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1-1.  Purpose.  This guide describes policies and procedures on hiring practices for filling appropriated fund civilian positions at Fort Monroe.  Application of this guide ensures consistent personnel practices and supersedes HQ TRADOC Memo, 690-3, 17 May 99, subject:  HQ TRADOC Civilian Personnel Management.

1-2. Reference.  Title 5, United States Code, Chapter 23, Sections 2301 and 2302.

1-3. Applicability.  Information contained in this guide applies to all activities at Fort Monroe.

1-4. Responsibilities.

  a.  Selecting officials are responsible for adhering to the Merit System Principles that are outlined in appendix B.  It is imperative that supervisors and managers incorporate the merit system principles into their decision process.  Criteria used in the selection process must be job-related and reason for selection will be documented.

  b.  Prohibited personnel practices are outlined in appendix C.

  c.  The Fort Monroe CPAC is available to provide advice on recruitment strategy, selection process and proper selection criteria.

  d.  Managers and supervisors must comply with the following for all personnel actions resulting in promotion, reassignment, transfer or new hire.

    (1)  Reorganizations.  At the pre-decisional stage, you must seek the union’s recommendations on actions that may ultimately affect the working conditions of bargaining unit employees.  Proposed reorganizations will be staffed with HQ Fort Monroe CPAC and Equal Employment Opportunity Office prior to approval.

    (2)  Position Establishment Actions.  The TRADOC Chief of Staff will approve establishment of high-grade (GS-14 and GS-15) positions that are not within an organization’s assigned high-grade ceiling.  Each request will include justification that addresses structure, options considered, supervisory/employee ratio, and origin of work.  Request requires coordination with CPAC, DCSBOS, and DCSRM.

    (3)  Recruitment Actions.

      (a)  Employees occupying abolished jobs will be considered for reassignment into vacant positions, prior to initiation of formal recruitment process and will be placed in vacant positions, if fully qualified.  HQ TRADOC CofS approval is required for an exception for HQ TRADOC or ROTCCC activities.  Commander, HQ Fort Monroe has authority to approve an exception for HQ Fort Monroe vacancies.  CPAC will monitor progress of this Excess Employee Placement program.

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

      (c)  Announcements will remain open a minimum of 7 calendar days.

      (d)  Noncareer program positions at the GS-15 level will be announced DA-wide for a minimum of 30 calendar days to attract a full complement of qualified candidates, including minorities, women, and individuals with disabilities.

      (e)  Permanent Change of Station costs will be paid consistent with the area of recruitment in vacancy announcements unless the announcement or career referral notice clearly states PCS costs will not be paid.

      (f)  Recruitment sources will not be limited to non-status applicants for permanent fill actions.  Area of recruitment will be sufficient to attract underrepresented groups.

      (g) The TRADOC Director of Civilian Personnel reviews all requests for appointment of retired members of the Armed Forces within 180 days after retirement.  Requests for Fort Monroe Post positions in grades GS-7 and below and Wage System positions are approved by the TRADOC Director of Civilian Personnel.  All others are endorsed to HQDA for approval.

      (h)  Screening panels, when used to evaluate candidates, will include at least one member from outside the directorate having the vacancy and, whenever possible, minority and/or female representation.  The union will be given the opportunity to provide a qualified bargaining unit member to sit on screening panels for positions covered by the union contract.

      (i)  Selecting Officials will make  selections within fifteen (15) calendar days after receipt of referral list.

      (j)  Actions are subject to the Department of Defense Priority Placement Program or other placement program requirements.

      (k)  Managers and supervisors are encouraged to consider reassignment, change to lower grade, and repromotion eligibles through use of local reassignment or change to lower grade opportunity notices.

    (4)  Classification Actions.

       (a)  Noncompetitive promotion actions resulting from assignment of additional duties and responsibilities will include justification including origin of new work and/or changed technology.

       (b)  Promotions will be subject to competition if there is another position at the same grade within the unit (supervised by the selecting official) performing similar duties (same title and series).

     (5)  Temporary Promotions.  Individuals may be temporarily promoted into higher level positions, at the discretion of the head of the organization.

  e.  Each activity will establish procedures to ensure that consistent personnel practices of paragraph 1-4d, above, are followed for all personnel actions.  A sample checklist is provided in Appendix A to assist in establishing criteria for consistent actions.

Appendix A

Sample Checklist

	POSITION:
	
	
	

	CRITERIA
	MET
	NOT MET
	REMARKS

	
	
	
	

	1.  POSITION ESTABLISHMENTS
	
	
	

	    a.  CofS approval of new high grade positions not covered within ceiling
	
	
	

	     - Coord with CPAC
	
	
	

	     - Coord with DCSBOS
	
	
	

	     - Coord with DCSRM
	
	
	

	    b. .  Org review of vacant/new supervisory and high grade positions for elimination or restructure to non-supv or lower graded position.
	
	
	

	
	
	
	

	2.  PERMANENT RECRUITMENT ACTIONS
	
	
	

	    a.  Surplus list checked.
	
	
	

	    b.  Minimum area of recruitment career and career-conditional employees serviced by Fort Monroe CPAC.
	
	
	

	    c.  Annc open minimum of 7 calendar days.
	
	
	

	    d.  Non-CP psns at GS-15 annc DA-wide for min 30 calendar days to attract full complement of qualified candidates, including minorities, women, and disabled individuals.
	
	
	

	    e.  Information regarding payment of  PCS costs clearly identified.
	
	
	

	    f.  Permanent recruitment not limited to external candidates.  Area sufficient to attract under-represented groups.
	
	
	

	    g.  All Retired mil waiver request reviewed TRADOC Civilian Personnel Director (CPD).  

CPD acts on Fort Monroe Post level positions at grades GS-7 and below and Wage system positions
	
	
	

	    h.  Screening panels, when used, include at least one member from outside the Directorate of the vacancy and, when possible, minority and/or female.
	
	
	

	
	
	
	

	3.  CLASSIFICATION ACTIONS
	
	
	

	    a.  Noncompetitive promotions due to additional duties include justification including origin of new work/changed technology.
	
	
	

	    b.  Competitive promotion, if there are other employees at the same grade within the unit performing similar duties.
	
	
	


Figure A-1.  Sample Civilian Personnel Checklist

Appendix B

Merit System Principles

Title 5, United States Code, Chapter 23, Section 2301 addresses Merit System Principles.  The merit system principles are the public’s expectations of a system that is efficient, effective, fair, open to all, free from political interference, and staffed by honest, competent, and dedicated employees.  The merit system principles are: 

1. Recruit qualified individuals from all segments of society and select and advance employees on the basis of merit after fair and open competition which assures that all receive equal opportunity. 

2. Treat employees and applicants fairly and equitably, without regard to political affiliation, race, color, religion, national origin sex, martial status, age, or handicapping condition, and with proper regard for their privacy and constitutional rights. 

3. Provide equal pay for equal work and recognize excellent performance. 

4. Maintain high standards of integrity, conduct, and concern for the public interest. 

5. Manage employees efficiently and effectively. 

6. Retain and separate employees on the basis of their performance. 

7. Educate and train employees when it will result in better organizational or individual performance. 

8. Protect employees from arbitrary action, personal favoritism, or coercion for partisan political purposes. 

9. Protect employees against reprisal for the lawful disclosure of information in "whistleblower" situation (i.e., protecting people who report things like illegal and/or wasteful activities).

Appendix C

Prohibited Personnel Practices

Title 5, United States Code, Chapter 23, Section 2302 addresses prohibited personnel practices pertaining to personnel actions, e.g., appointment, promotion, detail, transfer or reassignment; performance evaluation; decisions on pay, benefits or awards; or any other significant change in duties, responsibilities, or working conditions.  As such, managers and supervisors are charged with the following:  

1. Don’t DISCRIMINATE on the basis of race, color, religion, sex, national origin, age, handicapping condition, marital status, or political affiliation. 

2. Don’t SOLICIT or CONSIDER any personnel recommendation or statement not based on personal knowledge or records of performance, ability, aptitude, general qualifications, character, loyalty, or suitability. 

3. Don’t COERCE an employee’s political activity. 

4. Don’t DECEIVE or OBSTRUCT any person with respect to such person’s right to compete for employment. 

5. Don't INFLUENCE a person to withdraw from competition for the purpose of improving or injuring the prospects of another person for employment. 

6. Don’t GRANT any preference or advantage not authorized by law, regulation, or rule to any [employee or applicant for the purpose of improving or injuring the prospects of another person for employment]. 

7. Don’t EMPLOY or ADVOCATE a relative. 

8. Don’t RETALIATE against a Whistleblower, whether an employee or an applicant. 

9. Don’t RETALIATE against employees or applicants who exercise their appeal rights, testify, or cooperate with an Inspector General or the Special Counsel, or refuse to break the law. 

10. Don’t DISCRIMINATE based on actions not adversely affecting performance. 

11. Don’t VIOLATE any law, rule, or regulation implementing or directly concerning the merit principles. 

12. Don't VIOLATE Veteran's Preference by taking or failure to take a personnel action. 
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