MERIT PROMOTION PLAN

Fort Monroe, VA

1. GENERAL:  Representatives of labor and management, through mutual respect, a cooperative relationship, and partnership, developed this Merit Promotion and Placement Plan (MPP).  Any program deficiencies noted by management or labor will be formally reviewed for effectiveness after the first 6 months of operation and may be extended or revised.

2. PURPOSE:  The purpose of this updated MPP is to designate RESUMIX as the single method to expedite the rating and referral of qualified employees for competitive internal recruitment and placement actions.  All personnel actions processed under this plan will be in accordance with statutory and regulatory guidance.  This plan becomes effective 1 June 2000.

3. SCOPE:  This plan is applicable to all activities serviced by the Civilian Personnel Advisory Center.  Where this plan is silent regarding any aspects of the merit promotion and placement program, the provisions of current collective bargaining agreements or laws, rules or regulations will apply, as appropriate.  This plan applies to all competitive and excepted service positions, unless excluded.  This does not cover positions identified at mandatory command and DA or DoD-wide referral levels filled under the provisions of applicable career program regulations or other special programs, which include their own competitive procedures.

4. POLICY:  It is the policy of this installation to recruit the best available candidates to fill vacant positions based of merit and job-related criteria, and to afford maximum opportunity for continuity of employment and optimum development and utilization of employee skills.  Staffing and selection procedures will be in accordance with EEO principles.

5. WHEN COMPETITIVE PROCEDURES MUST BE USED:
a.  All competitive actions not addressed elsewhere in this plan.

b.  Promotion to a higher graded position or one with known promotion potential when the employee never held a higher grade or one with higher graded promotion potential in the competitive service.

c.  Temporary promotions for more than 120 days to higher graded positions (or 179 days during major draw down).  Prior noncompetitive details or temporary promotions during the preceding 12 months count toward the time limit.  A competitive temporary promotion may be made permanent without further competition, provided that the fact the temporary promotion might lead to a permanent promotion was clearly stated in bold letters on the announcement.
d.  Details of more than 120 days to higher graded positions or to positions with known promotion potential (or 179 days during major draw down).  An employee need not meet time-in-grade or minimum qualification requirements other than positive education requirements to be detailed to another position.  Prior noncompetitive details or temporary promotions during the preceding 12 months count toward the time limit.  

e.  Selection for training that is part of an authorized training agreement, part of a promotion program, or required before an employee may be considered for a promotion.

f.  Reassignment or demotion to a position with more promotion potential than a position previously held on a permanent basis in the competitive service (except as permitted by reduction in force regulations.)

g.  Transfer to a position at a higher grade or with more promotion potential than a position previously held on a permanent basis in the competitive service.

h.  Reinstatement to a permanent or temporary position at a higher grade or with more promotion potential than a position previously held on a permanent basis in the competitive service.

6. WHEN COMPETITIVE PROCEDURES DO NOT APPLY:
a.  Promotions resulting from the upgrading of a position without significant change in duties and responsibilities due to issuance of a new classification standard or correction of an initial classification error.

b.  Actions involving statutory, regulatory, and administrative placements. 

c.  Placements made during or in lieu of reduction-in-force (RIF).

d.  Conversions of the Physically or Mentally Disabled, Veterans Readjustment Appointments (VRAs), Student Employment or from other eligible excepted appointments. 

e.  Placement of employees completing training programs, such as graduate DA career interns. 

f.  Conversions to permanent appointments of eligible veterans with 30% or more disability who are serving on temporary or provisional appointments under 5 CFR 315.707.

g.  Placement of Priority 1, 2, and 3 PPP registrants entitled to mandatory placement under the provisions of the DOD Program for Stability of Civilian Employment.

h.  Special Consideration -- Repromotion of an employee receiving grade, pay, or salary retention benefits.

7. WHEN COMPETITIVE PROCEDURES ARE OPTIONAL:  The following actions may be processed as exceptions to competitive procedures, at the supervisor’s discretion.

a.  Promotion resulting from an employee’s position being classified at a higher grade because of additional duties and responsibilities when there is no other position at the same grade within the unit (supervised by the selecting official) performing similar duties.

b.  Promotions, reassignments, demotions, transfers, reinstatements, or details to positions with no greater promotion potential than that of a position the employee currently holds or previously held on a permanent basis in the competitive service (or in another merit system with which OPM has an interchange agreement), provided all regulatory requirements are met.

c.  Promotions without competition when at an earlier stage an employee was selected from an OPM register, by direct hire, under a special appointment authority, or under competitive procedures for a position with known promotion potential.  The intent must be a matter of record and career ladders must be documented.  No employee shall receive a career ladder promotion unless his or her performance rating of record is at least fully successful, level 3.

d.  Temporary promotions, reassignments, or details to a higher graded position or one with known promotion potential for 120 days or less (or 179 days during major draw down).  Prior service under noncompetitive details and or temporary promotions to higher graded positions during the preceding 12 months is counted in determining whether the time limit will be exceeded.  

e.  Appointments of career SES appointees with competitive service reinstatement eligibility to any position for which they qualify in the competitive service at any grade or salary level.  

f.  Priority Consideration:  One-time consideration of an employee entitled to noncompetitive priority consideration as corrective action for failure to be given proper consideration due to procedural, regulatory or program violation, when reconstruction shows that the employee would have been in the best qualified group and the candidate was adversely affected.  Adversely affected employee will be referred to selecting official prior to issuance of the referral generated by the announcement.

g.  Promotion to a position having promotion potential no greater than the potential of a position an employee currently holds or previously held on a permanent basis in the competitive service (or in another merit system with which OPM has an interchange agreement) and did not lose because of performance or conduct reasons.  

h.  Temporary promotion, detail, or reassignment to a position with higher grade potential of more than 120 days to a position having promotion potential no greater than the potential of a position an employee currently holds or previously held on a permanent basis in the competitive service (or in another merit system with which OPM has an interchange agreement) and did not lose because of performance or conduct reasons.

8. COMPETITIVE PROCEDURE:  RESUMIX, an automated recruitment and referral system is designated as the single method to expedite the rating and referral of qualified employees for competitive internal recruitment and placement actions.

a.  Job vacancy announcements will remain open for a minimum of seven (7) calendar days and may open or close on a nonwork day.

b.  The minimum area of recruitment for job vacancy announcements will be career and career conditional employees serviced by the Fort Monroe CPAC.

c.  An applicant, within the area of recruitment, submits a Self-Nomination Form for each job vacancy announcement in which he/she desires consideration.  Self-nomination must be received in the CPOC by the closing date of the announcement (via electronic or hard copy submission).

d.  CPOC will ensure that the Job Information/Application Kit and the Managers’ Guide are kept current and notify applicants in writing of the acceptance and rejection of their resumes and reasons for non-referral. 

e.  CPOC will develop the initial skills search criteria and obtain selecting officials’ review, modification, and approval.  If no response is received, within the three workdays, CPOC will utilize the skills search criteria originally developed, with each skill designated as “desired”.  

f.  CPOC will issue referrals of qualified candidates for consideration.  

g.  Selecting Officials will make their selection within fifteen (15) calendar days after receipt of the referral list.

h. Supervisors will assist employees to apply for vacancies and, upon written request, self-nominations for vacancies announced during the employee’s absence.

i.  Employees must inform supervisors in writing about job vacancies they are interested in and request submission of self-nominations during absence from duty.

j.  Job Vacancy Announcements will include the area of recruitment, title, series, and grade of the vacancy; career ladder promotion potential; the opening, initial cut off, and closing dates; job location; summary of duties; qualification requirements; time-in-grade restrictions; any selective placement factors; special conditions of employment and; how and where to apply instructions.

k.  To be eligible for referral as Best Qualified, candidates must meet the minimum qualification standards prescribed by OPM within 30 days of the closing date of the vacancy announcement.  In addition, when required skills are designated the applicant must meet all required skills to be referred.  If only desired skills are requested, applicant must meet 51% or more of the desired skills established as the skills search criteria to be referred.  Veterans will be rated and ranked along with other eligible applicants and veterans preference will not apply.

l.  The selecting official may select from any appropriate recruitment source (for example, promotion, reassignment, transfer, reinstatement, VEOA, VRA eligibles, candidates within reach on an OPM certificate, etc.).  

m. Candidates eligible for special or priority consideration as outlined in this plan will be designated separately on referral lists.  

n.  Applicants will be referred in alphabetical order.

o.  Selections will be based solely on job-related criteria and reasons for selection will be documented. 

p.  A Merit Promotion referral list may be used again within 60 days of the first referral list for a request to fill a similar vacancy, i.e., same title, series, grade, and skill factors.  

q.  CPAC will post “anticipated vacancies” as soon as an approved personnel request is received.  This posting will provide employees an opportunity to submit or update their resume.

9.   RELEASE OF EMPLOYEES:  Normally, an employee will be released no later than the beginning of the second pay period following the commitment.  An earlier or later date may be arranged by mutual agreement between officials of the gaining and losing activities. The release of any employee will not be postponed for more than 30 days without the consent of the employee.

10.  COMPLAINTS AND GRIEVANCES:  Employees have the right to file a grievance relating to a merit promotion action; such complaints shall be resolved under appropriate grievance procedures.  Non-selection from a properly constructed referral is not a basis for grievance. 

11.   PROHIBITED ACTIONS: Discovery of a procedural, regulatory or program violation will lead to a suspension of the action until such time as the matter is resolved and properly documented.

12.   CORRECTIVE ACTIONS:  
a.  Immediate action will be taken to correct a violation or program deficiency based on the established facts and legal rights of those concerned.

b.  When a violation has been alleged or discovered, the person placed will remain in the position until a determination is made as to what corrective action should be taken, if any.

c.  A procedural violation occurs when a placement action does not meet the requirements of this plan.  If reconstruction of the action shows that the employee selected could have been selected had proper procedures been followed, the employee selected may remain in the position.

d.  A regulatory violation occurs when the employee placed does not satisfy legal and/or regulatory requirements for placement, such as qualification requirements.  The erroneously placed employee may be retained in the position only if he/she meets all requirements for placement at the time of corrective action.

e.  A program violation occurs if this plan and placement guidelines or practices do not conform to higher level requirements.  In a program violation, an employee generally may be retained in the position if there are no procedural or regulatory violations involved.

13. RECORDKEEPING:  A record of each merit promotion action must be maintained that is sufficient to allow reconstruction of the action.  These records may be destroyed in accordance with AR 25-400-2, The Modern Army Recordkeeping system.  The records must be maintained longer when a grievance is pending.

APPROVED:

_signed  - Barry L. Buchanan   2/24/00__

                 CPAC Director

_signed – Tommy L. Ball   2/24/00______

          Union President, R4-12

_signed – Portia A. Wilson   2/24/00 ____

          Union President, R4-11
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