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WEST REGION MERIT PROMOTION AND PLACEMENT PLAN

1.  PURPOSE:  This plan establishes the policies and procedures for promotions and other competitive placement actions for activities serviced by the West Civilian Personnel Operations Center (WCPOC). 

2.  SCOPE:  

a.  The provisions of this plan apply to all competitive service positions in activities

serviced by the WCPOC.  Where the plan is silent regarding certain aspects of the merit placement and staffing program, the provisions of current collective bargaining agreements or law, rule or regulation will apply, as appropriate. The content of this plan and all personnel actions processed as a result of this plan will be in accordance with statutory and regulatory guidance.  

b. The plan excludes the following actions:

   






















































































(1) Statutory/regulatory/administrative placement.  This plan will be used unless placements required by law, regulation, or at the direction of a higher authority are mandated.  Positions identified as mandatory command, Department of the Army, or Department of Defense-wide referral levels will be filled under applicable regulations.

        
(2) Temporary/term appointments to positions filled by temporary/term employees.

        (3) Appointment under the provisions of a special appointment authority (e.g.,  handicapped appointment).

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

        (5) Non-competitive conversions of physically or mentally disabled, Veterans’ Recruitment Appointment (VRA) appointees, students serving under the Student Career Employment Program, Defense Civilian Intelligence Personnel System (DCIPS) employees, or other eligibles for non-competitive appointment in the competitive service.  


(6) Conversion to permanent appointments of eligible veterans with a 30 percent or more disability who are serving on temporary or provisional appointments.  


(7) Promotion, reassignment, demotion, transfer, reinstatement, or detail to a position having promotion potential no greater than the potential of a position an employee currently holds or previously held on a permanent basis in the competitive service (or in another merit system with which OPM has an interchange agreement).


(8) Consideration of a candidate not given proper consideration in a prior competitive action.


(9) Temporary promotions of 120 days or less. Prior service under all details to higher graded positions or temporary promotions during the preceding 12 months under non-competitive procedures is counted in determining whether the 120-day limit will be exceeded. 


(10) Details of 120 days or less to a higher-grade position or to a position with known promotion potential. Prior service under details and temporary promotions to a higher grade position during the preceding 12 months under non-competitive procedures is counted in determining whether a proposed detail will exceed the 120 day limit. An employee need not meet time-in-grade or minimum qualification requirements (other than positive education requirements) to be detailed to another position.


(11) A promotion resulting from upgrading due to issuance of a new classification standard or correction of an initial classification error.


(12) Career promotions.

  
(a) A promotion of an employee selected for a developmental position, 

when at an earlier stage the employee was selected from a civil service register, by direct hire, under a special appointment authority, or under competitive procedures and the career ladder was identified.   

       
(b) The employee’s performance must be satisfactory and he/she must be 

recommended for promotion by the supervisor. At the time of promotion, training, qualifications and regulatory requirements must be met, the job description must be an accurate statement of duties being performed, and the title, series and grade must be supportable.


(13) A promotion resulting from an employee’s position being reclassified at a

higher grade because of additional duties and responsibilities. 


(14) Appointment of eligible family members under Executive Order (EO) 12721.


(15) Appointment under an OPM Personnel Interchange Agreement, e.g., current, permanent non-appropriated fund (NAF) employees with one year of continuous service, to an equivalent appropriated fund position.


(16) Appointment from an OPM or Delegated Examining Unit (DEU) Certificate of Eligibles.


(17) The appointment of a candidate from a reemployment priority list or from the Priority Placement Program (PPP).

     c.  The competitive procedures provided in this plan apply to the following types of actions:  


(1) Selection by promotion, transfer, conversion, or reinstatement to a higher graded position than previously held in a non-temporary position in the competitive service when the exclusions listed above do not apply.    


(2) A temporary promotion which exceeds 120 days (prior service in the preceding 12 months under all details to higher graded positions or temporary promotions under non-competitive procedures). A temporary promotion will not be effected for less than 14 calendar days. A temporary promotion may be made permanent without further competition provided:

                         (a) The temporary promotion was originally made under competitive

procedures;

                         (b) The appropriate minimum area of consideration for the position was

used for the temporary promotion, and;

                         (c) The fact that it might lead to a permanent promotion was made known

to potential candidates.


(3) Details for over 120 days to higher graded positions or to positions with more promotion potential than previously held.  


(4) Reassignment or demotion to a position with more promotion potential than current position or one previously held in a non-temporary position (except as permitted by reduction-in-force regulations).

3.  POLICY:  Positions covered by this plan will be filled solely on the basis of merit and fitness through fair and open competition without regard to political, religious, or labor organization affiliation or non-affiliation, marital status, race, color, sex, national origin, non-disqualifying disability, or age, and shall be based solely on job-related criteria.   This region:  

    a.  Will afford employees the opportunity to compete fairly and impartially for positions filled by competitive procedures.

    b.  Will assure personal favoritism or patronage do not interfere with the accomplishment of actions under this plan.

    c.  Will not allow management officials or employees to advocate their relatives for any vacant position.

    d.  Will strive to identify and eliminate barriers to equal employment and advancement opportunities.

4.  RESPONSIBILITIES: 


a.  The WCPOC will: 


(1) Establish and administer the plan to assure that the objectives are met.


(2) Advise, assist and provide consultation to the Civilian Personnel Advisory 

Centers (CPACs) pertaining to recruitment, supervisory and employee responsibilities and regulatory requirements.


(3) Consult with the CPACs and/or management officials concerning recruitment

methods, sources and strategies to include outreach or special emphasis/recruitment requirements.


(4) Issue announcements.


(5) Provide a mechanism for applicants to access information on the status of

their resume and considerations.  Currently the Department of the Army’s Automated Notification System Web Enabled Response (ANSWER) is available to provide this information to applicants.   


(6) Document actions and maintain records in accordance with requirements

established by law, rule, and regulation.  




(7) Review and evaluate the effectiveness of the program in coordination with the

CPACs to determine if it meets the needs of management and employees.  


(8) Evaluate candidates’ qualifications as required by the recruitment method.


(9) Prepare and issue referral lists to selecting officials.


(10) After selection, validate selections in accordance with applicable laws, rules

and regulations.


(11) Assist the CPAC in marketing this plan, providing assistance to managers, 

and disseminating information on this plan to the workforce.

    b.  The CPAC will:



(1) Support and assist the CPOC in the development and administration of this plan.  

           (2) Provide information to the applicant pool or labor market on recruitment processes and application procedures, counsel applicants on qualifications, and answer questions concerning this plan.    

           (3) Obtain documentation from selectees on actions to meet regulatory requirements.  

           (4) Provide advice and assistance to management officials concerning recruitment methods, sources and strategies to include outreach or special emphasis/recruitment requirements.

           (5) Assist the CPOC in reviewing and evaluating the effectiveness of the program to determine if it meets the needs of management and employees.

   c.  Management officials and supervisors will:


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


(2) Counsel and assist employees who wish to work toward other or more

responsible assignments.


(3) Anticipate personnel requirements and initiate appropriate action in sufficient 

time to allow for effective recruitment.



(4) Assure that employees referred under this plan receive consideration in 

accordance with merit principles.


     (5) Make selections in accordance with this plan.

     

(6) Review and monitor selection procedures to assure that they comply with the 

spirit of affirmative employment objectives.



(7) Assist the CPOC/CPAC in providing information to the workforce regarding

open announcements.


d.  Applicants:  It is the responsibility of applicants who desire promotion or other placement consideration to:

(1) Seek advice and assistance in developing a plan to prepare themselves for

more responsible assignments.


     (2) Submit and maintain an active resume in the Centralized Resumix Database.

     (3) Review announcements and apply for positions for which interested,

available, and qualified by following all instructions specified in the announcement within required time frames.    

      e.  Equal Employment Opportunity (EEO) Officer.  The EEO Office will:




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


(2)  Assist in developing, executing, and assessing programs designed to support affirmative employment.

(3)  Counsel and advise applicants on the provisions of this plan when 

requested.

5.  LOCATING CANDIDATES:

    a.  Area of Consideration:  The area of consideration will be sufficiently broad to provide a reasonable number of high quality candidates, taking into account the nature and level of the position(s) covered.  The area of consideration will also include:


(1) Department of the Army employees who have submitted a resume,

supplemental data information and have self-nominated in accordance with the instructions contained in the open announcement. 


(2) Employees absent for military service, service in public international 

organizations or on Intergovernmental Personnel Act assignments who have expressed interest to their supervisor for specific opportunities.

    b.  Methods of Locating Candidates:


(1) All candidates must be within the area of consideration and have submitted a resume, supplemental data information and have self-nominated in accordance with the instructions contained in the open announcement in order to be considered under the announcement.

(2) To be eligible for referral, candidates must be among the best qualified.  Best-qualified is defined as meeting all qualification and time-in-grade requirements, to include positive education requirements, as prescribed by the OPM Qualifications Handbook within thirty days from the date the referral list is issued, and meeting management identified job-related criteria as determined by the CPOC HR Specialist in consultation with the appropriate management officials.    

(3) A reasonable number of best-qualified candidates will be referred for 

selection.

(4) The selecting official may or may not select any candidate referred under this plan.  Selections will be based solely on job-related criteria and reasons for selection will be documented.  The selecting official may make a selection from any source of candidates at any time during the recruitment process.  Examples include but are not limited to selections from:  the Reemployment Priority List, repromotion eligibles, other non-competitive eligibles, or those within reach on an appropriate OPM or Delegated Examining Unit (DEU) certificate.

6.  RESUME SUBMISSION:  Resumes and supplemental data may be submitted at any time.  However, resumes and self-nominations must be submitted in accordance with the instructions contained in the announcement and received not later than the closing or cut-off date of an announcement to be considered for that announcement.  

Closing/cut-off dates are defined as 2400 Eastern Standard/Daylight time on the closing day.


7.  RECRUITMENT AND SELECTION: 

    a.  Two types of Merit Placement and Promotion announcements may be used.

         (1) Open Continuous Announcements (OCA).   These announcements differ from individual vacancy announcements in that they are generally open for longer periods of time (e.g., up to one-year) than individual vacancy announcements.   An OCA will cover a single occupational series, or closely related series (e.g. interdisciplinary positions), and will be for one grade, or a limited range of grades.  In most cases, an OCA will be for a specific geographic location.  The OCA may also cover geographic locations in close proximity to each other (e.g. in the same commuting area).   In unusual circumstances the OCA may cover like positions in geographically dispersed locations.  Applicants must have a resume in the centralized resume database and indicate their interest in any position covered by the OCA for the life of the OCA by one self-nomination.  The self-nomination will not require the applicant to identify acceptable geographic locations.  It will be assumed the applicant is interested in all locations until an automated interest and availability tool establishes the applicant’s willingness to accept a position in a particular location if the OCA covers a broad range of geographic locations. 


(2) It may be appropriate to use the OCA approach when at least one of the following conditions is met:

  
(a) The position is sufficiently hard to fill that customers and the Department of Army are best served by accepting applications on a continuous basis.   A position is defined as hard to fill when a prior competitive announcement did not yield at least three well qualified, referable candidates.

                  



(b) The position(s) covered by the OCA are frequently filled or experience high turnover (e.g., four or more vacancies in the prior 52 weeks).  In these cases, the benefits of maintaining an inventory will exceed the costs and time associated with continually re-advertising the position under individual vacancy announcements and issuing new referral lists after each announcement closes.

                  



(c) Where forecasts {e.g., data obtained from Army’s civilian forecasting tool (CIVFORS)} indicate that there will be a sufficient number of losses from positions covered by an OCA (e.g., four losses per year).

                  (d) The primary applicant pool is believed to have limited access to the  

Internet and electronic e-mail systems. 

                  (e) Other equivalent conditions as determined by the HR Specialist in consultation with the appropriate management officials.


(3) When an OCA is used and produces at least five well-qualified and referable candidates, an individual vacancy announcement will not be issued unless management considers all available candidates from the OCA, and determines that none of the available candidates are acceptable.  As soon as it is available, in lieu of an individual job announcement, a hot flyer announcement may be used.  Applicants who self-nominate in response to a hot flyer announcement will be considered under the initial OCA and not under a separate individual vacancy announcement.



(4) To maintain an inventory that consists of interested and available qualified candidates, an automated interest and availability (I&A) tool may be used prior to issuing a referral list produced from an OCA.   

(a) When a referral list is issued within 30 days after the opening of an OCA, the automated I&A is not required.  Other exceptions to using the I&A tool may be authorized based on consultation with the selecting official and the servicing HR Specialist.  For example, the selecting official may prefer to bypass the I&A to get the referral list quicker or the selecting official may prefer to personally market the opportunity to all referred candidates because the position is hard to fill.   

(b) An I&A query may be sent to prospective candidates prior to making

qualification determinations and applying skills criteria.  The I&A will be carefully worded so that applicants understand that the CPOC has not determined eligibility, qualifications or best qualified, and that a positive response to the I&A does not mean the applicant will be referred.


(c) Applicants who receive an I&A inquiry will have five calendar days from the date the email is sent to respond to the HR CPOC Specialist.

                             (d) All internal Army applicants with status will be considered available if 

they fail to respond to the I&A inquiry.


                  (e) If the selecting official documents that an applicant who was referred 
declines consideration for a vacancy, that applicant’s self-nomination will be inactivated for the rest of the period covered by the OCA, or until the applicant self-nominates again.  Any applicant whose self-nomination is inactivated will be notified through the Department of the Army’s electronic applicant notification system.  

                   (f) Any applicant who does not provide an email address with his resume or 

self-nomination, and therefore cannot be reached electronically will be considered available.


    (5) An OCA may be opened at any time for up to one year or less. Once 

opened, the initial cutoff date will be clearly indicated in the announcement.  The cutoff may be a specific date and/or reached upon receiving a specified number of applicants.  After the initial cutoff, subsequent cutoffs are established by the date the CPOC HR Specialist initiates action to generate a referral list.  Advance copies of OCA’s will be provided electronically to the servicing CPAC and the manager not later than the day before the announcement opening date.

    b.  Individual Vacancy Announcements (VA).

         (1) Individual Vacancy Announcements are defined as those that are issued for a specific position vacancy or vacancies that are announced on an individual case basis.  Individual Vacancy Announcements may be opened at any time.  Advance copies of Individual Vacancy Announcements will be provided electronically to the servicing CPAC and the manager not later than the day before the announcement opening date.   

         (2) When an applicant has a resume on file, he/she must indicate interest 

in response to a Vacancy Announcement by the submission of a self-

nomination by the closing or cut-off date of the announcement.  When an applicant does not have a resume on file and wishes to apply for a VA, he/she must prepare a resume, supplemental data, and a separate self-nomination and submit in accordance with the instructions contained in the vacancy announcement.  

    c.  The CPOC will collaborate with selecting officials to determine the candidate evaluation methodology to use.  In cases involving large numbers of applicants, management identified job-related criteria will normally be applied to all candidates.

               d.  When an analysis of the candidate pool suggests the manager will be better served, the CPOC will consult with the manager, and if appropriate, only apply job-related criteria to competitive applicants.  

8.  RELEASE OF INFORMATION:  

Information should be released in accordance with the Freedom of Information Act and Privacy Act and to any third party with a need to know, i.e., Inspector General, EEO, Merit Systems Protection Board, Labor Unions. However, the specific skills search criteria and specific skills matching information related directly to the applicant will normally not be released.  This does not prohibit the HR community from providing reasonable responses to inquiries on qualification determinations from applicants.

9.  ADMINISTRATION:

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

    b.  Employee Complaints and Grievances:  Employees may file a complaint relating to a promotion action.  However, non-selection from among a group of properly certified candidates is not a basis for grievance.  Efforts will be made to informally resolve employee concerns about actions under this plan.  Formal complaints or grievances will be filed in accordance with the appropriate negotiated agreement or agency grievance procedures.  

    c.  Corrective Actions.

         (1) Immediate action should be taken to correct a violation or program deficiency based on the established facts in the case.  The CPOC will coordinate the correction with the servicing CPAC and management officials.
         (2) When a violation has been alleged or discovered, the person placed will remain in the position until a determination is made as to what corrective action should be taken, if any.

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

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

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

/original signed/

TONY WHITEHOUSE

                  Director, West Civilian Personnel

Operations Center
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