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SOUTHEAST REGION

MERIT PROMOTION & PLACEMENT PLAN



					

1.  GENERAL.  



a.  This Merit Promotion & Placement Plan (MPPP) was developed by representatives of both parties, labor and management, through mutual respect and a cooperative relationship.  Any program deficiencies noted by management or labor can be addressed at the local level and forwarded to the Southeast Civilian Personnel Operations Center (SE CPOC) for coordination.



b.  The Southeast Expedited Recruitment Procedure (SEERP), Appendix A,  is valid for 1 year from the date of implementation.  It will be formally reviewed for effectiveness after the first 6 months of operation.  Subject to appropriate labor management consultation, the SEERP may be extended or revised.



2.  PURPOSE.  This plan will be used for promotions and other competitive placement actions for activities serviced by the CPOC and will be in accordance with statutory and regulatory guidance. 



3.  POLICY.  It is the policy of this region to assure that positions are staffed on the basis of merit and fitness, without regard to political, religious, or labor organization affiliation or nonaffiliation, marital status, race, color, sex, national origin, nondisqualifying physical handicap or age and are based solely on job-related criteria. 



4.  SCOPE.  



    a.  The provisions of this plan, including the procedure in Appendix A, apply to all activities serviced by the Southeast CPOC and, as such, will be the current plan and procedures used in the Southeast Region.  Where the plan is silent regarding any aspects of the merit promotion and placement program, the provisions of current collective bargaining agreements or law, rule or regulation will apply as appropriate.



    b.  The plan applies to all competitive service and excepted service positions in organizations serviced by the SE CPOC, unless one of the exclusions listed in paragraph 5 applies.



5.  EXCLUSIONS.  This plan will exclude the following actions:



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



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



    c.  Promotion, reassignment, demotion, transfer, reinstatement, or details to position having 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.



    d.  Promotions resulting from upgrading due to issuance of a new classification standard or correction of an initial classification error.





	`					



    e.  Promotions without competition when at an earlier stage an employee was selected from under competitive procedures for a position with known promotion potential (the intent must be a matter of record and career ladders must be documented).



    f.  Promotions resulting from an employee’s position being reclassified at a higher grade because of additional duties and responsibilities when all of the following circumstances are met:



       (1)  There are no other employees at the same grade in the unit supervised by the selecting official who are performing duties substantially the same as those performed by the employee prior to the addition of the new duties and responsibilities;



       (2)  The employee continues to perform the same basic function(s) as in the former position and the duties of the former position are administratively absorbed into the new position;



       (3)  The addition of the duties and responsibilities does not result in an adverse impact on another encumbered position, such as abolishing the position or reducing the known promotion potential of another position; and



       (4)  The employee meets all eligibility requirements for the position.

						

    g.  Temporary promotions of 120 days or less.  Additionally, installations are granted authority to make temporary promotions and details to higher grade positions noncompetitively for up to 179 days to maintain continuity of essential functions during base closures and majordraw downs IAW guidance contained in DAPE-CPP Memorandum, dated December 14, 1992, subject:  Noncompetitive Temporary Promotions and Details Up to 179 Days.



    h.  Details of 120 days or less to a higher grade position or to a position with known promotion potential.



    i.  Placement of employees who have eligibility for special consideration for repromotion.  These employees are those who have been changed to a lower grade without personal cause and not at their own request.



    j.  Senior Executive Service Positions.



    k.  Temporary/term appointments to positions filled by temporary/term employees.



    l.  Conversions of excepted appointments of the Physically or Mentally Disabled, Veterans Readjustment Appointment (VRA), Student Employment or other eligible appointments.



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



     n.  Positions identified at mandatory command and DA, or DOD-wide referral levels which are filled under the provisions of applicable career management program regulations, or other special programs such as appointments of attorneys.



6.  RESPONSIBILITIES.



    a.  Civilian Personnel Operations Center.  The CPOC is responsible for:



        (1)  Administering the merit promotion and placement program to assure that the provisions of this plan are accomplished in accordance with statutory and regulatory guidance and that guidance is followed.







						



        (2)  Advising, assisting, providing consultation, and disseminating information to the Civilian Personnel Advisory Centers (CPACs) pertaining to recruitment, supervisory and employee responsibilities,  and regulatory requirements.



        (3)  Notifying applicants in writing of reasons for non-referral and notifying referred applicants of non-selection.



        (4)  Marketing, explaining, and soliciting opinions, comments and suggestions on this plan.



        (5) Verifying that the selected candidate is qualified and committing the job.



    b.  Civilian Personnel Advisory Center.  The CPAC is responsible for:



        (1)  Assisting the CPOC in providing information on recruitment to the work force.



        (2)  Assisting, providing consultation, and disseminating information to the CPOC pertaining to recruitment, supervisory and employee responsibilities, and regulatory requirements.

	

        (3)  Marketing, explaining, and soliciting opinions, comments and suggestions on this plan.



        (4)  Assisting managers and supervisors in developing task lists as requested.



    c.  Management and/or supervisors.  Management and/or  supervisors are responsible for:



        (1)  Communicating the provisions of this plan to employees.



        (2)  Anticipating personnel requirements and initiating appropriate action on a timely basis.



        (3)  Reviewing and monitoring selection procedures carefully to assure that they comply with the spirit of the affirmative employment goals and objectives.



        (4)  Assisting employees in applying for vacancies and, upon written request, submitting applications for vacancies announced during the employee’s absence.



        (5)  Ensuring vacancy announcements and information about career opportunities and self-development are available to all civilian employees.



       (6)  Developing task lists to be used in announcing jobs.



    d.  Employees.  Employees are responsible for:



        (1)  Seeking advice and assistance from their supervisors in developing a plan to prepare themselves for more responsible assignments.



        (2)  Following the provisions of this plan.

						

        (3)  Keeping supervisors informed in writing about job vacancies for which they are interested in applying during an absence from duty.



    e.  EEO Officer.  The EEO Officer is responsible for:



						



        (1)  Consulting with the CPOC/CPAC regarding provisions of this plan.



        (2)  Submitting written comments or suggestions for program changes to assist in assuring equal opportunity for all employees.



        (3)  Developing, executing, and assessing programs designed to support affirmative employment.



        (4)  Reviewing and monitoring selection procedures carefully to assure that they comply with the spirit of the affirmative employment goals and objectives.





7.  LOCATING CANDIDATES.



    a.  The area of consideration must be sufficiently broad to ensure the availability of high quality candidates and will be in compliance with any regulatory or negotiated requirements.



    b.  Application procedures will be described in the vacancy announcement.



    c.  To be eligible for promotion or placement, candidates must meet the minimum qualification standards prescribed by OPM as of  the closing date of the vacancy announcement.  In addition,  an employee’s most recent performance appraisal must be fully successful or successful level 3 under TAPES rating procedures or higher in order to be eligible for merit promotion consideration and referral under this plan.  In the event there is no appraisal, the employee is presumed to be fully successful.  



    d.  The selecting official may select or not select any candidate referred under this plan.  Selections will be based solely on job-related criteria and reasons for selection will be documented.



    e.  Notifications of selection will be made by the CPOC/CPAC.  Normally the employee will be released within one full pay period following the commitment.  Any proposed delays in the release date must be agreed to by the gaining activity.  The release of any employee will not be postponed for more than 30 days without the consent of the employee.



8.  APPLICATION PROCEDURES.  Appendix A, which follows, describes the method to be followed in applying for internal job opportunities under this plan.  As appropriate, other appendixes will be added later to take advantage of  new technology.



9.  ADMINISTRATION



    a.  Discovery of a procedural, regulatory or program violation prior to the effective date will lead to suspension of the action until such time as the matter is resolved and properly documented.



    b.  Employee complaints and grievances.  Employees may file a complaint relating to a promotion action;  however, non-selection from among a group of properly ranked and certified candidates is not a basis for a grievance.  Efforts will be made to informally resolve employee concerns about actions under this process.



    c.  Corrective Actions.



        (1)  Immediate action will be taken to correct a violation based on the established facts and legal rights of those concerned.  



        (2)  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.

						



         (a)  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 may have been selected if proper procedures had been followed, the employee selected may remain in the position.



        (b)  A regulatory violation occurs when the placed employee did 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 as of the closing date of the vacancy announcement  



        (c)   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 were no procedural or regulatory violations involved











APPROVED:  ___________________________                                          DATE:  ____________________

                        LYNDEN H. ROSENBERRY

                        Director, Southeast Civilian Personnel

                        Operations Center





�APPENDIX A









SOUTHEAST EXPEDITED RECRUITMENT PROCEDURE (SEERP).





A-1.  SEERP will be the predominant procedure used for filling positions under this plan.  The process allows the applicant to self-certify his/her level of competence on job-related tasks and self-certify his/her qualifications.  A cursory review of the employee’s self-certification will be made by the CPOC (e.g. have applicants indicated they meet time-in-grade).  The task rating will also be scored by the CPOC.  Applicants will be referred or non-referred based on the results of this review.  The selectee’s qualifications will be confirmed by the CPOC prior to a job offer being made.  The SEERP functions as follows:



    a.  Task lists are developed at the local level and submitted to CPOC.



    b.  Task lists and other qualification requirements are included in the announcement.



    c.  Employees self-certify their basic qualifications, their skill level on each job related task, their performance appraisal, related awards and training, relevant experience, education and other requirements identified in the Merit Promotion Announcement.



    d.  Employee Merit Promotion Applications will be reviewed by the CPOC.  Task lists will be scored by the CPOC.  Applications must be received by the closing date to be considered.



    e.  The “Best Qualified” employees are referred based on the employee’s self-certification.  All employees who meet a majority of the tasks at the 3 point level will be referred to the CPAC for consideration.  For example, in the case of six tasks, the employee would need to score 3 points on four or more of the six tasks in order to be referred for consideration.  CPOC will provide numerical scores for referred candidates.   



    f.  SELECTED EMPLOYEES’ QUALIFICATIONS WILL BE CONFIRMED BY THE CPOC PRIOR TO COMMITMENT.  The OPF, the Merit Promotion Application, and the resume may be used to accomplish this verification.  



    g.  Best qualified candidates are referred in alphabetical order.  The referral list , the Merit Promotion Applications, and the resumes are sent through the CPAC to the selecting supervisor.  



    h.  Selecting officials should indicate first, second, and third choices.



A-2.  Announcements will consist of:



    a.  Basic announcement information as provided by the CPAC.



    b.  The Merit Promotion Application.



.







�SAMPLE

POST ON BULLETIN BOARD -  DO NOT REMOVE UNTIL AFTER CLOSING DATE



DEPARTMENT OF THE ARMY

OFFICE OF THE ASSISTANT SECRETARY

MANPOWER AND RESERVE AFFAIRS

SOUTHEAST CIVILIAN PERSONNEL OPERATIONS CENTER

MELOY HALL, BUILDING 6

FORT BENNING, GEORGIA  31905



INTERNAL RECRUITMENT NOTICE NUMBER (IRN):  B15-00002-96-LK



OPENING DATE:                                  FIRST CUT-OFF DATE:                         CLOSING DATE:  



# OF VACANCIES:              



POSITION AND LOCATION:  PERSONNEL STAFFING SPECIALIST,  GS-212-12



			  Southeast Civilian Personnel Operations Center , FORT BENNING, GA.

			  Staffing Services Division



A.  GENERAL INFORMATION:





B.  AREA OF CONSIDERATION:  The area of consideration for this position is _______________.  When applicable, concurrent consideration may be given to one or more other categories of eligibles from a wide variety of sources; e.g. transfer eligibles, E.O. 12721 eligibles, reinstatement eligibles, Veterans Readjustment Appointment eligibles, Disabled Veterans with 30% or more service connected disability, Delegated Examining Authority eligibles, Office of Personnel Management eligibles, etc.





C.  SPECIAL NOTES:  EXAMPLE FOLLOWS:  Relocation expenses will not be paid.  Relocation  services under National Relocation Program (NRP)  will not be paid.  Direct Deposit/Electronic Funds transfer (DD/EFT) is the standard method of salary payment for DOD Civilians and you will be required to elect DD/EFT if you are selected under this announcement.  A waiver may be requested to alleviate financial hardship.   





D.  DUTIES:  Serves as senior staffing specialist and team leader in the Internal Recruitment Branch of the Southeast Civilian Personnel Operations Center.  Provides continuing technical advice and assistance to CPAC personnel in resolution of difficult staffing problems for complex organizations.  Administers in-service placement actions.  Executes reduction in force and transfer of function actions.  Performs duties as team leader over a group of personnel specialists, assistants, and clerks.  Assigns and reviews work; assures production and accuracy requirements are met; approves short periods of leave; provides input to performance appraisals; coordinates work priorities set by the Team Chief, etc.





E.  QUALIFICATION REQUIREMENTS FOR MINIMUM ELIGIBILITY: The following summarizes the qualification standard for this position, found in the operating manual published by the Office of Personnel Management.  You may review this operating manual in its entirety by visiting your local Civilian Personnel Advisory Center (CPAC).  To qualify, applicants must have at least 1 year of specialized experience equivalent to the GS-11 level.  Specialized experience is experience that equipped the applicant with the particular knowledge, skills, and ability to perform the duties of the position, and which is typically in or related to the position to be filled.



F.  TIME-IN-GRADE REQUIREMENT:  Generally, an employee may be advanced to this position if he/she served for at least 52 weeks in a position at or above the GS-11 level.  Nonappropriated fund service, non General Schedule service, or combinations of certain other creditable service may be used to satisfy time-in-grade requirements when appropriate.  Each case will be judged on its own merit.





G.  HOW TO APPLY:  Complete the attached  Merit Promotion Application.  Specific instructions are contained in the Application.  Submit a one or maximum two page resume highlighting your previous work history as it pertains to the position applied for.  Only the Application and resume will be forwarded to the selecting official, so it is critical that these documents briefly and accurately include all information necessary to illustrate your qualifications for the position.  Absence of a resume will not disqualify a candidate, since experience pertinent to the job can be covered in Part II of the Application, but inclusion of a resume may assist the selecting official in his/her decision.  Applications mailed at government expense will not be accepted.





H.  WHERE TO APPLY:  Applications must be received in the SECPOC on or before the closing date.  It is your responsibility to assure applications are submitted timely to meet these deadlines.  Applications should be sent to the following address:



				SECPOC

				Building 6, Attention:_____________

				Fort Benning, Georgia  31905





�						SAMPLE

			    	MERIT PROMOTION APPLICATION



POSITION TITLE, SERIES, GRADE:  PERSONNEL STAFFING SPECIALIST, GS 212-12                 



				           IRN: B15-00002-96-LK



Applicant’s Name (Printed)_______________________________________________SSN__________________________________



Position Title________________________________________Series______________Grade________________________



Organization________________________________________Telephone________________________________



If you are selected for this position, the responses you provide on the Merit Promotion Application will be verified  before a supervisor’s selection is committed.  Responses that are not substantiated will not be given credit.  Any attempt to exaggerate/conceal/falsify your experience/education/awards/training can result in your removal from Federal Service or other disciplinary action. 





PART I.  SELF-RATING.  Part I must be completed by each applicant.  For each Task in Part A, circle the level description from the list below that best describes your experience, education and/or training.  For each question in Part B, fill in  the requested information.





A.  DESCRIPTION OF EXPERIENCE, EDUCATION, AND/OR TRAINING LEVELS:



	0 - I have not had experience, education, and/or training in performing this task.

	1 - I have had education or training in performing this task, but have not yet performed it on the job.

	2 - I have performed this task on the job.  My work on this task was monitored closely by a 		supervisor or  senior employee to ensure compliance with prior procedures.

	3 - I have performed this task as a regular part of a job.  I have performed  it  independently and 	normally without review by  a supervisor or senior employee.

	4 - I am considered an expert  in performing this task.  I have supervised performance of this task or 	am normally the person  who is consulted by other workers to assist them in doing this task because 	of my expertise.





LEVELS:		TASKS:



0 1 2 3 4		a.  Provide technical advice and assistance to others in resolution of difficult staffing 			problems.

0 1 2 3 4		b.  Apply a thorough and comprehensive knowledge of recruitment and placement principles 		and concepts.

0 1 2 3 4		c.  Demonstrate sound working knowledge of other functional areas of civilian personnel.

0 1 2 3 4		d.  Accomplish pre-RIF planning.

0 1 2 3 4		e.  Evaluate trends in mission, technology, manpower and fiscal resources and other factors 			influencing future  staffing needs.

0 1 2 3 4		f.  Process Standard Form 52 actions.

0 1 2 3 4		g.  Set pay in accordance with governing procedures.

0 1 2 3 4		h.  Rate and rank applications by correctly applying appropriate qualification standards.

0 1 2 3 4		i.  Develop crediting plans and/or KSAs.

0 1 2 3 4 	j.  Administer special employment programs (e.g. FEORP, VRA, PPP, etc.).

0 1 2 3 4		k.  Work  well with others and promotes team harmony.  

0 1 2 3 4 	l.  Provide training and or instruction to employees.

0 1 2 3 4 	m.  Prepare job announcements

0 1 2 3 4		n.  Communicate effectively orally with others.

0 1 2 3 4		o.  Work independently to plan and accomplish own work as well as work of team members.

0 1 2 3 4		p.  Write reports, justifications, correspondence, instructions, narrative procedures, 				responses to complaints, etc.

0 1 2 3 4		q.  Provide excellent customer service.

0 1 2 3 4		r.  Work under pressure to meet deadlines and suspense’s.

0 1 2 3 4		s.  Assist with development of and support recruitment and placement program goals and 			objectives.

0 1 2 3 4		t.  Keep supervisor informed of work progress and significant developments.





B.  PERFORMANCE APPRAISAL RATING AND AWARDS





1.  My last official performance appraisal rating is dated_________________and the rating level was__________________________.



2.  I have also received awards which  further substantiate the level ratings I circled.  Awards and dates received are as follows:

________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________





PART II.  SELF-CERTIFICATION OF  QUALIFICATIONS.  (MUST BE COMPLETED BY EACH APPLICANT.)  Please review the Qualification Requirements for Minimum Eligibility section before responding in the following sections:



A.  TIME-IN-GRADE  As described in the IRN, I satisfy time in grade requirements based on previous Appropriated Fund/NAF/or equivalent service:   Grade________From (Yr/Mon)_______To (Yr/Mon)_______



MINIMUM QUALIFICATION REQUIREMENTS:



	I meet minimum qualification requirements described in the IRN based on experience. YES__NO___

	I meet minimum qualification requirements described in the IRN based on education.  YES__NO___



OTHER  (USED AS NEEDED):



1.  I have at least one year of the specialized experience described in the IRN:  From (Yr/Mo)_______________To(Yr/Mon)________________



















2.  The following section(s) describes my job experience and/or education related to this position.  I understand that this information may be used to determine if I meet basic qualification requirements and will be provided to the selecting official for candidates who are to be referred.  I further understand this experience and/or education  is subject to verification.



____________________________________________________________________________________________

FROM	TO	POSITION/TITLE, & GRADE LOCATION    SUPERVISOR’S NAME/PHONE NUMBER

____________________________________________________________________________________________



____________________________________________________________________________________________



____________________________________________________________________________________________



RELATED EDUCATION ABOVE HIGH SCHOOL LEVEL (PLEASE IDENTIFY UNDERGRADUATE AND GRADUATE STUDY SEPARATELY):



1.  Credit Hours Completed____(Semester/Quarter - Please Circle)  Degree(s) Received______

Yr Rec’d___Major___Name of School___________________Location_______________________________



RELATED TRAINING:



OTHER SIGNIFICANT ACCOMPLISHMENTS:



____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________





I certify that the information I provide on the Merit Promotion Application is true and correct to the best of  my knowledge and belief.  



APPLICANT’S SIGNATURE_______________________________DATE______________________________





This Form May Not Be Altered By Applicant�APPENDIX B

DEFINITIONS



B-1.  Area of Consideration.  The area in which a search is made for eligible candidates for a specific position.  



B-2.  Promotion.  The change of an employee to a higher grade when both the old and new position are under the same pay schedule, or to a position with a higher representative rate when the old and new position are under different pay schedules.  



B-3.  Temporary promotion.  The temporary official placement of an employee into a position of higher grade.  This action temporarily increases an employee’s grade and rate of pay.  



B-4.  Change to lower grade.  The change of an employee to a lower grade when both the old and new position are under the same pay schedule, or to a position with a lower representative rate when the old and new position are under different pay schedules. 



B-5.  Detail.  The temporary assignment of an employee to duties not within his/her job description.  A detail does not change the employee’s official title, grade, or pay rate.  



B-6.  Known promotion potential.  Positions referred to as having known promotion potential are those positions engineered for filling at a grade below the established or target grade with subsequent non competitive promotions to the target grade and qualifications and any formal/informal training requirements are satisfactorily met.  Examples are “trainee” and “career ladder” positions filled initially below the authorized target  grade.  



B-7.  Position change.  A move by an employee from one position to another position during his or her continuous service within the same agency.  When the move establishes the employee’s eligibility for grade retention (under 5 U.S.C.5362), the Nature of Action for the move is called “Position Change.” It is also called “Position Change” when an employee who is already entitled to grade retention moves to another position at or below his or her retained grade.  



B-8.  Southeast Expedited Recruitment Process (SEERP).  A selection process which allows the applicant to self-certify his/her level of competence on job-related tasks and self-certify his/her qualifications. 



B-9.  Internal Recruitment Notice (IRN).  The notice which announces merit promotion opportunities to the work force.  



B-10.  Merit Promotion Application.  The employee application form specifically developed for the expedited recruitment process.  
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