirenents
for acceptance of applications. Qualitative, job-rel ated

di stinctions nust be made anong pronotion and ot her
conpetitive eligibles in ternms of relative merit and ability
and docunented through the use of a crediting plan or other
rati ng net hodol ogy. Consideration will be given to performnce
apprai sals and incentive awards. The validity and propriety of
sel ective and/ or ranking factors nmust be clearly reflected and
supported by a current position description of the job for

whi ch they are used.

D. Selection Procedures. The selecting official will have
an opportunity to choose from anong an adequate nunber of best
qual i fi ed candi dates. Met hodol ogy for determ ning cut off
poi nts for best qualified candidates will be left to Bureau
di scretion. Selecting officials have the right to select or
not select from anong candi dates referred. They al so have the
right to select from other appropriate sources.

E. Records. Appropriate records to allow for
reconstruction of the action nust be maintained for a m ni num
of two years. In instances where sonme form of conplaint has
been filed concerning an action, these records will be
mai ntai ned for a m ninmum of two years follow ng resol ution of
t he case.

3. Application of Conpetitive Procedures.

A. Conpetitive procedures apply to the foll ow ng
actions:

(1) Permanent pronotion to a higher-graded position
or to a position with a higher full performance |evel than
previously held on a permanent basis in the conpetitive
service.

(2) Tenporary pronotions for nore than 120 days or
details for nore than 120 days to a higher-graded position or
to a position with greater pronotion potential than previously
held on a permanent basis in the conpetitive service.
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(3) Selection for training which is part of an
aut horized training agreenent required before an enpl oyee may
be considered for pronotion.

(4) Reassignnent, transfer or change to a
| ower -graded position with pronotion potential greater than
any position held on a permanent basis in the conpetitive
service.

(5) Reinstatenent to a pernmanent or tenporary
position at a higher grade or with a higher full performance
| evel than any position previously held on a permanent basis
in the conpetitive service.

(6) Pronotions due to the addition of substantive,
new and hi gher-graded duties when the new position is not a
cl ear successor to the old position or there are other
enpl oyees serving in simlar or identical positions within the
organi zational unit to whomthe new duties could have been
assi gned.

B. Conpetitive procedures do not apply to the follow ng
actions:

(1) Upgrading of a position due to application of a
new cl assification standard w thout a significant change in
duti es.

(2) Upgrading of a position resulting fromthe
correction of an initial classification error.

(3) A pronotion resulting froman enpl oyee's
position being classified at a higher grade (with no further
pronoti on potential) because of additional duties and
responsibilities, commonly known as accretion of duties. The
nonconpetitive upgrade requires the enpl oyee to continue to
performthe same basic function in the new position that is a
cl ear successor to and absorbs the duties of the old position.
In addition, there are no other enployees within the
organi zational unit to whomthe additional duties and
responsi bilities could have been assi gned.

(4) Actions taken under Reduction in Force.

(5) Pronotions without current conpetition when the
enpl oyee conpeted earlier for an assignnent intended to
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prepare the enployee for the position being filled, and the
intent was made a matter of record and made known to all
potential candi dates. These are commonly called career | adder
pronoti ons.

(6) Repronotion, permanent or tenporary, to a grade
previously held on a permanent basis in the conpetitive
service.

(7) Pronotion, reassignnent, transfer, change to
| omer grade or reinstatenent of an enployee froma position
with known pronotion potential to another position having no
hi gher pronotion potential than any other position previously
hel d on a permanent basis in the conpetitive service.

(8) Pronption to a position with a representative
pay rate equal to or |ower than that of any position
previously held on a permanent basis in the conpetitive
service.

(9) Details to higher-graded positions or tenporary
pronotions not to exceed 120 days.

(10) Details made in 120 day increnents up to one
year to unclassified duties.

(11) Details made in 120 day increnents to the sanme
grade or | ower-graded positions.

(12) Tinme-limted pronoti ons nade permanent when
such a possibility was publicized in the original conpetition
notice.

(13) Selection of a candi date not given proper
consideration in a previous conpetitive pronotion action.

4. Gievances. The Bureau Personnel /Human Resources O fice
shall respond pronptly to questions about the nmerit pronotion
program or about a specific selection action. An enpl oyee of

t he Departnment may submt a grievance concerning nerit
pronmotion matters under the Departnent’'s grievance program
(370 DM 771), or under a negotiated grievance procedure as
appropriate, unless otherw se excluded fromeither process. |f
bar gai ni ng unit enployees wish to grieve any nerit action,

t hey must use the negotiated grievance procedures rather than
t he Departnent grievance procedures. \Where this Plan conflicts
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with a negotiated agreenment, the agreenent prevails. However,
non-sel ection froma list of properly ranked and certified
applicants is not grievable under either process. Further, an
enpl oyee cannot use the grievance procedures and the EEO
conpl aint process at the sanme tinme for the sane case.

6/ 9/ 99 #3264
Repl aces 2/1/80 FPM 219

Exhibit 2
The Conpetitive Process

(as found in the Merit Pronotion Pl an)

Pr oposed Position and Conpetiti
Acti on on
Requi r ed
Reassi gnnment | At sane grade | Position is one with | Yes
under sanme known pronotion
pay schedul e potential and
enpl oyee will gain

eligibility for
nonconpetitive
career pronotion to
grade hi gher than
previously held on a
per manent basis in

t he conpetitive
service

Position is not one No
with known pronotion
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Pr oposed Position and Conpeti ti
Acti on on
Requi r ed
potenti al
Change to Lower grade Position is one with | Yes
| ower grade |under sane known pronoti on
pay schedul e potential and
enpl oyees will gain
eligibility for
nonconpetitive
career promotion to
grade hi gher than
previously held on a
per manent basis in
the conpetitive
service
Position is not one No
with known pronotion
potenti al
Assi gnment Hi gher Yes
fromone pay |representativ
schedule to e rate under
a different
pay schedul e
Same or | ower | Enpl oyee:s pay w || Yes
representativ | be set at a higher
e rate under rate
di fferent pay
schedul e
Assi gnnment Sanme or | ower | Enpl oyeess pay will Yes
fromone pay |representativ | be at sanme or |ower
schedule to |e rate under rate, but position
different pay |is one with known
schedul e pronoti on potenti al
Assi gnment Same or | ower | Enpl oyee:ss pay wi || No

from one pay
schedule to
(cont.)

representativ
e rate under
di fferent pay
schedul e
(cont.)

be set at sane or

| ower rate, but the
position is not one
with known pronotion
pot enti al
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Pr oposed Position and Conpeti ti
Acti on on
Requi r ed
Rei nst at emrent At a higher Yes
or transfer grade than
previ ously
hel d
At sanme or Position is one with | Yes
| ower grade known pronoti on
t han potential and the
previ ously enpl oyee will gain
hel d eligibility for
nonconpetitive
career promotion to
grade hi gher than
t hat previously held
on a permanent basis
in the conpetitive
service
Position is not one No
with known pronotion
potenti al
Det ai | Same grade Detail is for any No
and i s not | engt h
one with
known
pronoti on
potenti al
Hi gher grade Detail is for 120 No
or to days or | ess
position of
sanme grade
with known
pronoti on
potenti al
Detail is for nore Yes

t han 120 days
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Pr oposed Position and Conpeti ti
Acti on on
Requi r ed
Sel ection Successf ul Yes
for training conpl eti on of
| eading to training is a
pronoti on condi tion of
eligibility for
pronoti on
Pronoti on Oiginally Conpetitive No
from identified as | procedures were
posi tion of t he target fully applied at the
known position to time of placenent
pronoti on whi ch into position of
potenti al enpl oyee known pronotion
woul d advance | potential and al
wi t hout conpetitors were
conpetition i nformed that
sel ection for the
entry position could
l ead to pronotion
wi t hout further
OR conpetition
Ful
performance
| evel of a
career | adder
Pronoti on Upgr aded by | ncunbent:s position No
cl assification upgr aded wit hout
signi fi cant change
in duties and
responsibilities
because of
classification error
or new or revised
st andar ds
| ncunbent:=s position No

reconstituted into a
successor position
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Pr oposed
Acti on

Positi on

and

Conpeti ti
on
Requi r ed

with clearly and
solely identifiable
duties of the forner
position and there
are no ot her

enpl oyees serving in
simlar or identical
positions within the
sanme organi zation to
whom t he duties
coul d have been

assi gned

| ncunmbent:=s position
reconstituted into
successor position
and position is not
a clear successor or
there are other

enpl oyees serving in
simlar or identical
positions within the
same organi zation to
whom t he duties
coul d have been

assi gned

Yes

Pr onoti on

To position
to which
enpl oyee was
detailed for
training or
eval uati on

The enpl oyee was sel ected
for detail under full
conpetitive procedures
and all conpetitors were
i nforned that the detail
could lead to pronotion
wi t hout further
conpetition

No

Tenporary
pronoti on
ext ensi on
t enporary
pronoti on

or
of

Hi gher grade
under sane
pay schedul e
Or under a

di fferent pay
schedul e when
action is
processed as

The tenporary
promotion is for 120
days or | ess total
in 12 nonth period

No
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Pr oposed Position and Conpeti ti
Acti on on
Requi r ed
a pronotion
or represents
a pronotion
under rul es
above
Conver si on The enpl oyee was No
of tenporary sel ected for
pronmotion to t enporary pronotion
per manent under full
pronoti on conpetitive
procedures and al
conpetitors were
informed that the
tenporary pronotion
could lead to
per manent wi t hout
further conpetition
Pronoti on Hi gher grade | s not covered by Yes
w t hout tinme | under sane pronoti on rul es
[imtation pay schedul e above

The Process of the Career

Conponent

Pur pose

Per sonnel

Transition Assistance Plan (CTAP)

VWhen
Cl ears

Speci al

Sel ecti on

Priority

When filling
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Priority (SSP)

consi deration of

wel | -qualified

di spl aced and

sur plus DO

enpl oyees who apply

conpetitive service
positions from

wi thin or outside

t he Depart nment,

unl ess sel ection

for vacancies in causes anot her
the | ocal commuting | enpl oyee to be
ar ea. separ at ed by
reduction-in-force.
Re- enpl oynent Priority V\hen filling
Priority List (RPL) | consideration of conpetitive
di spl aced and (temporary, term

sur plus DO
enpl oyees and
enpl oyees who are

or permanent)
positions from
out si de the

fully recovered Depart ment .
froma conpensabl e
injury after nore
t han one year.
| nt eragency Car eer Priority When filling

Transition
Assi st ance Pl an
(I CTAP)

consi deration of

wel | -qualified

di spl aced enpl oyees
from ot her Federal
agenci es who apply

conpetitive service
positions from
out si de the

Depart nent.

for vacancies in
the | ocal commuti ng
ar ea.
(See the Departnent:s CTAP for conplete details).
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Exhibit 3

Career Transition Assi stance
Pl an ( CTAP)

VACANCY ANNOUNCEMENT
LANGUAGE TO EXPLAIN

t he
CAREER TRANSI Tl ON ASSI STANCE PLAN
(CTAP)

and
| NTERAGENCY CAREER TRANSI TI ON ASSI STANCE PLAN (| CTAP)

Bel ow are two sets of vacancy announcenent | anguage, supplied
by the O fice of Personnel Managenent (OPM, to explain CTAP
and | CTAP: a | onger version and a shorter version.

| . Longer Version

SPECI AL SELECTI ON PRI ORI TY PROVI SI ONS FOR SURPLUS OR DI SPLACED
FEDERAL EMPLOYEES UNDER A CAREER TRANSI Tl ON ASSI STANCE PLAN
(CTAP)

A. CTAP (for Non - DoD Agencies Only)

If you are currently an enpl oyee who has received a Reduction
in Force (RIF)

separation notice, a Certificate of Expected Separation (CES),
or notice of proposed separation for declining a direct
reassi gnment or transfer of function outside of the | ocal
commuting area, you may be entitled to special selection
priority under the Career Transition Assistance Plan (CTAP).
To receive this priority consideration you nust:

1 Be a current (lnsert Bureau Nane) career or
career-condi tional
(tenure group | or 11)
conpetitive service enpl oyee who has
received a RIF separation
notice, a Certificate of Expected
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Separation (CES), or notice
of proposed separation for declining a

directed reassi gnnment or
transfer of function outside of the | ocal

commuting area, and you are
still on the rolls of [insert Bureau

Name]. You nmust submt a
copy of the RIF notice, CES, or notice

of proposed separation with
your application.

Be applying for a position that is at or bel ow
t he grade | evel of the

position from which you are
bei ng separated. The position nust

not have a greater pronotion
potential than the position from which

you are being separ at ed.

Have a current (or last) performance rating

of record of at |east

fully successful or
equi valent. This nust be submtted with your

appl i cati on package.

Be currently enployed by (lInsert Bureau
Nanme) in the sanme
commuting area of the
position for which you are requesting
sel ection priority.

File your application by the closing date of the
vacancy

announcenent and neet all the
application criteria (e.g., submt al

requi red docunentation, etc.).

Be rated well-qualified for the position. To be
rated "well -

qualified,"” CTAP applicants nust
attain an eligibility rating on this

exam nation of (lnsert Score) or
hi gher, not including points for

veteran's preference.

B. | CTAP (for all Federal Agencies)
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SPECI AL SELECTI ON PRI ORI TY PROVI SI ONS FOR DI SPLACED FEDERAL
EMPLOYEES UNDER THE | NTERAGENCY CAREER TRANSI TI ON ASS| STANCE
PLAN (| CTAP)

| f you are a displaced Federal enployee, you may be entitled
to receive special selection priority under the Interagency
Career Transition Assistance Plan (I CTAP). To receive this
priority you must:

1. Be a displaced Federal enployee. You nust submt
with your application a copy of the appropriate
docunment ati on, such as a RIF separation notice,
a Standard Form 50 reflecting your RIF
separation, or a notice of proposed renoval for
declining a directed reassignment or transfer of
function to another commuti ng area. The
foll owi ng categories of persons are considered
di spl aced enpl oyees:

a. Current or former career or
career-conditional (Tenure group | or 11)
conpetitive service enpl oyees who:

1) Recei ved a specific RIF
separation notice; or

2) Separ ated because of a
conpensabl e injury or illness, whose
conpensati on has been term nated, and
whose former agency certifies that it
is unable to place; or

3) Retired with a disability and
whose disability annuity has been, or
is being, term nated; or

4) Upon recei pt of a
RI F separation notice, retired on the
effective date of the RIF and subnits
a Standard Form 50 that indicates
"Retirenent in lieu of RIF," or
retired under the discontinued service
retirement option; or

5) Recei ved a
notice of proposed renoval for
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declining a directed reassignnent or
a transfer of function or directed
reassi gnment to another commuti ng

ar ea.

b. Former Mlitary Reserve
or National Guard Technicians who are
receiving a
special OPM disability retirenent annuity
under Section "8337(H) or " 8456 of Title 5
United States Code.

2. Be applying for a position at or below the
grade level of the position from which you
have been separated. The position nmust not have
a greater pronoti on potential than the
position from which you were separat ed.

3. Have a current (or last) performance rating of
record of at least fully
successful or the equivalent. You

must submt a copy of this performance rating
with your application package. (This requirenment
does not apply to candi dates who are eligible
due to conpensable injury or disability
retirenment)

4. Occupy or be displaced froma position in the
sane | ocal commuting area of the position for
whi ch you are requesting selection priority.

5. File your application by the closing date of the
vacancy announcenment and neet all of the
application criteria (e.g., submt all required
docunent ati on, etc.)

6. Be rated well-qualified for the position. To be
rated "well-qualified," |ICTAP applicants nust
attain an eligibility rating on this exam nation
of (insert Score) or higher, not including
points for veteran's preference.

9. Il Shorter Version

| ndi vi dual s who have special priority selection rights under
t he Agency Career Transition Assistance Program (CTAP) or the
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| nt eragency Career Transition Assistance Program (I CTAP) nust
be well qualified for the position to receive consideration
for special priority selection. CTAP and I CTAP eligibles wll
be considered well qualified if (insert definition of well
qualified).

Federal enpl oyees seeking CTAP/ I CTAP eligibility nust submt
proof that they nmeet the requirements of 5 CFR 330.605 (a) for
CTAP and 5 CFR 330.704 for ICTAP. This includes a copy of the
agency notice, a copy of their nost recent Performance Rating
and a copy of their nost recent SF-50 noting current position,
grade level, and duty location. Please annotate your
application to reflect that you are applying as a CTAP or

| CTAP el i gi bl e.
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