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INTRODUCTION
     As a military leader, you are already trained in management and basic leadership principles such as the ability to motivate, as well as to plan, organize, schedule , assign and evaluate the work of military subordinates.  These are the exact same skills civilian managers use in leading their own workforce. As you become comfortable in your position, you'll soon discover there is no great difference in managing civilian or military personnel with these skills.  However, some of the rules differ within the civil service system, creating the difference between effective and ineffective management.  Find out what the rules are; learn how they work, and why; and, apply them in a way that promotes good management and efficiency in the workplace.

          Military Personnel
      Civilian Personnel

 Uniformed Code of Military Justice

                 (UCMJ)
Title 5 US Code of Federal                  Regulations


Federal Labor Relations                     Authority


Equal Employment Opportunity

    You've probably noticed the push for empowerment--meaning relaxing strict bureaucratic rules and procedures.  Most of the Federal Personnel Manual (FPM), where the civil service rules are, has been "sunsetted" and many DOD components have followed suit by abolishing a large number of their own civilian personnel regulations written to supplement the FPM.  But the rules haven't gone away, just a little more difficult to find in Title 5 US Code of Federal Regulations.  Rules such as the ones under which civilians are paid, hired, promoted, trained, appraised, given awards, disciplined and retired.  All of them substantially differ from those governing military personnel--and all of them are up to you to apply to civilians.
      This book may not be as informative as talking with the experts, but you can use it as a guide and reference tool to get some answers and advice anytime.  It will pave the right path through that mysterious, uncharted jungle of "Civilian Personnel Management" and prepare you for better questions to ask a personnel advisor.  

The Civil Service System
Let's start with the most basic civil service employee protection:  the civilian workforce you are managing is tenured.  There are some exceptions, but the vast majority of federal employees are "competitive service".  This means they have substantial rights to their positions and career.  They cannot be moved around, or disciplined "by whim".  That tenure is protected by a body of personnel laws, regulations, and (for many) collective bargaining agreements.

  Tenure Group I
 Career employees who are not serving a probationary period     for appointment to a competitive position.

 Tenure Group II
 Career-conditional employees and employees serving a            probationary period for initial appointment to a competitive    position.

Tenure Group III
 Employees serving under indefinite, temporary appointment   pending establishment of a register (TAPER), term                  appointment, status quo appointment, or any other                  non-status non-temporary appointment.

NOTE:  Temporary employees are on time limited appointments and are not included as they are not competing employees for reduction-in-force purposes.  They must be terminated before any competing employees.

   Competitive         Appointment
Means that an applicant must compete with others.  Used in civil service registers, merit promotion (if never held grade before), etc.

 Non-competitive    Appointment
Is employment without civil service registers.  Example:  a non-competitive action can include a person applying for a position that has worked for the government before and is being selected for a grade previously held.

Probationary Period
Nobody gets instant tenure.  Every competitive service federal employee must serve an initial one-year probationary period.  During that year, the employee is completing the final phase of the testing process that led to his/her appointment to the job.  Most employees do well, and they pass through that year without any problems.

But it's possible to fail that final exam for any number of reasons, including poor performance, poor attendance, snotty attitude, lack of enthusiasm--you name it.  It's a fact that a probationary employee can be removed for a good reason, a bad reason, or no reason at all!  But it has to be a legal reason.  Examples of illegal ones include (but are not limited to) race or sex discrimination, retaliation for union activity, or retaliation for "whistleblowing."  And on that 366th day, the ease of removal during the probation period is the trade-off for the strong protection that employee receives at the end of that trial year.

If you have a probationary employee that seems questionable to you, start doing some serious thinking about the situation right away.  Do not wait until the end of the year to make up your mind, or stay fixed firmly behind your desk hoping for miraculous improvements.

"A bit of GOOD ADVICE:  Remember this! ! ! !"

For most of us, there is little that is more unpleasant than saying "you're fired" to any employee--old or new.  Even if they deserve to be fired, it doesn't make your decision any easier.  But like the Moth from Hell, that problem employee will soon shed that fragile probationary cocoon and be a tenured problem employee who can make your life miserable for a long, long time.  Because once tenure rights kick in, you are going to have to prove (document) and justify every action against that employee to a skeptical arbitrator or judge.

If you take actions for the wrong reasons, setting things right can be costly.  Costly in terms of wasted time, wasted resources, and wasted employees.  And not particularly helpful for any aspirations you might have for your military career.

To help give you a better idea of how the personnel management system works, here's a quick overview of the third party agencies, what they do, and why it's important for you to know that.

Equal Employment Opportunity Commission
The government's discrimination "watchdog".  Available to decide federal employee discrimination appeals.

If discrimination is found by the EEOC, it can order the agency to "make the employee whole." (which usually means to cancel whatever action you took that gave rise to the complaint, make necessary changes to the work environment, whatever the commission orders.

Federal Labor Relations Authority (FLRA)
FLRA keeps a "vigilant eye" over the labor relations program in the federal sector.  (over half of the federal workforce has union representation).  FLRA determines appropriate bargaining units and holds elections to certify and (rarely) decertify unions as exclusive representatives.  It gets involved in the bargaining process by making negotiability determinations and by resolving bargaining impasses.  And it decides unfair labor practices (ULPs), a violation of rights guaranteed under Federal Labor Relations Statute.

Merit Systems Protection Board (MSPB)
MSPB decides employee appeals of adverse actions (suspensions greater than 14 days, demotions, removals) either based on misconduct or poor performance.  Through its Office of Special counsel, the Board also investigates allegations of retaliation for whistleblowing.  The MSPB has the power to uphold the agency's action, reverese it (order the employee returned to duty with retroactive pay and benefits), or (in misconduct cases) mitigate the action.

Office of Personnel Management
The one-time guardian of the Federal Personnel Manual, OPM has lost much of its clout in the government reinvention process.  But it still has oversight responsibility to ensure that agencies abide by non-discretionary civil service rules.  (i.e. rules governing the federal job classification system, qualification requirements for hiring).  OPM has the authority to decide classification appeals, revoke illegal hiring actions, and order agency compliance if its managers violate any non-discretionary civil service rule.

Arbitrators
Arbitrators are empowered (under the labor relations statute) to decide grievances under a collective bargaining agreement.  An arbitrator can make a binding decision that can have long-lasting impact on a command's ability to efficiently pursue its mission, and the military manager's ability to manage.  And, the arbitrator's decision is subject to very limited review (usually by the FLRA).

The Bottom Line
You are responsible for supervising and managing your workforce to support your mission.  From a civilian personnel management point of view, you have two ways to go.  There's always by-guess-and-by-golly, and best of luck to you.  This approach is NOT recommended. 

But if you take the time to learn the rules, understand how and why they work the way they do, and apply them in support of sound management practices, you'll stay on the right side of the third parties.  In the federal civil service, that's one of the keys to good management.

Position Management and Classification
When it comes to managing a civilian workforce, it's just like everything else in the military:  meeting your mission and goals will be a team effort.  And the most fundamental decision is to determine how you want your team configured.  That's a question of position management.

POSITION MANAGEMENT:  An organized, systematic approach to arranging work in a manner that serves mission needs most effectively and economically.


Most of the time, it's an easy call--it's already been done for you!  You come in as a new manager and the proper numbers and types of employees are already onboard and busy working.  The sensible thing to do is leave it as is.  Once settled in, you find things are not running so smoothly or the organizational goals have changed, or new technology starts to create new ways of meeting your goals, or downsizing is taking place.  If this is happening, then you need to take a good look at position management.

POSITION MANAGEMENT

  †   IS THERE A NEED FOR THE POSITION?

  †   CAN WORK BE ABSORBED ELSEWHERE?

  †   DO I HAVE THE MONEY TO PAY FOR THE POSITION?

  †   IF SUPERVISORY, IS SPAN OF CONTROL O.K.?

  †   HOW DO I STRUCTURE THE JOB SO I CAN GET A QUALIFIED             PERSON?

What's the best fit for your organization?  Take a good look at those jobs.  Are they distinct?  Do like positions have like duties?  Is the level of complexity a good fit with the grade levels?  And, how well do they fit together to make a cohesive workforce?

Assigning duties and establishing positions affects the cost of getting a job done.  How well you carry out this task can also affect the efficiency with which you can meet your goals.  If you've done your job well, it can affect how well you will be able to recruit and retain employees.

Effective position management and appropriate organizational structure will help you avoid problems.  The successful military manager is one who uses position management to:


ƒ   Avoid unnecessary layers of supervision;


ƒ   Make sure that assigned work is appropriate for an employee's current grade level;


ƒ   Create career paths and enhance upward mobility;


ƒ   Assure that workers are performing useful work, and work which promotes the 

       accomplishment of your mission and goals;


ƒ   Use part-time, intermittent, or temporary workers when doing so helps accomplish

       your mission;


ƒ   Balance the mix of job skills in an organization (The right mix of supervisors,

       journeyman, trainees and support personnel to get the job done) and that you 

       have the proper numbers of employees for each type of position;


ƒ   Avoid overlapping jobs and job duties;


ƒ   Get high quality work done at the lowest cost.

So how do you go about becoming an expert position manager?  A lot of it has to do with exercising common sense, applied to your knowledge of what the work is and how it needs to be done.  But the wise military manager will be sure to work closely with classifiers and management officials from the Human Resources Office.

The following are some position management options that may assist you to stay within your resources in organizational downsizing:

Employee                Attrition
Although organizational design decisions may be made anytime, a good time to implement change is when positions become vacant.  Opportunities to downsize occur when employees indicate they will be retiring or changing jobs.

High Grade             Positions
Examine your high grade positions (GM-13/15) or any position where grade determining work can be consolidated to reduce unnecessary high grade positions.  Work can be restructured so positions can be eliminated, or filled at a lower grade.

Supervisor to         Employee ratio
Decide what is the minimum number of supervisors needed.  Try to reduce the number of supervisors before reducing the number of line workers.

Average Grade          Level
Monitor the organization's grade level average (i.e. sum of all grade levels divided by number of employees) to determine trends and rate of grade level increases.

      Total                   Complement
Remember, benefit of lowering average grade may be lost if you hire more workers.  Consider use of overtime and temporary workers over hiring more permanent employees.

    Hiring
Yes, even during downsizing consider hiring, particularly trainees at below the full performance grade level.  Supervisors can use developmental or career ladder positions (e.g. GS-5/7/9, entry at GS-5 and promotable to GS-9) to conserve initial resources and provide training specific to the organization.

As reinvention and restructuring takes its toll, you can expect that your advisors will be harder to find.  But whether you work face-to-face or by telephone, you will be much happier with the results if you do your homework.  That means being able to explain how your organization is made up and what it does, the supervisory structure, the mix of positions, and what functions they carry out.  Providing copies of organizational charts and position descriptions to the classifier or management officials will take you a long way.

Working with Classification
The classification system has two broad classification groupings or pay plans, divided along the lines of white collar and blue collar occupations:

 General Schedule (GS)
 For administrative, technical and                professional jobs; (white collar)

  Federal Wage System -

   Wage Grade (WG),

 Wage Supervisor (WS)
 For trades and crafts. (Blue collar)

GS positions have 15 grade levels.  Within each level there are 10 steps.  WG and WS positions also have 15 grade levels, but only have five pay-rate steps in each level.  The higher the grade level, the higher the pay.  This reflects a higher level of authority, responsibility, scope and/or complexity of the work.

Every position is classified by title, group or pay plan (GS or WG/WS), numbered series (referring to the OPM classification standard for the job) and grade.  Some examples:

  Title
Pay Plan
Series
Grade

  Accountant
  GS
   510
   11

  Supervisory Accountant
  GS
   510
   12

  Painter
  WG
   4102
    9

  Painter Supervisor I
  WS
   4102
   10

  Secretary (OA)
  GS
    318
    5

  Secretary (Stenography/OA)
  GS
    318
    5

As noted above, there is a classification standard for every major job category and separate standards for supervisory or managerial jobs.  The Human Resources Office has copies of the classification standards, and can assist you.  Or, you can access these standards at:  www.opm.gov/fedclass/html/gsclass.htm or www.opm.gov/fedclass/html/wsdocs.htm
It is in your best interest to study the classification standards for the positions you manage, and to get a better idea of the work that distinguishes the different grade levels.  

Classification is based on policy (established by law) of "equal pay for equal work."  This means that jobs of equal difficulty are supposed to get the same compensation.  One of the primary purposes of classification is to identify the proper position series, and systematically determine the proper levels of compensation in a way that can be applied consistently across the spectrum of civil service jobs.  Sometimes even the best trained classification specialists can disagree with each other.  For this reason, some positions with the same scope, and same complexity may differ in grade levels from one command to another.

Remember, when it comes to managing the civilian workforce, it's just like everything else in the military:  "meeting your mission and goals" and forming that cohesive team.  However, keep in mind that there are still some differences between the military and civilian workforce.  The chart below should give you a better picture:

        MILITARY
          CIVILIAN

  ‰  Entry is generally at the lowest                     level rank.

  ‰  Qualification based on prior                          training.

 ‰  Rank is in the person.

  ‰  Promotion decisions are                               centralized.

  ‰  Career progression is orderly.

  ‰  Pay within rank is independent                    of performance.

  ‰  Up-or-Out    

  ‰  On duty 24 hours.

 ‰  Mobility is mandatory.
  w  People can enter at any grade for                  which qualified.

  w  Qualifications based on prior:

         - education/training

         -  experiences

  w  Rank is usually in the "position".
  w  Promotion decisions are highly                     centralized.

  w  Advancement is initiated by the                   employee.

  w  Career progression is varied,                        individual, and unpredictable.

  w  Pay within a given grade is                           related to quality of performance.

  w  No Up-or-Out

  w  Work is on a fixed schedule,                         usually 40 hours per week.

  w  Mobility is mainly voluntary.



How Classification Works
The classification system is a somewhat rigid process by which the functions of a position are measured against benchmarks (classification standards).  OPM has developed classification standards for every civil service job.  The benchmarks generally are descriptions of typical work for the position at different levels of complexity.  The classifier compares the job to the benchmarks for a standard set of factors, and assigns a "score" to each.

Once totalled, the final score indicates the proper grade level. The influence of the grade level determination depends on how well you write the position/job description.

Writing Position Descriptions
A position description (white collar) or job description (blue collar) is the "official" written statement of the major duties and responsibilities, qualification requirements and supervisory relationships of an occupation.  This document serves as a basis for recruitment, performance standards and developmental plans.



Step 1.   List all of the tasks--small and large--without paying much attention initially on how they relate to one another, whether they are major or minor, redundant, appropriate, etc. [Brainstorming mode].

Step 2.   Organize and combine the various tasks into related groups.  These should be summarized and stated as major duties.  [Now is the time to pay special attention to the benchmarks in the classification standards at the grade level you are planning for the position.]

      NOTE:  This does not mean you make stuff up.  But it is important to combine the right 

      kind and complexity of duties in a position to support the intended grade level.
Step 3a.   Contact the classifier at the Human Resources Office.  Most positions are classified by using the Factor Evaluation System (FES).  It uses 9 factors to determine the appropriate grade level for the position.  These are:


Factor 1.  Knowledge required.                    Factor 6.  Personal Contacts.

Factor 2.  Supervisory controls.                    Factor 7.  Purpose of Contacts.

Factor 3.  Guidelines.                                    Factor 8.  Physical Demands.

Factor 4.  Complexity.                                   Factor 9.  Work Environment.


Factor 5.  Scope and Effect.
                NOTE:  Each factor must be described in narrative form.     

Step 3b.   Use COREDOC.  The program is an easy to use, menu driven software program that automates the position description process.  It is designed to run on any IBM compatible computer, the program generates generic position descriptions that can be used as is or modified by you to fit your needs.  Contact the Human Resources Office for information on this program.

The COREDOC system was developed to assist managers, supervisors, personnelists and other individuals who either write or classify position descriptions.  

The system consists of a computer program, which allows the author to choose menu statements that are keyed to a particular type of work, and a group of data bases containing information on a variety of series.  With this system it is possible to produce a position description and an evaluation statement in 10-25 minutes.  The evaluation statement only takes 1 to 2 minutes of that time.


Things that "DO NOT "count in classifying a Position.
There are many misconceptions about what does and what does not count in the classification of a position.  The Classification Act of 1949, as amended, and as implemented by OPM and the DON, very clearly establishes and defines what factors are to be used in evaluating the position.  

First of all, we are required to evaluate the "position" not the person in the position.  The following are some of the more popular misconceptions regarding factors that affect the grade level of a position.


A.  Unusual Diligence or Overtime Work.


B.  Length of Service.


C.  Financial Need.


D.  Qualification Not used on the Job.


E.  Scarcity of Employees.


F.  Personality.


G.  Efficiency (Should be recognized through Performance Rating/Award System)


H.  Volume of Work Produced.


I.  Organizational Title of a Person.


J.  Non-performed Duties (Must be assigned and performed).


K.  Honesty (All Federal employees are presumed to be honest).


L.  Rank of Supervisors (Work performed, not for whom performed).

"That's Not My Job!"
Occasionally, an employee is reluctant or even refuses to perform assignments based on an erroneous idea that the employee is not required to perform any duty that "is not" in the position description.

As a military supervisor over civilian employees, you have full authority to assign duties to employees as you see fit "within the scope of your operation".  Assignments of course, must be reasonably related to the employee's position and qualifications, morally sound and safe.  It is neither necessary nor desirable for a position or job description to set forth every duty an employee may be expected to perform.  A position or job description is adequate if it sets out the principal duties, responsibilities and supervisory relationships in such a way that the job can be classified by a classifier familiar with the work function.  Minor duties performed only occasionally or for a very small amount of time (i.e. less than 5%) need not be included in the position or job description.

The position or job description does not restrict the assignment of duties to an employee by the supervisor (military or civilian).  Any employee's refusal to perform a reasonable task properly assigned is "insubordinate" and may result in disciplinary action.

Position Classification Specialist - BASIC FUNCTIONS

†   Advising managers on the proper classification of positions.


†   Providing guidance on classification appeals.


†   Determining Fair Labor Standards Act Coverage.


†   Advising managers on environmental differentials.


†   Conducting classification surveys and occupational studies.


†   Competitive Level Determinations  

Equal Employment Opportunity (EEO)
There are several laws that serve as the foundation for the EEO program in the Federal Government.  These include:


|   Civil Rights Act of 1964 & 1991


|   Civil Rights Act of 1967 (Amended by EEO Act of 1972)


|   Age Discrimination in Employment Act of 1972


|   Vocational Rehabilitation Act of 1973


|   Civil Service Reform Act of 1978
For the military manager of civilian employees, one of your central responsibilities is to support and enforce the rules governing Equal Employment Opportunity.  And, it's a responsibility not to be taken lightly.  Bad judgement can put yourself and the command/agency on the losing end of an EEO complaint.  So, KNOW WHAT THE RULES ARE AND HOW TO FOLLOW THEM.  Which means, that it is your job to:


†   Understand and support the goals of EEO;


†   Work to create a work environment free of discrimination;


†   Approach any discrimination complaint--even if it has been filed against you--with                        an open mind and willingness to resolve it with a positive, problem solving approach.

As a general rule, the EEO laws prohibit us from making employment related decisions based on seven factors:

Discrimination Factors

    1.  RACE
 5.  AGE (over 40)

2.  SEX
 6.  COLOR

3.  RELIGION
 7.  PHYSICAL/MENTAL                                                                              DISABILITY

4.  NATIONAL ORIGIN


Supervisors are also prohibited from taking retaliatory action against any employee who files an EEO complaint.
Kinds of Discrimination
As far as the EEOC and courts are concerned, you can discriminate in a couple of ways:  your discriminatory decisions can result in "disparate impact", or they can result in "disparate treatment".  Either is a basis for a finding of illegal discrimination.

Disparate             Impact
Typically an institutional issue.  It involves a claim that the application of a system (e.g. promotion, training, entrance exam) has a disproportionately adverse effect on a particular group.
Example:  Members of a particular group may contend that they consistently receive lower scores on a qualifying examination because of language or other cultural biases built into the test.

   Disparate
   Treatment
Discrimination against YOU.  The employee was treated differently from others who were of a different race, color, sex, age or handicapped.
Example:  An employee claims that he/she was disciplined more harshly for an offense than other employees of a different sex, age group, or race.

As a military manager, you may not discriminate--or condone others discriminating--on the basis of race, color, religion, national origin, age, sex, or disability.  Most of these are well-known, and two of the most common charges of workplace discrimination are sex and disability.

Sex-Based Discrimination and Sexual Harassment
It is discriminatory to seek sexual favors from your subordinate in exchange for favorable treatment from you.  Just as, it is discriminatory to withhold favorable treatment because of the sex of the employee.

It is also discriminatory to make workplace or personnel related decisions based on sex, or your sex-based preferences.  Although, there may be that favored employee that doesn't mind your preferable sex-based treatment, it would be discriminatory for all the other employees who haven't caught on as the apple of your eye.

And its not good enough if you refrain from such activity but allow employees to sexually harass one another, including making sex-based jokes, posters, etc.  Even if every one of your civilian employees doesn't seem to mind, that kind of behavior should be discouraged.

As the courts have told us, a little joking around or display of questionable posters or literature of a sexual content creates a hostile and offensive work environment which constitutes sexual harassment.  Generally speaking, any kind of disparate behavior that is based on the sex of the employee that any employee objects to, put a stop to it.

Handicap Discrimination (Disabilities)
For employees with a bona fide physical or mental disability, you may not make personnel decisions without taking the disabling condition into account.  That is because qualified handicapped employees must be afforded reasonable accommodation in all matters affecting their conditions of employment.  Let's clarify this statement:


‚  First, the employee must be a qualified handicapped employee, which means

               the employee can do the essential functions of the job.


‚  Reasonable accommodation means the accommodation is reasonably within the

               agency's ability to implement (either in terms of technology or other practical

               limitations).  And that the accommodation will not create an undue hardship on

                the agency.

Some examples of reasonable accommodation can include:


‡  providing a "reader" to read material to a blind employee;


‡  allowing more flexible starting and quiting times for a disabled employee

                 who must rely on special transportation to and from work;


‡  allowing liberalized leave or leave without pay for an employee suffering

                 from a persistent medical condition that results in recurring bouts of illness.
There can be a variety of ways to accommodate a qualified handicapped employee-including placing him/her in another position that he/she would qualify for (or could qualify for with a little OJT).

But it's not up to you to come up with an accommodation--that's the employee's task!  If an employee claims a disability and requests accommodation, be sure to have the employee identify what the accommodation should be.  If it's something that the agency can do without creating an undue disruption, and it looks like something that could work, give it a try.  If it seems unworkable or disruptive, but it gives you an idea of something else that might work, go ahead and suggest it.

For reasonable accommodation requests, get the help from the Human Resources Office or Handicap Program Coordinator, it could have far reaching effects and involve costs, technology or other issues which could create undue hardships on the agency.


Dealing with Discrimination Complaints
No matter how hard you work to meet equal opportunity goals or to advance anti-discrimination policies, many of the personnel decisions you make will leave employees unhappy enough to file discrimination complaints.

Here's the best advice:  don't take it personally, and don't let your injured pride get the best of you.  If you believe the complaint isn't justified, chances are you're right.  The trick will be to deal with the complaint in a professional, businesslike manner.  And keep an open mind and be open to a fair settlement.


Federal Complaint Process
Discrimination complaints go through various stages. The law provides for administrative handling before the complainant is permitted to challenge an action in the courts.  That means the internal process must be followed first.

Step 1.   Complainant must contact an EEO Counselor within 45 days of the occurrence.  This is                 designed to permit early, informal resolution.

Step 2.   The EEO Counselor seeks resolution.  The EEO Counselor does not represent a                            complaining employee or serve as an investigator or prosecutor.  The counselor is

               trained to find out what is troubling the employee making the allegation, and seeks

               a resolution to the problem.  The EEO Counselor has 30 days to make his/her contacts.

Step 3.   The EEO Counselor may request a meeting with you.  If you have been identified in a

               complaint as the management official responsible for the alleged discriminatory act, you


               are entitled to know--and you should ask--the following:


†   The basis of the allegation (e.g. race, color, religion, or sex).


†   The specific action or decision that has been alleged to be discriminatory.


†   The specific facts that support the allegation; that is, what made the person

                  think he or she was the subject of discrimination?


†   The specific remedial action(s) that would result in settlement and withdrawal

                  of the allegation.

Step 4.   If counseling is unsuccessful, the employee may file a formal complaint upon notice

               from the EEO Counselor on the Right to File.  The employee has 15 days upon 

               receipt of this notice to file a formal complaint.

Discrimination cases often involve lengthy investigations, and may come to a hearing quite some time after the fact.  Consequently, you should document any facts that will be important to recall later.  If you think any of your decisions may be challenged as discrimination, you should seek advice from your Human Resources Officials.  You may also find it helpful to:


ƒ  Review the decision you made and the actions leading up to it.


ƒ  Gather any documents that relate to the matter including notes or memos for the

                 record you may have written.


ƒ  Make a list of the people involved, their roles and knowledge of the action.


ƒ  Compose your thoughts on the challenged decision and write down the reasons

                 you made the decision and what factors influenced it.

     COMPLAINANT'S RIGHTS (AGGRIEVED PERSON)
    |  Reasonable amount of official time

    |  A representative choice

    |  Remain anonymous during informal stage

    |  Freedom from reprisal during process

    |  File a formal complaint


ALTERNATE DISPUTE RESOLUTION (ADR) PROGRAM

What is Alternate Dispute Resolution (ADR)?

ADR is a term used to describe a variety of approaches to resolving conflict rather than traditional adjudiciary methods conflict rather than traditional adjudiciary methods or adversarial methods.  Examples of traditional adjudiciary methods include litigation, hearings, and agency administrative processing and appeals.

Core Principles
The ADR program is built on fairness, which requires voluntary participation, neutrality, confidentiality and enforceability.  All employees of the Department of the Navy have the right to choose between ADR or EEO Counseling where the agency agrees to offer ADR in a particular case and information about each procedure.

· Fairness:  Providing as much information about the ADR proceeding to the partieis as soon as possible; providing the right to be represented throughout the ADR proceedings; and providing an opportunity to obtain legal or technical assistance during the proceeding to any parties who is not represented.  Fairness also requires the following elements:

· Voluntary Participation:  Parties must knowingly and voluntarily enter into an ADR proceeding.  Aggrieved party is assured that they are free to end the administrative EEO process if they decide that they prefer that process to ADR and resolution has not been reached.  Resolution is voluntary on both parties.

· Neutrality:  ADR proceeding is impartial.  If mediation or facilitation is selected as a form of ADR, a neutral third party will be utilized.  A “Neutral” party is defined as “an individual, who with respect to an issue is controversy, functions specifically to aid the parties in resolving the controversy”.  This neutral third party may be an employee of the Agency who can remain neutral regarding the outcome of the proceeding or an employee from a different Agency.

· Confidentiality:  Confidentiality is essential to the success of all ADR proceedings.  When parties agree to participate in the ADR process, a “Consent to Participate in the ADR Process” form will be used to initiate the ADR process.

· Evaluation:  An evaluation component is essential to any ADR program and all partieis are encouraged to fill out the “ADR Evaluation” form.  Your participation will assist in determining whether the ADR program has achieved it’s core principles and will provide feedback on how the program might be made more efficient and achieve better results.

ADR TECHNIQUES USED

MEDIATION
Is the intervention into dispute or negotiation of an acceptable, impartial and neutral third party who has no decision-making authority.  The objective of this intervention is to assist the parties in voluntarily reaching an acceptable resolution of issues in dispute.

FACILITATION
Involves the use of techniques to improve the flow of information in a meeting between parties to a dispute.  The facilitator focuses more on the process involved in resolving a matter.  The facilitator meets with the parties as a group and provides procedural directions as to how the group can move efficiently through the problem-solving steps of the meeting and arrive at the jointly agreed upon goal.  Remains impartial to the topics or issues under discussion.

PEER REVIEW
Is a problem solving process where an employee takes a dispute to a group or panel of fellow employees and managers for a decision.  The decision may or may not be binding on the employee and/or the employer, depending on the conditions of the particular process.



How Does the Mediation Process Work?

The EEO Mediation process is informal on that it uses a neutral third party known as a mediator to facilitate resolution of a dispute.  The mediator has no power to make a decision or force one on any party; instead, the mediator works with all parties to reach a voluntary agreement of their own making.

The process usually begins with a joint session.  During the first meeting, the mediator will explain the process and how it works, and will answer any questions the parties may have.  After each party has had a chance to tell his/her side of the story, the mediator may ask questions to clarify or elaborate on a particular topic.  After the first joint session, the mediator may meet with each party separately (caucus) to discuss the issues in greater detail and to gain a better sense of how the parties would like the issue resolved.

The mediation process may then continue with a series of separate meetings, or the mediator may decide to continue meetings with the parties jointly.  During these joint and private meetings, the mediator will explore with the parties various options for resolving the dispute.  The mediator can act in any number of roles, i.e. communicator, translator, agency of reality, etc.  The GOAL of mediation is to reach a mutually agreeable resolution developed by the parties involved in the dispute.

Information regarding the “techniques used”, please contact your local HRO, EEO staff.

Recruitment (Filling Jobs)
When a civilian position is created or vacated, you have several recruitment options.

 Recruitment Options
  Description

    Reassignment
These movements may be from within or outside an activity, but must be at the same grade or rate of pay.  Movements from other agencies, such as the Social Security Administration, VA Hospital are called "transfers".

    Reinstatement
 Appointment is based on an individual's previous service as a career or career-conditional employee.  Reinstatement appointments may not be to positions that are of a higher grade level or have more promotion potential than the employee's last position.

        Veteran's                     Readjustment                 Appointment (VRA)
The VRA is a special authority by which agencies can appoint an eligible veteran without competition.  The VRA is an excepted appointment to a position that is otherwise in the competitive service.  After 2 years of satisfactory service, the veteran is converted to a career-conditional appointment in the competitive service.

Eligibility:  The veteran must have served on active duty in the Armed Forces for more than 180 days and received other than dishonorable discharge.  The 180-day requirement does not apply to veterans released from active duty because of a service-connected disability, or to members of a Reserve component ordered to active duty during a period of war or in a campaign or expedition for which a campaign or expeditionary medal is authorized.

       30% or More                Disabled Veteran
Veterans who have documentation from the Veteran's Administration certifying a disability of 30% or more may be appointed to positions at any grade for which they qualify.  Initial appointments must be temporary (not less than 60 days).  Conversion to a permanent career-conditional appointment can be made any time after the temporary appointment begins.

  Disabled Applicant
A special appointment authority is available for physically challenged, mentally restored or mentally impaired individuals.  These appointments are based on an applicant's ability, rehabilitation and job readiness.  For physically challenged candidates, managers may use a 700-hour trial appointment prior to making a permanent appointment.

       OPM Register               (Delegated Examining            Unit-DEU)
This is a list of persons eligible for civil service appointments based on competitive examining procedures.  These individuals usually do not have government work experience and are listed in score order (including veterans preference points).



   Merit Promotion
Candidates compete for higher graded positions or positions that have more promotion potential under procedures prescribed in the agencies Merit Promotion Policy.

     Upward Mobility
Allows an employee to move into a new career field which has advancement opportunity, but for which the individual may not be fully qualified but has potential.  A formalized training program is required.  Selection is made under merit promotion procedures and is limited to Department of Navy employees.

But don't expect it to be easy.  No matter which way you go, you will be obliged to follow merit staffing rules, which means:


†   Matching the job with the best candidate available;


†   Insuring that merit principles (based on competition and equal opportunity) are 

                  observed;


†   Meeting affirmative action goals;


†   Observing any special rules or procedures of your agency or collective bargaining

                  agreement; and,


†   Making sound and defensible selections.

Which also means, it usually won't happen fast, and is seldom fun.  There are a lot of rules for merit staffing, but they all come down, more or less, to this:

The government will not be a party to favoritism in hiring.  With a few exceptions (like political appointees, etc.) government jobs should be filled on the basis of competition and merit.
To a great extent, it's a matter of trading flexibility for fairness.

Of course, some of the rules, like veterans preference really doesn't fit neatly into the concept of merit.  Veterans preference only applies to the outside hiring process.  You have  a number of ways to go, but your agency (and labor agreement) may limit your range.  Outside hiring restrictions, job freezes, placement rights of employees caught in a reduction-in-force (RIF), etc. are all going to be major factors on your choice of candidates in this hiring process.

Personnel Process Improvements (PPIs)

“PPIs” are the summary term used to describe a number of software applications developed by DoD for use in HRM regionalization.  With appropriate electronic connectivity, PPIs provide desktop access, for managers, supervisors, and administrative and financial personnel, to employee information and to electronic routing and approval of personnel actions.

· Who Can Use PPIs? – User groups for PPIs vary within each application.  Regional Application is intended for managers and administrative personnel responsible for obtaining and using work force data.  PERSACTION is most useful to managers and administrative/ financial personnel who initiate, route, review, and approve personnel actions.  COREDOC is intended for use by supervisors during the job description preparation, recruitment, training, and performance appraisal process.  In combination, the PPIs can provide substantial improvements over current manual methods used to obtain personnel data, and for personnel action and paperwork preparation.
The PPIs of significant interest to managers and DON activity staffs include:

Regional Application – This application will display a wide range of individual employee data and provide standard reports.  Data elements available include most information contained in the Official Personnel Folders; basic payroll information including salary, leave balance and work schedule, premium pay and costs; and training history and career program data, such as information applicable to acquisition career management.  This application can reduce or eliminate the necessity to maintain hard copy files of basic employee data, and eliminate requirements for management and employee access to OPFs.

· PERSACTION – This application adopted by DoD from the Navy, provides for electronic preparation, routing, approval, and forwarding of personnel actions (SF-52, Request for Personnel Action) and position descriptions through activity channels to HROs and HRSCs.  PERSACTION automatically completes most items on the SF-52 after the employee name or social secutiry number is entered.  Routing and approval of actions can be structured to be consistent with activity requirements.  Personnel actions can be tracked and status provided by accessing this system.

· COREDOC – This application was developed from the Navy’s automated position classification system.  It supports automated preparation of a core HRM document, including the position description, evaluation criteria for recruitment, training requirements for positions, and performance appraisal elements.  Managers select duty statements from an extensive library of standard statements covering over 100 occupations.  Based on the statements selected, the application constructs a position description and associated documents, and identifies the resulting title, series, and grade.

Your activity’s needs may be met by access to one or several systems for approving officials, financial managers, and administrative personnel.  Adopting these management software applications is an essential step in maintaining effective HRM operations under regionalization.

RESUMIX

RESUMIX is a commercial-off-the-shelf  (COTS) software application that automates internal and external recruitment, employee job application, candidate rating, and the selection certificate processes.  Using RESUMIX, employees will apply for jobs, managers will submit vacancy requisitions and make selections, and HRO/HRSC staffs will screen candidates and complete selections electronically.  RESUMIX receives applications; extracts candidate information, job skills, and work experience; and provides search and access capability for all applications in its database.  Using knowledge and experience criteria selected by managers, it matches applicants to vacancies and provides lists of qualified candidates.  Employees will be able to submit one application for ongoing consideration for activity vacancies for which they qualify.  RESUMIX is intended to replace current paper-intensive recruitment and staffing procedures, improve timeliness, and provide high-quality recruitment support within reduced HRM staff resources.  

THE MODERN SYSTEM
The PPIs were developed as an interim information technology support system for DoD HRM.  Soon, the PPIs will be replaced by more powerful and flexible database-driven software applications, referred to collectively within the DoD HRM community as “the  modern system”.  The modern system is intended to provide processing, reporting, and information access capabilities for managers and HRM staffs that are more flexible than the PPIs.  The modern system will replace both the PPIs and the Defense Civilian Personnel Data System (DCPDS), with action processing, reporting, and management information functions that are consistent across all DoD Components.

Obtaining Personnel Information
You may periodically need summary data on civilian employees, such as performance appraisal distributions, awards amounts and history, or retirement eligibility dates.  With access to PPIs, you will be able to obtain data on your employees directly.  If you do not have PPI access, contact your HRO.  The HRO staff will provide the data or request it from the servicing HRSC.  Both the HRO and HRSC have routine access to the PPIs.

As the military manager of civilians, you trigger the hiring process as you do with any other personnel action with the initiation of the SF-52.  PPIs replace the manual processing of the SF-52.  

Initiating Your Recruitment

When you are ready to fill a vacancy, you begin the recruitment process by submitting a request for personnel action either directly to your HRO via an electronic PERSACTION (PPI) or indirectly through the appropriate office in your activity designated to submit a PPI request 

To facilitate the recruitment and referral process, the HRSC-SW uses the Standard Automated Inventory and Referral System (STAIRS).  The DON uses the commercial product RESUMIX as the STAIRS implementing software. .  In order to target your recruitment and to find high quality candidates, the information listed below should be submitted with your PPI.  Your HRO advisor can help you develop it.

· Recruitment Strategy:  What recruitment sources would you like the HRSC-SW to use?  Indeveloping the strategy, you will need to consider such factors as your activity requirements, pertinent union agreements, workforce diversity, and probable sources of candidates.  Your sources may include current Federal employees, external applicants such as VRA eligibles, outstanding scholars, student appointees, etc., or applicants who have not previously worked for the government.  Your HRO Advisor will assist you in identifying the sources available to you.

· Description of Duties:  Are there any special duties or task requirements of the position that are not reflected in the position description?  With position descriptions and/or demonstratio project level descriptors being very generic, you will need to provide specific information about the vacant position in order to ensure that skills requirements are adequately identified.  Keep in mind that any such requirements must be supported by what the position description says.  You still need to be sure your position description is up-to-date.

· Area of Consideration:  How widely would you like HRSC-SW to search for candidates?  You may want to limit the search to your activity or a segment of your activity, or you may want to search in a wider area.  Your HRO can assist you in identifying any local policies which may impact this decision.

· Search Options:  Within STAIRS, what search option do you want the HRSC-SW to use?  An applicant search is normally done using the occupational series of the vacancy being recruited.  However, if that search fails to yield a sufficient number of well qualified applicants, wider search options may be used.  If too few candidates are located in the initial search, an HRSC specialist will contact you to see if you want to widen the database search.

· Cutoff Date:  Are you ready to recruit?  The cutoff date for referral is set when the PPI is received in the HRSC-SW.  Therefore, you should only submit your PPI when you are actually ready to recruit.  PPI’s are not held in HRSC-SW to meet future cutoff dates.

· Special Coordination Requirements:  Are there any special recruitment efforts that need to be coordinated for your vacancy?  You may want to place a newspaper or trade magazine advertisement or to have a delegated examining announcement issued for your vacancy at the same time that you would like to see candidates from the STAIRS inventory.  If you want to coordinate the timing of these events, you should note this on your PPI.

· Permanent-Change-of-Station (PCS) Expense Authority:  Are you authorizing payment of PCS costs?  This might be an issue for your selectee if he/she will be relocating.  The decision needs to be made in advance and noted in our PPI to ensure that your activity does not incur an obligation to pay the expenses when you do not explicitly intend to do so.

· Specific Position Requirements:  Are there specific requirements that applicants must meet to be basically eligible for the position?  This might include such variables as acquisition certification, maximum entry age for initial appointment to firefighter or air traffic controller positions, gender for health technicians, etc.

· Conditions of Employment:  What are the conditions of employment which candidates need to be aware of when an offer is made?  Examples include security clearance, shift work, travel, licensing, credentialing, drug testing, pre-employment physical examination, etc.

 SUPERVISOR'S RESPONSIBILITY FOR STAFFING

Workforce             Planning
Work with your Human Resource Office to plan both your short range and long range staffing needs.  Workforce planning includes determining how many and what kind of employees will be needed.
- Anticipate vacancies (e.g. retirements, rotation of military spouses, etc.

- Anticipate changes in workload

- Must employees be permanent, full-time?  Can employees be temporary and/or less than full-time?

- Do they have to be at the full performance level or can they be brought in at an intermediate or trainee level?

- Are there unusual working conditions such as shift-work, travel, physical requirements?

Recruit in              Advance
Start recruitment action as soon as you know you may have a vacancy and have the necessary management concurrences to fill.  DO NOT wait until the position is vacant.
- Be aware of the time it takes to fill a position when using the various recruitment sources.

- Be aware of Priority Placement Program requirements.

Current Position     Description
Modification or reclassification of a position when you are ready to start the recruitment action will cause considerable delay in filling the position.
- Accurate position descriptions will normally ensure that evaluation criteria is necessary and job related.

Work Closely with your Human  Resources Office
Ensure your servicing personnel specialist understands your organization.  Discuss the options available to you in filling your jobs, and the advantages of various staffing principles.
- Contact your personnel specialist and find out the process.

Ensure that Merit, EEO, Legal and Regulatory Requirements and objectives are met
Keep in contact with your personnel specialists, EEO representatives and other Human Resource officials to keep in compliance.
- Ensure that there is fair and open competition.

- Avoid even the appearance of pre-selection.

- Ensure that your organization is balanced with regard to the employment of minorities and women, and is reflective of our society.

Balance Your        Recruitment           Sources
Do not fill all of your positions through one recruitment source, either internally or externally.  
-Does my organization have a proper workforce balance?

- What is the most likely source(s) of high quality candidates?

- Will a particular recruitment source attract highly qualified women and minority candidates, or will you need to plan for special recruitment efforts?

Make Personnel     Decisions in a      Timely Manner
Work closely with the Human Resources Office.  Contact your     Personnel Specialist.
- Set aside appropriate time for review of applications and interviews.

- Make decision on selection (or non-selection) as soon as possible.  Advise the HRO so they may start the process to effect the action, cancel the action, or expand the area of consideration, etc.

Staffing Sources
           EXTERNAL
              INTERNAL

 Reinstatement Eligibles
   Reassignment

 Re-employed Annuitants
   Change to Lower Grade

 Officer of Personnel Mgmt.
   Transfer

 Temporary Employees
   Detail

 Former Overseas Employees
   Upward Mobility

 Term Appointments
   Merit Promotion

 Worker-Trainee Opportunity


Special Employment Programs:      Veterans Readjustment Appointment

                                                           Disabled Veterans Appointments

                                                           Handicapped Appointments

  
                                                         Veteran Employment Opportunity Act

Student Educational Employment Programs
Student Temporary      Employment Program            (formerly                   "Stay-in-School                   Program")
Assists individuals to return or remain in school by providing part-time employment.  Enrollee must be full time students, maintain an acceptable academic standing and meet federal income requirements.
   {  Salary:  Federal Minimum Wage up to GS/WG-4
   {  Minimum age:  16 years old

    {  Limit on hrs worked:  20 hrs per week, full-time when              school is out.

    {  Paid by activity:  YES

    {  Obligation to convert:  NO

    {  Obligation to train:  Informal

Student Career                  Experience        Program (formerly             "Cooperative                     Education                       Program")
Develops high school or college students through concurrent or alternating periods of classroom study and Federal employment.  Students may be non-competitively appointed to permanent positions within 120 days of graduation.

   {  Salary:  Based on experience/academic level

   { Paid by activity:  YES

   {  Obligation to convert:  Strongly Encouraged

   {  Obligation to train:  Formal

Non-Discretionary Placements
In most cases, supervisors determine how they are going to fill a position.  However, in some situations, supervisors are not free to choose the recruitment method or the person.  There are both Department of Defense (DOD), Department of the Navy (DON) and the Office of Personnel Management (OPM) programs which may restrict the way in which you may fill your positions.

DOD/DON PROGRAMS

Priority Placement Program (PPP)
Employees facing reduction in grade or release at any DOD activity as a result of actions such as base closures, transfer of functions, consolidations, or reduction in force are registered in single computer bank for positions for which they are fully qualified and for locations for which they indicated a willingness to work.  Military spouses and certain overseas returnees are also registered in this program.

*Priority 1 & 2 (with few exceptions) stops all placement actions (promotions, demotions, reassignments, reinstatements, new appointments, etc).

*Priority 3 stops all appointments (including reinstatements) from outside the agency (Navy).
HR office, registers and determines the priority of registrant based on PPP regulations:

- Priority 1:  Employees scheduled for separation by RIF without an offer of employment.

- Employees involuntarily furloughed for 6 months or more.

- Priority 2:  Employees scheduled for demotion by RIF of two GS grades or the equivalent, or more overseas returnees.

- Priority 3:  Employees scheduled for demotion by RIF of less than 2 GS grades or the equivalent; Eligible military spouses.

  Military Spouse          Preference               Program
This program provides preference in employment to spouses of relocating military members who have competitive status through the DOD Priority Placement Program (PPP).

- Applies to most GS-1 through GS/GM-15 positions and equivalent wage grade positions.

- Registered spouses are rated and ranked with other internal candidates under merit promotion procedures, and if among the best qualified, must be selected.
- Spouse preference does not apply when filling vacancies through non-competitive transfers or reassignments.

- Eligible military spouses without competitive status can request preference when:

  * Referred on an OPM                   certificate, or

  * Apply directly to the personnel office for a position for which the personnel office has delegated examining or direct hire authority.

  * Normal veterans preference rules apply.

Prior Consideration Eligibles
Activity employees entitled to prior consideration must be referred to the selecting official for consideration before any other action is taken to fill the position (except the placement of an employee with statutory or regulatory rights).  Prior consideration does not require selection, only that the individual be considered.
- Employees on grade retention or pay retention.

- Employees who did not receive proper consideration for promotion in a prior case due to a procedural, regulatory or program violation.

Overseas Returnees
Career and career-conditional employees in the competitive service, employed in the United States (or in a non-foreign area) who accept assignments with a DON overseas activity have return rights to the position last held or to another position with rights, benefits, and grade equal to the position last held. 

* Return rights are normally 5 years but may be extended for 6 months.
Eligible employees who cross component lines (e.g. Navy to Army) will have return rights when they accept assignment in Finland, Israel, Kuwait, Bahrain Island, Malaysia, Russia, United Arab Emirates, Africa, South America, Saudi Arabia, Japan, Korea, Turkey, Panama and Johnston Island.  Other than the above locations, the granting of return rights across component lines is not required, but may be granted when the losing activity agrees in writing to grant them in advance of the assignment.

Restoration of             Duty
Entitled to mandatory restoration to their former positions or equivalent ones.
- An individual returning from military service (normally within 4 years).

- An individual who fully recovers from a job related injury within one year.

OPM PLACEMENT PROGRAMS

 Re-employment       Priority List            (RPL)
A mechanism used to give re-employment consideration to their former competitive service employees separated by reduction in force (RIF) or fully recovered from a compensable injury after more than 1 year.

The RPL is a required component of agency positive placement programs.  In filling vacancies, the agency must give RPL registrants priority consideration over certain outside job applicants' and, if it chooses, also may consider RPL registrants before considering internal candidates.
This program affects hiring from outside the activity.  In may respects, it duplicates the PPP and will soon be incorporated into the PPP.

   Interagency            Placement          Program (IPP)
Note:  Operation of OPM IPP is suspended until

 9-30-01.  Career Transition Assistance Program for surplus displaced employees.
Provides placement assistance to employees who have received a specific RIF notice of separation (or have a certificate of expected separation) or have been separated.

*Employees who leave the Federal Service voluntarily are not eligible.

*Employees can remain in the program to 2 years (in 6 month increments).  Veterans in position restricted to veterans who lose their job because of contracting out, get 3 years of assistance.

*Eligibility ends when the two (or three) year period expires; or the employee is selected for a non-temporary job in the Federal government, or they request termination of registration in writing or they decline an offer of permanent employment.
Eligible employees include those who have declined to transfer with their function to another commuting area or who declined a directed reassignment outside the commuting area.  

Employees who have recovered from work related injuries and whose agencies cannot place them may also register.



 EEO Considerations
An employee or applicant may have a right to a position resulting from the resolution of an EEO discrimination complaint.


* Career Transition Assistance Program:  Includes provisions to give selection priority to their surplus and displaced employees, as soon as possible, but no later than 20 Feb 96, unless an extension is requested and approved by OPM.  A new program providing selection priority for displaced employees on an interagency basis--the Interagency Career Transition Assistance Plan--will go into effect on 29 Feb 96, at which time the operation of the current OPM IPP will be suspended.  These plans will operate through September 30, 2001 unless further extended because of severe downsizing,.

PAY and BENEFITS  
As mentioned earlier in the "Working with Classification" section, the GS salary table has 15 grade levels.  Each grade level has 10 steps.  Rates for grades and steps are adjusted annually Government wide by Executive Order (adjustments may include an employment cost index and locality-based comparability payment).  Movement to a higher grade is a promotion; to a lower grade is demotion.  Movement from one step to the next is called a Within-Grade Increase (WGI).

When a position is classified into a GS grade, the employee in the position receives the basic pay specified for a step of that grade in the GS salary table.

Usually, a new Federal employee starts at the first step of a grade.  There are some unusual circumstances where approval in advance must be applied for through the Office of Personnel Management (OPM) for approval of Special Salary Rates higher than the GS Salary table rates.
An employee can be approved for a Quality Step Increase (QSI).  To qualify, employees must have received the highest level of rating for the appraisal system they are on with a sustained superior performance based on written documentation.  It can be given anytime during the year, but only one can be given in a 52 week period. 

Agencies can grade blue-collar jobs only to grade levels described in OPM standards or Department of Navy job grading guides issued by the the Office of Civilian Personnel Management (OCPM).  Rates for grades in a given occupation in the Federal Wage System (FWS) are arrived at by wage surveys; areas all over the country are surveyed at least every 2 years.

Each FWS grade level includes 5 steps; the employee must serve satisfactorily for a given time to move from one step to the next.  Within-Grade Increases are made and withheld under generally the same procedures as for GS employees.  Time Requirements for advancing to the next step are as follows:

 PAY SYSTEM
STEPS
 WAITING       PERIOD

General Schedule  (GS)
Step 1 thru 4
 1 year


From step 4 thru 7
 2 years


From step 7 thru 10
 3 years

Federal Wage System (FWS)
Step 1 thru 2
 6 months


From step 2 thru 3
 1 year & 6          months


From step 3 thru 5
 2 years

The Recruitment Process

Once the recruitment request is received and Priority Placement Program requirements have been met, a specialist will contact you to discuss the job analysis and STAIRS skills set which will make up your crediting plan.  A draft of the job summary and skills set will be created at the HRSC-SW using the STAIRS technology and will be provided to your for your review and approval.

You have the opportunity at this point to review the list of skills and add those which you believe are missing or delete those which are not particularly critical to the position or which would not likely make distinctions among candidates.  Your specialist will work with you on this process.

After you have settled on and approved the skills set to be used, the HRSC-SW specialist will use STAIRS to match the position skills to the skills of those applicants who meet the search parameters which you specified in your PPI request.

If  you have an established skills set for this same position, you will be provided a copy of what you previously approved so that you can review it to be sure it still meets your needs.

The Referral List

The list (called a “certificate”) of candidates for you to consider will be sent to your HRO for forwarding to you along with copies of the applicants’ resumes.  You may have several lists to select from depending on what sources you chose to consider.  Each certificate will contain instructions on the proper way to consider and mark your selections.  Your local HRO advisor will be happy to answer any questions you may have about the selection processes associated with the different referrals you may receive.

The resumes you receive from the HRSC-SW are printed from what has been entered into STAIRS.  Because some resumes are submitted to the HRSC-SW via e-mail, the product received with your referral list may not be what you might normally expect a resume to look like.  Likewise, hard copy resumes which are scanned in and read via an Optical Character Recognition (OCR) process could contain OCR errors.  You should not consider this as an indication of the applicant’s presentation of him/herself or of the applicant’s ability to spell and punctuate.  Rather, you should look at the resumes for substantive content.

Making Selections

There may be local requirements concerning use of a selection panel, whether or not interviews are required, need for review or other issues associated with making a selection.  You need to adhere to such local requirements.  Your HRO specialist can advise you if there are any that apply to your situation.

You should indicate alternate selections on your certificate(s).  In the event your first choice of selectee is not available, this will allow HRSC-SW to proceed with making a job offer without delay.

Returning the Referral List

When you have made your selection, return the certificate and the copies of the resumes to your HRO.  HRO will assist you in determining an appropriate effective date to request, assist you with any pay setting issues, and forward the selection to the HRSC-SW.

To assist both the HRO and the HRSC-SW to assess and improve the service provided, please complete and return the Customer Satisfaction Survey which is included with your certificate(s).

Job Offer

The HRSC-SW specialist will verify all regulatory requirements and make the job offer to your selectee when the certificate is received.  You should not make a job offer yourself.  

Managing  Civilian  Employees
As a military manager, your civil service employees are required to comply with your work directions and carry out any legal orders, but they are also entitled to question many of your decisions and directions through grievance processes that are subject to outside, non-military review.
Your authority over your subordinates is work specific--civilian employees may legitimately reject your request to perform any kind of non-work related personal service, like cashing your personal checks or taking your clothes to the laundry.  Of course, any civilian employee may refuse to obey an order that would require him/her to commit an illegal act, or place a serious hazardous situation not normally required by the job.
HOWEVER, the general rule is "work first and grieve later."  That means your orders--even if the employee disagrees--must be obeyed.  If an employee believes that an order isn't right for some reason, the employee has the right to file a grievance.  If you were wrong, the employee can be "made whole" down the road.  Any refusal to obey any legitimate order is grounds for disciplinary action.
Your best bet is to make sure that your work decisions (and direction of employees in support of those decisions) are based on your determination of the best way to meet the mission, consistent with the personnel regulations and labor agreements.

Hours  of  Work
Most agencies have a basic work week of 40 hours, and a work day of 8 hours, Monday through Friday.  Most civilian employees who are ordered or permitted to work more than 8 hours a day or over 40 hours, are entitled to overtime pay (time and a half).  As a military manager, you are authorized to require your employees to work overtime if that is what 's needed--and it also includes calling employees in to work during normal off-duty time.  These measures should only be used where necessary, and in compliance with applicable personnel rules and labor agreements.

Some agencies have "alternate work schedules" (AWS) which permits an employee to work eight 9-hour days and one 8-hour day over two weeks to comprise 80 hours over a pay period.  Or 10-hour days 4-days a week.

Types of Leave
It's up to you to administer an employee-friendly system of leave and attendance in accordance with the personnel regulations and labor management agreements.  But, as with the other disciplines of civilian personnel management, if you understand those rules and apply them fairly, leave and attendance should be a snap.

Leave means excused time-off from the job, either paid or unpaid (except for the self-explanatory "leave without pay" [LWOP]), and there are all forms of compensated leave. 

There are three major categories which affect all employees, but there are also several other categories which occur very rarely or occasionally.

Types of Leave
      Annual Leave
Annual leave is used for vacations and other non-medical reasons.  Granting of this leave is dependent upon the workload.  Annual leave must be approved in advance.  Generally, only 240 hours of annual leave can be carried over into a new leave year.

       Sick Leave
Sick leave is used when the employee:  (1) is incapacitated due to illness, injury, pregnancy or childbirth, (2) receives medical, dental or optical examination or treatment, (3) would, as determined by a qualified health care provider or health authority, jeopardize the health of others by their presence on the job because of exposure to a communicable disease, or (4) must be absent from duty for purposes related to an adoption, necessary to allow the adoption to proceed.  Also, when qualified by the Family Friendly Leave Act, an employee may use sick leave:  (1) to provide general health care for a family member, (2) to provide care for a family member with a serious health condition, or (3) for bereavement.

   Administrative Leave
Administrative leave may be used to excuse tardiness, or other brief absences from duty, justifiable to the supervisor.  The time allowable in these situations is that time which is less than the established minimum charge for leave purposes.  It may also be used for preparation of appeals/grievance, disciplinary actions and matters related to Union representation.  Administrative leave can not have the appearance of a holiday.  Check with your ER Staff at HRO for specifics under the law.

     Court Leave
Court leave is granted for jury duty or for attending a court on any action in which the Government is a party.  Attendance certificates must be forwarded to the Payroll office with the leave slip.  As employees receive their salary while on court leave, any payment received must be turned over to the base disbursing officer.

    Military Leave
Military leave is granted to reserve members when they are ordered to active duty.  Military leave is limited to 15 calendar days per fiscal year.  Unused leave can be carried over into the next year.  Maximum military leave accrued may not exceed 30 days.

   Blood Donation
Administrative excusal up to four hours may be granted for the purpose of donating blood.  Travel and recuperation time is included in the four hours.

 Leave Without Pay             (LWOP)
LWOP is a temporary nonpay status and absence from duty which may be granted upon an employee’s request.  Authorization of LWOP is a matter of administrative discretion.  Requests for LWOP qualified under the Family Medical Leave Act shall be granted.

 Absence Without Leave
       (AWOL)
Absent without leave is unapproved, unpaid leave.  It is not a disciplinary action but it may form the basis for one.

Leave is a privilege, not a right.  You have the right as the manager to have the final say on the use of leave.  Your right to deny leave requests must be based solely on good business reasons.


Rules Governing the Use of Annual Leave
Annual leave is a privilege that may be used when accumulated by the employee.  This means that an employee shall be allowed to use any or all of the annual leave accumulated within the constraints placed below:


1. As the military manager, you may prescribe when the leave will be used.  Although the employee has the absolute right to use whatever accumulated amount desired, the supervisor has the responsibility to decide when the leave may be taken.  This decision will generally be made in the light of the needs of the service rather than solely on the desires of the employee.  Supervisors should insure that annual leave is scheduled for use so as to prevent any unintended loss at the end of the leave year.  Therefore, you may require advance scheduling of vacation times or establish rules for the granting of annual leave in "emergency" unscheduled situations.

 
2.  Although you may control when the annual leave is used, if you were to deny annual leave and the employee was subsequently disciplined for absenteeism, you would have to show that your denial was appropriate.  The reason for denial must be work related.

Rates  of  Accumulation  for  Full-Time  Employees

Years  of  Service
Per 2-week Pay Period
Last Pay Period
Days Per Year

Less than 3 years
4 hours
N/A
13 days

3 years but less than 15 years
6 hours
10 hours
20 days

15 years or more
8 hours
N/A
26 days

How  to Identify Sick Leave Habits
Employees who have been identified with questionable sick leave habits, or give evidence of abuse of sick leave, should be dealt with individually.  An important phase of each supervisor's job in sick leave administration is to identify those few employees who flout and have disrespect for sick leave regulations.

When there is suspicion of questionable sick leave habits, you must exercise tact and good judgement in approaching the employee.  As a military manager, you should avoid offense to any employee.

Step 1.  Request the leave records from the Civilian Payroll Office; take into consideration the leave balance brought forward from past years, and the frequency of sick leave absences during the current year.  Bona fide absences for medical, dental or optical examination or treatment will tend to show a spotty sick leave record.

Step 2.   Analyze the employee's sick leave record; the following patterns will tend to show possible abuse of sick leave, and will aid you in the efforts to control sick leave absenteeism:


|  Sick leave before or after a holiday.


|  Sick leave on Fridays or Mondays, for a three-day weekend.


|  Sick leave when work load is heaviest.


|  Sick leave during inclement weather.


|  Sick leave on date of public events, such as ball games, etc.


|  Sick leave when refused a day off.


|  Sick leave taken as soon as it is earned.


|  Sick leave when an undesirable job is to be performed.


|  Sick leave on days an event on TV may be as great a lure as attendance at the

                event itself.


|  Excessive intermittent sick leave absences of short duration.


|  Sick leave on the same calendar day of the week.


|  Sick leave on dates where it is determined employee worked at outside employment.


|  Sick leave on dates working spouse has off days or is on vacation.

Supervisors should be fully aware of the leadership they are expected to provide and the responsibilities they share in this important subject.  Through on-the-job guidance and day-to-day supervision, employees must be kept informed of proper leave requirements, and as necessary, advised that unacceptable practices will not be tolerated.

Employees are expected to use sick leave in good faith and in accordance with requirements of law, regulation and policy.  An "SF-71, Application for Leave" should be submitted to you for approval by the employee. 

   NOTE:  No minimum sick leave balance should be established below which an employee's sick     leave record is considered automatically unsatisfactory.
 The sick leave balance alone does not distinguish between an abuser of sick leave and a                 conscientious employee who may have had a serious extended illness or injury.

Step 3.  Interview privately; (an employee whose record shows a questionable pattern of sick leave habits).  Tact, discretion, and good judgement, will be the keynote of the counseling interview.  This is to determine the nature of the absences by asking questions and clarify the issues to get a clear understanding.  You must keep in mind that the interview is to determine whether there is an abuse or flagrant practice.  

Step 4.  If you have sufficient documentation that indicates sick leave abuse, the first step involves counseling and giving a complete and detailed description of the absences involving sick leave abuse.  Specific documentation of these absences would be presented to the employee based on your records and other information.  Give specific times and dates and any previous discussions on the subject should be referenced.

Step 5.  Take disciplinary action.  (All disciplinary actions must first be staffed through the division chain of command and the Human Resources Office).  Depending on the severity of the case, initially consider administering an oral admonishment.

Oral Admonishment:  An oral notification is given by a supervisor to an employee concerning conduct deficiencies, and warning the employee that a disciplinary action or letter of requirement may be imposed for continued deficiencies.

Step 6.  Closing the session.  Your primary concern of the counseling session is to ensure that the employee understands all agreements reached, actions taken, and what is expected in the future.  Try to end the counseling session on a positive note.  The employee should leave with the attitude to try to do better rather than feeling that "you're out to get them", "wants them fired", or "doesn't like them".  

Step 7.   After the counseling is over, you should make some notes.  Your notes should include a brief summary of what transpired:  the date, major problems, and the course of action taken.

Family Leave Acts 
The Family Friendly Leave Act (FFLA) permits covered full-time Federal employees the use of up to a total of 13 workdays of sick leave each year to:  (1) provide care for a family member who is incapacitated as a result of physical or mental illness, injury, pregnancy or childbirth, (2) provide care for a family member as a result of medical, dental, or optical examination or treatment, or (3) make arrangements necessitated by the death of a family member or attend the funeral of a family member.  Full-time employees may use 5 workdays of sick leave each leave year for these purposes.  An additional 8 workdays of sick leave may be used each year if the employee maintains a balance of at least 80 hours of sick leave in his or her account.  Requests for sick leave of 3 days or more, for the purpose of FFLA general family care, must be supported by medical certification.

Covered full-time Federal employees may also use up to 12 administrative workweeks of sick leave each year to care for a family member with a serious health condition as long as the employee maintains a balance of at least 80 hours of sick leave in their account.  If an employee previously has used any portion of the 13 days of sick leave for general family care or bereavement purposes in a leave year, that amount must be subtracted from the 12-week entitlement.  All requests for sick leave to care for a family member with a serious health condition must be supported by medical certification.

The FFLA also permits employees to use sick leave for purposes related to the adoption of a child.  Employees may use sick leave for:  (1) appointments with adoption agencies, social workers, and attorneys, (2) court proceedings, (3) required travel, (4) activities necessary to allow the adoption to proceed and, (5) for any periods during which an adoptive parent is ordered or required by the adoption agency or by a court to be absent from work to care for the adoted child.  If the adoption agency or court do not impose such a requirement, the employee must use annual leave or leave without pay to care for/bond with the adopted child.  Requests for sick leave of 3 days or more, for the purposes of adoption must include supporting documentation.

The FFLA entitlement of part-time employees and employees with uncommon tours of duty is pro-rated in proportion to the average number of hours of work in the employee’s scheduled tour of duty each week.

The FFLA provides that only the first 40 hours of sick leave (or a proportional amount for an employee on a part-time schedule or uncommon tour of duty) may be advanced.

An employee is entitled to a total of 12 weeks of sick leave each leave year for all family care purposes.  

The Family and Medical Leave Act (FMLA) entitles covered Federal employees to a total of up to 12 workweeks of job protected, unpaid, leave during any 12-month period for:  (1) the birth of a child of the employee and the care of that child, (2) the placement of the birthchild with the employee for adoption or foster care, (3) the care of spouse, son, daughter, or parent of the employee who has a serious health condition, or (4) a serious health condition of the employee that makes the employee unable to perform the essential functions of the employee’s position.

Under certain conditions, an employee may use the 12 weeks of FMLA leave intermittently.  An employee may elect to substitute annual leave and/or sick leave, consistent with current law/regulation for using annual and sick leave, for any unpaid leave under the FMLA.  (The amount of sick leave that may be used to care for a family member is limited.)  FMLA leave is in addition to other paid time off available to an employee.  Requests for FMLA leave, regardless of the amount of leave requested, must be supported by medical certification.

Managing Employee Performance
As a military leader, you are already familiar with appraising the performance of your subordinates through your fitness reports.  The main principles underlying the Federal performance management process for civilians are similar.  It is the primary vehicle for information sharing and two-way communication between the supervisor and employee.  Successfully performing the task of Performance Management will significantly make your efforts to manage effectively easier and assist in getting the most from your workforce.

By law (5 USC Ch. 43) nearly every federal employee is required to have a current performance plan, and receive periodic performance ratings (usually on an annual basis).  The ratings have widespread implications for employees and are very important.  For example, performance ratings are used in deciding who keeps or loses a job during a reduction-in-force (RIF).  Employees receive additional service credit based on annual performance ratings during the four year period prior to the date of the RIF.

For those employees on the Two-Tier System (commonly referred to as the pass/fail system), the rating level is either "ACCEPTABLE" or "UNACCEPTABLE" consisting of the following:

1.  Generic Critical Elements (already written).
2.  Specific Sub-Elements (related to the goals of the organizational             unit).
3.  Interim Review.
4.  Verification that Position/Job Descriptions are current  and                    accurate.

For Reduction-in-Force (RIF), employees receive an additional 20 years under the Two-Tier System for a sustained performance rating of "ACCEPTABLE", which is based on the 3 most recent yearly ratings.   All generic critical elements must be checked as "Meets Expectations" to receive a final rating of record of "ACCEPTABLE".

Performance ratings also affect competition for promotions under the merit promotion plan and in their "career ladders".  Performance ratings may provide a basis for taking adverse actions, which can result in demotion, transfer or removal of the employee.

Performance Management is a worthwhile and necessary process which requires a commitment of time and effort.  Although it may seem to be time consuming, there is no short cut to effective Performance Management.  It can be a source of dissatisfaction for employees, but an excellent opportunity to discuss employee's accomplishments and their contribution to your organization. 

Step 1.   Prepare a performance plan and communicate that plan to each employee clearly to establish a mutual understanding of performance expectations.  Ensure the employee signs and dates the performance plan.
NOTE:  By communicating and having the employee sign the performance plan, you have set and established the performance plan for the rating period.  This process should be done within the first 30 days of the performance cycle or when you become the employee’s first level supervisor.



Step 2.  Monitor each employee’s performance during the year; do not wait until year’s end to attempt a “snapshot” view of the employee’s performance.  Employees on a Two-Tier System will receive an “INTERIM” progress review with mandatory written feedback signed by both employee and supervisor.

At this point, if there are discrepancies, or the employee’s performance is dismal and is falling to the “unacceptable” level, it’s time for corrective action.  The employee should be so advised and given a chance to improve.  This method is done by initiating a performance improvement plan (PIP) to correct the deficiencies and bring the employee up to an acceptable level.  The PIP should include the following:

 PERFORMANCE IMPROVEMENT PLAN (PIP)

   ƒ  Describe what steps the employee needs to take to improve performance;

   ƒ  A description of what the improved performance should be;

   ƒ  Any modifications to the standards or expectations you will make; 

   ƒ  The steps you will take to make sure the employee has an opportunity to              succeed; and

   ƒ  Any schedule for periodic discussions, milestones, and completion date.

NOTE:  Contact the Labor Relations Specialist in the Civilian Human Resources Office before you place an employee on a "PIP" for guidance.
Step 3.  Give the employee until the end of the timeframe to finish the PIP before action can be initiated.  Either the employee will improve, or fail.  If the employee improves and slips again, you will have to place them on a "new" PIP.  If their performance does not improve, steps can be taken to remove, reassign or demote the employee, but you cannot take performance action unless an employee fails on the PIP.
Step 4.  You now have a satisfactory or better employee, and begin the cycle again for the next rating period.  If the employee fails, you must initiate action to demote, reassign (based on medical reasons) or remove the employee. You will need to charge the employee with "unacceptable performance," specifying:


| Each affected element and how the employee has failed,


| Describe the PIP and what happened with it,


| Propose the penalty and  what your reasons are, and


| Attach a copy (or references) of all the documentation you relied upon in 

               making your decision.

The employee may still raise affirmative defenses.  If it's an adverse action, the employee may appeal it to the Merit Systems Protection Board (MSPB) (or arbitration if the employee's in a bargaining unit).

Step 5.  Work with your Human Resources Office if it gets to this stage.  They can assist you in this matter and make sure you've covered all bases.

 S-M-A-R-T
Performance  Standards  should  be:

        ƒ  Specific
       ƒ  Measurable
       ƒ  Attainable
       ƒ  Relevant
       ƒ  Trackable

EMPLOYEE RECOURSE

   w  Establishment of elements and standards:
       ‚ Refer to second level supervisor.  Decision is final; no further recourse.

   w  Performance review:
       ‚ Generally not subject to challenge.

   w  Performance rating:
       ‚ Grievable under either the Administrative or Negotiated Grievance Procedures, as appropriate.                                                        

   w  Personnel action as result of rating:
       ‚ Grievable and/or may be appealable to the Merit Systems Protection Board.           

INCENTIVE  AWARDS
Your employees are eligible to receive a variety of incentive awards, some monetary and some solely honorary (non-monetary), for individual or group contributions.

An INCENTIVE AWARD is a monetary or non-monetary award for a contribution resulting in tangible benefits, savings or cost-avoidance and/or intangible benefits.  Accomplishments and contributions are within, beyond, or outside normal job responsibilities.


You are responsible for using the incentive awards effectively.  Payment of incentive awards will be accommodated within budget limitations.  Incentive awards:

· Are monetary or non-monetary;

· Can be granted any time;

· Are optional (except initial award when a Statutory Invention Registration (SIR) is pending);

· Can recognize individual and group achievements and economies;

· Can increase base pay (QSI-Quality Step Increase).

MONETARY  AWARDS

 Special Acts
Used to recognize individual or group efforts which go beyond expected job performance.  It is usually based on a one-time occurrence.  The award is based on a scale of tangible/intangible benefits.

 Quality Step Increase
Is an advancement to the next pay step of the grade without regard to the waiting period for a regular within-grade increase, which is granted to general schedule (GS) employees in recognition of continuing high quality performance.

 Time-Off Award
Used to recognize individuals for superior accomplishments or other personal efforts that contribute to the quality, efficiency or economy of the government.  Time-off awards are granted without loss of pay or charge to leave.  A time-off award can be from 1-40 hours, however, an employee cannot receive more than 80 hours in a single leave year.

Note:  To be taken upon receipt of an official SF-50.

NON-MONETARY  AWARDS

 Federal Service               Awards
Recognizes 10 to 50 years of Federal Service in increments of 5 years (i.e.10, 15, 20).  Federal service includes all honorable civilian and military service in the Federal Government and in the Municipal Government of the District of Columbia.

 Customer Service
Provides a mechanism for customers (internal or external) to acknowledge good and/or exceptional service by military and civilian employees of MCB, CPEN.

 Sick Leave Accrual
Are presented to employees who reach 500 to 3000 hours of unused sick leave.  Award is given in increments of 500 (i.e. 500, 1000, 1500).

 Equal Opportunity 
To recognize those military and civilian personnel whose achievements have significantly contributed toward the fulfillment of MCB, CPEN.

 Extra Effort
Individual or group of employees who have successfully accomplished or continually accomplish a larger than unusual workload due to downsizing, reorganization, and/or special projects.

 Leadership 
Effectively leads or supervises subordinate employees or team members by establishing clear communication and feedback, stimulating creative thinking, empowering them to reach their full potential, and assures that all members are working together to meet organizational goals.

 Safety 
Individual or group award open to all employees working aboard MCB, CPEN, whether working in an office, warehouse, outdoor or industrial environment.  The individual or group must submit a safety process that has been implemented at the employee's worksite which reduces risk or prevents accidents or injuries.

 Heroism 
Performance of a heroic act voluntarily risking or sacrificing his/her life in saving or attempting to save the life of another person.

NOTE:  MPC-36 should be informed of any such approved award in order that the facts can be reviewed to determine whether the employee might qualify for the Carnegie Medal of Freedom.

Employee Discipline (Adverse Actions)
Employees are typically disciplined as a result of conduct or performance problems.

 A conduct problem includes items such as tardiness, falsifying documents, fighting or being under-the-influence of an illegal narcotic or alcohol at work.
A performance problem relates directly to an employee's ability to perform his or her job.

Performance-based action is typically taken if an employee's work is consistently untimely or of poor quality.  The key to successfully disciplining an employee is to choose the right tool and apply it properly.  It's important to know and differentiate between the two:

 Performance        Problem
Not doing the job right.  Employee has problems meeting performance standards in terms of quality,  quantity, and timeliness.
Actions that are job-related:   Give the employee an opportunity to improve before taking action such as demotion to a less demanding level of responsibility, reassignment to another position, or possibly removal.  

  Conduct          Problems (Misconduct)
Not following the workplace rules or standards of acceptable conduct (i.e. coming to work late, leaving early, refusing to follow orders, causing disruptions.
Misconduct is corrected by selecting a proper penalty.  Admonishments, reprimands, suspensions, and removals.

The underlying principle involving discipline for civilian employees is that the disciplinary penalties are employed to correct unacceptable behavior, not to punish the employee.  This is critical in the third parties who review grievances and appeals--such as courts, arbitrators, or the MSPB--used to determine:


1.  If discipline was appropriate at all; and


2.  If so, whether the penalty was reasonable.

Disciplinary actions can be disruptive, time consuming, and expensive.  As a military supervisor, you are encouraged to consult the Employee Relations staff in the Human Resources Office in cases of misconduct before taking action.

Recognizing  a Problem Employee

     †  Sudden decline in performance or behavior;
     †  Absenteeism, tardiness, unexplained absences from the work area,                and other leave problems;
     †  Decline in work quality;
     †  Personality change;
     †  Disruptive behavior, frequent and unwarranted conflicts with                      others;
     †  Inconsistent response to normal supervisory measures regarding                  performance matters;
     †  Repeated errors in judgment.

Considerations  in  Selecting  a Penalty

      1.  Nature and seriousness of the offense;

     2.  Job level and type of employment;

     3.  Past disciplinary record;

     4.  Past work record;

     5.  Effect of offense;

     6.  Consistency with table of penalties;

     7.  Consistency with other employees' discipline;

     8.  Notoriety of offense;

     9.  Clarity with which employee on notice of rule(s);

    10.  Potential for rehabilitation;

    11.  Mitigating circumstances;

    12.  Adequacy of alternative sanctions.

Types of Discipline

    ƒ Preliminary Warnings or Informal Corrective Actions:
         {  Oral admonishment

         {  Letter of Caution

         {  Letter of Requirement

     ƒ  Formal Disciplinary Actions
         {  Letter of Reprimand

         {  Adverse actions:

             ‚  Suspensions of 14 days or less;

             ‚  Suspensions of over 14 days;

             ‚  Reduction in grade and pay;

             ‚  Removal

Withholding Within-Grade Increases
As a result of the Civil Service Reform Act, the granting or withholding of a within-grade salary increase (WGI) is tied to employee job performance and the performance appraisal system.  Once time requirements are met, the granting of a WGI for either a GS or FWS employee is contingent upon fully successful or better performance of record.

If a GS or FWS employee's WGI is to be withheld, the employee must be informed of the decision:

Withholding WGI Procedures

     †  Notify employee, in writing, of decision to withhold within 30           days of end of waiting period.  State reasons and areas for                 improvement.

     †  Advise employee of right to request reconsideration with                  higher level of supervision within 15 days of notice.

     †  If reconsideration is requested, issue written reconsideration             notice.

     †  If reconsideration decision requested and issued, employee               may appeal to MSPB or grieve if not excluded by applicable              collective bargaining agreements.

NOTE:  An employee's WGI determination must be postponed for a least 90 days if:


1.  the employee has not been informed on the specific performance requirements in

                his/her current position for granting a WGI at least 90 days prior to the end of the

                waiting period, and has not been given a rating of record in any position within 

               90 days before the end of the waiting period; or


2.  the employee has been reduced in grade because of unacceptable performance

                to a position in which he/she should be eligible for a WGI within 90 days.

Employees must be informed in writing when a postponement is necessary.  If after the postponement period the rating of record supports granting the WGI, it will be retroactive

to the beginning of the pay period following completion of the waiting period.

The main point for a supervisor to remember is that if he or she anticipates withholding an employee's WGI, DO NOT LET THE SITUATION GO UNTIL THE LAST MINUTE.

Civilian Employee Avenues of Redress and Related Terminology
Within the Civil Service system, there are various avenues through which employees may seek redress.  These vary depending upon the issue in dispute and upon the employment status of the employee.  The most frequently used avenues of redress and the terminology which applies to each is summarized below:

If the request for redress or correction deals with:
And is made to:
It is called a/an:

Corrective & Disciplinary actions (admonishments, Letters of Requirement/ Caution/Reprimand, suspensions of 14 days or less.
For bargaining unit employees the Negotiated Grievance Procedure (NGP).  For employees not in a bargaining unit the Administrative Grievance Procedure.  
Negotiated Grievance/ Administrative Grievance

Adverse action (suspension of more than 14 days or removal), performance based demotion of removal, denial of WGI for GS employee, or other appealable action under statute or OPM regulations.
Alternate Dispute Resolution.  Merit Systems Protection Board (MSPB) or, for bargaining unit employees whose collective bargaining agreement allows, the Negotiated Grievance Procedure (NGP), or, for employees not in a bargaining unit the Administrative Grievance Procedure Resolution.  See below.
ADR, MSPB Appeal or negotiated grievance

Discrimination on the basis of race, color, religion, sex, national origin, age, or handicapping condition.  (Note that issues of discrimination in connection with an action appealable to the MSPB may be raised in that forum)
Initially within DON, and then, if unresolved, to the Equal Employment Opportunity Commission (EEOC) or, for bargaining unit employees whose collective bargaining allows, the NGP.
Discrimination Complaint or Negotiated Grievance

For employees in a bargaining unit, i.e. represented by a union:

Working conditions and personnel and management decisions not specifically excluded by law or the neotiated agreement
Initially within the activity, and then, if unresolved, to an impartial arbitrator selected by the union and management.
Negotiated Grievance/ Arbitration

For employees not in a bargaining unit:

Working conditions and personnel and management decisions not excluded by law or OPM or Navy regulation.
Initially within the activity, and then, if not resolved, to mediation.  If not resolved at mediation, then to arbitration.
Administrative Grievance

The correctness of an employee's position/job classification
Within DON, with a right to appeal to OPM
Classification Appeal

Violation of rights granted under the Federal Service Labor-Management Relations Statute (related to union membership, activity, representation, and bargaining rights).
Federal Labor Relations Authority (FLRA)
Unfair Labor Practice  (ULP) Complaint

Reprisal for whistleblowing, allegation of prohibited personnel practice, Hatch Act violation
Office of Special Counsel (OSC) and MSPB
Whistleblower Complaint, Individual Right of Action, Stay Request

In addition to the above, employees may contest certain fiscal/pay/compensation matters through the Comptroller General.  And, of course, employees are always free to seek redress through letters to their DON officials, including the Inspector General, Congressional representatives, or the President.

NOTE:  Employees can take most, if not all, issues covered above into the Federal district                 and appellate courts.                        

Civilian Employees Assistance Program (CEAP)
The Civilian Employee Assistance Program (CEAP) deals with a broad range of employee personnel problems that adversely affect job performance and conduct and provide short-term counseling related to problem identification.  Counseling services under this program include:  alcohol and drug abuse, emotional, financial, marital, family and legal issues for example.  

As the military supervisor of civilians, you need to be aware that this service is available to all employees.  This may take the form of authorizing official time (sick leave or LWOP) for an employee to meet with a counselor from outside the activity/command, or joining with other small activities to jointly provide services.
Employees are primarily responsible for seeking assistance through CEAP to overcome alcohol, drug, or other personal problems which are adversely impacting on their performance/conduct.  As a supervisor, you must however, identify and document deficient performance and conduct, paying special attention to deteriorating behavior.  Deficiencies must be discussed with the employee and, if the problems seem likely to have been caused by a personal problem, the employee is given a written referral to the CEAP.  The supervisor must then give the employee a reasonable opportunity to improve performance/conduct, and, if improvement does not occur, take action.

Civilian  Employee  Assistance  Program

     ‰  Mandatory program;

     ‰  Employees referred for personal problems;

     ‰  Provide confidential consultation;

     ‰  May be referred to outside agencies for rehabilitation                   therapy;

     ‰  Supervisor responsible only to refer; not to diagnose or                treat.

Key points about CEAP are:

|  Alcoholism is considered a treatable illness and drug abuse is considered a treatable                       health problem.


|  Sick leave or Leave Without Pay will be granted for treatment and rehabilitation

                of  drug and alcohol problems as well as with other medical problems.


|  Medical and counseling records will be kept confidential.


|  Discrimination in employment and promotional opportunities against employees who                    have previously had drug/alcohol problems or who have requested CEAP assistance is                  prohibited.

|  Alcoholism and drug abuse are considered handicapping conditions.  Reasonable                          accommodations for employees showing they have these conditions must often be         

made in the work environment, and counseling and assistance must be offered, either                    prior to, or in conjunction with, disciplinary action.

Supervisor Responsibility

     †  Inform employees of CEAP;

     †  Talk to CEAP Administrator/Employee Relations                Specialist if employee has apparent problem;

     †  Motivate employee to seek assistance early to 

           correct the problem.

If a supervisor has an employee with conduct or performance problems, contact the Human Resources Office for advice and guidance.  Basically, the employee is responsible for showing that personal or substance abuse problems are affecting his or her conduct and/or performance.  In the event the employee makes this showing, then disciplinary or performance-based actions may be reduced or held in abeyance pending the employee's rehabilitation.


Drug-Free Workplace Program
On 15 September 1986, the President signed Executive Order 12564 establishing the goal of a Drug-Free Federal Workplace which made it a condition of employment for all Federal employees to refrain from using illegal drugs on or off duty.  

The Department of Navy (DON) Drug-Free Workplace Program (DFWP) is designed to accomplish this goal through deterence, identification, rehabilitation, and personnel action.  It is aimed at identifying illegal drug users so as to maintain a safe, secure workplace and an efficient operation.  While the DON will assist employees with drug problems, employees who use illegal drugs have the primary responsibility for changing their behavior.

"Safe Harbor"
To complement the effort of the DON to eliminate the adverse consequences of illegal drug use in the workplace, and ensure compliance with Executive Order 12564, a voluntary referral procedure has been established under the DFWP to encourage illegal drug users to seek counseling and rehabilitation, prior to being caught, without risk of disciplinary action.  Any employee who voluntarily identifies him/herself as a user of illegal drugs will be provided "safe harbor" and be exempt from disciplinary action for admitted previous use and/or possession incident to such use, of illegal drugs, provided that the employee:

|  Voluntarily makes such disclosure to a superior official prior to being identified

                through other means;


|  Obtains counseling and rehabilitation through CEAP;


|  Agrees to be tested by the activity during counseling and rehabilitation, and during

                the post-treatment and evaluation phase;


|  Consents, in writing, to the release of all records related to counseling and

                rehabilitation, including urinalysis testing results, to appropriate management

                and CEAP officials; and


|  Thereafter refrains from using illegal drugs.

An employee warned of an impending drug test is not eligible for "safe harbor"; an employee who does not remain drug-free loses safe harbor protection.


Note:  An employee who is arrested over the weekend on drug related charges is released and reports to work as usual on Monday comes in and requests "safe harbor".  The activity signs the agreement because they are unaware of the arrest.  Under these circumstances, the "safe harbor" agreement will be considered invalid and obtained under false pretenses.
Drug Testing
Testing is done by urinalysis.  The Secretary of the Navy has identified certain Testing Designated Positions (TDPs) within the DON that may be subject to random drug testing.  Generally, an individual subject to testing will be permitted to provide a urine specimen privately in a restroom stall or similar enclosure so that the employee is not visually observed while providing the sample.

If the command/activity has reason to believe that the individual may alter, substitute or has previously been found by the DON to be an illegal drug user and is undergoing follow-up testing, including employees in "safe harbor", or facts indicate that the individual has equipment or materials capable of tampering with the urine sample, the urinalysis will be under direct visual observation.
Types  of  Tests

Random
Applies only to civilian positions in the DON known as "testing designated positions" (TDPs).

  {  A command matches its positions against the DON TDP list.

  {  A command may request additions/deletions.

  {  An employee can volunteer to be in the random testing pool.

Applicant
Applies to prospective appointees to TDP positions.

Reasonable       Suspicion
Applies to all civilian employees.

Post Accident    or Unsafe        Practice
Applies to all civilian employees.

Voluntary
Applies to all civilian employees.

Follow-Up
Applies to identified drug users (during and after treatment).


Types of Drugs Tested

     ƒ  Cocaine
     ƒ  Marijuana
     ƒ  Amphetamines
     ƒ  Opiates
     ƒ  PCP

The Drug Program Coordinator (DPC) will randomly select employees in the TDP pool and document the  method or means of selection.  The selection may be generated by computer or other means which will ensure randomness.  All information will be strictly guarded to ensure employees do not know in advance that random testing will be conducted.

Failure to Report to the Designated Collection Site
1.  An employee who fails to appear at the collection site at the assigned time, will be subject to the same range of discipline as a verified positive test result for illegal drug use.
     {  Due to the nature of this offense, there is no requirement for referral to the CEAP.

2. An applicants failure to appear for a test will result in the cancellation of any tentative offer of employment.

3. An employee who refuses to be tested, will be informed that refusal will be considered “failure to follow a direct order” and will result in the same range of discipline as a verified positive test result to possible removal.

Supervisory Responsibility in Drug Testing Procedures

Temporary Position Changes
1. An employee who is detailed or temporarily promoted or reassigned to a TDP through personnel action (SF-50) will be subject to random drug testing during that period, providing the assignment exceeds 30 days.

2.  If an employee is temporarily promoted or reassigned out of a TDP for over 30 days, the employee will be reissued a new notice upon re-entry.

Deferral of Drug Testing
1.  An employee may be deferred if selected for random drug testing if the supervisor and a higher level supervisor concur that the compelling need necessitates a deferral on the grounds thaat the employee is in a non-duty status such as annual leave, sick leave, LWOP, TAD, etc.

Reasonable Suspicion
1. A test may be authorized when management has a reasonable suspicion that any employee is using drugs illegally on-duty or performing work while drug-impaired.  This belief must be on the basis of:

· Observable phenomena, such as direct observation of drug use or possession and/or the physical symptoms of being under the influence of a drug.

· Arrest or conviction for an on or off duty drug-related offense or the identification of an employee as the focus of a criminal investigation into illegal drug possession, use, or trafficking.

· Information provided either by reliable and credible sources or independently corroborated.

· Newly discovered evidence that the employee has tampared with a previous drug test.

NOTE:  Although reasonable suspicion testing does not require certainty, mere “hunches” or “rumors” are not sufficient to meet this standard.  Consult with the Drug Program Coordinator or HRO for procedures.



Accident or Unsafe Practice Testing
Employees may be subject to testing when, based upon the circumstances of the on-the-job accident or unsafe, on-duty, job-related activity, their actions are resonably suspected of having caused or contributed to an accident or unsafe practice based on:

· The accident or unsafe practice results in a death or personal injury requiring hospitalization.

· The accident or unsafe practice results in damage to government or private property estimated to be in excess of $10,000.00.

NOTE:  Consult with your Drug Program Coordinator or the HRO for procedures.

Drug Testing Procedures
· DPC will notify first level supervisor approximately 2 hours prior to the actual time of collection.

· Supervisor will notify employee approximately 15-30 minutes prior to the scheduled collection.

· Supervisor will explain to employee that he or she is not under suspicion for taking drugs but has been selected randomly for drug testing.

· Supervisor advise employee to take proper photo I.D. card and report to designated site.

The DON provides for mandatory initiation of disciplinary actions for illegal drug use; up to removal for first offense not covered by safe harbor or for refusal to cooperate in testing; proposed removal is mandatory for a second offense or refusal of rehabilitation.



Work Related Injury and Illness – (Workers’ Compensation)

The Commanding Officer/Commanding General is responsible for:

· Ensuring that employees are provided a safe and healthful workplace.

· Seeing that occupational health services are convenient, accessible, cost-free and confidential.

· Informing employees of local occupational health service programs.

· Periodically review the local program.

· Designating an activity Injury Compensation Program Administrator (ICPA) to ensure that the Federal Employees’ Compensation Act (FECA) program responsibilities are carried out.

Legal Definitions and Issues

Traumatic Injury
A wound or other bodily condition caused by external force, including stress or strain, which is identifiable as to time and place of occurrence, and member or function affected, and caused by a specific event (or series of events) within a single workday or shift.

Occupational Illness
An illness or condition caused by systemic infection, continued or repeated stress or strain, exposure to toxins, poisons, fumes, etc., or other continued and repeated exposure to work conditions over a long time period.

Compensation for such injury/illness is the responsibility of the Office of Workers’ Compensation Programs (OWCP), Department of Labor (DOL).  Payments of such compensation are initially made from the DOL Employees’ Compensation Fund.  Navy and Marine Corps activities are required to reimburse the DOL on an annual basis.  An employee may be represented by an attorney or other person in a claim relating to illness, injury, or death.  OWCP must approve payment of legal fees if the disability/death is certified.

Traumatic Injury:  An employee injured on the job receives:

· Medical Care
· An employee is entitled to an initial selection of a physician for treatment of an injury.  He/She may choose a licensed physician in private practice or choose to be treated at a Government facility where one is available.

· Onsite Naval Medical Command Medical Treatment Facility, to the extent possible, will treat non-emergency problems and give initial emergency care.

· Disability Benefits
· If the doctor treating the  employee finds that the employee is unable to return to duty, the doctor so certifies.

· The employee’s supervisor should advise the employee that the option to receive continuation of pay (COP) for up to 45 calendar days must be substantiated with a medical report pending Office of Workers’ Compensation Programs (OWCP) claim adjudication, is available, or he/she may choose to use annual or sick leave.
· If the supervisor believes the injury is not work-related, he/she should controvert the employee’s claim for FECA benefits including COP.  (But COP must be continued until the activity is notified by OWCP to discontinue COP and charge prior COP to sick or annual leave).
Cases of suspected fraud are referred to the Naval Security and Investigative Command and OWCP.



Occupational Illness:  An employee who files a FECA claim for work-related occupational disease or illness (e.g. hearing loss, exposure to asbestos, stress) is not, by Federal statute, entitled to receive COP.  Pending adjudication of the claim by OWCP, the employee may, when competent medical authority certifies, continue to perform his/her official duties, be assigned to perform suitable limited duty, or be granted annual or sick leave, or leave without pay.

After OWCP Adjudication:  Upon favorable adjudication of the occupational injury or illness by OWCP:

· Workers’ compensation is payable for the duration of the disability.

· The activity ICP administrator will work with supervisors and the HRO to identify light duty assignments and to arrange for making reasonable accommodation in duties/environment to permit disabled workers to return to work as soon as possible.

The attending physician must be notified when light duty work is available for an employee who has been determined to be physically unable to perform his/her regular duties.



· When the employee returns to duty, OWCP must be notified.
COP Regulation:  New regulations have been issued, effective 4 January 1999, that significantly change the eligibility for COP entitlement.  The change is concerning the period for which an employee is eligible to use COP, and not the allowed maximum days.

An employee who is disabled or under medical care for an accepted work-related injury, and has filed notice with the employer, is eligible to receive COP for that absence.  The employee is required to provide medical information to support their absence for COP to be paid.  No COP will be paid unless medical information has been received.  An employee may receive COP for a maximum of 45 calendar days.

Previously, an employee was allowed to use their COP entitlement within 90 days from the date of the injury.  The new regulations have changed the eligibility period to 45 days.  Absences which continue beyond the COP period are charged to leave or leave without pay.

In counting COP days, one must use calendar days NOT work days.  This includes holidays and weekends (or days off).  It is important to remember, 

1) Only days are counted (e.g. if one hour is used to see a physician and seven hours are worked, it is still counted as one day of COP);

2) The time lost must be certified by a physician as being a result of the work-related injury.

Please consult with your activity’s Compensation Specialists if you are unsure of some of these changes or the laws.

TRAINING AND CAREER DEVELOPMENT
Training is an important tool for improving performance, coping with change, supplying scarce skills, and meeting affirmative employment objectives.  Training and development require the active interest and involvement of affected employees.

In this regionalization environment, the following range of training and development services are maintained by the Human Resources Service Center- Southwest (HRSC-SW) in San Diego:
· Maintaining Employee Training Records (proof of training forwarded to the HRSC for input)

· Administering Formal Training Programs (VRA, Probationary Supervisors, DAWIA, Upward Mobility)

· Conducting formal Classroom instruction

· Contracting formal classroom instruction

The Training Branch at the local activity HRO provides training and developmental services as follows:

· Reviewing training requests.  Each organization is responsible for enrolling their employees.

· Designing, Developing and Evaluating Training programs.

· Conducting formal classroom instruction

· Assisting with Training Needs Assessments and Individual Development Plans

· Assisting with the development and/or procurement of training materials

· Coordinating classroom logistics

· Preparing and forwarding training catalogs, announcements and reports

· Recommending and advising on training policies.

· Counseling employees on developmental opportunities

Training record information for each employee are accessible via PPI.  No more than 20 entries of mandatory training and training of 4 hours or more can be stored in the personnel database.  Each department/unit activity has an authorized coordinator with access to the PPI program.  As a supervisor, you are responsible for the overall development of your employees in the training process:

STEPS
PROCESS
METHOD

1
Identify Training Needs
· Training Needs Assessments

· Surveys

2
Consider Training Approaches
· OJT

· Formal Classroom 

· Correspondence

· Rotational Assignments

· Special Projects

· Mentor Training (shadowing)

3
Examine Training Sources
· Cost Effectiveness

· Availability

· Quality

· Effectiveness

· Practicality

4
Prepare Training Documents
· Individual Development Plans (IDPs)

· Annual Training Plan

· DDForm 1556

5
Evaluate Training Effectiveness
· Applicable to Job?

· Improved Performance?

· Organizational Enhancement?

Training Needs Assessments

The objective of training is to equip employees with the skills, knowledges, and abilities for a task or mission.  Needs Assessments are the first critical step in a systematic approach for developing employees and improving organizational and individual performance.  The well planned assessment of employee training needs ensures that organizational resources are committed to the highest priority training and development and provides a sound basis for expending training dollars.  Needs assessments take into account the needs of the organization, occupation and individual.  To accomplish this:

STEP
ACTION
TOOLS

1
Identify organization’s objectives
· Business plans

· Vision statements

· Mission statements

2
Identify major duties required of position to meet the organization’s objectives
· Position descriptions

· Merit promotion announcements

· Employees in similar positions

3
Identify what kind of knowledge, skills or abilities (KSAs) an employee would need in order to optimal perform each duty
· Position descriptions

· Merit promotion announcements

Employees in similar positions

4
Together with the employee, identify which of the identified KSAs they already posses.
· Employee interview

· Employment history

· Training history

5
Identify training methods and/or sources needed to meet any KSAs the empoyee does not posses.
· Internal resources

· Personal experience

· Training branch

Required Training
Laws and/or regulations often require employees to receive specific training.  In addition, employees enrolled in formal career development programs may be required to take certain training.  OPM, DoD, DON, higher Echelon commands and activities may also prescribe training.  The following types of training are among those most commonly required:

· New Employee Orientation

· Supervisory Training for all “probationary supervisors”
· EEO training for employees with EEO-related functions

· Prevention of Sexual Harassment (POSH)

· Development of managers, executives, and executive candidates

· Security, health and safety, and CEAP training for supervisors

· Computer security training for all employees who manage or use computer systems and process sensitive information

· Standards of Conduct/Ethics training

Individual Development Plans (IDPs)
In contrast to training intended to meet specific immediate need, formal development programs such as career ladder positions (i.e. GS-5/7/9, WG-3/4/5, etc); VRA, Upward Mobility, and probationary supervisors, engage in a long-term process to prepare them for future responsibilities and assignments. 

These developmental programs ALL require your part as well as the individual employee to prepare and establish IDPs.  The IDP is for you to chart and plan individual development in providing realistic training for your employees to achieve department and mission goals.  The HRSC-SW will contact the supervisor.  The HRSC-SW is responsible for these developmental programs.  The local HRO is available for counseling and guidance assistance.

IDPs are a method of systematically planning for training and experiences in order to develop the specific skills and knowledges needed to perform a job.



A good development plan includes both the supervisor’s and employee’s perspectives.  Goals should be feasible in the organization and realistic.

NOTE:  Every year within 30 days of the annual performance period, the supervisor and employee should jointly meet and discuss goals for individual development and together, develop this IDP.

The DON sponsors several formal training programs designed to develop and/or recruit high quality employees.  Each formal training program requires an IDP.

Career Ladder
A developmental program for recruiting trainees at the lower levels for accelerated promotion to journeyman target levels (i.e. GS-5/7/9, GS-7/9/11, WG-5/7/8, etc).  Trainees are given intensive progressive, supervised on-the-job training and assignments providing diversified experience of increasing difficulty.  Career ladder positions are developmental positions which employees are recruited and must meet qualification criteria standards.

Veteran’s Readjustment Appointment (VRA)
Provides certain veterans of the Vietnam Era and qualified veterans of the post-Vietnam era excepted appointments.  After a two-year probation period, eligible veterans may receive permanent appointments.

Upward Mobility
An intense training program that waives entry-level job qualifications in order to provide candidates with recognized “potential” to enter non-traditional career fields for which they otherwise may not qualify for.  Upward Mobility positions are recruited developmental positions based on the  “potential” of employees at all levels in any occupational series.

Probationary Supervisors
This program provides a one-year probationary period for the “NEW” supervisor.  During the year, the new suprvisor should receive a variety of training and developmental assignments designed to prepare them for challenges of management.  An IDP is required.

Cooperative Education
Recruits high school, trade school and college students for positions within the command.  Students are allowed to work full or part-time while attending school and during breaks.  Upon completion of the program, students are eligible to be non-competitively appointed to a permanent position.

Junior Fellowship
Recruits outstanding high school seniors with demonstrated academic need.  Students attend college and work during summer and school breaks.  Upon completion of the program, participants are eligible to be non-competitively appointed to permanent positions.

Consolidated Civilian Career Trainee (CCCT) (Requirements for spaces under this program must be requested by May of each year through Manpower or the appropriate HRO official).
Provides an intense period of formal on-the-job training to prepare individuals for journey level positions.  This program is unique to Marine Corps activities.  It is sponsored by Headquarters Marine Corps which provides salary dollars for GS trainees for a two year period and WG employees for a three year period.

NOTE:  All spaces are chargeable to the CCCT center at Hqtrs Marine Corps during their training period.  Participants are integrated into the regular workforce at command cost upon completion.

Military personnel may attend civilian training programs when the training is related to their present duties and they:

· Have direct or indirect supervisory responsibilities over civilians

· Are assigned to perform essentially civilian duties for an extended period of time or

· Are assigned to regularly scheduled on-site training that has no cost

Participation by miliary personnel in training through non-government facilities must be approved and funded under military training authorities.

Requesting Training (DDForm 1556)
ALL requests to attend training (conferences, seminars, workshops included), must be submitted on a DDForm 1556 (Request, Authorization, Agreement, Certification of Training and Reimbursement).  This form is a versatile 10-page document (also available in most form filler software programs) used to request, authorize, and procure training-related services as indicated below:

Uses of the DDForm 1556

Nomination Form
Upon approval by the department or the training specialist, this document is used to nominate the individual(s) for a particular training class (yellow copies sent to the vendor or fax copy to vendor).

Purchase Document
Used to contract training classes ON-SITE:

· $25K or LESS

· product must be OFF-THE-SHELF (no modifications to product; must be purchased as is)

· a documented cost/benefit comparison matrix must be prepared and approved

NOTE:  Contracting through the use of the DDForm 1556 must be made through the Training Branch at HRO.

Certification of Completion
When the employee completes the training, the vendor can certify completion and or provide course grade or training certificate.

Billing/Payment Document
Used as a purchase order.  Vendors provide billing invoices when the DDForm 1556 is received.  Advance payments are through the use of the Government Purchase Credit Card.

Evaluation Form
Employee’s can evaluate the quality of the training with the use of copy 9 (Evaluation) for future class determinations.  Supervisor’s can evaluate the effectiveness of the training also.

Training Data Input
Once the copy  9 Evaluation form is completed by the employee and returned to the training branch, the information can be input into the personnel database system.

NOTE:  In using the DDForm 1556 to contract training, sometimes modifications to the product are requested for appropriate use by Navy or Marine Corp activities.  Modification of courses or course materials resulting in additional costs from the off-the-shelf product constitute “developmental services”.  Procurement of such services must follow applicable contracting regulations and procedures and must be through the respective activity contracting office.

Process for Submitting Employees for Training

Step 1.  Supervisor assigns/selects employee to attend training:

Factors to Consider in Selecting Employees to Attend Training

· Knowledge/Skill required by the position.

· Extent performance will be improved by training.

· Potential application of this training to present/future assignments.

· Ability to train others.

· Degree the department can expect to benefit from employee’s new skill.

· Employee’s interest and efforts.



Supervisors are primarily responsible for identifying employee training needs, but employees have an important stake in their own development also.  Employees must be willing to expend their own time, energy and effort to increase their knowledge and skills to achieve their career goals.

As the military supervisor, in order to maintain a stable, high-caliber workforce, in identifying training needs, the following priorities should be followed:

Priority 1

(Mission Essential)
· Mandatory training required by regulation or higher authority

· Training to ensure attainment of performance objectives

· Training to correct serious performance deficiencies.

Priority 2

(Needed)
Training needed due to program change, new technology or the replacement of skilled employees.

Priority 3

(Useful or Nice to Have)
Training of a broadening nature that may be helpful in enhancing employee skills.

Step 2.  Employee or Department administrative branch prepare a DDForm 1556 and get signature approvals, including accounting data information.  

Step 3.  Upon signature approvals, submit DDForm 1556 to vendor for nomination.

Step 4.  Vendor accepts nomination and either confirms or cancels class providing some form of confirmation letter with location, time, maps, etc. of the class to the attendee or department.  Vendor may request payment in advance or provide invoice.  Fiscal person may provide credit card information for payment to vendor.

Step 5.  Employee attends training.

Step 6.  Employee returns to work and submits “Training Input Sheet” with a copy of certificate of completion or copy of approved DDForm 1556 to HRO (the input sheet and copy of completion certificate is forwarded to the HRSC-SW, San Diego for input into the personnel database).

NOTE:  Because more and more activities are using the “automated” DDForm 1556, it is imperative that the employee complete the Training Input Sheet so the information will be included in the personnel database record system.

Step 7.  Supervisor evaluates employee progress in new learned skill or new skill is shared with others.

TRAVEL

Employees attending training classes from time to time may be required to travel.  When so ordered, this will be official business for the Government and the employee will be given temporary duty (TDY) travel orders.

As a military member, you are already familiar with the TDY process, but keep in mind that there are a few “differences” between military and civilian TDY.  Both are governed by the Federal Travel Regulations (FTR) in two volumes, Joint Travel Regulations (JTR), Volume One for military personnel and the JTR, Volume Two for civilian personnel.  In this manual, we will be highlighting the regulations as stated in the “JTR, Volume 2” for civilian personnel.

Joint Travel Regulations, Volume 2

· Temporary duty assignments will be authorized or approved only when necessary in connection with official activities of the DoD or Government business.

· A traveler on TDY official business will exercise the same care in incurring expenses and accomplishing a mission that a person would exercise if traveling on his/her personal business.

· Excess costs, circuitous routes, delays or luxury accommodations unnecessary or unjustified in the performance of a mission are not considered acceptable as exercising prudence.

· Employees will be responsible for excess costs and any additional expenses incurred for personal preference or convenience.  

  

Employees traveling at government expense on official TDY orders are normally granted adequate per diem (lodging & meals expenses), travel costs, and on occasion, miscellaneous expenses.  The per diem rate is established so that an employee is not penalized or rewarded as a result of travel for the Government.  It varies depending upon the location of the temporary duty station, the length of time assigned, and certain other factors.

Common Concerns on Travel Regulations

TDY in connection with Leave Status
Temporary duty may be authorized before, during and after leave status.  Per diem allowance and transportation expense entitlements are limited to the conditions directly related to the TDY assignment.


If authorized, must be annotated in the travel orders.

Privately Owned Vehicles (POVs)
The use of a POV may be authorized or approved for employees or others rendering service to the Government when engaged on official business but limited to the “constructive cost” of government expense.


If authorized, must be annotated on the travel orders.  Reimbursement for mileage will be at .32 per mile.

Rental Cars
Government contract rental automobile will be used when it is determined that an automobile is needed for official travel.

NOTE:  In conjuction with commercial air travel, not required if training/TDY is at the same hotel location.
If authorized, must be annotated on the travel orders.  Employee makes arrangements with their respective SATO office the same time when making airline reservations.

Travel at NO EXPENSE to the Government
When a determination is made as to circumstances to carry an employee in a duty status vice leave status, “Permissive Orders” will be issued to allow this excuse.
If authorized, this means the employee has “Permission” with no charge to leave and the government is not paying.  The employee needs to concur in a written memo that all expenses will be borne by the employee.  The TDY orders will state that effect.

Recurring (Repeat) Travel Orders
Administrative determination and held to a minimum.

Note:  This is not the type of orders used for conferences, workshops, seminars or training.
If authorized, this is used particularly for meetings, site visits and inspections of a recurring nature to those locations of frequency.  Specific locations must be annotated on the travel orders.

Travel of 12 hours or LESS
Per diem shall not be allowed when the period of official travel is 12 hours or less.  This includes the total time enroute and duty period from time of departure until time of return.
If authorized, meals and lodging are NOT AUTHORIZED.

Overtime/Compensatory Time while Traveling
When non-exempt employees (lower level employees) travel they are paid for hours spend in a travel status that are determined to be hours of work.

When exempt employees (higher level employees) travel, they are not required to be paid.

Check the employee’s current position/job descriptions for exempt/non-exempt status.
Non-exempt employees usually GS/WG-7 and below must travel between their normal hours of work on a non-work day to avoid overtime payment or reschedule their normal work week.

Exempt employees usually GS/WG-8 and above may travel anytime without compensation.

Upon completion of travel assignments and return to the worksite, a travel claim must be completed and submitted for any additionl monies due the employee or any over advances due the Government.  Check with your Travel Order authorizing official or Disbursing personnel for individual applications.

It is the individual traveler’s responsibility to complete the appropriate documents (DDForm 1351-2, Travel Voucher or Subvoucher), and attach any receipts (i.e. lodging, rental car, registration fees, etc.), and submit it to the disbursing office with the ORIGINAL travel orders for reimbursement.



NOTE:  Individual traveler’s should make their own lodging reservations due to the need for the individual’s charge card to secure the reservations.  On the same note, airline reservations should be made by the individual travel due the need for flying times, seat assignments, etc.

As the military supervisor, it is your responsibility to ensure that adequate time is afforded the traveler as well as the travel order processors, disbursing and the travel office in making the travel arrangements.

Ticket Reservations
Lodging Reservations
Frequent Travelers
Advance Checks

Traveler takes copy of travel orders to SATO and makes their own reservations.  If authorized a rental car on the travel orders, SATO can make the reservations.
Traveler makes own lodging reservations. If the travel is performed at a military installation, arrangements should be made at the BOQ.  If BOQ is unavailable, obtain a “non-availability” statement from the BOQ office.
Travelers with government credit cards are responsible for all charges.  Reimbursement for authorized expenses will be given upon settlement of the travel.  Employees who possess a government credit card are not eligible for an advance check from the disbursing office.  ATM machines must be used.
Non-frequent travelers, (below GS/WG-9) normally do not possess a government credit card.  As such these non-frequent travelers, may obtain a travel advance check from the disbursing office.  Now, any traveler is required to obtain a travel credit card and no check advance is processed. 

Labor-Management Relations

The Federal Labor Relations program provides a system for reconciling the needs of agency management with employees’ desire to have a say in determining their conditions of employment, and for resolving differences and disputes that arise in the process.

Federal Service Labor-Management Relations Statute (FSLMRS)
Prescribes rights and obligations of Federal employees and establishes procedures designed to meet the special requirements of the Government.

Federal Labor Relations Authority (FLRA)
Rules on disputes concerning management/union/employee rights.  The Authority has the power to take all necessary and appropriate actions to administer the FSLMRS.

Collective Bargaining Agreements (CBA) (CONTRACT)
A document arrived at by negotiations between management and the union.  It details the rights and responsibilities of the union and of management in personnel management.  As such, it supplements the laws, rules, regulations, and DoD/DON policy in governing day-to-day personnel dealings.  Applies to all employees in the collective bargaining unit.

All supervisors and managers act as agents of management in dealings with employees and their representatives.  Since the DON is highly unionized, all members of management must understand:

· Management rights and responsibilities

· Union and employee rights and responsibilities

· The collective bargaining process

There are three principal stages in labor-management relations:

Organization Stage
When a union petitions for an election to obtain the exclusive right to represent the employees of an organization.

Negotiation Stage
When agency and union representatives attempt to agree on a collective bargaining contract governing conditions of employment.

Contract Administration Stage
When the parties apply the provisions of the contract to the employees covered.

Labor Management Partnership

Executive Order 12871, Labor Management Partnerships, 1 October 1993, requires that agencies include Federal employee unions as “full partners with management representatives to identify problems and craft solutions to better serve the agency’s customers and mission.”  Specific actions required to accomplish this are:

· Establish labor-management councils/committees at appropriate levels.

· Provide training to managers, supervisors, and employee union representatives in alternate dispute  resolution and interest based bargaining.

· Involve unions at an early stage in the process of making decisions affecting civilian employees.

· On request, negotiate with unions concerning formerly permissive subjects:

· Technology, means or methods of performing work.

· Numbers, types, and grades of employees or positions as assigned to any organization subdivision, work project, or tour of duty.

· Evaluate improvements flowing from labor-management partnerships.

Use of Official Time
Union representatives who are DON employees in a duty status are entitled by law to official time while at the bargaining table (as long as the number of such employees on the union team does not exceed the number of management negotiators).  Such employees are also entitled to amounts of official time (specified in the bargaining agreement) for transacting certain union responsibilities.

Official time is paid time away from regular duties.  It is never authorized to conduct internal union business.



Management must ensure that official time is only permitted when it is appropriate under the agreement and must accurately record its use.  One of the purposes for which official time often is allowed is for union representation of employees during formal meetings/discussions and investigatory examinations.

A formal meeting/discussion is one held to discuss a grievance presented under the negotiated grievance procedure or to discuss changes in conditions of employment which affect bargaining unit members.



The union must be given reasonable notice of, and an opportunity to be represented in these discussions, regardless of whether or not the employee(s) involved want union representation.

Unions are entitled to represent employees in investigatory examinations (i.e. questioning conducted by representatives of management) if the employee reasonably believes the examination may result in disciplinary action and requests representation.

Union Rights
Management Rights
Employee Rights

· Act for bargaining unit employees

· Negotiate agreements for bargaining unit employees

· Duty of fair representation.


· To make personnel decisions such as select, layoff, assign, discipline, etc.
· To direct the workforce in accomplishing the mission of the agency.
· To determine the mission and organization of the agency, to assign work, etc.
· Each employee shall have the right to form, join or assist any labor organization or to refrain from such activity.



Scope of Bargaining

Certain issues are not bargainable; others must be bargained (but not necessarily agreed to).  The law requires bargaining on:

· Conditions of employment not otherwise established by law, rule, or regulations.

· Procedures for actions implementing decisions encompassed by management rights.

· Appropriate arrangements for employees affected adversely by the exercise of management’s rights.

· Impact and implementation (a term which indicates required negotiations over procedures and appropriate arrangements relative to the exercise of management rights.

Although an issue must be bargained, management does not have to agree to a particular proposal.



Formal Discussions

5 USC 7114(a)(2)(A)
The “Weingarten” Right

5 USC 7114(a)(2)(B)

The Union shall be given the opportunity to be represented at any formal discussion between one or more representatives of the agency and one or more employees in the unit or their representatives concerning any grievance or any personnel policy or practice or other general condition of employment
The Union shall be given the opportunity to be represented at any examination by a representative of the agency in connection with an investigation if:

· The employee reasonably believes the examination may result in disciplinary action, and

· The employee requests representation.



UNFAIR LABOR PRACTICES (ULPs)

Unfair Labor Practices are violations of specific provisions of the FSLMRS by management or unions.

Management or Union ULPs
Management ULPs
Union ULPs

· To interfere with restrain or coerce any employee

· To fail or refuse to consult or negotiate in good faith

· To fail or refuse to cooperate in impasse procedures

· To otherwise fail to comply with the provisions of this chapter


· To encourage or discourage union membership by discrimination in personnel actions or other conditions of employment.
· To sponsor, control, or otherwise assist any labor organization.
· To discipline or otherwise discriminate against employee because employee has filed a complaint, affidavit, or petition, or has given information or testimony.
· To enforce any rule or regulation in conflict with CBA if predated by CBA.
· To cause or attempt to cause agency to discriminate against employee in exercise of right.

· To coerce, discipline, fine or attempt to coerce member of labor organizations as punishment or reprisal, or to hinder member’s work. performance/productivity.

· To discriminate against employee on basis of race, color, creed, sex, etc.

· To call, participate in, condone, a strike, work stoppage, or slowdown, or picketing if such picketing interferes with agency operations.



Management, the Union, or Employees may bring ULP charges.  Labor relations experts in the Human Resources Office should be consulted promptly when any questions of a ULP charge arises.  The Federal Labor Relations Authority can order an activity or union found to have committed a ULP to:

· Post a notice acknowledging the violation.

· Cease and desist from such practice.

· Pay backpay to an employee affected by the violation.

· Return to the status quo ante (i.e. the situation before the violation).

· Negotiate a collective bargaining agreement with retroactive effect.

· Take other actions as necessary.

GLOSSARY



ABANDONMENT OF POSITION – when an employee quits work without resigning.

ABSENCE WITHOUT LEAVE (AWOL) – absence without prior approval, therefore without pay, that may be subject to disciplinary action.  See also “leave without pay”, which is an approved absence.

ADMINISTRATIVE WORKWEEK – a period of seven consecutive calendar days designated in advance by the head of the agency.  Usually an administrative workweek coincides with a calendar week.

ADMONISHMENT – informal reproval of an employee by a supervisor; usually oral, but some agencies require written notice.

ADVERSE ACTION – a personnel action considered unfavorable to an employee.  Includes discharges, suspensions, furloughs without pay, and reductions in rank or compensation taken by agencies against their employees.

AFFIRMATIVE ACTION – action performed by an organization to ensure equal opportunity in employment, development, advancement and treatment of employees.  These actions are to be done without regard to race, color, sex, religion, national origin, or physical or mental handicap.

AGREEMENT - SEE COLLECTIVE BARBAINING.

ANNUITANT – a retired Federal civil service employee or a survivor (spouse or children) being paid an annuity from the retirement fund.

ANNUITY – the annual sum payable to a former employee who has retired.

APPEAL – a request by an employee for review of an agency action by an outside agency.  The right to such review is provided by law or regulation and may include an adversary type hearing and a written decision in which a finding of facts is made and applicable law, Executive Order and regulations are applied.

APPOINTING OFFICER – a person having power by law or lawfully delegated authority to make appointments.

APPOINTMENT – the process of selecting a person and assigning him or her to a position.


APPOINTMENT, CAREER – the tenure of a permanent employee who has completed 3 substantially continuous, creditable years of Federal service.

APPOINTMENT, CAREER CONDITIONAL – the tenure of a permanent employe who has not yet completed 3 years of creditable, substantially continuous Federal service.

APPOINTMENT, COMPETITIVE – employment of a person after competition with others for the same position.

APPOINTMENT, INTERMITTENT – less than full-time employment requiring irregular work hours.

APPOINTMENT, NON-COMPETITIVE –employment without competing with others, in the sense that it is done without regard to civil service registers.  Includes reinstatements, transfers, reassignments, demotions, and promotions.

APPOINTMENT, PERMANENT – employment under the career-conditional employment system.

APPOINTMENT, RARE BIRD – employment in the competitive service without competitive examination in rare cases authorized by OPM.  OPM must find that the compensation or duties of the position are such, or that qualified persons are so few, that it would not be in the interest of good civil service administration to fill the position through open competition.  Appointment does not confer status, but employee may be recommended for it after one year.

APPOINTMENT, SUPERIOR QUALIFICATIONS – appointment of a candidate to a position in grade 11 or the GS system at a rate above the minimum because of the candidate’s superior qualifications.  A rate above the minimum for the grade must be justified by the applicant’s unusually high or unique qualifications, a special need of the Government for the candidate’s  services, or because the candidate’s current pay is higher than the minimum for the grade which he/she is offered.

APPOINTMENT, TAPER – abbreviation for “temporary appointment pending establishment of a register.”  Employment made under an OPM authority granted to an agency when there are insufficient eligible on a register appropriate to fill the position involved.  Persons appointed under TAPER authority may be converted to career status after three years.

APPOINTMENT, TEMPORARY LIMITED – nonpermanent appointment of an employee where appointment has time frame attached to it, usually for one year or less.

APPOINTMENT, TERM – nonpermanent appointment of an employee hired to work on a project expected to last over one year, but less than four years.

APPROPRIATE UNIT – a group of employees which a labor organization seeks to represent for the purpose of negotiating agreements; an aggregation of employees which has a clear and identifiable community of interest and which promotes effective dealings and efficiency of operations.  It may be established on a plan or installation, craft, functional or other basis.  (Also known as bargaining unit).

ARBITRATION – final step of the negotiated grievance procedure which may be invoked by the agency or the union (not the employee) if the grievance has not been resolved.  Involves use of an impartial arbitrator selected by the agency and union to render a ginding award to resolve the grievance.

ARBITRATOR – an impartial third party to whom disputing parties submit their differences for decision (award).  An ad-hoc arbitrator is one selected to act in a specific case or a limited group of cases.  A permanent arbitrator is one selected to serve for the life of the agreement or a stipulated term, hearing all disputes that arise during this period.

AREA OFFICE (OPM) – focal point for administering and implementing all OPM programs, except investigations, in the geographic area assigned.  Provides personnel management advice and assistance to agencies, and personnel evaluation, recruiting and examining and special program leadership.  One source of information on employment for agencies and the public.

AUDIT, WORK – visit to an employee or his/her supervisor to verify or gather information about a position.  Sometimes called a “desk audit”.

AWARDS – an all inclusive term covering awards granted under Part 451 or OPM regulations.  Includes an award for a suggestion submitted by an employee and adopted by management; a special achievement award for performance exceeding job requirements, or an honorary award in the form of a certificate, emblem, pin, or other item.

BARGAINING RIGHTS – legally recognized right of the labor organization to represent employees in negotiations with employers.

BARGAINING UNIT – an appropriate grouping of employees represented on an exclusive basis by a labor organization.  “Appropriate” for this purpose means that it is a grouping of employees who share a community of interest and which promotes effective union and agency dealings and efficient agency operations.

BASIC PAY – for GS employees, the pay for a position before any money is deducted or extra pay is added; for FWS employees, the pay plus any night shift or environmental differential.

BASIC WORKWEEK – for a full-time employee, the 40-hour nonovertime work schedule within an administrative workweek.  The usual workweek consists of the five 8-hour days, Monday through Friday.

BREAK IN SERVICE – the time between separation and reemployment that may cause a loss of rights or privileges.  For transfer purposes, it means not being on an agency payroll for one working day or more.  For the three-year career conditional period or for reinstatement purposes, it means not being on agency payroll for over 30 calendar days.

BUMPING – during a reduction-in-force, the displacement of one employee by another in a higher group or subgroup.

CAREER – tenure of a permanent employee in the competitive service who has completed three years of substantially continuous creditable Federal Service.


CAREER CONDITIONAL – tenure of a permanent employee in the competitive service who has NOT  completed three years of substantially continuous creditable Federal service.

CAREER COUNSELING – service available to employees to assist them in (1) assessing their skills, abilities, interests, and aptitudes; (2) determining qualifications required for occupations within the career system and how the requirements relate to their individual capabilities; (3)  defining their career goals and developing plans for reaching the goals; (4) identifying and assessing education and training opportunities and enrollment procedures; (5) identifying factors which may impair career development; and (6) learning about resources, inside or outside the agency, where additional help is available.

CAREER DEVELOPMENT – systematic development designed to increase an employee’s potential for advancement and career change.  It may include classroom training, reading, work experience, etc.

CAREER LADDER – a career ladder is a series of developmental positions of increasing difficulty in the same line of work, through which an employee may progress to a journeyman level o his/her personal development and performance in that series.

CAREER RESERVED POSITION – a position within SES that has a specific requirement for impartiality.  May be filled only by career appointment.


CEILING, PERSONNEL – the maximum number of employees authorized at a given time.

CERTIFICATE – a list of eligible candidates ranked, according to regulations, for appointment or promotion consideration of a position.

CERTIFICATION – the process by which eligible candidates are ranked, according to regulations, for appointment or promotion consideration  of a position.

CERTIFICATION, SELECTIVE – certifying only the names of eligible candidates who have special qualifications required to fill particular vacant positions.

CERTIFICATION, TOP OF THE REGISTER – certifying in regular order, beginning with the eligible at the top of the register.

CHANGE IN DUTY STATION – a personnel action that changes an employee from one geographical location to another in the same agency.

CLASS OF POSITIONS – all positions sufficiently similar in:  (1) kind of subject matter of work; (2) level of difficulty and responsibility; and (3) qualification requirements, so as to warrant similar treatment in personnel and pay administration.  For example, all Grade GS-3 clerk typists positions.

COLLECTIVE BARGAINING – performance of the mutual obligation of the employer and the exclusive (employee) representative to meet at reasonable times, to confer and negotiate in good faith, and to execute a written agreement with respect to conditions of employment, except that by any such obligation neither party shall be compelled to agree to proposals, or be required to make concessions.  (Also known as collective negotiations, negotiations, and negotiation of agreement.)

COLLECTIVE BARGAINING AGREEMENT – a written agreement between management and a labor organization which is usually for a definite term, and usually defines conditions of employment, and includes grievance and arbitration procedures.  The terms “collective bargaining agreement” and “contract” are synonymous.  See also “appropriate unit”…..

COLLECTIVE BARGAINING UNIT – a group of employees recognized as appropriate for representation by a labor organization for collective bargaining.

COMPENSATORY TIME OFF – time off (hour-for-hour) granted an employee in lieu of overtime pay.


COMPETITIVE AREA – for reduction-in-force, that part of an agency within which employees are in competition for retention.  Generally, it is that part of an agency covered by a single appointing office.


COMPETITIVE LEVEL – for reduction-in-force, all positions within a competitive area in the same grade of the same service, trade, or profession.


COMPETITIVE SERVICE – Federal positions normally filled through open competitive examination (hence the term “competitive service”) under civil service rules and regulations.  About 85% of all Federal positions are in the competitive service.

COMPETITIVE STATUS – basic eligibility of a person to be selected to fill a position in the competitive service without open competitive examination.  Competitive status may be acquired by career-conditional or career appointment through open competitive examination, or may be granted by statute, Executive order, or civil service rules without competitive examination.  A person with competitive status may be promoted, transferred, reassigned, reinstated, or demoted subject to the conditions prescribed by civil service rules and regulations.

CONSULTANT – an advisor to an officer or instrumentality of the Government, as distinguished from an officer or employee who carries out the agency’s duties and responsibilities.

CONSULTATION – the obligation of an agency to consult the labor organization on particular personnel issues.  The process of consultation lies between notification to the labor organization, which may amount to simply providing information, and negotiation, which implies agreement on the part of the labor organization.

CONVERSION – the process of changing a person’s tenure from one type of appointment to another (e.g. conversion from temporary to career-conditional).

CREDITABLE SERVICE – (for career tenure) – three years of substantially continuous, qualifying service necessary to achieve career status.

DEBARMENT – an action of OPM to prevent a person’s becoming appointed into the competitive service, due to a finding of the person’s unsuitability for Federal employment.  A person may be barred for up to three years.

DEMOTION – a change of an employee, while serving continuously with the same agency: 

(a) to a lower grade when both the old and the new positions are in the General Schedule or

                             under the same type graded wage schedules; or

(b) to a position with a lower rate of pay when both the old and the new positions are under the same type ungraded wage schedule, or are in different pay method categories.

DETAIL – a temporary assignment of an employee to different duties or to a different position for a specified time, with the employee returning to his/her duties at the end of the detail.


DIFFERENTIALS – recruiting incentives in the form of compensation adjustments justified by:

(1) extraordinarily difficult living conditions;

(2) excessive physical hardships; or

(3) notably unhealthful conditions.

DIRECT HIRING AUTHORITY – OPM approved agency recruiting plans which expedite recruitment of eligible for appointment to positions in shortage categories.

DISCIPLINARY ACTION – action taken to correct the conduct of an employee; may range from an admonishment through reprimand, suspension, reduction in grade or pay, to removal from the service.

DISPLACED EMPLOYEE PROGRAM (DEP) – a system to help find jobs for career and career-conditional employees displaced either through reduction-in-force or by an inability to accept assignment to another commuting area.

DOWNGRADING – change of a position to a lower grade.


DUAL COMPENSATION – when an employee receives compensation for more than one Federal position if he/she worked more than 40 hours during the week.  The term is also used in connection with compensation from a full-time Federal position as well as a retirement annuity for prior military service.

ELIGIBLE – any applicant for appointment or promotion who meets the minimum qualification requirements.

EMPLOYEE DEVELOPMENT – a term which may include career development and upward mobility.  It may be oriented toward development for better performance on an employee’s current job, for learning a new policy or procedure, or for enhancing an employee'’ potential.

EMPLOYEE RELATIONS – the personnel function which centers upon the relationship between the supervisor and individual employees.

ENTRANCE LEVEL POSITION – a position in an occupation at the beginning level grade.

ENVIRONMENTAL LEVEL POSITION – a position in an occupation at the beginning level grade.

ENVIRONMENTAL DIFFERENTIAL – additional pay authorized for duty involving unusually severe hazards or working conditions.


EQUAL EMPLOYMENT OPPORTUNITY  - Federal policy to provide equal employment opportunity for all; to prohibit discrimination on the grounds of race, age, color, religion, sex, national origin, or physical or mental handicap; and to promote the full realization of employees’ potential through a continuing affirmative action program in each executive department and agency.

EQUAL EMPLOYMENT OPPORTUNITY COMMISSION (EEOC) – regulates and enforces the Federal program for ensuring equal employment opportunity, and oversees the development and implementation of Federal agencies’ affirmative action programs.

EQUAL PAY FOR EQUAL WORK – an underlying principle that provides the same pay level for work at the same level of difficulty and responsibility.

EXAMINATION – a means of measuring, in a practical and suitable manner, qualifications of applicants for employment in specific positions.

EXAMINATION, ASSEMBLED – an examination which includes, as one of it parts, a written or performance test for which applicnts are required to assemble at appointed times and places.

EXAMINATION, FITNESS-FOR-DUTY – an agency directed examination given by a Federal medical officer or an employee designated, agency-approved physician to determine the employee’s physical, mental, or emotional ability to perform assigned duties safely and efficiently.

EXAMINATION, OPEN – an examination which has been announced and for which the closing date for receipt of applications has not passed.

EXAMINATION, UNASSEMBLED – an examination in which applicants are rated on their education, experience, and other qualifications as shown in the formal application and any supportive evidence that may be required, without assembling for a written or performance test.

EXCEPTED POSITION – a position in the excepted service.


EXCEPTED SERVICE – positions in the Federal civil service not subject to the appointment requirements of the competitive service.  Exceptions to the normal, competitive requirements are authorized by law, Executive Order, or regulation.

EXCLUSIVE RECOGNITION – the status conferred on a labor organization which receives a majority of votes cast in a representation election, entitling it to act for and negotiate agreements covering all employees included in an appropriate bargaining unit.  The labor organization enjoying this status is known as the exclusive representative, exclusive bargaining representative, bargaining agent, or exclusive bargaining agent.

EXECUTIVE ORDER – a directive issued by the President of the United States.

FEDERAL GOVERNMENT SERVICE – the total of all periods of military and civilian Federal service creditable for Civil Service retirement, reduction-in-force, and leave purposes.

FEDERAL LABOR RELATIONS AUTHORITY (FLRA) – administers the Federal service labor-management relations program.  It resolves questions of union representation of employees; prosecutes and adjudicates allegations of unfair labor practices; decides questions of what is or is not negotiable; and on appeal, reviews decisions of arbitrators.

FEDERAL MERIT SYSTEMS – a complete system of personnel selection and management based on an integrated set of personnel policies, procedures and practices designed to accomplish 3 basic objectives:

(1) to recruit a comopetent workforce;

(2) to ensure a stable workforce; and

(3) to provide equal opportunity for employment.

FEDERAL SERVICE IMPASSES PANEL (FSIP) – administrative body created to resolve bargaining impasses in the Federal service.  The Panel may recommend procedures, including arbitration, for settling impasses, or may settle the impasse itself.  Considered the legal alternative to strike in the Federal sector.

FEDERAL WAGE SYSTEM (FWS) – a body of laws and regulations governing the administrative processes related to trades and laboring occupations in the Federal service.


FULL FIELD INVESTIGATION – personal investigation of an applicant’s background to determine whether he or she meets fitness standards for a critical-sensitive Federal position.

GENERAL POSITION – a position within the SES that may be filled by career, non-career, or limited appointment.

GENERAL SCHEDULE (GS) – the graded pay system as presented by chapter 51 of title 5, USC, for classifying positions.

GRADE – all classes of positions which, although different with respect to kind or subject matter of work, are sufficiently equivalent as to:

(1) level of difficulty and responsibility, and

(2) level of qualification requirements of the work to warrant inclusion of such classes of positions within one range of rates of basic compensation.

GRADE RETENTION – the right of a General Schedule or prevailing rate employee, when demoted for certain reasons, to retain the higher grade for most purposes for two years.

GRIEVANCE, (NEGOTIATED PROCEDURE) – any complaint or expressed dissatisfaction by an employee against an action by management in connection with his/her job, pay or other aspects of employment.  Whether such complaint or expressed dissatisfaction is formally recognized and handled as a “grievance” under a negotiated procedure depends on the scope of that procedure.

GRIEVANCE (UNDER AGENCY ADMINISTRATIVE PROCEDURE) – a request by an employee or by a group of employees acting as individuals for personal relief in a matter of concern or dissatisfaction to the employee, subject to the control of agency management.

GRIEVANCE PROCEDURE – a procedure, either administrative or negotiated, by which employees may seek redress of any matter subject to the control of agency management.

HANDBOOK X-118 – the official qualification standards manual for General Schedule positions.

HANDBOOK X-118B – qualification standards manual for Postal field service positions.

HANDBOOK X-118C – qualification standards manual for Wage System positions.

HEARING – the opportunity for contending parties under a grievance, complaint, or other remedial process, to introduce testimony and evidence and to confront and examine or cross examine witnesses.

HEALTH BENEFITS – the health service and insurance programs established for Federal employees through 5 USC 7901 and 8901 through 8913.

IMPASSE PROCEDURES – procedures for resolving deadlocks between agencies and union in collective bargaining.

INJURY, WORK RELATED – for compensation under the Federal Employees’ Compensation Act, a personal injury sustained while in the performance of duty.  The term “injury” includes diseases proximately caused by the employment.  These provisions are established under 5 USC 8101-8150.

JOB ANALYSIS – technical review and evaluation of a position’s duties, responsibilities, and level of work and of the skills, abilities, and knowledge needed to do the work.

JOB DESCRIPTION – informal term for position description.

JOB ENGINEERING – planning the requirements of positions in an organization in such a way as to ensure logical relationship to the labor market, qualification requirements, lines of progression, and the agency mission.

JOB ENRICHMENT – work assignments and/or training carefully planned to use and upgrade employee skills, abilities, and interests, and to provide opportunity for growth, and encourage self-improvement.

JOB FREEZE – a restriction on hiring and/or promotion by administrative or legislative action.

JOB TITLE – the formal name of a position as determined by official classification standards.

JOURNEYMAN LEVEL – (Full Performance Level) – the lowest level of a career ladder position at which an employee has learned the full range of duties in a specific occupation.  All jobs below full performance level are developmental levels, through which each employee in the occupation may progress to full performance.

LABOR-MANAGEMENT RELATIONS – relationships and dealings between employee unions and mangement.

LABOR ORGANIZATION – an organization composed in whole, or in part of employees, in which employees participate and pay dues, and which has, as a purpose, dealings with an agency concerning grievances and working conditions of employment.

LEAD AGENCY – under the Federal Wage System, the Federal agency with the largest number of Federal wage workers in a geographical area.  Consequently, it has the primary role for determining wage rates for all Federal employees who work in that area and are covered by the System.

LEAVE, ANNUAL – time allowed to employees for vacation and other absences for personal reasons.

LEAVE, COURT – time allowed to employees for jury and certain types of witness service.

LEAVE, MILITARY  - time allowed (not to exceed 15 days) for employees who are members of the reserve or national guard to perform military duty.

LEAVE, SICK – time allowed to employees for physical incapacity, to prevent the spread of contagious diseases, or to obtain medical, dental or eye examination or treatment.

LEAVE WITHOUT PAY (LWOP) – a temporary non-pay status and absence from duty, requested by an employee.  The permissive nature of  “LWOP” distinguishes it from “absence without leave.”

LEVEL OF DIFFICULTY – a classification term used to indicate the relative ranking of duties and responsibilities.

MAINTENANCE REVIEW – a formal, periodic review (usually annual) of all positions in an organization, or portion of an organization, to ensure that classifications are correct and position descriptions are current.

MAJOR DUTY – any duty or responsibility, or group of closely related tasks, of a position which:

(1) determines qualification requirements for the position,

(2) occupies a significant amount of the employee’s time, and

(3) is a regular or recurring duty.

MANAGEMENT OFFICIAL – an individual employed by an agency in a position whose duties and responsibilities require or authorize the individual to formulate, determine or influence the policies of the agency.


MANAGEMENT RIGHTS – the right of management to make day-to-day personnel decisions and to direct the workforce without mandatory negotiation with the exclusive representative.  (See “Reserved Rights Doctrine”.)  Usually a specific list of management authorities not subject to the obligation to bargain.

MEDIATION – procedure using a third-party to facilitate the reaching of an agreement voluntarily.

MERIT PROMOTION PROGRAM – the system under which agencies consider an employee for internal personnel actions on the basis of personal merit.

MERIT SYSTEMS PROTECTION BOARD – an independent agency which monitors the administration of the Federal civil service system, prosecutes and adjudicates allegations of merit principle abuses, and hears and decides other civil service appeals.  5 USC 1205

NATIONAL AGENCY CHECK AND INQUIRY (NACI) – the investigation of applicants for nonsensitive Federal positions by means of a name check through national investigative files and voucher inquiries.

NATIONAL CONSULTATION RIGHTS – a relationship established between the headquarters of a Federal agency and the national office of a union under criteria of the Federal Labor Relations Authority.  When a union holds national consultation rights, the agency must give the union notice of proposed new substantive personnel policies, and of proposed changes in personnel policies, and an opportunity to comment on such proposals.  The union has a right to:

(1) suggest changes in personnel policies and have those suggestions carefully considered;

(2) consult at reasonable times with appropriate officials about personnel policy matters; and

(3) submit its views in writing on personnel policy matters at any time.

The agency must provide the union with a written statement (which need not be detailed) of reasons for taking its final action on a policy.

NEGOTIABILITY – a determination as to whether a matter is within the obligation to bargain.

NEGOTIATED GRIEVANCE PROCEDURE – a procedure applicable to members of a bargaining unit for considering grievances.  Coverage and scope are negotiated by the parties to the agreement, except that the procedures may not cover certain matters designated in Title VII of the CSRA as excluded from the scope of negotiated grievance procedures.

NEGOTIATIONS – the bargaining process used to reach a settlement between labor and management over conditions of employment.

NOMINATING OFFICER – a subordinate officer of an agency to who authority has been delegated by the head of the agency to nominate for appointment, but not actually appoint, employees.

OBJECTION – a written statement by an agency of the reasons why it believes an eligible whose name is on a certificate is not qualified for the position to which referred.  If the Examining Office sustains the objection, the agency may eliminate the person from consideration.

OBLIGATED POSITION – a position to which an employee has a restoration right based on active military duty or re-employment rights (i.e. overseas return rights)….

OCCUPATIONAL GROUP – positions of differing kinds but within the same field of work.  For example, the GS 500 Accounting and Budget Occupational Group includes:  General Accounting Clerical and Administrative Series; Financial Management; Internal Revenue Agent Accounting Technicians; Payroll, etc. 

OFFICER OF PERSONNEL MANAGEMENT (OPM) – regulates, administers, and evaluates the civil service program according to merit principles.  5 USC 1103

OFFICE OF WORKERS’ COMPENSATION PROGRAMS (OWCP) – in the Department of Labor, administers statutes that allow compensation to employees and their survivors for work-related injuries and illnesses.  Decides and pays claims.

OFFICIAL PERSONNEL FOLDER (OPF) – the official repository of employment records and documents affecting personnel actions during an employee’s Federal civilian service.

OVERTIME WORK – under title 5 USC, officially ordered or approved work performed in excess of eight hours in a day or 40 hours in a week.  Under the Fair Labor Standards Act, work in excess of 40 hours in a week by a nonexempt employee.

PASS OVER – elimination from appointment consideration of a veteran preference eligible on a certificate (candidate list), to appoint a lower ranking nonveteran, when the agency submits reasons which OPM finds sufficient.

PAY RETENTION – the right of a General Schedule or prevailing rate employee (following a grade retention period or at other specified times when the rate of basic pay would otherwise be reduced) to continue to receive the higher rate.  Pay is retained indefinitely.

PAY, SEVERANCE – money paid to employees separated by reduction-in-force and not eligible for retirement.  The following formula is used, but the amount cannot be more than one year’s pay:

· basic severance pay

· one week’s pay for each year of civilian service up to 10 years, and two week’s pay for each year served over 10 years, plus

· age adjustment allowance

· 10 percent of the basic severance pay for each year over age 40.

PERFORMANCE APPRAISAL – the comparison, under a performance appraisal system, of an employee’s actual performance against the performance standards previously established for the position.  Refer to the Performance Rating Act of 1950 (5 USC 4301-4308), and OPM’s regulations implementing this act.

PERSONNEL ACTION – the process necessary to appoint, separate, reinstate, or make other changes affecting an employee (e.g. change in position assignment, tenure, etc.)

PERSONNEL MANAGEMENT – management of human resources to accomplish a mission and provide individual job satisfaction.  It is the line responsibility of the operating supervisor and the staff responsibility of the personnel office.

POSITION – a specific job consisting of all the current major duties and responsibilities assigned or delegated by management.

POSITION CHANGE – a promotion, demotion, or reassignment.


POSITION CLASSIFICATION – analyzing and categorizing jobs by occupational group, series, class, and grade according to like duties, responsibilities, and qualification requirements.

POSITION CLASSIFIER – a specialist in job analysis who determines the titles, occupational groups, series, and grades of positions.


POSITION DESCRIPTION – an official written statement of the major duties, responsibilities and supervisory relationships of a position.

POSITION MANAGEMENT  - the process of designing positions to combine logical and consistent duties and responsibilities into an orderly, efficient, and productive organization to accomplish agency mission.

POSITION SURVEY – agency review of positions to determine whether the positions are still needed and, if so, whether the classification and position descriptions are correct.

PREFERENCE – the right to special advantage or preferential treatment in personnel actions under authority of laws, or regulations or instructions issued under these laws.

PREFERENCE, COMPENSABLE DISABILITY (“CP”) – ten point preference awarded to a veteran separated under honorable conditions from active duty, who receives compensation of 10 percent or more for a service-connected disability.  Eligible “CP” veterans are placed at the top of civil service lists of eligibles except for scientific and professional positions at GS-9 or higher.

PREFERENCE, 30% OR MORE DISABLED (“CPS”) – a disabled veteran whose disability is rated at 30% or more, entitled to special preference in appointment and during reduction-in-force.

PREFERENCE, DISABILITY (“XP”) – ten point preference in hiring for a veteran separated under honorable conditions from active duty and who has a service-connected disability or receives compensation, pension, or disability retirement from the VA or a uniformed service.

PREFERENCE, MOTHER (“XP”) – ten point preference to which the mother of a deceased or disabled military veteran may be entitled.

PREFERENCE, SPOUSE (“XP”) – ten point preference to which a disabled military veteran’s spouse may be entitled.

PREFERENCE, TENTATIVE (“TP”) – five point veteran preference tentatively awarded an eligible who served on active duty during specified periods and was separated from military service under honorable conditions.  It must be verified by the appointing officer.

PREFERENCE, VETERAN – the statutory right to special advantage in appointments or separations; based on a person’s discharge under honorable conditions from the armed forces, for a service-connected disability.  Not applicable to the SES.

PREMIUM PAY – additional pay for overtime, night, Sunday, and holiday work.

PREVAILING RATE SYSTEM – a subsystem of the Federal Wage System used to determine the employee’s pay in particular wage area.  The determination requires comparing the rate of pay with the private sector for similar duties and responsibilities.

PROBATIONARY PERIOD – a change of an employee to a higher grade when both the old and new positions are under the same job classification system and pay schedule, or to a position with higher pay in a different job classification system and pay schedule.

PROMOTION – a change of an employee to a higher grade when both the old and new positions are under the same job classification system and pay schedule, or to a position with higher pay in a different job classification system and pay schedule.

PROMOTION, CAREER – promotion of an employee without current competition when:

(1) he/she had earlier been competitively selected from a register or under competitive promotion procedures for an assignment intended as a matter of record to be prepared for the position being filled;

(2) the position is reconstituted at a higher grade because of additional duties and responsibilities.

PROMOTION, COMPETITIVE – selection of a current or former Federal civil service employee for a higher grade position, using procedures that compare the candidates on merit.

PROMOTION, CERTIFICATE -  a list of best qualified candidates to be considered to fill a position under competitive promotion procedures.

QUALIFICATION REQUIREMENT – education, experience, and other prerequisites to employment.

QUALITY GRADUATE – college graduate who was a superior student and can be hired at a higher grade than the one which he/she would otherwise be entitled.

QUALITY INCREASE – an additional within-grade increase granted to General Schedule employees for high quality performance above that ordinarily found in the type of position concerned.

RATING – a measure of an applicant in an examination.  It is expressed as “eligible,” “ineligible,” or, if eligible, on a scale of 70 to 100.

RATING, AUGMENTED – the score attained by adding veteran preference points to a competitor’s earned rating.

RATING, EARNED – the score attained in an examination without credit for any points added for veteran preference.

REASSIGNMENT – the change of an employee, while serving continuously within the same agency, from one position to another, without promotion or demotion.

RECOGNITION – employer acceptance of a labor organization as authorized to negotiate, usually for all members of a bargaining unit.  Also, used to refer to awards granted under provisions of Parts 451 and 541 of OPM regulations, and Quality Step Increases granted under Part 531.

RECRUITMENT – process of attracting a supply of qualified eligibles for employment consideration.

REDEPOSIT – the return to the retirement fund of an amount previously withdrawn, plus interest.

REDUCTION-IN-FORCE  (RIF) – a personnel action that may be required due to lack of work or funds, changes resulting from reorganization, downward reclassification of a position, or the need to make room for an employee with reemployment or restoration rights.  Involves separating an employee from his/her present position, but does not necessarily result in separation or downgrading.  See tenure groups.

REEMPLOYMENT PRIORITY LIST – career and career-conditional employees, separated by reduction-in-force, who are identified in priority order for reemployment to competitive positions in the agency in the commuting area where the separations occurred.

REEMPLOYMENT RIGHTS – rights of an employee to return to an agency after detail, transfer, or appointment to:

(1) another Executive agency during an emergency;

(2) an international organization; or

(3) other statutorily covered employment (e.g. the Peace Corps).

REGISTER – a list of eligible applicants compiled in the order of their relative standing for referral to Federal jobs, after competitive civil service examination.

REINSTATEMENT – noncompetitive reemployment in the competitive service based on previous service under a career or career conditional appointment.

REMOVAL – separation of an employee for cause or because of continual unacceptable performance.

REPRESENTATION – actions and rights of the labor organization to consult and negotiate with management on behalf of the bargaining unit and represent employees in the unit.

REPRESENTATION ELECTION – election conducted to determine whether the employees in an appropriate unit (see Bargaining Unit) desire a labor organization to act as their exclusive representative.

REPRIMAND – an official rebuke of an employee.  Normally in writing and placed in the temporary side of an employee’s OPF.

RESERVED RIGHTS DOCTRINE – specific functions delegated to management by the title VII of CSRA that protect management’s ability to perform its necessary functions and duties.  (See “management rights”.)  Delegates to management specific functions not subject to negotiation except as to procedures and impact.

RESIGNATION – a separation, prior to retirement, in response to an employee’s request for the action.  It is a voluntary expression of the employee’s desire to leave the organization and must not be demanded as an alternative to some other action to be taken or withheld.

RESTORATION RIGHTS – employees who enter military service or sustain a compensable job-related injury or disability are entitled to be restored to the same or higher employment status held prior to their absence.

RETENTION PREFERENCE – the relative standing of employees competing in a reduction-in-force.  Their standing is determined by veterans preference, tenure group, length of service, and performance appraisal.

RETENTION REGISTER – a list of all employees, arranged by competitive level, describing their retention preference during reductions-in-force.


RETIREMENT – payment of an annuity after separation from a position under one of the two retirement systems and based on meeting age and length of service requirements.  Refer to benefits section on:  “Civil Service Retirement System” or “Federal Employees Retirement System.”

SALARY RETENTION – the financial cushion which allows an employee demoted without personal cause to retain his/her salary for 2 years under certain circumstances.

SCHEDULES A, B, AND C – categories of positions excepted from the competitive service by regulation.

· SCHEDULE A – positions other than confidential or policy determining, for which it is not practical to examine.

· SCHEDULE B – positions other than confidential or policy determining for which it is not practical to hold a competitive examination

· SCHEDULE C – positions of a confidential or policy determining character.

SENIOR EXECUTIVE SERVICE – a separate personnel system for persons who set policy and administer programs at the top levels of the Government (equivalent to GS-16 through Executive Level IV).

SERVICE COMPUTATION DATE-LEAVE – the date, either actual or adjusted, from which service credit is accumulated for determining the rate of leave accrual; it may be different from the service computation date, which determines relative standing in a subgroup for reduction-in-force, or service computation date for retirement.

SERVICE RECORD CARD – a brief of the employee’s service history.  It is kept on file in accordance with agency disposition instructions.

SPECIAL SALARY RATES – salary rates higher than regular statutory schedule; established for occupations in which private enterprise pays substantially more than the regular Federal Schedule.

SPOILS SYSTEM – the personnel system characterized by the political appointment and removal of employees without regard to merit.

STAFFING  - use of available and projected personnel through recruitment, appointment, reassignment, promotion, reduction-in-force, etc., to provide the workforce required to fulfill the agency’s mission.

STANDARDS – measures by which the Government determines an applicant’s qualifications for a position (qualification standards) and what the incumbent’s duties and responsibilities shall be (classification standards).

STATUS EMPLOYEE – one who has completed the probationary period under the career-conditional employment system.  Also known as an employee with competitive status.


STEWARD (UNION) – a local union’s representative in a unit or department, appointed by the union to carry out union duties, adjust grievances, collect dues and solicit new members.  Stewards are employees trained by the union to carry out their duties.

STRIKE – temporary stoppage of work by a group of employees to express a grievance, enforce a demand for changes in conditions of employment, obtain recognition, or resolve a dispute with management.  A “wildcat strike” is one not sanctioned by union and which may violate a collective agreement.  “Quickie strike” is a spontaneous or unannounced strike of short duration.  “Slowdown” is a deliberate reduction of output without an actual strike in order to force concessions from an employer.

SUITABILITY – an applicant’s or employee’s fitness for Federal employment as indicated by character and conduct.


SUPERVISOR – an individual employed by an agency having authority in the interest of the agency to hire, direct, assign, promote, reward, transfer, furlough, lay off, recall, suspend discipline or remove employees, to adjust their grievances, or to effectively recommend such action -–if the exercise of the authority is not merely routine or clerical in nature, but requires the consistent exercise of independent judgment.  With respect to any unit which includes firefighters or nurses, the term “supervisor” includes only those individuals who devote a preponderance of their employment time to exercising such authority.

SUSPENSION – placing an employee, for disciplinary reasons, in a temporary status without duties and pay.

TENURE – The time an employee may reasonably expect to serve under a current appointment.  It is governed by the type of appointment, without regard to whether the employee has competitive status.

TENURE SUBGROUPS – Categories of employees ranked in priority order for retention during a reduction-in-force.  Within each group veterans are ranked above nonveterans.  For the competitive service, the tenure groups are, in descending order:

· GROUP 1:  employees under career appointments and not serving probation.

· GROUP 2:  employees serving probation, career-conditional employees, and career employees in obligated positions.

· GROUP 3:  employees with indefinite appointments, status quo employees under any other nonstatus, nontemporary appointment.

For the excepted service, they are, in descending order:

· GROUP 1:  permanent employees, not serving a trial period, whose appointments carry no restriction or condition, such as “indefinite” or “time limited”.

· GROUP 2:  employees serving trial periods, those whose tenure is indefinite because they occupy obligated positions, and those whose tenure is equivalent to career-conditional in the competitive service.

· GROUP 3:  employees whose tenure is indefinite, but not potentially permanent, and temporary employees who have completed one year of current continuous employment.

TENURE SUBGROUPS – the ranking of veterans above non-veterans in each tenure group, as follows:

· Subgroup AD:  veterans with service-connected disability of 30% or more.

· Subgroup A:  all other veterans

· Subgroup B:  nonveterans

TOUR OF DUTY -  the hours of a day (a daily tour of duty) and the days of an administrative workweek (weekly tour of duty) scheduled in advance and during which an employee is required to work regularly.

TRAINING – formal instruction or controlled and planned exposure to learning.  

TRANSFER – a change of an employee, without a break in service, of one full workday, from a position in one agency to a position in another agency.

TRANSFER OF FUNCTION – for reduction-in-force, the transfer to a continuing function from one agency or competitive area to another, or when the competitive area in which work is performed is moved to another commuting area.

UNEMPLOYMENT COMPENSATION – income maintenance payments to former Federal employees who:

(1) are unemployed;

(2) file a claim at a local employment office for unemployment compensation; and

(3) register for work assignment.

The program is administered through state and D.C. employment service offices, which determine eligibility and make the payments.

UNFAIR LABOR PRACTICES (ULP) – prohibited actions by agency management and labor organizations.

UPWARD MOBILITY – systematic career development requiring competitive selection in positions that provide experience and training leading to future assignments in other, more responsible positions.

VOUCHER – in staffing terms, a formal inquiry to employers, references, professors, and others who presumably know a job applicant well enough to describe job qualifications and personal character.

WAGE AREA – a local geographical area within which uniform rates of pay are established under the Federal Wage System and applied to positions of the same wage grade.

WAGE EMPLOYEES – those employees in trades, craft, or labor occupations covered by the Federal Wage System, whose pay is fixed and adjusted periodically in accordance with prevailing rates.

WITHIN-GRADE INCREASES (WGI’s) – a salary increase provided in certain Government pay plans based upon time-in-grade and acceptable or satisfactory work performance.  Also known as “periodic increase” or “step increase”.










