OFFICE OF THE ASSISTANT SECRETARY OF DEFENSE

WASHINGTON D ¢, 30301

31 GAN

APTROLLER
Administration)

ADMINISTRATIVE INSTRUCTION NO. 33
SUBJECT: Mexit Proamotion

References: (a) Adminiatrative Instructiomn No. 33, "Merit Promotion,”

May 18, 1981 (hersby canceled)

{b} Federal Persennel Mapual (FPM), Chapters 308 and 335 and -
Supplement 335-1

(¢) Administrative Instruction No. 35, "Probationary Period for
Newly Appointed Managers and Supervisors,” October 16, 1987

(d) Dol 1400.20-1-M, "DoD Pregram for Stability of Civilian
Enployment,” July 1986, authorized by Dol Directive 1400.20,
Juns 16, 1981

{e) through (1), see enclosurs 1

" A. REISSUANCE AND PURPOSE

This Instruction:
1. Reissuess reference {a} in sccordance with references (b) through (k).
2. Implements reference (1).

3. Updates policies and procedures to use in the salecticn of employees
for merit promotiomn.

B. APPLICABILITY AND SCOPE

This Instruction:

1. Applies to the Office of the Secretary of Defanse {0SD), the Organiza-
tion of the Joint Chiefs of Staff (OJCS), and all other activities deriving
administrative support from Washington Hesdquarters Services (WHS). These
organizations are hereafter referred to collectively as "OSD Compopents.™

2. Governs selection for positions in the competitive service at GS=~15 and
bealow, GM~13 through GM~1S, and wage grade positions, and applies when it is the
decision of management to £ill a position competitively. This includes reassignmen:
to a position with known promotional potential, unless the selectad candidate has
competed previsusly for i position with promoticmal petantial to the same or higher
target level.

3. Includes competitive pnaiiieﬁs occupied by emplovees hired under special

excepted service appointments (e.g., Veterans Readjustment Appoimtment (VRA),
handicapped persons, and disabled veterans).

s
4 %

K5

*



4. Does not apply to bargainisg uait amplo#ees coversd uander a negotiated
agresment if that agreement differs from this Instruction.

L. DEFINITIONS
Terms used in this Iastruction are defined in enclesure 2.
D. POLICY

1. Vacant positions within the competitive service sball be filled from
among the best qualified candidates available from within or outside of those
‘organpizations or activities to which this Instruction applies.

2. Actions subject to this Instruction, whether i{deatificatioo, qualifi-
cation, evaluatisn, or selection of candidates, shall be made without regard
to political, religious, labor orgapization affiliation or nonmaffiliatioen,
marital statys, race, color, sex, national origin, aendisqualifying handicapping
condition, age, or other pcnmerit factor,

3. Mipimum qualification requirsments shall be the standards prescribed
by the Office of Personne]l Management {(OPM). Methods of evaluation far promo-
tion, placement, and selection for training that leads to promotion shall be
job=related and consistent with imstructions in FPM Supplement 335-1 (refer=~
ence {b)J. .

4. In accordance with Dol Instruction 1404.11 (references (1}), spouse pref~
erenca shall be given to ap eligible spouse relocating with a military sponsor
and who applies, based on spouse preference, for s vacant position at G5-8 throu,
GS/GN~15 or equivalent wage system position. An eligible spouse shall be selected
shead of other applicants wben the spouse is determiped to be best qualified and
when the grade of the position is no higher than a grade the spouse formerly has
beld in a permanent position in the competitive segrvice. When more thao one
spouse is being considered oz spouse preference eligibility, selection may be
made from among available spouse preference esligibles in any order.

5. Spouse preference shall mot apply to OSD Components that have as a
primary functiozm intelligence, counterintelligence, inveatigative, or U.S,
natisnal security responsibilities,

€. The minimum area of considerstion for promoticn shall encompass all
orgapizational estities and activities serviced by the servicing personnesl
effice. For promotion to positioms at GS5/CGM=14 and 85/GM~15, the minimum area
of consideratics normslly shall be expanded to DoD-wids, unless this consid-
eration might produce too many candidates, cause undue delay, or the nature of
the position would make this comsideration improper. The minimum area of con-
sideration may be expanded, by outual agreement betwesn the management official
concarned and the Chief, Scaffing Division, Directorate for Personnel and Security,
WHS; or the Civilian Persannel Officer, CJCS; or their representatives, to provide
ag sdequate number of highly qualified candidates. When employees are covered
by a negotiated agreement, it may differ from this Instruction. -

7. Superwvisors shall release emplovees selactaé for promotion or reassign-
meat within 2 veeks after the servicing personnel office has notified them of
the sslection. In cases of extreme hardship, an extension of up te 30 days may



be requestesd from apd approved by the servicing civilian perscsnel officer, or a
dasigoee, if the delay does oot jeopardize the employee's movement to another
position. The request must be made in writisg and must state the reasons for
the delay. That an immediats replacement i3 not availaocle, shall oot be
considered a valid reason.

8. Normally, an employee shall not be detailed to a bigher graded pesition

‘for extepded periods. If the higher graded position camnot be filled on a

permanent basis, a temporary promotion shall be made.

9. All employees selected for first-level supervisory positions must
receive supervisory training as required by the OPM, either before assuming
supervmsory responsibilities or as soon, thereaftar, as possible. Employess
initially appeinted o supervisory or mapmagerial pesitioms shall be regquired
to zomplets a probatiomary period as prescribed by Al No. 35 (reference (c)).

10. Mapagers have the right to select or reject a2 candidate from a promo~
tional certificate of best-qualified candidates, except as required by sub-
section D.4,, above. Mapagers are got obligated to £ill a positiov under this
Ipstruction, and have the pright te select from other applicable sources, such
a3 reinstatement, transfer, handicapped, Veterans Readjustment eligibles,
or those within reach on an OPM certificate. Candidates within reach on
ao OPM certificate alsec are subject to the policy on spouse preference stated
in subsection D.4., above. The Doll Priority Placement Program {(Doli 1400.20-1-M
{refereace (d)) and mandatory provisions of the Agency’s Reemployment Priority
List take pracedence over this Imstruction, and sust be applied before filling
positions by any other meaps. In dediding which sources to use in £illing
vacancies, managers bave an obligation to determine the sources most probable
to produce candidates who shall best meet mission objectives, coatribute frash
ideas, new viewpoints, and meet azffirmative action goals.,

11. Employees withis the minisum sres of consideration whoe are absent for
legitimate reasons such &s detail, leave, training courses, military service,
or serving in public international organizations or on "Intergovernmental Persoanel
Act," 5 CFR 334 (refereace (i)) assignments sball receive consideration for
promotion under this Jastruetion.

12. Adequate records shall be maintained to allow recosstruction of g:éh
promotion action and to provide nedsssary informatica to smployees and the
public, ensuring that individuals' rights te privacy are protected,

13. Performance appraisals shall de given significant weight in evaluating
candidates for promotion. No employee may be promoted unless his or her most
receant rating of record is "Fully Succesaful,” or higher., Additionally, no
smpiovee may receive 3 promotion who has & rating below "Fully Successful" in
a critical element that also is ¢ritical to performance in the higher grade
position, including promotion to a gareser ladder pcsmtxon for which an employes

was prevzously competitively selected.

i4. In the intarest of ensuring fair and equitable consideration to all
candidates referred on Merit Prometionm Certificates, it shall be normal practice
to interview all best gqualified candidates. When mission peeds dictate,
expedited consideration methods such as telephone interviews may be used. If
requeszed by the Director, Personnel and Security, WHS, or the Civilian Personpel



Officer, OJCS, selacting officials must be able to justify why interviews were
not tenducted with all candidates. A capdidate who is under the supervision of
the selecting official need not be isterviewed., If the selecting official

does oot iptarview a subordinate employee, such employss shall be informed

he and/or she is being considered for the vacaacy. Iaability to appear for a
personal intervisv shall not be 3 reason for nomselection.

15. Special consideration for repromotion or position chauge shall be
afforded employees receiving grade or pay retention benefits. Special
consideration shall be extended to positions at or below the grade from which
demoted in the pay group that covered the empioyee befors placement in the
lower grade, if an employee is qualified and interested. Positions that
offer koown promotion potential to a grade above that from which demoted shall
oot apply. Special comsideration shall cease when the employe=e 'is no longer
estitled to grade or pay retention. Daclinstion of & valid offer at an
intervening grade shall tesmipate the employee's entitlement te repromotion
consideration at that grade level, but the employee shall continue to receive
special c¢onsideration for higher grades, up to and including that from which
downgraded.

E. LEGAL AND REGULATORY REQUIREMENTS

Capdidates whe do not meet the time~in~grade requirements, qualificationm
requirezents, or time-gzfter-competitive appoistment requirements may be
considered under this Iastruction if they meet the particular requirement
within 30 days of the closing date of the Job Opportunity Amnouncemest (JOA).
The, JOA shall specify these requirements.

F. RESPONSIBILITIES

1. The Dirsctor, Per#on&al and Security, Washington Hesdquarters Services
{WHS), shkall:

@a. Plag snd administer the Merit Promotion Program.

b. Conduct .evaluations of the Merit Promotiom Program and igplemenc
iwprovements, as required.

2. The Chief, Staffing Division, Directorate for Personnel apd Securitv,

Washington Headquarters Services (WHS5), and the Civilian Personnel Officer,
the Organization of the Joint Chiefs of Staff (0JCS), shall:

8. Advise and assist inpervisora and employees in carrying out their
responsibilizies and advise perscanel of serviced organizations of pertinent
pelicies and procedures.

b. Ensure that the area of consideration is broad enough to produce
a sufficieat agumber of well-qnalifzad candidates to fill vacancies under this
Iaat:uc:zoa.

«. Develop and apply evaluation procedures, and ensure that rating
factors are job related, capable-of distinguishing differences in the
qualifications measured, and are applied fairly and consistently. )



d. Conduct rating panels and train participants in the procedures
involved.

e¢. Ensure the security of evaluation materials and procedures.
£f. Refer those "best qualified” to selecting officials for consideration.

g Ensure that applicable records are pregared and maintaioed for
each positiop filled under this Insnxﬁc:;un.

h. Notify expedieatly all candidates as to the fiaal diépositinn of
the wacaney for which they applied.
\w

3. The Supervisers shall:

a. Apticipate personnel needs and initiate requests for filling vacancies
in sufficiept time to allow for application of propar screening and referral
procedures.

b. Support the Merit Promotion Program by adhering to the policies
and procedures ip this Instructips.

c. Ensurs that candidates are oot preselected for positions filled by
competitive promoting, and that came requests are not made for competing employess.

d. Evaluate prowptly and faxrly employees whe are being considered
for promotion.

e. Analyze positions and‘identiff”job-related criteria for use ino the
evaluation precsss.
' £. Copsider the "best qualified" :aﬁdiﬁa:as, evaluate them using
job~relared criteria, and make a final selection based on meric”

g. Interview candidatas referced, either in person or by telephone,
in the interest of ensuripg fair and equitable cossideration to all ino
accordance with subsection D.l4., above,

k. Furnishk the servicing perscanel office with the basis for replying
to persons who question the selection or nonselection of a "best qualified”
candidate certified for a specific position.

i. .Furnish Standard Form (5F) 171, "Application for Federal
Esployment,” %o be appiied against specific 'J0As for employees who are on.
detail, approved leave, at traiming courses, in the military service, serving
in public interpational organmizatiops, or on "Intergovernmental Persomnel Act,”
5 CFR 334 (referemce (i)) assigoments, when such eswplovess bhave .expressed
interest in applying for such positions and have provided the SF 171,

j. Promptly release emplovees salectad for plicement in other posi~
ticns in accerdance with subsecticn D.7., above.



4. The Emplovees Seeking Advancement shall:

: a. Apply for positions, in accordance with the ipstructions provided
on the JUAs, within the time limit specified.

b. RKeep the servicing personnel office informed of additional training,
experience, or qualifications by completing SF 172, "Amendment to Applicatioca for
Federal Employment,” and forwarding it to the servicing personnel office.

¢. Prepare for advancement by demonstrating competent performance
and by acquiring skills and kpowledge needed for advancement through seif-
development and training.

N : .
d. Inform their supervisor of interest in comsideration for promotional
opportunities and furnish a completad SF 171 preceding extended absences from
their position for the reasons cited in subsection D.1l., above,

G. PROCEDURES

1. Geperal. This Ins:"uctlon is appixcabla in filling all positions in
the competitive service by:

3 Caaye:itive Promotion. (See sections J. and K., below, for excep~-
tions and exclusions.) :

b. Temporary promotios for more than 120 days.
¢. Transfar to a higher grade.

d. Reinstatment to a grade higher than the last grade held upnder a
pontemporary appointment in the competitive service.

e. Detail for more thap 120 days to a higher grade or to the same
grade, but ope with inown promotional poteatial.

- £. Selection for training that is required to prepare as emplovee for
advancement. '

g. Reassignment, transfer, or demotion to a position with more pro-
motiopal potential then the position last held (except as permitted by
reduction~in=£force ragulz:icns or placement of an emplovees who does not satis-
factorily complete a supervmsoty or managerizl probationary period in accordance
with Al No. 35 (reference {(c)).

2. Locating and Screeming of Candidates

a. The suparvzso: shall provide the servicing civilian persoanel
office with an FT 52, "Request for Persomnel Action,” completed in accordance
with AI No. 55 (rafe:&nca (e)), a position description, and an outline of any
special qualifications or requiremeats including a job analysis completed in
accordance with internal operating iastructions.

b. The Ch1e£ Staffing D;vxﬁzun, Directerate for Persomnel and Securztv,
WHS, apnd the Civilian Personnel Officer, 0JCS, shall:

£



{1) Prepare and issue JOAs for vacapcies to be filled under this
Instruction., As & migisum, JOAs shall be open for 10 calendar days and shall
identify the title, series, grade, and location of the position, specify the
srea of consideration, describe the duties to be performed, state the qualifi-
cations required, and explaic whea and how to apply. - -

(2) Post a copy of each JOA on applicable bulletin boards, fur-
nish copiss to the Pentagon Consclidated Job Information Ceater, and provide
each organizational eptity (the Offices of the Under Secretaries of Defense
(OUSDs), the Offices of the Assistant Secretaries of Defense (0ASDs), etc.)
with copies. Distribute JOAs to activities covered upder the area of con-
sideration, including sources where women, minority, disabled veteran, and
bandicapped candidates are locatad.

(3} Develop evaluation methods to be used in rating and ranking
the candidates based on the job apalysis provided by the requesting organization.

(4) Accept applications from applicants who file in accordance
with the JO&. -

(5) Rate the applicants in accordance with the established evalu~
ation stapndards or convene a promotion panel for this purpose. Normally, panels
shall consist of three subject matter specialists who bhave knowledpge or exper-
tise about the positicn to be filled, plus a personnel office representative,
Panel members shall be c¢ivilian or pilitary personnel equivsleat to or higher
thaa the grade of the position to be filled. Every effort shzll be amade to
identify women and minorities to act as panel members. Only in exceptional
circumstances sbhall the selecting official be a sember of the promotion pansl.

(6) Raok all qualified applicants iato two groups, "qualified”
and "best gualified," under established evaluation methods.

{7} ‘Prepare and forward to the selecting official, a promotion
certificate that lists the "best qualified" candidates and their backgrounc
data. The number of candidatas referred shall depend on the finmal nuwmerical
ranking of all qualified candidates. A reasomable cut-off score shall be detsr-
mined acd sball take the following into consideration:

(a) The total aumber of qualified capdidates.

(b} The proximity of the scores of the candidates.

(c) The sumber of vacancies to be filled.

{d} The inclusion of women and minority candidates iz undepr-
represented categories in accordance with the "OSD/QJCS Affirmazive Actior anpuzl

Plans" (reference (f)) and the "Federal Equal Cpportunity Recruitment P'ogram”
{reference (g)).
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(8) Notify all applicants as to whetber they were ratad "hest
qualified,” "qualified," or "ineligible," and indicate the reason in the
latter case: If a selection is pot made from the promotion certificate,
notify the applicants of the digposition of the vacancy. .

3. Selection and Notification

a. Supervisors shall:

(1) Iatervievw candidates referred as best qualified on the
promotion certificate in accordance with subsection D.14., above.

(2) Make a selection from among the "best qualified"” candidates
ca the promotion certificate, assessing qualifications and determining how
well the candidate shall perform consistent with the policy in subsection D.3.,
above. The requirements of Dol Directive 14640.1 (reference (h)}) and the
"OSD/OJCE Affirmative Action Annual Plans" (reference (£f)) shall be considered
when making & selection toe fill a vacant position.

{3) Indicate to the servicing personnel office, in writing, the
name of the selected individual.

(4) Notify the servicing personnel office if a selection is mot
made from the promotion certificate, tbe reasong for the nonselection, and
whethar the position ias to be canceled or filled by & candidate in an
excepted or excluded category (soe sections J, and K., below).

b. The Chief, Staffing Division, Directorate for Personnel and. Security,
WHS, and the Civilian Personnel Officer, QJCS, or their representatives shall:

(1) Be the official designated to commit positions to selectees
on their meeting preappointment requirements. (i.e., status, security clearance,
suitability, and medical requirements).

(2) Notify all capdidates concerned when a selection has been made
for a positior for which they bhave applied.

(3) HNotify the selected candidate and the servicing civilian per~-
sonnel office, if applicable, apd make necessary arrangements for entrance on
duty.

(4) Arrange through sdministrative or executive officers for the
release of serviced emplovees selected under the Merit Promotion Program.

H. DETAILS AND TEMPORARY PROMOTIONS

1. Temporary promotioms and details may be used when management requires
the duties of a position performed for short pericds, and, for wvalid reasons,
does not need the position to be filled on a permanent bagis. Normally, an
employee sball not be detailed to a higher graded position for extended periods.

2. The procedurss outlined in section G., above, are applicable to details
and temporary promotiong as follows: :



a. A temporary promotion that will last more than ‘120 days.

b. Detail to a higher graded position or to a pesition with Kmewn pro-
potional potential that will last more than 120 days.

3. Employees selected for temporary promotion shall be potified in writiog
and must agree ip writing te the following:

2. & temporary promotion may be terminatad at any time.

b. Return to the former positien, or cne of equivalent pay and status,
shall not be subject to¢ procedures prescribed in § CFR 331, 432, 752, or 771
(reference (i)). ’

4, Temporary promotians-ma? be made for a definite period of 1 yesar or
less, and may be extended for a definite period oot ts exceed 1 additional
year. ‘

5. At the 2a0d of a temporary promotion, employess shall be assigned to
their former positions or, with their consent, to a different position in a
grade no lower than that of their former position. Their pay shall be set as
follows:

s, The'length ¢f time counting toward a within~-grade increase {(if
applicable) for a Geperal Schedule employee shall be credited as if zhe employes
bas remained in his or her regular position.

b. A General Schedule employes temporarily prometed to a Performance
Management and Recognition System (PMRS) position shall have bhis or her salary
adjusted teo the rate that it would have heen if the employee had remained in the
General Schedule. )

¢. A PMRS emplovee temporarily promoted to another PMRS position
shall revert back to the salary that he or she left plus any general increases
or merit increases that he or she would have received based oo his or her
performance rating of record had the esmplovee remaiped in the lower grade
position, .

6. A tamporary promotion may be made permanent without further competition,
if the temporary promotion Wwas made under competitive procedures and the fact
that it might lsad tc permapent promotion was made known to all poten:zal
candidates, ) ; -

I. TERM PROMOTIONS

1. ‘Term promotions may be used to promote employees for participation in
a designated project or a planned rotation program for a defipite period in
excesy of 2 years, but not more than 4 years. .



2. The competitive procedures in section G., above, are applicable to
term promotions. . .

3. Employees shall b§ notified ip writing, and the employee must agres in
writing, before the effective date of the term promotion that: .

2. A term promotion may be terminated at any time.

b. Return to the forﬁar position or one of equivalent pay and status
shall not be subject to procedures prescribed in 5 CFR 351, 432, 7352, er 771
{reference (i}). :

4. Un return, employees pay shall be set as follows:

a. The length of time counting toward a within-grade increase (if
applicable) for a General Schedule employee shall be gredited as if the
employes had remained in his or her regular positicn.

b. A General Schedule emploves accepting a term promotion te a SRS
position shall have his or her salary adjusted to the rate it would bave
been if the ampLoyee had remaized in the General Scihedule.

c. A PMRS employee promoted on a term basis to another PMRS pesition
would revert back to the salary that he or she left. This shall include
any general increases or merit incrmases, that he or she would have received
based on his or ber performance rating of record if the employee had remained
in the lower grade position.

5. Upon approval of OPM, a term promotion may be extended for a period of
1 year, for a total of 5 years.

J. EXCEPTIONS

1, Specifically excluded from this Instruction are these promotion actions
that include the following:

a. ’}raaoziaan resulting from reclassification of a position to a higher
grade when the upward clasaification is a result of the following:

(1} Changes in classification standarda. -
(2) Error in allocation of the original podition.
{3} Reclassifications actions as follows:
(a) 7There are no other employeess at the same grade is the unit
supervised by the selecting official who are performing duties substantially
the same as those parformed by the employee prior to addition of the new duties
apd responsibilities.
(b} The employee contipues to perform the same basic functions

as were in the former position and the duties of the former position are
administratively absorbed into the pew pozition, -

10



(¢) The addition of the duties and respousibilities does not
result io an adverse impact on agother incumbered position, such as job abolish-
ment or reduction in known promotion poteatial. . .

- (4) The employes meets all eligibility and qualificatioz
taqu&rements for the pesitien, .

b. Placement, under 5 CFR 351 (referemce (1)), in a position with more
promotion potential or to a different pay system in which the smplovee recsives
bigher pay. .

c. A promotion without current competition whep earlier ap employee
was selected from a ¢ivil service register or competitive promotion procadures
for an assigoment iptended to prepare the emplovee for the higher level posi-
tion. (The iptent must be made 3 patter of record and caresr ladders must be
documentead.)

. d. A career-ladder promotion following nouncompetitive conversion of
cpoperative education or junior fellowship students, in accordance wizh tie
requirements. of FPM Chapter 308 (refarence (b)).

. Repromotioan or transfer to a grade or position from which an
egpioyee was demoted without personial cause and not at his or her request.

£. Promotiomn after failure to receive proper consideration in a
competitive promotios action.

g. Promotion of an emplovee competitively detailed for trainping or
sducation to a pasition of higher grade or kncun promotional potential as
follows:

{1) If selectioc was made under tompé:itive pracedures.

(2; 7That the fact the detail might lead to promotion without
further competition was made kpown to all potential candidates.

{3) The area of copsideration would have been the same for a
permanent prometion.

k. Temporary details or promotions of 130 days or less within any
1 year. ’

i. ?roﬁotian: under Upward Mobility Agreesents.

j. Reinstatement of a former career or caresr-conditional emplovee
who has served under a career Senior Executive Service (SES) appointment.

. k. Reassignmeat to 4 positicn with more promotion. potential instaad
of disability retiresent.

1. Promotjon resulting from successfyl completion of a training
program that is required for prometion or 31ven primarily to prepare an
exploven for advancement.

F
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E. EXCLUSIONS &
. L g

1. The following placement actioms are not subject to 'this Iastructios: e

a. Placement of individuals haviag statutory,’ regulatory, or adminis~ 'ﬁﬁ

trative reemployment or restoration r;ghns, or to whom a similar employment
oblxga:ian exzs;; sucsh as:

LE
.

S h e mah _p e

(1) Empiayeea returning from military service.

{2) Ewplovees returning from overseas assigoments.

T

—en

(3) Return of employees from mobility assignments under the
"latergoveramencal Persopnal=ﬁct,“ & CFR 334 {(rmference (i)).

b. Placement of emplovees in the searviced area who bhave been identified - : ﬁ%
as surplus. : '

¢. Placement of Dol employees entitled to mandatory placement con- o
sideration under DoD 1400.20-1-M (reference (a)).

d. &xgagenent-dxxac:ed or -La;:;a:ed reassiguments as covered by FPY '\'Eﬁ
Ch&pter 335 (reference (b)). *

e. HReinstatement og xﬁewplcymen: of a former Federa]l employee of ths _
tompetitive service to a grade no higher than the grade last held iz a2 non- R
temporary position in that service. o

£, Transfer of an empioyeaAfrei another Federal Agency to a position
with a grade po higher thac that beld immediately prior to transfer, or from
a2 position with inown premotiocn potential to 2 position with no higher potenzial.

g. Candidates selected competitively from OPM Certificates of Eligibles.’

k. Career or career-conditicnmal appointment under special authorities
when such gnplaynent does not constitute a promotion and the candidate meexs ‘g
all regulatory criteris. (The followipg list is pot all inclusive:) gﬁ
(1) Legislative er judicial services. i
{2) Movement under civil service rule 6.7. ’f
(3) Canal Zone Merit System snd Papama Cinal Employment System. o
. (4) foice‘of the President, Vice President, or the White House ?
Staff. , &
{5) ?orzér Action Volunteers {Peace Corps, VISTA, etc.). .%
{(6) Certain present and former Careser Foreign Service officers - %
and employees. ' ‘ o
. {7) Postal Career Service or Postal Rate Commission employees. fh
#




{(8) Present or former Peace Corps Staff (not volunteers).
.{9) Pr=sent and former General Accounting Office (GAQ) employess.

(10) Family member of civilian or military spoasors form&rly
serving overseas.

i. Reassigoments or demotions:
(1) Required by reduction~in~force regulationos.

(2) Qf an employee who has applied for disability retirement to a
vacant position at the same grade or pay level for which the individual is
qualified.

{3} From a position having known promotional potential to a
position having no higher potantial.

(4} At an employee’'s request, if it does aot place the emploves
in a position for later prefereatial consideration for a known promotisnal
possibilizy.

{8) Because of unsatisfactory performanuce.

(67 Uf ap employee who must be moved cut of a pesition because
of decisicuns resulting from an official grievance or appeal of an Equal
Employment Opportupity {EEO) complaint of anothey employes.

L. COMPLAINTS AND GRIEVANCES

1. Employess are entitled to view, on request, any supervisory appraisal
used in considering them for promotion. An employee is not entitled to view
the appraisal of another competing emplioyee, Emplovees glso may receive the
following information about specific promotional actioms in which they ware
competitors: :

a. Whether they were considered for promeotion and, if so, whether they
were found eligible on the basis of the minimum qualificatiop requiremsncs,
including any pertinent sajlective factors, for the position.

b. 1f they vere in the group from which selection was made.
€. Who was seleczted for the position.

2. Employees are sutitled to file 2 grievance in accordance with AI ¥o. 37
{(reference (j))}. Grievances based op this Imstruction are restricted to allegations
that the meri: promotion requirements of law, regulatiom, or this Imnstruction
have not besn followsd, or that the employee’s qualificatiops wer= pot svsluated
properly. Nonselection from among a group of properly ranked and certified
candidates or failure to receive & Doncompetitive promotion is not a proper
basis for a grievance,

-
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3. A complaint alieging discrimigation based on ;ax,>col¢r, race, religion,
age, national origin, or physical or mental bhandicap shall be considered under
Al No. 8 (reference {k)). .

4. There is no right to appeal any actioo coversd By this Instruction.
M. RECORDS

1. Each promotion action shall be recorded and filed for 2 years or until
an OPM igspection has been conducted, whichever is earlier, if the time limit
for grievance or discrimipation complaint has lapsed before the anniversary
. date. Sufficient records to allow recomstruction of the promectiom actien shall
be maintained, including documentation on how candidates were rated and ranked.
Minimully, the following mazerial shall be maintained in each promotion file:

4. Copy of the JOA,

.b. Qualification standard used.

¢. Rating sheet or sheets for all applicanots.

d. Selection criteria used for the positicn.

e. SF 171s or other documents used to determioe qualifications.

£, Promoticn register showing the names of candidates as they appearsd
in fimal rtanking.

g. Name of applicant selectsd.

h. Copies of lecters t5 candidates informing them of the results of
the recruitment process, or lzan of applicants annotatad as to the latter
prepzzed

2. Each capdidats who is sslacted under this program shall have z record
placed in his or her official perseonnel folder reflecting the following:

4. Qualifications standards thar were used.

b. Evidence of his or her ability to meet those stapdards at the time
the action was taken,

¥. EXTECTIVE DATE

This Instructiop is effective iomediately.

P iradie
L’uf:‘é‘
De G Cooke
Daputy Asaigtant Seeretary of Defease

. Enclosures = 2 " (Admimistraticn)
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District of Columbia,” August 13, 1986 ‘

i=1



DEFINITIONS

1. Area of Consideration. The area in which an intensive sear&h for
candidates is conducted as follows:

a. Where it is anticipated that Righly qualified candidates may be
located. : .

b. Where the vacancy announcement is distributed.

¢. Where women and mipority candidates may be located for under-
represented positioans. :

AN .
d. Where Hi;abled veterans and handicapped candidates are located.
e. Sources from which applications -shall be accepted.
2. ‘Best Qualified Candidates. Those candidates who rank at the top when

compared with other eligible candidates for 2 position and who ars referred
to the selecting official.

3. Commitment. The pfocess carried out by officials of the servicing

civilian persoannel office to extend an official offer to the selected candidate,

either orally or in writing. The process includes acceptance by the salectes,
obtaining required releases and clearances, and arranging for entrance on duty.

4. Demotion

a. The change of an employeﬁ to a lower grade when both the old and
new positions are under the General Schedule or under the same type
grade and wage schedule.

b. The change of an employee to a position with a lower rate of basic
pay when both the old and new positions are under the same type ungraded wage
schedule or are in different pay-method categories.

S. Evaluation of Candidates. A ‘process of assessing candidates’ qualifi-
cations for promotion and the degree to which they pessess the knowledges,
skills, abilities, and persopal characteristics needed for successful perfor-
mance in the position to be filled. For each qualified candidate, the end
product of the evaluation is a rating indicative of his or her demonstrated
or potential ability to perform satisfactorily in the position.

6. Minimum Area of Consideration. The area desigonated by this Instruc-
tion that reasonably should be expected to locate enough high quality candi-
dates to £fill vacancies in the positions covered by the plan. Wwhen the mini-
mum area of consideration produces enough high quality candidates and a further
search is pot requzred the mipimum area of consideration and the area of
consideration are the same.



7. Promotion.
‘a. The chapge of an employee to 3 postion as follows:

{1} A higher g:ade, whes both the old and the new pesitions are
under the General Schedule or under the aamz type graded wage schedule.

‘ (2) A bigher rate of pay when both the cld and the new positions
are under the same .type ungraded wage schedule or are in different pay metheod
tategories,

8. Qualified Candidates. Those who meet eatablished qualificat%an requirew
ments for the position, including any applicable selec:ive faczors and who meet
all legal and regulateory requirements.

‘Quality Ranking Factors. The knowledges, skills, or abilities that
distinguish between the qualified and best qualified candidates. These are
the desirable characteristics that coatribute %o outstanding job performance.

10. Reassignment. The change of an employee from ope pesition to another
without pruaozzan or demotina.

11. Selective Tactors. The knowledges, skills, or abilities essestial for
satisfactory performance in the position that represent an addition to the
basic standard for a position. Examples of applicable selective factors are:

a. Ability to speak, read, and writs a language other than Knglish.‘

b. KRoowledges and abilities pertaining a cartain program or mission, wh.
these cannot be acquired readily after promot;an.

¢. Ability in a fupctional area (i.e., ability to evaluate altermative
Automated Data Program systems).

12. Spouse Preference. Preference provided teoc an eligible spouse, as
defined in item 13., below, who applies for a wacaal position filled under
this Ilastruction at GS«3 through GS/GM-15 or equivalent wage system position.
An eligible spouse must be selected abead of other applicants when the spouse
is determined to be best qualified and when the grade of the position is ao
higher than a grade the zpouse formerly bhas beld in a permanent positionm in
the competitive service, if such spouse has reinstatement eligibility. When
more than one spouse iz being considered on spouse preference elipibility,
selection way be made from among available spouse preference eligibles in
‘any order. Period of eligibility begins 30 days before sponsors reporting
date at the pew duty station and ends 6 months follewing reporting date
ucless the spouse is placed in, or declines, any position for which the
eligible Spouat has registered, if that action occurs first.

13. Spouae Preference Elgggble. The wife or husbsad of an active duty
military member -of the " Armed Forces, including a member of the National Guard
or Reserves, relocating because of service under a statutory tour.






